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Te Rae o Pāpāmoa ( Papamoa Hills) 

Timeline 

The Te Okuroa Drive School Establishment Board of Trustees has set the following timeline for the 

appointment of their Foundation Principal. Every effort will be made to keep to the following schedule in 

determining the successful candidate, although the Establishment Board of Trustees reserves the right to 

amend the timeline if required. 

Timeline for the appointment of the Foundation Principal of Te Okuroa Drive School 

Gazette Advertisement Goes live on 30th March 2020, 4th & 18th May 

Closing date for applications 5th June 2020 at 3.00pm 

Referee reports closing date 19th June 2020 at 3.00pm 

Short listing 29th June – 3 July 2020 

School visits for shortlisted candidates To be arranged 

Interviews 
 
18/19th July 2020 
 

Principal Appointed (refer to special note) 
 
Position commences 

24th July 2020 
 
28th January 2022 

  



P a g e  | 3 

 

 

Information in this Application Pack 

• Gazette advertisement 

• Person specification 

• Job description 

You should ensure the following is completed and sent through by; 

1. Curriculum Vitae and Application forms – submitted by 5th June 2020 

2. Three referees’ forms submitted by your referees by 19th June 2020 

 

Education Gazette Advertisement 

Te Okuroa Drive School 
Leader of Learning 

Fo unda t io n  P r inc i pa l ,  U5,  Yea rs  1  -  6  
Te Okuroa Drive School is a new Year 1 - 6 school that will open in February 2022. The school is 

situated in Papamoa and will offer students a high quality innovative learning environment. 

 

The Establishment Board of Trustees (EBoT) invites applications from passionate educators who 

wish to drive education innovation and deliver a school that places student needs at the heart of 

their decision-making. Our Principal will foster and sustain a culture which welcomes and supports 

all children and their families. We seek: 

 

• expertise in learning innovation which empowers our students to succeed.  

• a leader who creates an environment which promotes positive relationships and supports 

the growth and development of staff 

• excellent knowledge of the NZ curriculum, with an inquiry learning focus. 

• culturally responsive and inclusive practices that celebrate our multicultural demographic 

while acknowledging the special place of Maori as tangata whenua. 

• learning programmes that seamlessly integrate technology into the learning journey. 

• creative learning programmes that foster The Arts. 

• the growth of strong relationships with our community. 

 

Application and information packs are available from: 

Peter Leggat:  ebot@teokuroa.school.nz 

Official Position commencement will be Term 1 2021.  

Applications close 3 pm Friday 5th June 2020. 
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Special Note: Given the important role a Principal plays in the development of a school, the 

EBoT felt it important the successful applicant will be appointed to the role in June 2020 so they 

can have direct input into the on-going development of the school. 

Ministry of Education regulations only permit the paid position to commence 1 year out from 

opening and so in the interim period while not being paid as the Principal, the successful 

applicant will be invited to contribute to EBoT meetings and school development. All expenses 

incurred in that role will be covered by the EBoT. 
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Papamoa and the Tauranga District 

Papamoa is a highly populated suburb of in the east of Tauranga which itself is one of the fastest growing 

population centres in New Zealand. Papamoa is well-known for its blue skies, warm climate, beautiful beach, 

walkways and relaxed lifestyle.  The area is currently served by two well established primary schools and a 

college. The area is predicted to continue to grow with significant further development along the expressway 

including a major shopping centre. 

 
Papamoa Beach looking towards Mauao / Mt Maunganui 

 

Te Okuroa Drive School   

 

Projected future roll   600 

Initial pay grade    U5 

Duties to commence   Term 1, 2022 

Applications close   5th June 2020 at 3.00pm 

 
Te Okuroa Drive School is currently undergoing establishment and will open for students in years 1 – 6 in 

February 2022. 
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Information for Applicants 

Thank you for applying for a position with our school.  Please ensure you have a copy of the position 

description and person specification before completing this application.  

1. Please fully complete this form personally. Read it through first then answer all questions and make sure 

you sign and date where indicated on the last page.  

2. Attach a Curriculum Vitae (CV) containing any additional information. If you include written references, 

please note that we may contact the writers of the references.  

3. Copies only of qualification certificates should be attached. If successful in your application, you will be 

required to provide originals as proof of qualifications.  

4. If you are selected for an interview you may bring whānau/support people at your own expense. Please 

advise if this is your intention.  

5. Failure to complete this application and answer all questions truthfully may result in any offer of 

employment being withdrawn or appointment being terminated, if any information is later found to be 

false.  

6. All applicants will be asked to give consent to a police vet. It is a requirement in the Education Sector for 

all employees to be vetted.  

7.  

a. Applicants may not be employed as a children’s worker if they have been convicted of a specified 

offence listed in Schedule 2 of the Vulnerable Children Act 2014, unless they obtain an 

exemption. The Criminal Records (Clean Slate) Act 2004 will not apply to these specified offences 

and these offences will be included in your Police vetting results.  

b. The Clean Slate Act provides certain convictions do not have to be disclosed providing: 

• you have not committed any offence within 7 consecutive years of being sentenced for the 

offence. 

• you did not serve a custodial sentence at any time. 

• the offence was neither a specified offence under the Clean Slate Act 2004 nor a specified 

offence under the Vulnerable Children Act 2014. 

• you have paid any fines or costs. 

Please note that you are not obliged to disclose convictions if you meet the above conditions but can do so 

if you wish. If you are uncertain as to whether you are eligible contact the Ministry of Justice. 

8. Shortlisted applicants being interviewed will need to provide originals of both a primary identity 

document (e.g. passport) and a secondary identity document (e.g. New Zealand driver license). A list of 

acceptable primary and secondary documents is available in the last sections of the Vulnerable Children 

Regulations 2015. 

9. This application form and supporting documents will be held by the board. You may access these in 

accordance with the provisions of the Privacy Act 1993. If you have any queries, please contact the person 

cited in the advertisement. 

Custodial sentence means a sentence of imprisonment and includes corrective training, preventive detention, a sentence of 

imprisonment served by home detention, borstal training, detention centre training and any other sentence that requires the full-

time detention of an individual. Non-custodial sentence includes, but is not limited to, a community-based sentence, a sentence of 

home detention, a sentence of a fine or reparation, a suspended sentence of imprisonment, and a specified order. 

 

If you have any queries, please contact the Chairperson of the Establishment Board of Trustees. 

rebeccakeating@tawera.co.nz  

mailto:rebeccakeating@tawera.co.nz
mailto:rebeccakeating@tawera.co.nz
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Person Specification 

 

It is important that the successful applicant will be highly skilled leader with proven leadership abilities, 

and have the capacity to: 

• Ensure the school’s journey includes all ethnicities, while acknowledging and affirming the special 

bi-cultural position of Māori in developing the unique culture that will emerge in the school; 

• Display cultural awareness and appreciation, and the ability to develop a culturally inclusive 
curriculum and school; 

• Welcomes the community into the school; 

• Be the leader of learning with a constant focus on student achievement; 

• Develop and sustain quality relationships with the community; 

• Demonstrate distributed leadership; 

• Demonstrate creativity, be innovative and have a high level of initiative; 

• Be an effective strategic leader who can develop teams and team work; 

• Develop and grow authentic blended e-learning school-wide and demonstrate how to lead learning 

in this environment; 

• Be leader who creates an environment which promotes positive relationships and supports the 

growth and development of staff. 

• Have strong personal qualities and communication skills. 

• Have a holistic approach to education; 

• Foster relationships with students/staff/parents/caregivers/whanau. 

The successful applicant will have: 

• A high level of understanding of Quality Learning Environments (QLEs) and a strong commitment to 

a different learning model;  

• Experience of leading substantial change in learning environments; 

• Resilience; 

• A high level of emotional intelligence; 

Additional preferred capacities include: 

• Experience in the theory, philosophy and practice of Quality Learning Environments (QLEs) 

• Experience in the design of QLEs; 

• Experience of building and refurbishment activities in schools. 
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Job Description 

Title:     Principal 

Responsible to:   Board of Trustees 

Functional relations with:  Board of Trustees, Deputy Principal, professional and support staff, 

students, parents, outside agencies, teachers' professional bodies. 

This job description incorporates the Professional Standards for Primary School Principals. 

Responsibilities: 

Provide educative leadership within the school's education community 

• To establish and maintain a school where learning by all members of the school community is a highly 

valued activity. 

• To develop a school culture where learning is paramount, and all individuals are encouraged, respected 

and challenged intellectually, physically and socially. 

• To act as a facilitator, interpreter and network manager to ensure that the communication system allows 

members of the school community to know what is happening. 

• To represent and act for the school as the school-community educational leader. 

• To maintain an understanding of evolving trends in education, keeping abreast of school leadership and 

curriculum development issues and participating in principal development activities. 

• Teachers will work collaboratively and develop expertise through sharing and creating new knowledge. 

School Culture 

• Develop a school where students feel safe, valued, relaxed and committed to learning. 

• Students will work co-operatively and competitively as appropriate to the learning task. 

• Maintain a school where praise and positive reinforcement is the norm. 

• All students and staff will be motivated to work, learn and experience success. 

• Ensure the school is an orderly place where resources and facilities are well managed. 

• All staff will be involved in decision making and management as appropriate. 

• Organisational structures, facilities and resources will be in good condition and ready for use when 

required. 

• Establish and maintain a climate where natural justice is accorded to all who work in it. 

• Distractions to students and teachers will be kept to a minimum and infringements of the norms will be 

resolved quickly and fairly. 

• Recognise individual differences and provide a variety of methodologies to meet these. 

• Staff and students will have the opportunity to work in a variety of learning and teaching modes. 

 

Relationship management 

• Establish and maintain an effective and efficient communications network. 

• Appropriate knowledge will be available to those who need it. 

• Two-way communications will be acknowledged to work without impediment. 

• Confirm that information is exchanged within the school's education community. 

• Monitoring of information channels will show that information is freely and regularly exchanged. 

• Ensure the board of trustees has access to and is a part of the communications network. 
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• The board of trustees is informed of what is happening within the school and have an appropriate 

mechanism to influence events within the school. 

• Ensure the communications network is used to build and reflect the school culture. 

• Shared beliefs, norms and values are transmitted and reflected within the school. 

• Teachers will be encouraged to go beyond current practice and trial ideas from current theory and 

practice. Teachers will be encouraged to break new ground by engaging in action research. 

• Ensure staff are consulted on management matters that concern them. 

• Staff will have the opportunity to have input into school management and decision making. 

• Exercise a leadership role in managing relationships and in representing the school. 

• To represent and act for the school as the school-community educational leader. 

Representing the school 

• Be the identifiable leader of the school's community. The school's community will positively identify the 

principal as the school leader. 

• To represent the school and its interests locally and nationally. 

• The principal will have the confidence and support of the staff, board of trustees and community to speak 

on matters concerning the school. 

• Facilitate the transmission of new knowledge to the school's community. 

• Ideas from other educational organisations and from the literature will be represented back to the school 

by the principal. 

• Ensure that knowledge created within the school is made known to those outside the school's 

community. 

• The principal will lead initiatives to promote the school's achievements within the wider community. 

• Foster relationships between the school and its community. 

• Good relationships will be maintained between the school and its community. 

• Demonstrates an understanding of and is responsive to the diverse concerns and needs of students, 

parents, staff and board, community, government and non-government agencies. 

• The concerns and needs of students, parents, staff and board, community, government and 

nongovernment agencies will be listened to and considered responses will be made to those concerns. 

• Communicates effectively both orally and in writing to a range of audiences. 

• Communications will be received and understood. 

• Manage conflict effectively and actively work to achieve solutions. 

• Represent the school and act to achieve its objectives. 

• School perspectives on various subjects will be articulated and the objectives of the school will be 

achieved. 

Professional development 

• The principal will reflect on personal performance and demonstrate a commitment to on-going learning 

in order to improve performance. 

• The principal will lead, discuss, examine, modify and exemplify leadership practices. 

• The Principal will take part in leadership development activities. 

• The principal will keep abreast of current educational literature. 

• The principal will take an active part in the meetings of local, regional and national principals groups. 

• The principal will be involved in colleague visits. 

School leadership, management, and administration 

• Actively work towards the development of a shared vision for the future of the school. 

• Priorities will be identified for: 



P a g e  | 10 

 

 

o Addressing barriers to learning. 

o Fostering high achievement of students. 

o Employing teachers of the highest quality available. 

o Focusing the school on continued improvement. 

• Implement the school’s strategic plan. 

• Achieve the vision for the school through the effective management of available resources. 

• Fulfil the role of chief executive to the board as outlined in the performance agreement. 

• All relevant statutes and regulations will be complied with. 

• The board of trustees will receive reports on matters where the school does not comply with statutes 

and regulations. 

• Charter requirements will be met, Board policies will be reviewed on an annual basis, and new policies 

developed to meet emerging situations. 

• To ensure suitable day to day management and administration of the school. 

• Adequate internal systems to support the Board's requirements will be developed, implemented and 

evaluated. 

• Apply current practices for effective management from within and beyond education. 

• New ideas will be incorporated into the Principal's leadership style. 

• To ensure continuity of staffing in all areas of the school through the administration of the Board's 

personnel policies. 

• The school will be staffed to support effective delivery of the curriculum, the implementation of the 

charter and improved learning outcomes for students. 

• To manage and lead staff and their work. 

• Procedures and practices to maintain and improve staff effectiveness will be in place. 

• Appropriate policies and procedures will be implemented to effect recruitment, supervision, 

performance management, professional development and encouragement of self-development. 

• At all times and staff will receive regular feedback on the performance of their duties. 

• Staff will be supported and motivated to improve the quality of teaching and learning. 

• Effectively and efficiently use available financial resources and assets to support improved student 

learning outcomes. 

• Budget decisions as made by the finance committee and approved by the Board will be implemented. 

• Operate an effective budget planning system and work within available resources. 

• The board will achieve a balanced budget each year. 

• Work effectively and efficiently with the board of trustees in controlling, monitoring and reporting on 

the use of finances and assets.  

• The school accounts will meet the standards required by the auditors. 

• Analyse and make effective, timely responses to school self-review, external audits, and outcomes of 

student learning. 

• The board of trustees will receive relevant, timely reports and recommendations for action. 

• Understands the implications of New Zealand’s changing cultural, social and economic context. 
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Application for Appointment of Position of Principal of Te Okuroa Drive School 

1. Personal Details 

Full name  

Preferred Title  

Address 

 

 

 

 

Telephone (Home)  

Telephone (Work)  

Telephone (Mobile)  

Email  

Teacher Certification #  

Expiry Date  

Qualifications relevant 
to the position 

 

 

2. Summary of positions held over the past 10 years 

School Position held Reason for leaving Period employed 

    

    

    

    

    

 

 



P a g e  | 12 

 

 

3. Proof of Identity 

Proof of identity and right to work check 

Shortlisted applicants being interviewed will need to provide originals of two types identification 

(one photo ID e.g. passport, New Zealand driver license and the other a record ID e.g. birth 

certificate, bank statement, a bill). 

Immigration information  

Are you a New Zealand citizen?                                                                     Yes ☐      No ☐ 
 

If not, do you have resident status, or                                                          Yes ☐     No ☐ 
 

A current work permit                                                                                      Yes ☐     No ☐ 

 

Have you ever had a criminal conviction?                                                  Yes ☐     No ☐ 

(convictions that fall under the clean slate scheme do not have to be disclosed 
 

If “Yes” please detail:   

Click here to enter text. 
 

Have you ever received a police diversion for an offence?                              Yes ☐     No ☐ 

If “Yes”’ please detail:  

Click here to enter text. 

Have you ever been discharged without conviction for an offence?               Yes ☐     No ☐ 

If “Yes”’ please detail:  

Click here to enter text. 

Have you ever been convicted of a driving offence which resulted in              Yes ☐     No ☐ 
temporary or permanent loss of licence, or imprisonment?  
 
If “Yes”’ please detail:  

Click here to enter text. 

Are you awaiting sentencing or have charges pending?                                  Yes ☐     No ☐ 

If “Yes”’ please state the nature of the conviction/cases pending:  

Click here to enter text. 

In addition to other information provided are there any other factors              Yes ☐      No ☐ 

that we should know to assess your suitability for appointment  

and your ability to do the job?  

 

If “Yes”, please elaborate:  
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Click here to enter text. 

Have you ever been the subject of any concerns involving child safety?    Yes ☐     No ☐ 

If “Yes” please detail: 

Click here to enter text. 

 

Have you had any injury or medical condition caused by gradual                    Yes ☐     No ☐ 

process, disease or infection, such as occupational overuse  

syndrome, stress or repetitive strain injuries, which the tasks of this  

position may aggravate or contribute to?  

 

If “Yes”, please detail:  

Click here to enter text. 

Do you have a current New Zealand driver’s licence?                                    Yes ☐      No ☐ 

Do you hold a current practicing certificate from the Education Council of Aotearoa? 

Yes ☐      No ☐ 

Please enter your certification number: 

 

4. Referees 

Please provide the names of three people who could act as referees for you. At least one of these should be 

able to attest to your most recent work performance (please indicate in the table below). If you have included 

written references from people other than those recorded below, please note that we may contact the writers 

of these references. 

 

Referee 1 

Full name  

Address 

 

 

 

 

Telephone (Home)  

Telephone (Work)  

Telephone (Mobile)  

Email  

Relationship to 
applicant 

 

Years known to 
applicant 
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Referee 2 

Full name  

Address 

 

 

 

 

Telephone (Home)  

Telephone (Work)  

Telephone (Mobile)  

Email  

Relationship to 
applicant 

 

Years known to 
applicant 

 

 
 

Referee 3 

Full name  

Address 

 

 

 

 

Telephone (Home)  

Telephone (Work)  

Telephone (Mobile)  

Email  

Relationship to 
applicant 

 

Years known to 
applicant 

 

 
 
Please ensure that you provide each of your referees with a statement sheet found at the back of this 
application, ask them to complete the form, and send back to the email address below by the 19th June 2020 
 

Establishment Board of Trustees Governance facilitator 
Peter Leggat 
ebot@teokuroa.school.nz 
 
 
 
 

Authority to approach other referees 

mailto:ebot@teokuroa.school.nz
mailto:ebot@teokuroa.school.nz
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I authorise the Board, or nominated representative, to approach 
persons other than the referees whose names I have supplied, to 
gather information related to my suitability for appointment to the 
position.  

Yes  ☐ No  ☐ 

I authorise the Board, or nominated representative, permission to 
access any information held by the Education Council of Aotearoa New 
Zealand (EDUCANZ) or any other educational organisation, including 
information regarding matters under investigation, to gather 
information related to my suitability for appointment to the position.  

Yes  ☐ No  ☐ 

 
5. Self-assessment 
 
Please complete the following self-assessment. Please limit your responses to the space provided. Bullet points 
are acceptable. 
 

Personal Statement 
Summarise your reason for being a strong candidate for the position of Principal of Te Okuroa Drive School. 

 



P a g e  | 16 

 

 

Pedagogy 
Describe an initiative that you have set up for an innovative approach to the delivery of the NZ curriculum, 
and how this initiative impacted on the learning process. How was the effectiveness of this initiative 
measured? 
 

 

Professional Leadership 
Explain your views of what the term ‘Leader of Learning’ means by paying particular attention to how it 
might impact on the teaching and learning process, and the building of capacity and capability of staff. 
 

 



P a g e  | 17 

 

 

Strengthening community relationships 
Community relationships will form the heart of Te Okuroa Drive School. Provide an example that illustrates 
your ability to lead and foster the building of community relationships with a focus on Māori and diversity. 
 

 
6. General 
 

1) I give permission for the Te Okuroa Drive School Establishment Board of 

Trustees to check my record with the New Zealand Police. 
(Please sign here to confirm) 

2) To the best of my knowledge the statements in my application and 

Curriculum Vitae are true and accurate. I give permission for these claims to 

be verified. I understand that the conditions of my employment may be 

jeopardized if the claims are found to be false. 
(Please sign here to confirm) 

3) I confirm in terms of the Privacy Act 1993 that I have authorised access to 

referees. 
(Please sign here to confirm) 

4) I know of no reason why I would not be suitable to work with children/young 

people. 
(Please sign here to confirm) 

5) I understand that if I have supplied incorrect or misleading information, or 

have omitted any important information, I may be disqualified from 

appointment, or if appointed, may be liable to be dismissed. 
(Please sign here to confirm) 
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7. Do you wish the Board to consider any other information? 
 

Please use the following space to provide any additional information that you wish the Board to consider 
when reflecting on your application. 
 

 
8. Signature and Date 
 
 

   
(Signature)  (Date) 

 
Please send the completed application forms, and CV to the following email address, marked CONFIDENTIAL, 
by 5th June 2020.  A signed hardcopy must also be provided if you are the successful candidate. 
 
 

Establishment Board of Trustees Governance Facilitator 
Peter Leggat 
117 Karewa Parade, Papamoa 3118 
ebot@teokuroa.school.nz 
  

mailto:ebot@teokuroa.school.nz
mailto:ebot@teokuroa.school.nz
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Referees Report 

 
This referees report supports the application for the position of Principal of Te Okuroa Drive School. 
 
Any information in this report will be confidential to the Establishment Board of Trustees of Te Okuroa Drive 
School. Please have this report completed and received at the school by Friday 19th June 2020 
 

Name of applicant 
 

Name of referee 
 

 

How long have you known the applicant? 

In what capacity do you know the applicant? 

 

On a 1 – 5 scale, 5 being VERY SUITABLE and 1 being UNSUITABLE, how would you rate this applicant’s 
suitability for the position of Principal? (Please circle) 

1 2 3 4 5 

What are the main reasons for your assessment? 

What are the applicant’s strengths in terms of being a ‘Leader of Learning’? 
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What qualities does the applicant possess in terms of growing the capacity and capability of staff? 

What areas does the applicant need further development in order to become an effective leader? 

The staff, students, and community are all important stakeholders of the school’s vision. Why would 
staff, students, and the community (with an emphasis on Māori) follow the applicant on their journey 
to making this vision real? 
 

 
DECLARATION 
 
I certify that the information submitted in this referee’s report is accurate and true. 
 
 

   
(Signature)  (Date) 

 
Please send the referees report to the following address, marked CONFIDENTIAL, to be received by Friday 
19th June 2020 
Establishment Board of Trustees Governance Facilitator 
Peter Leggat 
117 Karewa Parade, Papamoa 3118 
ebot@teokuroa.school.nz 

mailto:ebot@teokuroa.school.nz
mailto:ebot@teokuroa.school.nz

