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INTRODUCTION TO THE APPLICATION PACK 

Thank you for expressing interest in the position of Deputy Principal at Pakuranga Heights School.  The following 

documents and information are included for your application:  

• Application Pack 

▪ Introduction to the Application Pack 

▪ School Profile 

▪ Criteria for the Appointment 

▪ Information for Applicants  

▪ Recruitment Process Timeline 

▪ Job Description 

• Application Form (a separate document) 

• Referee Report (a separate document) 

Further information about Pakuranga Heights School can be found on the school website: 

https://www.pakurangaheights.school.nz   

The application for appointment is to be returned with your Curriculum vitae (CV) and covering letter by 1:00 pm 

Friday 30 May 2025 

Email to: admin@educationgroup.co.nz (subject line: Pakuranga Heights School Deputy Principal position); OR 

Deliver to: Tanya Prentice, Office Manager, The Education Group Ltd, Level 2, 24 Manukau Road, Epsom  

Referee report forms are to be given to your three referees for them to return directly to The Education Group 

Ltd by 1:00 pm Wednesday 28 May 2025.  

For any further queries please contact Tanya Prentice at The Education Group office (Ph: 09 953 0523) email 

admin@educationgroup.co.nz; or Nicky Knight, the Appointment Advisor (Ph: 021 420 299) email 

nickyknight@educationgroup.co.nz 

Once again, thank you for your interest in applying for this position. 

Ngā mihi 

Nicky Knight 

Director 

The Education Group 

Appointment Advisor to the Pakuranga Heights School Board   

https://www.pakurangaheights.school.nz/
mailto:admin@educationgroup.co.nz
mailto:admin@educationgroup.co.nz
mailto:jschumacher@educationgroup.co.nz


 

SCHOOL PROFILE 

Pakuranga Heights School is a contributing State Primary School, catering for students between Years 0 to Year 6.   Our school 

comprises of three areas - Junior School (Years 0/1-2), Middle School (Years 3-4) and Senior School (Years 5-6), in total 22 

classrooms.  It has a roll of approximately 550.  Each area has its own playground and courts, and all have additional multi-purpose 

learning spaces. The school has built two large covered outdoor learning areas which incorporate a basketball court and soccer 

green, and both have sound systems and lighting to enable it to be used for large gatherings during and after school hours.  

Reaching New Heights Together  

At Pakuranga Heights School we provide students with an education that will prepare them for their future. We aspire to develop 

lifelong learners who have the attitudes, dispositions and skills to adapt to our ever-changing world.  Through our innovative 

curriculum design and delivery, we develop learners who are problem solvers, communicators, challenge takers, thinkers and team 

players. 

 

These six skills are represented in our school dispositions and our mascot the Pak Heights Learner. Our Pak Heights Learner 

incorporates the vision and key competencies of The New Zealand Curriculum.  

Our Values  

We pride ourselves on our strong values programme, making sure each and every student feels safe, happy and valued in our 

school. Our Bee Valued programme is embedded into all aspects of school life and underpins the way we treat and relate to each 

other. This promotes a wonderful, positive and safe environment to learn and play in.  

Our school values are:  

Honesty | Kindness | Responsibility | Respect 

eLearning  

We are a Google Apps for Education School. Our teachers have strong knowledge in transforming learning by using technology 

to suit the needs of their students. We have a range of devices in our classrooms. In the junior school students have the opportunity 

to extend their learning on iPads, while in the middle and senior school, classes have access to Chromebooks and iPads. These 

devices are available alongside our BYOD programme. Our students are able to join our coding club and also have access to a 

range of educational technology including OSMO kits, Tinkerkits and Ozobots.  



 

Enviroschool 

Pakuranga Heights School is proud to be a Silver Enviroschool that includes student established 

gardens including vegetable, herb and butterfly gardens and a native bush trail.  We promote waste 

free lunches and recycling.  We have Kaitiaki student leaders, a gardening club and many events 

throughout the school to promote the understanding and learning around looking after our 

environment. 

Kapa Haka  

The Pakuranga Heights School kapa haka roopu (group of 100 students) has a great sense of identity 

and self-pride. This is a testament to the positive attitude and culture of our challenge takers at school, 

and the importance we place on all students having the opportunity to learn Tikanga Māori.  

We have a performance group comprised of Year 3-6 children, and a development group for the Year 

1-2 children, with external performance opportunities offered to both groups. Students are taught the 

principles and kaupapa that underpin the learning and support that are given through performing 

waiata and haka for an audience. Children of all cultures gain a sense of pride, belonging, confidence 

and identity by taking part in this very special area of the arts.  

 

 

  



 

CRITERIA FOR THE APPOINTMENT 

 

The Pakuranga Heights School Board, in consultation with their staff and students have set the 

following appointment criteria for the Deputy Principal.  

 

We are looking for a Deputy Principal who:  

• Is an experienced and capable strategic leader 

• Is passionate about working in a multicultural environment  

• Has expertise in leading digital capability  

• Fosters a positive school culture and values a student-centred approach  

• Values collaboration and inclusiveness 

• Has an in-depth understanding of cultural capability and inclusiveness  

• Has strong communication and collaboration skills  

• Has knowledge of the changing New Zealand Curriculum and a broad pedagogical knowledge 

• Can provide mentorship and grow staff capability 

• Is organised, a team player and values professionalism 

• Has a sense of humour and fun 

 
 

  



 

INFORMATION FOR APPLICANTS 

 

Thank you for applying for the position of Principal of Pakuranga Heights School.  

Please ensure you have a copy of the job description, the appointment criteria and have read all material provided, before completing the separate 

application form. 

1. Please fully complete the application form personally. Read it through first and then answer all questions. Make sure you sign and date where indicated. 

2. Attach a Curriculum Vitae (CV) containing any additional information relevant to the position.  Please ensure your CV addresses the Criteria for 

Appointment.  If you include written references, please note that we may contact the writer of the reference.   

3. Copies of qualification certificates should be attached. If successful in your application, you will be required to provide the originals as proof of 

qualifications. These will be needed to verify the copies which will be retained for the school’s records.  

4. If you are selected for interview, you may bring whānau/support people at your own expense. Please let Nicky Knight know when she finalises the 

interviews with you, 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 required to give consent to a Police Vet (if required).  

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 Children’s 

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 seven 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 Children’s Act 2014; 

● you have paid any fine 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.   

  

http://www.legislation.govt.nz/act/public/2014/0040/latest/DLM5501909.html
http://www.legislation.govt.nz/act/public/2014/0040/latest/DLM5501909.html
http://www.legislation.govt.nz/act/public/2004/0036/latest/DLM280848.html
http://www.legislation.govt.nz/act/public/2014/0040/latest/DLM5501909.html


 

8. Application forms and CVs of unsuccessful applicants will be held until the appointment process is completed and will then be securely destroyed after 

90 days.  For the successful candidate these documents will be held in their personnel file. The successful candidate may access it in accordance with 

the provisions of the Privacy Act 2020. 

9. You are required to request reports from three referees.  The report template is included in this pack as a separate attachment.  It is your responsibility 

to contact referees and provide them with a copy of the report template and the information that they need to complete and return it.  These remain 

confidential to The Education Group Ltd and the Board.  All information collected from referees will be destroyed at the end of the selection process.  

10. All information received will be confidential to the Board and The Education Group Ltd.  

11. We encourage you to visit the school. To arrange a suitable time, please contact Fintan Kelly (Principal) Mobile: 021 035 3833 

 

 

 

 

 

 

  

If shortlisted, you will be required to bring to your interview, the originals and copies of the following: 

1. Your current Practising Teacher Certificate 

2. Two types of identification:  

• If possible, this should be photo ID e.g. passport and a NZ Driver Licence  

• If you do not have one or other of the above documents, please supply a birth certificate, bank statement or IRD number 



 

RECRUITMENT PROCESS TIMELINE 

 

 

Education Gazette advertisement-

online 
Monday 5 May 2025 

Candidates visiting Pakuranga Heights 

School 
12-16 May 2025 or 19-23 May 2025 

Closing date for referee reports Wednesday 28 May 2025 

Closing date for applications Friday 30 May 2025  

Shortlisting – candidates notified by… Wednesday 4 June 2025  

Visits to shortlisted candidates’ schools 
Monday 9 to Wednesday 11 June 

2025  

Interviews with applicant’s presentation 

The Board reserves the right for second 

interviews to be conducted if needed  

Saturday 14 June 2025 

Appointment commences Term 3 2025 or as negotiated 

 

If you have any queries, please contact: Tanya Prentice, the Office Manager for The Education Group at admin@educationgroup.co.nz 

or 09 953 0523 or Nicky Knight, the Appointment Advisor at nickyknight@educationgroup.co.nz or 021 420 299 

Again, we welcome applicants to visit our school and to connect with our staff and students. 

To arrange a suitable time, please contact Fintan Kelly (Principal) Mobile: 021 035 3833 

 

  

We need to receive: 

• Letter of introduction  

• Completed Application Form 

• Your Curriculum Vitae that addresses the 

criteria for appointment  

• Reports from three referees (applicant to 

organise) 
 

Completed applications to be received by 

1:00 pm Friday 30 May 2025 
 

Email to: Tanya Prentice 

admin@educationgroup.co.nz  
 

Subject line: Pakuranga Heights School 

Principal Appointment 

Or deliver to:  The Education Group Ltd, Level 

2, 24 Manukau Road, Epsom, 

Auckland 

 

mailto:admin@educationgroup.co.nz
mailto:janhill@educationgroup.co.nz
mailto:admin@educationgroup.co.nz


 

DEPUTY PRINCIPAL’S JOB DESCRIPTION 

ROLE TITLE: Deputy Principal 

RESPONSIBLE TO: The Principal of Pakuranga Heights School 

DIRECTLY RESPONSIBLE FOR: The students and school staff (teachers, support, ancillary, property staff) 

 

Leadership 

capability 
Actions Key Performance Indicators 

Building and 

sustaining high trust 

relationships  

· High trust relationships are built and sustained with all 

stakeholders. 

· These relationships are based on credibility relating 

educational expertise, treating others respectfully, 

openness, and self-awareness.  

· Leaders build and maintain a network of supportive-

challenging relationships within and beyond the 

organisation. 

· Maintains and builds positive relationships through effective 

communication with all stakeholders. 

· Always maintains confidentiality. 

· Provides relevant and up to date information to the principal 

to assist with the effective day to day management and 

strategic direction of the school. 

 

Ensuring culturally 

responsive practice 

and understanding of 

Aotearoa New 

Zealand’s cultural 

heritage, using Te Tiriti 

o Waitangi as the 

foundation 

· Embedding cultural competencies school wide. 

· Ensures their own understanding of what culturally 

responsive practice based on Te Tiriti o Waitangi 

means in practice, and why.   

· Support all staff to develop and sustain a shared 

understanding of culturally responsive practice based 

on Te Tiriti o Waitangi. 

· Supports staff to deliver culturally responsive learning 

based on Te Tiriti o Waitangi. 

· Is able to evaluate and improve the quality of learning in the 

school based on this culturally responsive practice. 

· Supports staff in their professional learning of culturally 

responsive practice. 

· Works with whanau and iwi to ensure a culturally responsive 

pedagogy. 

Building and 

sustaining collective 

leadership and 

· Uses their educational expertise to develop leadership 

by:  

○ drawing on individual and collective strengths  

· Leads and supports all staff to improve their skills in 

teaching and learning. 

· Acts as a professional role model for staff.  



 

Leadership 

capability 
Actions Key Performance Indicators 

professional 

community  
○ providing opportunities for others to actively 

contribute to initiatives and extend their 

knowledge and skills  

○ ensuring that problems impeding learning and 

wellbeing are identified and addressed 

· Acknowledges and deals directly on issues relating to the 

professional standards. 

· Keeps up to date with current management and 

professional practice. 

· Participates as an effective member of the senior 

management team. 

· Actively supports decisions taken by the principal and /or 

Board. 

Strategically thinking 

and planning 

· Contributing to strategic planning and review 

· Works closely with leaders to support schoolwide 

strategic priorities  

· Supports the Principal and Board in the development, 

implementation and review of the strategic plan.   

· Regular consultation and meetings with staff.  

 

Evaluating practices in 

relation to outcomes 

 

· Ensures there is robust and best practice schoolwide, 

specifically:   

○ curriculum content, progress and engagement of 

learners and student wellbeing. 

· Modelling strong data literacy theory and practice. 

· Identify and monitor areas of need and allocation of 

appropriate resources. 

· Assist with school wide data review to inform next steps 

and strategic planning. 

· Ensuring robust moderation practices takes place. 

· Assist with data reports to the Board.  

· De-aggregation of data of Maori, Pacific student 

achievement takes places to measure progress and 

achievement to compare against other ethnicities and 

inform next steps.  

Adept management of 

resources 

 

· Supports strategic allocation of resources.  

· All actions and practice are in line with school policies.  

· Ensures that staff feel valued and supported. 

· Staff are supported through their Professional Growth 

Cycle. 

· Manages resources so that they align with the school’s 

strategic direction.  

· Ensures that school policies are adhered to.  

· Assist staff to ensure that the PGC guidelines are followed.  

· Encourage staff to fully participate in professional 

development opportunities. 



 

Leadership 

capability 
Actions Key Performance Indicators 

· Works with staff to make the most effective and 

efficient use of time, space, physical and material 

resources.  

· Active participation in local networking groups. 

· Assist in recruiting highly performing staff.  

· Maintains a positive relationship with all stakeholders. 

· Encourages and provides opportunities for staff to reflect 

on and discuss effective teaching and learning practices 

with each other 

· Actively seeks the views of others; maintains open 

communication 

· Encourages staff to take on challenges and take risks with 

their professional learning  

Attending to their own 

learning as leaders 

and their own 

wellbeing 

· Keep current with new evidence and research-based 

knowledge. 

· Fully engages with an external PGC consultant for 

continued personal growth.  

· Maintains professional relationships.  

· Shares current educational research, practice and 

professional development with staff. 

· Acts as a role model for staff with their own professional 

learning  

· Strives for continual improvement.  

Embodying the 

organisation’s values 

and moral purpose, 

optimism, agency and 

resilience 

· Treats all stakeholders with respect and consistently 

models the school values.  

· Shows and models resilience.  

· Thinks of new actions within their sphere of influence 

and works with and supports staff who want to try 

new things that would advance the organisation's 

vision and goals 

· Actively supports decisions taken by the principal and /or 

Board. 

· Displays optimism, determination and resilience and models 

this to all stakeholders. 

· Actively supports new initiatives that advance the school’s 

vision and goals. 

· Supports and contributes to a positive school culture. 

Contributing to the 

development and 

wellbeing of education 

beyond their 

organisation 

· Contributes to the building of new knowledge to 

improve teaching and learning, and equity of 

educational outcomes 

· Works In collaboration with colleagues within and beyond 

the school to help develop and grow best practice to 

improve outcomes for our learners 



 

Leadership 

capability 
Actions Key Performance Indicators 

Digital Literacy 

Leadership 

· Ensure effective use of all digital resources e.g. 

○ Chromebooks/ipads  

○ VR cameras  

○ STEM resources 

○ Online apps 

○ Canva 

○ Schoolzine 

○ eTAP 

○ Linewize 

○ Seesaw 

○ Google School 

· Works alongside staff to ensure digital literacy is strong 

across all year level. 

· Lead PLD for all stakeholders e.g. parent workshops, staff 

workshops, student digital leaders. 

· Develop innovative programmes to maximise the use and 

application of digital devices and software. 

Day to day operation 

of the school 

· Working alongside the senior team in the day to day 

running of the school 

· Oversee staff absence, relievers and release as 

needed e.g. CRT, PLD 

· Leading designated team/teams as the go to deputy 

principal. 

· Oversees school promotion through website, local 

newspapers, social media 

· Appraisal of office staff 

· Contributing to the running of an effective and successful 

school. 

· The staff and community are informed in a timely manner 

about events that will affect them. 

· Maintain and share release documentation to ensure 

teachers receive entitled release (e.g. CRT, PRT, team 

leader, curriculum leader 

· Organise relievers as needed  

· Documentation for appraisal completed. Goals and 

outcomes shared with the principal. 

Curriculum 

Management 

· Active participation in the ongoing development, 

implementation and review of the NZ curriculum 

· Oversees schoolwide Inquiry Learning 

· Oversees student Health and Wellbeing  

· Initiate overviews and long-term planning for Inquiry 

Learning 

· Monitors and provides information on student wellbeing 

through surveys.  

· Regularly monitors teacher planning of designated team/s. 

· Models best practice in classrooms when needed. 



 

Leadership 

capability 
Actions Key Performance Indicators 

Student Leadership · Leading and developing the following student 

leadership areas 

○ House Captains 

○ Students Coaches 

○ Assemblies  

○ School events  

· Supports staff who lead these student leadership 

areas such as: 

○ Sports leaders 

○ Enviro Leaders 

○ Road Patrols 

○ Cultural leaders 

○ Librarians 

· Coordinate and prepare House Captains to run assemblies 

and school events, welcome visitors  

· Ensure student leaders receive development opportunities 

e.g. training in public speaking and the Wellington trip.  

  

 


