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PERSONNEL MANAGEMENT
1. Permanent Staff
This procedure applies to the permanent appointment of Principal, Deputy Principals, Senior
Teachers/Team Leaders, basic salary staff and ancillary staff
1.1 Identification of Vacancy
Once a vacancy has arisen as a result of a resignation, expansion or reorganisation the
following procedure will apply:

a) Position description written Principal

b) Person specification written Principal

c) BOT advised of vacancy Principal

d) Appointment sub-committee convened, including but
not limited to the following;

· BOT Chairperson
· Principal
· Trustee with Maori advisory role
· Policy and Personnel Committee

member
· Any other staff

member/trustee/community member
as agreed by BOT Chair and
Principal

Note: this is a sub-committee of the Policy
and Personnel Committee

BOT Chairperson

e) Timeframe for applications, interviews and
appointment identified

Appointment
Sub-Committee

f) Position advertised in appropriate public forum Appointment
Sub-Committee

g) Applications considered Appointment
Sub-Committee

h) Short-list compiled Appointment
Sub-Committee



i) Unsuccessful applicants advised in writing and
application material returned via post (if postage has
been supplied). If not documentation will be
shredded once process is complete

Principal

j) Short-listed applicants advised to be invited to
interview. Applicants may be provided with
information relevant to the interview process

Principal

k) Interviews conducted Appointment
Sub-Committee

l) Applicant to be offered employment is selected. At
this point the sub-committee may identify a second
or third choice in the event that the initial applicant
declines the employment offer

Appointment
Sub-Committee

m) Successful applicant offered position. Offer of
employment is made in writing

Principal

n) Applicant accepts position in writing Principal

o) Appointment Sub-Committee informed of outcome BOT Chairperson

p) Board of Trustees advised of appointment of
successful applicant

BOT Chairperson

q) Employment Contract signed Principal and
Appointee

r) Staff induction process instigated Principal and
Appointee

s) Performance management cycle begins Principal, Team
Leader and
Appointee

This process is underpinned by the following principles:
1.2 Appointment Sub-Committee
a) Trustees (note: includes principal or staff representative) will disclose prior knowledge of

an applicant
b) Consensus will be the basis of decisions and unanimity for the final selection is to be

aimed for
c) Where interviews are held during normal hours Trustees (non-staff) can on application to

the Board, expect to be paid at the rate of a Relief Teacher, Scale A Step 8; employees
of the Board (school staff) will be reimbursed at the same rate if interviews are held
outside school working hours



d) Trustees are expected to maintain confidentiality throughout the appointments process
1.3 Candidates
a) Travel subsidies will be made known to short-listed applicant when interview times are

confirmed
b) Commencement date for the appointment will be at the beginning of the school term,

unless otherwise negotiated
c) Applicants will be advised that the Principal or Board Chair, on behalf of the appointment

sub-committee, intend to make confidential enquiries as to the suitability of any
candidate.

i. Such enquiries may be made in order to verify statements made within an
application

ii. Further enquiries may be made of past or present employers
d) Applicants who do not sign an agreement authorising such enquiries as outlined in 1.3c

(above) will not be considered for employment
e) Applicants to teaching positions must hold qualifications appropriate to full registration of

provisional registration with the New Zealand Teachers Council
f) Applicants to non-teaching positions must hold qualifications and experience relevant to

the position applied for. Such attributes are identified in the person specification for the
position

2. Principal
2.1 The appointment sub-committee will include each trustee on the Board.

a) BOT advised of vacancy BOT
Chairperson

b) Position description written BOT
Chairperson

c) Person specification written BOT
Chairperson

d) Timeframe for applications, interviews and appointment
identified

BOT
Chairperson
by consensus

e) Position advertised in appropriate public forum BOT
Chairperson

f) Applications considered Board of
Trustees

g) Short-list compiled BOT
Chairperson
by consensus

h) Unsuccessful applicants advised in writing and
application material returned via post as long as postage
included – otherwise it is shredded

BOT
Chairperson



i) Shortlisted applicants invited to interview. Applicants may
be provided with information relevant to the interview
process

BOT
Chairperson

j) Interviews conducted Board of
Trustees

k) Applicant to be offered employment is selected. At this
point the sub-committee may identify a second or third
choice in the event that the initial applicant declines the
employment offer

Board of
Trustees

l) Successful applicant is offered position. Offer of
employment made in writing

BOT
Chairperson

m) Applicant accepts position in writing BOT
Chairperson

n) Board of Trustees advised of acceptance BOT
Chairperson

o) Employment contract signed BOT
Chairperson

p) Staff induction process instigated BOT
Chairperson

q) Performance management cycle begins BOT
Chairperson

This process is underpinned by the following principles:
2.2 Appointments Committee
a) The Board Chair will invite any advisor or consultant to join the appointment

sub-committee as directed by consensus of the full Board of Trustees. Such an advisor
may include the incumbent principal, if requested by the Board. This person is
considered a co-opted Trustee for the period of the recruitment and selection

b) There is no right of review with the appointment of this position
c) Trustees will disclose prior knowledge of any applicant
d) Consensus will be the basis of decisions and unanimity for the final selection is to be

aimed for
e) Where interviews are held during normal working hours, Trustees (non-staff) can, on

application to the Board, expect to be paid at the rate of a Relief teacher (Scale A, Step
8). Employees of the Board (school staff) will be reimbursed at the same rate if
interviews are held outside school working hours

f) Trustees are expected to maintain confidentiality throughout the appointments process



2.3 Candidates
a) Travel subsidies will be made known to short-listed applicants when interview times are

confirmed
b) Commencement date for the appointment will be at the beginning of the school term,

unless otherwise negotiated
c) Applicants will be advised that the Board Chair, on behalf of the appointments

sub-committee, intends to make confidential enquiries as to the suitability of any
candidate

i) Such enquiries may be made in order to verify statements made within an
application

ii) Further enquiries may be made of past or present employers
d) Applicants who do not sign an agreement authorising such enquiries as outlined in 1.3c

(above) will not be considered for appointment
e) Applicants for teaching positions must hold qualifications appropriate to full registration or

provisional registration with the New Zealand Teachers Council with appropriate school
management and leadership qualifications or experience

3. Non-Permanent Staff
This procedure applies to the non-permanent appointment of all staff.

3.1 Identification of a vacancy
Once a vacancy has arisen as a result of resignation, extended leave, expansion or
reorganisation the following procedure will apply:

a) Principal will manage the recruitment, appointment and selection to such
positions

b) In the interests of free-flowing communication the Principal will inform the
Board Chair specifically of any appointment, and other trustees generally, as
appropriate. It is then the responsibility of the Board Chair to ensure that such
information is distributed amongst trustees
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