
 

 

 
 
 
 
 
 
 
 

Deputy Principal Job Pack 
 

 
Thank you for your interest in our vacancy for a Deputy Principal.  We look forward to 
receiving your application. Here’s our timeline: 

o Please take the time to read this pack – it has lots of useful information that will help 
you ensure you put the best application in; 

o Applications close Friday 31 January at 12 noon; 
o Shortlisting by 7 February; 
o Interviews week commencing 10 February; 
o Start date 28 April 2020 (Term 2), unless otherwise negotiated. 

 
Applications are to be submitted electronically as one document emailed to 
micky@pegasusbay.school.nz    Applications should include the completed application 
form, letter of application and CV.   
 
All applications will be acknowledged by return email. If you wish to visit/ask questions 
about the school before applying, please contact Micky in the first instance.   
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About our school 
Our school website has a lot of the information an aspiring applicant would need 
(www.pegasusbay.school.nz) and below is a brief summary of us.        
 
We are a purpose built MLE school, the first to be built as part of the Canterbury rebuild. 
Prior to moving to our new school site in 2014, the school was located in Waikuku, and 
celebrated its 140th anniversary there in 2013.  We cater for students from Year 1 through 
to Year 8. In the past 10 years we have grown from 70 students to a current roll of around 
420 and numbers will continue to increase. 12% of the school roll identify as Maori. 
 
We are passionate about our vision and values. 
 
We are passionate about collaborative teaching and learning, place-based learning, and 
nurturing our kids to be Kaitiaki. We place huge value on engaging our community in all 
aspects of school life.  
 
We are passionate about our place-based learning. All Learning Communities have a 
specific identity that relates to our local environment and reflects a child’s journey through 
our school.  For example, Ka Rere (“taking flight”) for New Entrants through to Maungatere 
(“Mt Grey” – a spiritual leaping point) for Year 8s.  Our children learn the story attached to 
their LC and are encouraged to grow their knowledge and interest in the specific local 
environments.  
 
Each LC operates with a team of up to four teachers.  Syndicate Leaders usually lead a 
team of two LCs, and are expected to take an active role in the leadership of the school.   
 
We are a zero-net energy school, and have a strong focus on eco awareness. 
 
We encourage our children to push their boundaries and learn their limits. They are 
encouraged to make huts, play bullrush and ride their scooter as fast as they can. Our 
students aren’t the ones in the crisp, clean uniforms. Ours are the ones with no shoes on, 
messy hair, grazed knees and grass stains – and big happy smiles.  
 
A central theme for us is that our children must become Kaitiaki. People say that we need 
to leave a better planet for our children - we say that we need to leave better and more 
informed children for our planet. As our children progress through our school they will have 
hands on experiences with our community and area that ensure they have a Kaitiaki 
mindset. The notion of Kaitiaki also refers to being a guardian of ourselves and our 
potential. Achieving and knowing about your gifts and talents is essential. 'Achieving' is 
more than great grades which is why we have a Golf Academy, a Science Academy and 
a Surfing Academy as well as a strong focus on Performing Arts. 
 
We have been part of a Teacher Led Innovation Fund (TLiF) journey over the past 2 years 
improving and embedding Whānau Engagement and Experiential Learning. ERO 
feedback in a very recent review said we are an innovative and high performing school. 
We know that our school is an extremely exciting and rewarding place to teach and 
learn. Applicants need to be totally committed to working in a dynamic team 
environment where reflection and continual growth is not just expected, it is part of who 
we are. 
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DEPUTY PRINCIPAL ROLE DESCRIPTION 
 
Key areas of responsibility: 
• To provide effective professional leadership to promote quality teaching and learning.  
• To act as the principal in their absence – informing them as soon as possible of any 

matters of concern. 
• To work in partnership with the principal to promote the school’s vision and support 

initiatives to embed the vision. 
• Have proven leadership experience and the ability to multi-task while managing the 

day-to-day operations of the school (e.g. duty roster, staff absence and relievers, 
EOTC, school bus, pastoral care, finance and payroll) to ensure the smooth running 
and safety of the school. 

• Be competent in all things Apple with the willingness to take on the role of managing 
our IT infrastructure – including: 
o Being proficient with using MDM; 
o Overseeing PD around best practice for digital learning; 
o Reviewing and retaining our Apple Distinguished School status;   
o Being proficient in the use of iPads and associate Apple apps; 
o Managing the integration of the digital curriculum and evaluating practice in 

relation to this; 
o Work alongside and support the Innovative Practice teachers to develop and 

implement an innovative vision for IT use across the school; 
o Lead the Experiential Engine Room; 
o Manage hardware in the school and ensure upgrades are planned and 

budgeted for as necessary; 
o Work alongside and support our external IT support provider. 

• Demonstrate a thorough understanding of the New Zealand Curriculum theory and 
practice and be committed to Modern Learning Practice (MLP). 
o Evaluate curriculum delivery and reflect and act on any issues arising 
o Provide leadership in school specific curriculum development as part of our 

curriculum re-design in 2020. 
• Overview of student welfare and pastoral care in liaison with our LSC. Second tier 

disciplinarian – i.e. after teachers and senior teachers) 
• Provide reports to the Board of Trustees as agreed with the principal; 
• Lead professional learning – coaching, mentoring and leading our teaching and 

support staff to grow them professionally; 
• Build and maintain positive and respectful relationships with all members of our school 

community; 
• Oversee Tutor teachers so that beginning teachers feel supported and valued; 
• Be as inspiring to the parents and the staff as you will be to our tamariki; 
• Be practiced in change leadership. 

 
Personal attributes: 
• Be loyal, ethical and positive in supporting the Principal to lead the learning in the 

school. 
• Be a person who thrives in a culture of collaboration, reflection, feedback and 

continuous improvement. 
• Be a strategic thinker especially for curriculum, resources and our school direction. 
• Be a team player who is flexible, adaptable and solution focussed.   
• Be skilled at promoting evidence-based teaching and learning, including the analysis 

of assessment data and teacher inquiry into practice.   



 

 

Professional Standards for a Deputy Principal 
 
Dimension Standard  Specific tasks 
Professional leadership Demonstrates a thorough understanding of 

current approaches to effective teaching and 
learning. 
• Provides professional leadership to staff within 

the delegated areas of responsibility. 
• Makes constructive contributions to the work 

of the senior management team in a manner 
which supports effective school organisation 
and improved learning outcomes for students. 

• Understands, and applies where appropriate, 
current practices for effective management 
from both within and beyond education. 

• Supports the principal in the leadership and 
management of the school and deputises 
when required. 

• Identifies and acts on opportunities for 
improving teaching and learning.  

• Reflects on own performance assessment and 
demonstrates a commitment to own on-going 
learning in order to improve performance 

The Deputy Principal is a professional leader and 
responsible for school-wide curriculum and systems, 
pastoral care and the effective operation of the senior 
school. 
• The Deputy Principal will support the Principal and 

be Acting Principal in the Principal’s and Deputy 
Principal’s absence. – informing the principal as 
soon as possible of any matters of concern. 

• The Deputy Principal is an effective change 
manager and an advocate for school 
improvement in the best interests of students. 

 
The DP is responsible for: 
• All aspects of professional leadership and 

management including staff appraisal 
management. 

• Effective operation of school-wide systems such 
as assessment, and school programmes. 

• Reporting to Parents, school- wide procedures 
and leadership in parent information sessions and 
learning. 

• Liaison with the local Intermediate and High 
School. 

• Promotion of effective communication with staff 
and parents. 

• Hosts parent information sessions as per school 
plan. 

• Models school values and demonstrates a sense 
of humour. 
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Policy and programme 
management 

• Initiates, plans and manages in association 
with the principal and other staff, policies and 
programmes which meet national 
requirements, are consistent with the school’s 
charter and strategic planning, and which 
reflect the school’s commitment to effective 
teaching and learning. 

• Understands the implications of New Zealand’s 
changing cultural, social and economic 
context and ensures that these changes are 
reflected in the policies and programmes 
within the delegated areas of responsibility. 

• Assessment, recording and evaluation of school 
data including data required by Ministry of 
Education. This includes ESOL, Special needs and 
reporting 

requirements. 
• School-wide curriculum delivery and 

documentation on teaching and learning 
programmes and responsible to the Principal in 
terms of curriculum delivery. 

• To take a lead role in the development of and 
maintenance of assessment for learning 
pedagogy within the school. 

• To take a lead role in the development of 
curriculum programmes which reflect the school’s 
strategic vision 

• Work with other school leaders in driving 
curriculum leadership and delivery within the 
school with reference to the school curriculum 
document and NZC. 

• To demonstrate an ability as a highly competent 
classroom teacher. 

• Takes responsibility to keep up to date with 
professional reading and attendance at 
appropriate seminars. 

• Report school trends and promote educational 
initiatives. 

• Seeks to use te reo as part of the role. 
• Models support for second language 

programmes. 
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Staff management • Participates in the school’s performance 
management systems and makes 
recommendations to the principal on 
appropriate professional development 
opportunities for staff. 

• Motivates and encourages staff to improve 
the quality of teaching and learning. 

• Devolves responsibilities and delegates tasks 
when appropriate 

• To lead all aspects of the school’s performance 
management systems including professional 
development and appraisal 

• To participate in the appointments of staff. 
• Carry out attestation of Team leaders unless 

agreed this will be an external appraiser. 
• Participate in an agreed amount of teaching e.g. 

small groups. 
• Encourage a collaborative and co-operative 

approach to teaching and learning and help 
develop/ maintain cohesive school wide 
expectations for teaching and learning. 

Relationship 
management 

• Fosters relationships between the school and 
the community 

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

• Provides information to the principal on areas 
of delegated responsibility in order to assist 
with effective day to day management and 
strategic planning in the school 

• Understands and operates within the limits of 
the delegated authorities and adopts a 
consultative approach with the principal and 
other staff on issues relating to school policy 

• Establishes and maintains good 
communication processes with staff, and 
between staff and members of the senior 
management team 

• Model and promote a climate of collaboration, 
cooperation and collegial support. 

• Work with the principal to liaise with all agencies 
concerned with the welfare of students. 

• Enable access to pupil information/resources by 
teacher aides. 

• Work with parents/ SENCO to support special 
needs students. 

• Manage the school rosters and timetables 
• Play a part in the corporate life of the school 
• Pastoral Care /discipline school wide Second tier 

disciplinarian – i.e. after teachers and senior 
teachers in the senior school). 

 Financial and asset 
management 

• Effectively and efficiently uses available 
financial resources and assets, within 
delegated areas of authority, to support 
improved learning outcomes for students 

• Financial and administrative effective 
management of budgets held authorizing 
expenditure/payments of delegated budgets up 
to a value of the budget line. 

 


