
 

 

 
 

Inspiring young women who are successful learners and act with integrity. 
Principal: Karene Biggs MEdLM (Hons); B Mus (Hons); LTCL 

 
 
 
5 November 2019 
 
 
 
To whom it may concern 
 
Thank you for expressing an interest in our current fixed term, full time vacancy as a Science and 
Mathematics teacher commencing Term 1, 2020.  
  
Our staff are passionate and committed teachers.  Our students work in partnership with us on their 
learning and their participation in activities beyond the classroom.  Our school is a vibrant and 
collaborative place to work and our students demonstrate high levels of capability and willingness to 
lead other students to high levels of achievement. 
 
Enclosed is a package of information to guide your application.  Additional information can be found 
on our website.  Should you have any questions, or wish to discuss working at our school, please 
don’t hesitate to contact me.  I would welcome a call from you.   

 
Your application should include a cover letter, full CV and the enclosed application form (which is 
also available on our website). 
 
Applications close 4 pm on 14 November 2019.     
 
 
Yours sincerely 
 
 
 
 
Helen Kinsey-Wightman 
Acting Principal 
  

Palmerston North Girls’ High School 
Te Kura Kōhine O Papaioea 

          



 

 

 

Palmerston North Girls’ High School  

About our School 

Palmerston North Girls’ High School is a state secondary school for girl, Years 9 to 13, and enrols 
approximately 1250 students including 30 foreign feepaying students.  The school’s history 
commenced in 1902 as part of the Palmerston North District High School, and High School in 1904 
until the establishment of the Girls’ High School in 1920, on its present site on Fitzherbert Avenue. 
 
The majority of students are drawn from the city and neighbouring areas.  About one quarter of its 
students travel by bus from rural areas.  An enrolment policy is in place under Section 11 of the 
Education Act 1989 to prevent overcrowding.  Each year we manage a waiting list at enrolment date. 
 
The socio economic sample designates the school as Decile 8.  The population draws from 
European (49%), Māori (21%), Pasifika (5%) and Asian (14%). 
 
Palmerston North Girls’ High School has provided quality education since 1902 and this is reflected 
in successive ERO reports.  The most recent ERO report in Term 4, 2018 gave the school an 
outstanding 4-5 year return.  Its student achievement record places the school well above national 
averages including comparisons with national decile 8-10 schools.  The curriculum offered is broad 
with an emphasis on encouraging students to achieve well, providing a pathway into further 
education, training or work.  The extra-curricular programme is equally broad offering a wide range 
of sports, arts, extension, leadership, enterprise and personal challenge. 
 
Palmerston North Girls’ High School is an active participant in the Te Oro Karaka Kāhui  Ako.  We 
will continue to collaborate with other schools and Early Childhood settings to work towards meeting 
the Achievement Challenges.  This Charter includes information showing where Palmerston North 
Girls’ High School goals align with those of the Kāhui Ako.  All four Strategic Goals directly link to 
the Kāhui Ako whenua of Effective Teaching and Learning, Wellbeing and Innovation.  Our school 
is concerned with building and maintaining strong, positive, educationally focused relationships 
through developing culturally responsive and relational pedagogy.  This is also the goal of the Kāhui 
Ako. 
 
The school occupies a 6.11Ha site adjacent to Manawaroa Park, the tennis club and not far from 
other playing fields, a swimming complex and sports facilities.  The campus is well maintained, as 
are the grounds. 
 
A networked communications system and access to computers and chrome books has been a 
significant investment for the Board of Trustees in recent years.  Development continues as the 
school strives to provide digital opportunities to meet the learning needs of students. 
 
The school is fully staffed by well-qualified teachers and support staff.  Students acknowledge the 
extent to which staff are dedicated to meeting their learning needs and the degree of support they 
receive to achieve excellent outcomes. 
 
The school is located within the Rangitane iwi area.  Iwi origins of Māori students are quite diverse.  
With Massey University,  UCOL, and research institutions in the city the school is well served for the 
linkages available to enhance student learning opportunities.  Clubs, service organisations and 
businesses also support our school.  



 

 

Professional Qualities 
The successful applicant will: 
 
 

• be a registered classroom teacher, with qualifications suitable for teaching Science and 
Mathematics, up to senior levels. 

• be genuinely interested in meeting the needs of all students, have knowledge of strategies 
to overcome learning barriers, and strategies for raising levels of achievement 

• be expected to contribute to the Department, and its vision for student achievement 

• be expected to support the school to achieve its goals and inspire students to achieve 
excellence 

• be expected to make the school a welcoming place for students and a safe learning 
environment to enhance student wellbeing 

• build positive relationships with students, colleagues and the community 

• be committed, enthusiastic, and confident in all aspects of teaching and learning 

• offer extra-curricular activity in the arts, sports or other endeavours 

• take responsibility for professional learning and development 
 
Personal Qualities 
The successful applicant will: 
 

• display well developed interpersonal skills and reflective practice 

• display integrity, reliability and be a positive role model 

• have aims and aspirations consistent with the goals and objectives of Palmerston North Girls’ 
High School 

  



 

 

Palmerston North Girls’ High School 
Effective Teacher Profile 

 
 

• We create a student focused, supportive and safe learning 
environment where everyone, including the teacher, is a learner. 
 

• We select authentic contexts for learning that excite, engage and 
challenge learners, respecting the diversity of the heritage, 
language, identity and culture of all learners. 

  

• We model respectful relationships and use positive, growth mindset 
language to build students’ self confidence.  
 

• We have high expectations for learning and encourage the 
development of our values:  

Respect   Whakaute 

Resilience   Whakamana 

 Social Responsibility Whakatangata 
 

• We use a range of pedagogical best practice and differentiate our 
teaching to enable all learners to progress and achieve. 
 

• We are inquiry focused, reflecting on student engagement, 
achievement and progress.  

 

• We provide frequent opportunities for timely feedback to students 
on their progress and achievement and use student voice to gain 
feedback on our teaching and inform next steps in learning. 

 

• We engage whānau as active participants in the learning of their 
rangatahi. 



 

 

PALMERSTON NORTH GIRLS’ HIGH SCHOOL 

 

A. Title:  Teacher.  

 Responsible to: The Head of Department. 

 Relationships with: Staff, particularly within the department, Deans, Guidance, Learning Support, Deputy and Assistant Principals. 

B. Primary Objectives: 

 1. To take responsibility for effective teaching and learning for all students assigned to the teacher. 
 2. To contribute to professional improvement and development within the school. 
 3. To take responsibility for a form class. 
 4. To contribute to school wide activities that enhance student achievement and reputation for excellence. 

C. Key Tasks: 

 Teaching and Learning 

KEY TASK (DIMENSION) OUTCOMES INDICATORS 

PROFESSIONAL KNOWLEDGE 
 
 

• Curriculum 
C1 To plan and prepare programmes of work for each 

class based on the department learning and 
teaching programmes (schemes of work). 

• Learning and assessment theory 
 
C2 To demonstrate competence in teaching and 

assessment and in reporting on students’ 
progress. 

• Current issues and initiatives 
 
 

C3 To demonstrate competence in keeping up to date 
with current developments in learning and 
teaching. 

 
C4 To participate in the school’s appraisal system. 

Experienced classroom teachers demonstrate a 
significant depth of knowledge in the theory and practical 
application, where appropriate, of: 
 

• Curricula relevant to their teaching speciality(ies). 
 
 
 
 

• Learning and assessment theory and 
developments. 

 
 
 
 

• The current issues and initiatives in education, 
including Māori education. 

 
 
Experienced classroom teachers demonstrate a high 
level of commitment to: 
 

• Further developing their own knowledge and skills. 

• Encouraging and assisting colleagues in 
professional development. 

• Further developing understandings of the Treaty of 
Waitangi. 

 
 
 
 

• Critiques existing schemes of work and actively contributes to the 
evaluation and development of schemes of work. 

• Clearly demonstrates awareness of links between curriculum 
areas. 

                                             

• Able to write summative assessment(s). 

• Able to self-evaluate and change, assists others with this. 

• Able to contribute to moderation procedures. 

• Demonstrates awareness of the place of assessment in improving 
student learning. 

 

• Reads in the professional area. 

• Attends staff and subject meetings. 
 
 
 
 
 

• Undertakes annual performance review and completes each 
performance agreement. 

• Identifies own professional development opportunities and 
communicates to appraiser when establishing performance 
expectations. 

• Attends teacher development programmes. 

POSITION DESCRIPTION 



 

 

KEY TASK (DIMENSION) OUTCOMES INDICATORS 

TEACHING TECHNIQUES 
 
 
C5 To enable and encourage students to learn. 
 
C6 To contribute to the work of the department in planning, 

administration and resource development.  

Experienced classroom teachers demonstrate expertise 
and refined strategies in: 
 

• The development and practice of teaching 
programmes and resources, learning activities and 
assessment regimes. 

• Highly effective teaching techniques. 

• Evaluation, appraisal and reflection on their own and 
others’ teaching practices with positive outcomes. 

 
 
 

• Plan book and/or samples of student work match the 
required course coverage. 

• Teaching style and resources display awareness of 
students’ cultural and individual learning needs. 

• Subject knowledge, understandings and skills are 
imparted at a level students can cope with. 

• Evidence of appropriate assessment per topic, and 
books/folders, work samples are assessed regularly. 

• Maintains a comprehensive record of each student’s 
attendance and assessment results. 

• Reports to parents contain constructive comments. 

STUDENT MANAGEMENT 
 
 
C7 To use appropriate teaching techniques and student 

management skills. 
 
C8 To exercise the pastoral care of students in the classroom 

and in the form class. 

Experienced classroom teachers demonstrate expertise 
and refined strategies in: 
 

• The development and maintenance of environments 
which enhance learning by recognising and catering 
for the learning needs of a diversity of students. 

• Managing student behaviour effectively. 
 
 
 
 
 

 
 
 

• Implements school behavioural guidelines, expectations 
and support systems. 

• Actively contributes to the ongoing development of 
support systems and supports colleagues. 

MOTIVATION OF STUDENTS 
 
 
C9 To enable and encourage students to learn. 
 
 
 
 

Experienced classroom teachers demonstrate a high level 
of effectiveness in: 
 

• Encouraging positive school-wide engagement in 
learning. 

• Fostering and practising cultures of learning and 
achievement. 

 
 

• Uses strategies to keep students on task, in a positive 
atmosphere. 

• Provides a variety of relevant activities to suit different 
learning styles and levels. 

TE REO ME ONA TIKANGA 
 
 
C10 To support the creation of a positive learning 

environment for Māori students. 

Experienced classroom teachers demonstrate commitment 
to the promotion in education of: 
 

• The appropriate and accurate use of Te Reo Māori. 

• The adoption of Māori protocols where appropriate. 

 
 
 

• Familiar with the school waiata and kawa. 

• Participates in staff training opportunities for 
pronunciation and protocol. 

 



 

 

 

KEY TASK (DIMENSION) OUTCOMES INDICATORS 

EFFECTIVE COMMUNICATION 
 
 
C11 Where appropriate, to carry out the administrative tasks 

of a form teacher. 

Experienced classroom teachers demonstrate particular 
skill and success in: 
 

• Communicating effectively with students. 

• Reporting on student achievement to students, 
families, whanau and caregivers. 

• Inter-staff communications. 

 
 
 

• Observes school communication policies and 
procedures. 

• Spoken and written language is clear, correct and 
appropriate. 

• Demonstrates effective listening skills. 

• All communication is open, honest and timely. 

• Supports colleagues in communicating effectively and 
appropriately. 

SUPPORT FOR AND CO-OPERATION WITH COLLEAGUES 
 
 
C12 To participate in the corporate life of the school. 
 
C13 To fulfil the obligations of the school charter. 

Experienced classroom teachers demonstrate a high level 
of commitment to: 
 

• Encouraging and fostering effective working 
relationships with and between others. 

• Providing support and assistance to colleagues where 
appropriate. 

 
 
 

• Meets scheduled requests for information in a timely 
fashion. 

• Is punctual for scheduled commitments. 

• Maintains effective relationships with colleagues. 

• Is professional in dress, speech and actions. 

• Contributes to department by assisting with subject 
resource development and maintenance. 

• Shares in test and examination preparation. 

CONTRIBUTION TO WIDER SCHOOL ACTIVITIES 
 
 
 
 
C14 To participate in activities with students outside the 

classroom. 
 
 
 

Experienced classroom teachers contribute towards the 
effective functioning of the total school operation, including 
the school’s relationship with parents and the wider 
community. 

 
 
 
 
 

• Participates in extra-curricular activities. 

• Participates in activities that benefit colleagues or the 
school as a whole. 

• Comments on proposed modifications to and 
development of the school’s policies and programmes. 

• Attends parents’ evenings. 

• Shares in supervision activities. 

 
 

 

 



 

 

 
 

 
Applicant’s Declaration 

 
 
 
 
 
Please complete all sections of this declaration form.   
 
Please ensure you have obtained information about the position from the Principal’s Secretary, 
principal@pnghs.school.nz 
 
Enclose a verified copy of qualification certificates.   
 
In the event of any information contained in your application being later found to be false, this may result in 
any offer of employment being withdrawn or appointment being terminated. 
 
All teachers are required to hold a current Teacher Registration from the Education Council of New Zealand.  
All other employees are required to obtain a police check. 
 
In terms of a Criminal Conviction, the Criminal Records (Clean Slate) Act 2004 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 
and 

• You did not serve a custodial sentence at any time (this would exclude serious offences such as 
murder, manslaughter, rape and causing serious bodily harm) and 

• The offence was not a specified offence (specified offences are in the main sexual in nature) and 

• You have paid any fine or costs 
 
Custodial sentences include a sentence of preventive detention and corrective training.  Non-custodial 
sentences include fines, reparation orders, community-based sentences and suspended sentences.  Please 
note that you are not obliged to disclose convictions if you are an eligible individual but can do so if you wish.  
If you are uncertain as to whether you are eligible contact the Ministry of Justice. 
 
This application form and supporting documents will be held by the school.  You may access it in accordance 
with the provisions of the Privacy Act 1993. 

IMPORTANT NOTES FOR APPLICANTS 

Palmerston North Girls’ High School 
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Position applied for Location 

 Palmerston North Girls’ High School 

 
Surname/Family Name First Names (in full) Salutation 

   

 
Full Postal Address 

 
 
 

 

Contact Telephone Number 

 
Home Phone No.: 
 
Mobile No.: 

 
Email: 
 
 
 

 

Please tick the appropriate boxes 

 
Are you a New Zealand citizen?  
 
If not, do you have resident status, or 
 
A current work permit? 
 

 
Have you ever had a criminal conviction? 
 
(convictions tht fall under the clean slate scheme do not have to be disclosed) 
 
If “Yes” please detail: 
 
 

 
 
NZ Teacher’s Registration number   
 
 Provisional 
 
or Subject to confirmation 
 
or full 
 
 
 

 Yes  No 

Yes  No 

 Yes  No 

 Yes  No 
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Have you ever received a police diversion for an offence?  
 
 
If “Yes”, please detail: 
 
 

 

Have you been convicted of a driving offence which 
resulted in temporary or permanent loss of licence, 
or imprisonment? 
 
If “Yes”, please detail: 
 
 
 

 
Are you awaiting sentencing/currently have charges pending?  
 
 
If “Yes”, please state the nature of the conviction/cases pending: 
 
 

 
In addition to other information provided, are there any other 
factors (including any notations on the NZ Teachers’ Council 
Register) that we should know to assess your suitability for 
appointment and ability to do the job? 
 
 
If “Yes”, please elaborate: 
 
 

 
Have you had any injufy or medical condition caused by gradual 
process, disease or infection, such as occupational overuse 
syndrome, stress or repetitive strain injuries, which the tasks 
of this job may aggravate or contribute to? 
 
 
If “Yes”, please detail: 
 
 
 

 Yes  No 

 Yes  No 

 Yes  No 

 Yes  No 

 Yes  No 



 

 

 

-4- 
 
 
 
 

Please provide certified copies of your qualification certificates with your application. 
  

Certificates, Degrees, 
Diplomas or other relevant 

Qualifications 

Subjects or Papers passed and levels Date/Year 
Completed 

 
 

  

 
 

  

 
 

  

 
 

  

 
 
 
 
Please outline your most recent employment history, beginning with current or latest employment. 
 

Period Worked Employer’s Name Position Held Reason for Leaving 

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 
 

 
I declare all information relating to this application to be accurate and 
complete to the best of my knowledge. 
 

 
Yes 

 
No 

 
 
 
Signature:      Date:      

Employment 
History 

Qualifications 


