
KIMBOLTON SCHOOL  
Working together with Friendship 

 

Kimbolton School Principal’s Job Description 2020 

 

Role      Principal 
                                                                                       Currently 0.6 Management and 0.4 Teaching (Yr 1-8) 
 
Responsible to     Kimbolton School Board of Trustees 

Functional Relationships                                          As Principal you will liaise, when necessary, with    
                                                                                       educational agencies such as the Ministry of  
                                                                                       Education, Education Review Office, Payroll  
                                                                                       services, NZSTA and School Transport (Bus) services. 
 
Directly Responsible for All school staff including teachers, teacher aides, 

administration staff, cleaner and caretaker. 
 
Primary Objectives    
 
Culture:     Provide professional leadership that focuses the 
      school culture on enhancing teaching and learning  
 
Pedagogy:     Create a challenging learning environment where 
                                                                                       positive student/teacher interaction is evident, 
                                                                                       where there is an expectation that all students  
                                                                                       will experience success in learning and students will                                              
                                                                                       be enthusiastic about their learning 
 
Systems:     Develop and use management systems to support 
      and enhance student learning 
 
Partnerships & Networks     Strengthen communication and relationships to  
      enhance student learning 
 
Primary Functions:   
 

 To implement the Kimbolton School Charter and policy objectives 
 

 To ensure delivery of a balanced curriculum in line with National Curriculum Framework and 
to maintain programmes of assessment and reporting of student progress 
 

 To ensure professional performance and development of self and all teaching staff 
 



 To lead the school’s staff effectively and to staff the school appropriately 
 

 To act as the Board of Trustee’s chief adviser in policy and strategic issues 
 

 To develop and maintain effective relationships and communications within the school and 
its community and appropriate agencies 
 

 To manage the school’s administrative systems and its staff and resources effectively and 
efficiently 

 

 To strategically oversee property, HR matters in a prudent and efficient way to ensure 
effective guidance and motivational leadership to all staff, setting high standards of 
professional performance in accordance Board policy, legislation and relevant 
documentation. 
 

      
 
CULTURE 
 
Key Qualities 

 Passionate about students and their learning – participates in classroom and student 
activities 
 

 Strong commitment to professional development and appraisal systems 
 

 Inspirational strategic planning and able to deliver on the desired strategic outcomes 
 

 Develops leadership within the school among the staff and the pupils 
 

 Promotes transparency and collaboration in decision-making 
 

 Delegates well to other senior staff where appropriate to spread workload and 
encourage professional development. 

 
Criteria 

 In conjunction with the Board of Trustees, ensure the implementation of the school 
vision and strategy focused on enhanced achievement for all students 
 

 Promote a culture whereby staff members take on appropriate leadership roles, 
mentor and work collaboratively to improve teaching and learning 
 

 Model respect for others in interaction with adults and students 
 

 Ensure that a safe learning-focussed environment is maintained 
 

 Promote an inclusive environment in which students’ prior experiences and culture 
are acknowledged and respected 
 

 Address and appropriately manage challenging situations and problems 
 



 Demonstrate leadership through participating in professional learning 
 

 
Indicators 

 Promote and develop areas identified in the Strategic  and Annual Plan 
 

 Participate in and lead on-going Professional Development with staff including: 
 

- ICT/E-learning Integration 
 

- Personalising NZ Curriculum 
 

 

 
PEDAGOGY 
 
Key Qualities 

 Passionate about teaching and learning 
 

 Excellent understanding of the NZ Curriculum 
 

 High expectations for staff, students and parents 
 

 Ability to build upon our current vision, values and strategic long term goals  
 
Criteria 

 Promote, participate in and support on-going professional learning linked to student 
progress 

 

 Promote and provide ongoing support of the Enrichment program 
 

 Demonstrate leadership through engaging with staff and sharing knowledge about 
effective teaching and learning in the context of the New Zealand Curriculum 
documents 
 

 Creating and engaging in opportunities for education outside the classroom (EOTC) 
 

 Ensure staff members engage in professional learning to establish and sustain 
effective teacher/learner relationships with all students 
 

 Ensure that the review and design of school programmes is informed by school-based 
and other evidence 
 

 Maintain a professional learning community within which staff members are 
supported and are able to reflect on their professional practice 
 

 Analyse and act upon school-wide evidence on student learning to maximise learning 
for all students 
 

 In conjunction with the Board of Trustees, set and achieve targets in relation to the 
New Zealand curriculum 



 
Indicators 

 Alignment of the dimensions of Assessment for Learning, Guided Inquiry, NZC 
Effective Pedagogy and Best Evidence Synthesis 
 

 Ensure provision of resources and guidance for PD are aligned with the school’s 
strategic priorities 
 

 Regular staff and learning team meetings focusing on improvement 
 

 Annual appraisal of all teaching staff 
 

 Set and review achievement targets in relation to National Standards 
 

 Early identification of groups of students needing extra support 
 

 Review learning support programmes 
 

SYSTEMS 
 
Key Qualities 

 Wisely invests time and finances into maintaining and developing clear and efficient 
systems to enable effective teaching and learning 
 

 Allows time for consolidation, reflection and improvement of systems 
 

  Strong skills in administration and use of internal sytems 
 

 Excellent financial management skills that support the goals of the Board of Trustees. 
 

 Maintains effective systems to report to the Board of Trustees 
 
Criteria 

 Exhibit leadership that results in the effective day-to-day operation of the school 
 

 Effectively manage and administer finance, property and health & safety systems 
 

 Operate within Board of Trustees policy and in accordance with legislative 
requirements 
 

 Provide the Board of Trustees with timely, accurate and relevant information and 
advice on student learning and school operation 
 

 Effectively manage personnel with a focus on maximising the effectiveness of all staff 
members 
 

 Use school/external evidence to inform planning for future action, monitor progress 
and manage change 
 

 Prioritise resource allocation on the basis of the school’s annual and strategic 
objectives 



Indicators 

 Work with admin and property staff to ensure effective roll, financial, 
 communication and property management 
 

 Oversee and appraise delegated responsibilities of Deputy Principal, Lead Teachers 
with curriculum responsibilities and teacher aide. 
 

 Report regularly to the Board of Trustees, through Principal’s Reports, sufficiently to 
promote good decision-making 
 

 Report on key areas of student achievement as per Curriculum Cycle of reporting to 
Board of Trustees 
 

 Draft annual development plans and budgets to implement the strategic plan 
 

 Develop recommendations for the Board of Trustee’s to address outcomes of student 
reviews 
 

PARTNERSHIPS AND NETWORKS 
 
Key Qualities 

 Supports and encourages connections within our parent community, local iwi, local 
schools and community organisations 
 

 Maintains effective communication with students, staff, the Board of Trustees, 
parents and community 
 

 Excellent relationships with students, staff, the Board of Trustees, parents, 
       community and the Ministry of Education 

 

 Be actively involved in school events and visible in our community –attends sporting, 
 cultural and community events 

Criteria 

 Work with the Board of Trustees to facilitate strategic decision-making 
 

 Actively foster relationships with the school’s community and local iwi 
 

 Actively foster professional relationships with and between colleagues and with 
government agencies and others with expertise in the wider education community 
 

 Interact regularly with parents and the school community on student progress and 
other school-related matters 
 

 Actively foster relationships with other schools and participate in appropriate school 
networks 

 
Indicators 

 Participate in all strategic planning discussions – facilitate staff/student input – work 
with the Board of Trustees to consult with parent community – develop operational 
plans to implement the strategic plan 
 



 Be available to meet with parents as needed 
 

  Be  part of a team to develop the school’s website as a key tool to build the 
 Home/School partnership 
 

  Schedule and run professionally focused staff meetings 
 

 Hold regular DP and Curriculum Leader meetings 
 

 Ensure regular professionally focused learning team meetings are held 
 

 Review the school’s reporting to parents systems to ensure they align with 
 requirements of NAG2 
 

 Facilitate parent/teacher/student conferences 
 

 Facilitate parent information seminars 
 

 Work with the Board of Trustee’s to develop school/community communication 
 

 Participate in professional education organisations 
 
 
 
 
Signed:                                                           
 
 
 
 
 
______________________________________/____/____ 
 
Principal                                                              Date 
       
        
 
 
 
______________________________________/____/____ 
 
BOT Chairperson                             Date 
 
 
 
 
 


