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[bookmark: _Toc491513316][bookmark: _Toc524691632]Principal Recruitment Checklist
[bookmark: _Hlk2252549]This form is used as a checklist to assist in the process of recruitment and selection. It should be used in conjunction with the other NZSTA recruitment resources. For advice specific to your situation contact 0800 782 435 (Option 2). 

	COLLECTIVE AGREEMENT COVERED BY
	

	DATE POSITION TO BE FILLED BY:
	

	APPLICANT CONTACT PERSON: 
	

	[bookmark: _Toc491513317]STEP 1: Plan and Prepare
	Responsibility of:
	Date

	 Initial information gathering 
· [bookmark: _Hlk1990569]Read the Board as Employer recruitment articles in NZSTA’s Resource Centre.   
· Check the board appointment policy. 
· Update position description
· Consider if the Board may want to use a consultant who specialise in educational appointments. If so, contact NZSTA’s Advisory and Support Centre for a list of potential consultants for use. 
	
	

	Meeting of the board to determine:
· Process and roles including consultant/adviser, if required, and delegations made (which need to be in writing) 
· Selection criteria for the principal role
· Community consultation 
· Budget
	
	

	Define systems for: 
· Maintaining a register of applicants
· Process for receiving applications
· Staying in communication with applicants
· Confidentially handling applications
· Arranging for school visits, if requested
· Notification for un/successful candidates
	
	

	[bookmark: _Toc491513318]Prepare application information for applicants:
· School information (could include introductory letter, charter, strategic plan, school profile, annual report, ERO review, local information, applicant liaison, code of conduct)
· Application Form (template available in NZSTA’s Resource Centre)
· Position description/person specification
· Timeline and process
· Write advertisement based on selection criteria and school profile
	
	

	Advertisement sent to the Education Gazette (and other advertising options)
	
	

	STEP 2: Shortlisting
	Responsibility of:
	Date

	Conduct pre-shortlist reference checks and or phone screening of applicants, if required.
	
	

	Board meets to:
1. Determine shortlist (available in NZSTA’s Resource Centre)
1. Finalise process/format for interviews 
1. Finalise interview questions
	
	

	Contact shortlisted applicants with information including date, time, location, support people and format of interviews
	
	

	Unsuccessful applicants advised
	
	

	STEP 3: Safety checks 
	
	

	[bookmark: _Toc491513324]Ensure shortlisted applicants have included the 5 years of work history is their CVs. 
	
	

	Ensure shortlisted applicants have current practising certificate (which means police vetting has been completed.)
	
	

	STEP 4: Interview
	Responsibility of:
	Date

	When the applicant comes to the interview: 
1. Carry out identity checking: originals of Primary and Secondary identity documents are sighted, copies made, and note confirmation on the copy that the originals have been sighted. One identity document must be a photo ID.  
2. Original qualifications sighted and copies made (or permission sought to contact educational institute to verify)
	
	

	Carry out interviews (resources available in NZSTA’s Resource Centre).
	
	

	STEP 5:  Final safety checks 
	Responsibility of:
	Date

	View the Safety Checking article in NZSTA’s Resource Centre. 
	
	

	Ensure all safety checks are completed after the interview.
	
	

	[bookmark: _Toc491513321]Complete reference checks on preferred candidate/s following the interview.
· Use the reference matrix and guidance available in NZSTA’s Resource Centre.  At least three referees need to be contacted (one of which needs to be their previous employing board)
· The reference check is an extension of the interview and should include questions based on the selection criteria, any potential areas of concern picked up in the interview and questions related to child safety.
	
	

	STEP 6: Making the appointment decision
	Responsibility of:
	Date

	Ensure all reference checks (including that of their previous board) and safety checks are completed
	
	

	Appointment decision made (by consensus preferable) 
A matrix template for decision making is available in NZSTA’s Resource Centre.
If no suitable applicant, do not appoint. Re-advertise the position. 
	
	

	Draft a letter of offer using the NZSTA templates available in NZSTA’s Resource Centre. 
For NZSTA review, send to eradvice@nzsta.org.nz  and allow at least 2 working days to receive feedback. 
	
	

	Advise successful candidate verbally. Seek verbal confirmation (ideally) that they accept the position. 
Send letter of offer to successful candidate.
	
	

	Determine how and when the announcement will be made of the new appointment (to staff, students and the community). Ensure this remains confidential until unsuccessful candidates have been notified.
	
	

	Once the signed letter of offer has been returned
Advise unsuccessful applicants 
Any unsuccessful internal applicants should be advised face-to-face.
Once the process is completed, destroy materials from unsuccessful applicants and discard any materials from the process. The final scoring matrix can be kept on file for 6 months following the process. 
If unsuccessful applicants request feedback, seek NZSTA advice about how best to do this.
Keep all application information for successful applicant and store securely on personal file.
	
	

	Advise staff and school community of appointment.
	
	

	STEP 7: New staff member begins - Induction
	Responsibility of:
	Date

	Start personel file for the new staff member
	
	

	Induction plan put into place
	
	

	Process payroll documents IRD, EdPayroll and KiwiSaver, personal details form
	
	

	Ensure support for beginning principals, (if a new principal)
	
	

	Establish a Performance Agreement
	
	


From 6 May 2019, For the first 30 days after a new employee commences employment with the employer, the employee’s terms and conditions of employment comprise—
(a) the terms and conditions in the collective agreement that would bind the employee if the employee were a member of the union (other than any bargaining fee payable under Part 6B); and
(b) any additional terms and conditions mutually agreed to by the employee and employer that are no less favourable to the employee than the terms and conditions in the collective agreement. (Section 62, clause 3)
a. Employers are required to provide  the prescribed Form for employees to indicate if they intend to join a union [PDF 230KB] within the first 10 days of employment and return the form to the union unless the employee objects (Section 62A clauses 2,3)
b. Employers must read: Guidance for employers in providing the form to new employees [PDF 235KB] 
c. Employers need to provide sufficient information about unions to prospective employees and a copy of the relevant Collective Agreement for the job/position title. 
d. If a new employee wants to remain covered by the Collective Agreement, they will need to join the relevant union and/or confirm their union membership.


Required documents for personal file 
· Copies of identity documents
· Application form *
· Signed letter of offer * 
· Individual Employment Agreement (if a non-union member) 
· Tax Declaration
· Copies of qualifications
· Superannuation Form/Kiwisaver
· Teacher certification
· Personal file checklist cover sheet *
· Summary of employment details *
· Personal details form *
* NZSTA templates available
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