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New Principal Induction and Onboarding Checklist 1

As soon as the new principal is confirmed
	Task

	 	Check employment acceptance has been completed, signed, and returned.

	 	Feedback provided to new principal explaining why they are the preferred candidate and how their appointment links to the school’s aspirations.

	 	Details about the new appointee and their start date have been communicated with school staff, students, and parent/whanau community.

	 	Payroll processes have been checked and actioned. All relevant forms have been completed or are ready for new hire to sign.  

	 	New principal has been asked and has communicated how they would like to be formally welcomed to the school (this may have cultural significance to them).

	 	The formal welcome has been arranged.

	 	Meet and greets have been arranged with the full board, principal assistant, key administrative staff, and senior leaders. This should take place before the formal welcome.

	 	Car parking has been organised (if appropriate).

	 	Preparations have started on a draft induction and onboarding programme (new principal will need to be consulted and agree to this).

	 	Housing/accommodation and removal/transfer needs have been arranged (if necessary).



	Completed by
(process owner)
	Signed
	Dated

	
	
	





New Principal Induction and OnboardingChecklist 2

Two weeks before the principal’s start date
	Task

	 	New principal details forms completed.

	 	Network access request arranged.

	 	Desk, equipment, and work area have been arranged.

	 	Telephone/cell phone has been organised (if necessary).

	 	Business cards have been arranged (if appropriate).

	 	Laptop has been arranged.



	Completed by
(process owner)
	Signed
	Dated

	
	
	





New Principal Induction and Onboarding Checklist  3

One week before the principal’s start date
	Task

	 	New principal has been provided with an organisational chart and a list of names/contact info.

	 	New principal’s contact and emergency contact details have been confirmed.

	 	Briefing pack prepared with health and safety policies and procedures, and current risks being managed.

	 	A name tag has been organised (if appropriate).

	 	The presiding member (or delegate from the board) has met with new principal and provided keys, security codes, and general access information.

	 	New principal has been provided with ESL (Education Sector Login) other logins and school shared drive information.

	 	New principal has been asked if they would like to have time with individual staff prior to starting. This may include a handover with the outgoing principal (if appropriate).

	 	Provide a copy of the board’s proposed induction and onboarding programme and seek feedback from the new principal (genuinely consider what they have to say and be prepared to make changes). 
Consider delegations, human resources, property, finance, and memberships.

	 	There is a plan for how they will be greeted and welcomed on day one. 
Who will be there to represent the board? 



	Completed by
(process owner)
	Signed
	Dated

	
	
	





New Principal Induction and Onboarding Checklist  4

The day before they start work
	Task

	 	Details of the formal welcome have been finalised and reminders have been sent to school community and staff.

	 	Desk has been set up with stationery and other essential items.

	 	Details of induction and onboarding programme have been finalised. 



	Completed by
(process owner)
	Signed
	Dated

	
	
	





New Principal Induction and Onboarding Plan Week 1

Week 1
	[bookmark: _Hlk168579887]Activity
	Who
	Completed

	Tour the school – ensure your new principal can find all facilities and resources (including staff toilets, emergency collection areas, emergency alarm locations, printers, and storage).
	
	 
	Personnel policies and procedures – ensure the new principal knows how to locate these to support them in managing human resources.
	
	 
	Review board policies together (presiding member and principal) – where to find board minutes, previous principal reports to the board, and strategic and annual planning reports.
	
	 
	Pay procedures – approved key forms, payroll contact, kiosk training.
	
	 
	Review and confirm principal job description – noting the Principal Professional Standards as per the applicable Collective Agreement.
	
	 
	Review the induction folder contents, including property, contracts, and human resources.
	
	 
	Health and Safety – emergency exits and procedures, H&S procedures, location of the accident and near miss register.
	
	 
	Diary another meeting in a week to:
· check new principal’s progress
· check new principal’s comfort level in their new position
	
	 




New Principal Induction and Onboarding Plan Week 2

Week 2
	Activity
	Who
	Completed

	Discuss any queries from the new principal.
	
	 
	Review the progress of the induction process and check for gaps.

	
	 
	Review the briefing sessions.
	
	 
	Review Professional Learning or Development goals (PLD) 
Professional Growth Cycle (PGC) – Initial discussion about the principal’s PGC and who may be in their Professional Learning Network.

(This should be discussed in more detail in the coming weeks)
	
	 
	Familiarise them with the NZSBA Resource Centre “Help for Principals” and the Advisory and Support Centre: 0800 782435 or eradvice@tewhakaroprutanga.org.nz 
	
	 
	Personal appointments (such as doctors, dentists, etc.) during school hours procedures.
	
	 
	Leave procedures – how to apply for annual, sick, tangihanga, leave without pay. Procedures for personal appointments (such as doctors, dentists, etc.) during school hours.
	
	 
	Notification of unplanned absence:
Who do they inform?
How should they inform them?
	
	 
	Child Protection Policy – review this together and discuss any potential gaps (a) with the existing policy and (b) to ensure the principal understands this key policy and their day-to-day responsibilities.
	
	 
	Health and Safety – Ensure that the new principal understands that they are the board’s health and safety officer and are responsible for enacting effective health, safety, and wellbeing procedures to meet the board’s obligations.
	
	 
	Continue review of board policies together. 
	
	 
	Check on their general wellbeing.
	
	 




New Principal Induction and Onboarding Plan Ongoing

Week #
	Activity
	Who
	Completed

	
	
	 
	
	
	 
	
	
	 
	
	
	 
	
	
	 
	
	
	 
	
	
	 
	
	
	 
	
	
	 
	Diary another meeting for an agreed time to: 
· check principal’s progress 
· check their comfort level in their new position 
· check on their overall wellbeing 
· clarify any matters 
· adjust onboarding plan as required and agreed
	
	 




New Principal Induction and Onboarding Personal File Cover Sheet

Personal File Cover Sheet 
	Name
	Position
	Employee Number
	Process Owner

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





New Principal Induction and Onboarding Personal File Checklist

Personal File Checklist 
	Task

	 	Personnel file set-up (one for daily usage and one for confidential documents such as reference checks)

	 	Completed application form 

	 	Curriculum vitae 

	 	Completed interview selection criteria matrix 

	 	Reference checks 

	 	Safety checking documentation (including the copy of the document sighted for identity checking and the police vet)

	 	Photocopy of driver licence – verified and signed by process owner

	 	Copies of any qualifications relevant to the position (the original must be sighted, and the copy certified as a true record of the original) 

	 	Finalised and agreed (signed) job description 

	 	Letter of offer and acceptance 

	 	Signed individual employment agreement (if applicable: not required for non-union members)

	 	Employee details forms 

	 	Retirement Savings Option(s) 

	 	Direct credit authority form 

	 	Signed Code of Conduct (if applicable) 

	 	Authority for payroll deductions 

	 	Completed tax forms

	 	Complete NZSBA Appendix Two form – Change in School Board

	 	List of equipment issued (e.g., ID cards, cell phone) 

	 	Schedule of Delegations – Kiwipark model from MoE as example including finance, appointments, etc.



	Completed by
	Signed by
	Dated at

	Principal
	
	

	Process owner
	
	




New Principal Induction and Onboarding School Property Issued

School Property Issued
	Property Items 
	Property identification information 
	Property accepted by employee (sign) 
	Property provided by process owner (sign) 

	ID card 
	
	
	

	School keys 
(state which ones) 
	
	
	

	Cell phone 
	
	
	

	Laptop computer 
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