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Please delete this guidance before providing the offer of employment.

The only editing that should be done to this template is where there is red text or no code of conduct to provide. Subheadings should not be removed. 

To ensure you always use the most up-to-date letter of offer, we recommend downloading the template from the Resource Centre each time you make an offer instead of reusing letters you have used for previous appointments. 

Safety Checking

You cannot offer employment until all safety checks under the Children’s Act 2014 have been completed.

Before this letter of offer of employment is given to the future appointee the following is required:
1. Identity confirmation s5 Children’s (Requirements for Safety Checks of Children’s Workers) Regulations 2015
1. Other information s7 Children’s (Requirements for Safety Checks of Children’s Workers) Regulations 2015: Interview, reference checks, etc.
1. Police vetting/Information about previous criminal convictions (if any) s6 Children’s (Requirements for Safety Checks of Children’s Workers) Regulations 2015
1. Risk assessment s8 Children’s (Requirements for Safety Checks of Children’s Workers) Regulations 2015
Note: If the appointee holds a current practising certificate from the Teaching Council police vetting by the employer is not mandatory. 

For advice on safety checking and police vetting results please contact GovHub on 0800 782 435 (Option 2).
Note: If the appointee holds a current practising certificate from the Teaching Council, police vetting by the employer is not mandatory. All other aspects of safety checking must still be applied.

Privacy, documentation signing and GovHub support 

· The information obtained as part of the recruitment process and contained in the letter of offer is personal information and needs to be handled in a way consistent with the school’s privacy policy and the Privacy Act 2020. 
· Further advice and information on recruiting is available in our recruitment section in the GovHub Resource Centre. 
· The offer of employment can only be made and signed by a person with the delegated authority to do so e.g., Presiding Member or Principal.
· You are welcome to send a final draft to the GovHub and Support Centre for review: eradvice@tewhakaroputanga.org.nz. Please allow at least 48 hours for our team to review and respond.


Please delete this guidance before providing the offer of employment.
Click or tap to enter a date.

[Applicant name] 
[Address 1]

Tēnā koe [Name],

Offer of Employment: Principal – Permanent

The board of [school name] is pleased to offer you appointment to the permanent position of Principal of [school name] commencing on Click or tap to enter a date.. A job description is attached.

This offer supersedes any previous negotiations, communications and commitments whether written or oral.

Your remuneration will be determined based on the provisions of the Secondary Principals’ Collective Agreement (“the CA”) as they apply to your position. 

Your hours of work will be as set out in the CA.

Special Position 

This position, as advertised, requires that a willingness and ability to take part in religious instruction appropriate to the special character of [school name] shall be a condition of appointment, as provided in the school’s Integration Agreement and Schedule 6, Clause 47 of the Education and Training Act 2020. A definition of “religious instruction” is provided in schedule two of this letter of appointment.

On your acceptance of the position, this condition of appointment shall be incorporated as part of your terms and conditions of employment. 

[bookmark: _Hlk107496234]Education with a Special Character 

One of your obligations is to support and uphold the school’s "special character", which is defined in its Integration Agreement. Schedule One of this letter of appointment provides an overview of the school’s special character and the expectations for staff.

Handbook

To the extent that it applies to staff, you are expected to comply with the Handbook for Boards of Trustees, Principals and Staff of New Zealand Catholic Integrated Schools (the “handbook”). The handbook can be downloaded from: http://www.nzceohandbook.org.nz. 

[USE IF UNION MEMBER: Terms and Conditions of Employment

The terms and conditions of your employment are set out in the CA. 

A copy of the CA is available at education.govt.nz/school/people-and-employment/employment-agreements/collective-agreements/secondary-principals-collective-agreement. 

[USE IF NOT A UNION MEMBER: Terms and Conditions of Employment

The terms and conditions of your employment are set by the attached promulgated Individual Employment Agreement for Secondary School Principals (“the IEA”). 

The IEA reflects the terms and conditions of the CA except for the modifications applicable to the IEA.  A copy of the CA is available at education.govt.nz/school/people-and-employment/employment-agreements/collective-agreements/secondary-principals-collective-agreement. 

As the CA covers the work that you will be doing, you can join PPTA Te Wehengarua or the Secondary Principals’ Association of New Zealand (“SPANZ”) and become covered directly by the terms and conditions of the CA. If you wish to join a union, you should contact PPTA Te Wehengarua at join.ppta.org.nz or SPANZ at spanz.school.nz/membership-join. Joining a union is your choice.  If you do choose to join one of these unions, the CA will apply directly to you as long as you remain a union member.  

Consistent with section 62(3)(a)(c) of the Employment Relations Act 2000, with your agreement, we will notify PPTA Te Wehengarua and SPANZ as soon as practicable that you have entered into an employment under an IEA with the board.] 

Specified Threshold Exemption 

Consistent with clause 11.6.7 of the CA and section 67J of the Employment Relations Act 2000, sections 67I and 113A of the Employment Relations Act 2000 do not apply to your position for the term of the 2025-2028 CA (including any extension under s 53 of the Employment Relations Act 2000). 

Practising Certificate 

The board can only employ a person in this role who has a current practising certificate issued by the Teaching Council of Aotearoa New Zealand. 
Continued employment is therefore contingent on you maintaining a current practising certificate.

Safety Checking

Please note that the Education and Training Act 2020 and the Children’s Act 2014 require police vetting and safety checks to take place when an employee is being appointed to a position in a school and every third year after their appointment. Your continued employment is therefore subject to ongoing satisfactory safety checks and police vetting. 

During your employment, you must also immediately disclose to the school any charges that are laid against you and if you are convicted of any crime. If you are convicted of an offence with a possible jail sentence of three months or more, you must also self-report this conviction to the Teaching Council within a week of being convicted. 

[remove this section if not applicable] Code of Conduct 

Attached you will find a copy of the code of conduct which outlines the minimum standards of conduct and behaviour expected of you as the board’s employee. Please sign and return the acknowledgement of receipt of the code of conduct.

Code of Ethics for Catholic Schools

Attached you will find a copy of the Code of Ethics for Catholic Schools which outlines the standards of conduct and behaviour expected of you as an employee of the [school name] Board.  

Catholic schools also adhere to the Teaching Council’s Code of Professional Responsibility and Standards for the Teaching Profession.

Retirement Saving

You will be automatically enrolled into KiwiSaver if you are between 18 - 64 years of age and employed for more than 28 days. If you are already in KiwiSaver your current options will continue. Further information, including options for opting out, is available on the following websites: ird.govt.nz/kiwisaver and edpay.govt.nz.   

Confirmation

We encourage you to take the opportunity to seek independent advice on this offer of permanent employment.

[USE IF UNION MEMBER: Please sign and return this offer of employment within five working days.]  

[USE IF NOT A UNION MEMBER: Please sign and return this offer of employment, along with the signed IEA, within five working days.]  

We look forward to having you join our staff. If you have any queries, please do not hesitate to contact me. 

Nāku noa, nā




[Name]
[Presiding Member] 
[School name] Board

Acceptance

I accept the permanent position of Principal at [school name] on the basis of the offer made in this letter.

I confirm that I hold a current practising certificate.

[delete if not relevant] I have attached the acknowledgement of receipt of the code of conduct.

I acknowledge and accept that the position, as advertised and referred to in this Letter of Offer, requires that a willingness and ability to take part in religious instruction appropriate to the special character of [school name] is a condition of my appointment and shall be part of my terms and conditions of employment.

I acknowledge and accept that the position requires me to support and uphold the school’s "special character", which is described in the Integration Agreement for the school and schedule one of this letter. 

I acknowledge receipt of the Code of Ethics for Staff and Boards of Catholic Schools.

I confirm I have had the opportunity to seek appropriate independent advice.

[USE IF NOT A UNION MEMBER: I agree/do not agree to the board advising PPTA Te Wehengarua and SPANZ that I have entered into an IEA with the board. (please circle as appropriate)]

I would/would not (please circle as appropriate) like to receive information on the KiwiSaver Scheme.

Name		__________________________

Signature	_____________________________Date  ____________________		

SCHEDULE ONE - THE SPECIAL CHARACTER OF A CATHOLIC SCHOOL EXPECTATIONS FOR STAFF EMPLOYED IN A CATHOLIC SCHOOL 

1.0 This statement is to be read in association with the School Charter, a copy of which is available from the school. 

2.0 The Catholic Church has developed an international network of schools because it believes the Church has a pivotal single intention: “that God’s kingdom may come, and that the salvation of the whole human race may come to pass.” (Gaudium et Spes, 45a: Second Vatican Council.) 

3.0 The Special Character of a Catholic school is defined in the school’s Integration Agreement as follows: 

 ‘The school is a Roman Catholic School in which the whole school community, through the general school programme and in its religious instructions and observances, exercises the right to live and teach the values of Jesus Christ. These values are as expressed in the Scriptures and in the practices, worship and doctrine of the Roman Catholic Church, as determined from time to time by the Roman Catholic Bishop of the Diocese.’ 

3.1 Most schools also have a particular charism, which may be specified in the school’s Integration Agreement.   

4.0 A person applying for a position in a Catholic school needs to understand the commitment this involves. 

4.1 All staff, whether Catholic or not, are part of the whole school community. Each staff member is therefore expected to use his or her specific strengths and skills to support the mission of the school. 

4.2 A Catholic school shares the mission of the Church by developing students with knowledge, faith and values, all of which are in harmony. It is expected that teaching will be infused with a Catholic world view.

4.3 The curriculum and specific subjects are taught for their own value and with their own objectives. Seeking truth, wherever it is found, is fundamental to a Catholic school. 

4.4 The Religious Education programme is an integral part of the curriculum. The principles, truths and ethics of this programme permeate the whole life of the school. The students are taught that: 
· God is creator 
· Jesus Christ is God-made-man 
· Humankind’s ultimate goal is heaven 
· Authority to teach and interpret God’s revelation was entrusted to the Church by Christ, and is exercised by the Pope and Bishops. 

4.5 The school as a whole subscribes to the Apostles’ Creed which is the oldest of the formulas used by the Christians to express their faith. It accepts the two-fold commandment of Christ, love of God and neighbour and the other values expressed by Christ as norms for living. The focal point of the whole school is Christ. 

5.0 No staff member will be required to act against their own conscience or personal philosophy of life. Such a requirement would not be in keeping with Catholicism and is contrary to the aims of the school. 

6.0 However, in accepting a position in a Catholic school it is assumed that staff members realise that: 

· Staff work as a team. Therefore all staff are expected to contribute, according to their individual strengths and within their personal convictions, to the total purpose of the school. No school can operate successfully if any staff member undermines the positive efforts of others. 

· Staff are expected to support, uphold and be actively involved in the total life of the school and its special character irrespective of their personal beliefs. 

· Staff are role models for students, colleagues and parents/caregivers in living the mission and values of the school. 

· Staff who do not profess Catholicism are expected to promote the Catholic Character of the school, and to refrain from doing or saying anything that would be antithetical to the school’s Catholic Character. 

· Staff are expected to abide by the Code of Ethics for Staff and Boards of New Zealand Catholic Schools, a copy of which is included with this letter.

· In schools with a particular charism staff are also expected to uphold that charism. 

· New staff will find others who are willing to assist them in gaining a fuller understanding of the school and its Catholic Character, and in solving any difficulties that may arise in the course of their work. In addition the following resources which can be obtained from your School’s Diocesan Catholic Education Office will be helpful: 

· Sharing the Gospel Today: NZ Catechetical Directory (NZ Catholic Bishops Conference, 2012) 

· The Catholic School (Congregation for Catholic Education, 1977) 

· Lay Catholics in Schools: Witnesses to Faith (Congregation for Catholic Education, 1982) 

· The Church’s Confession of Faith: A Catholic Catechism for Adults (German Bishops’ Conference, St Ignatius Press, 1987, San Francisco) 

· The Religious Dimension of Education in a Catholic School (Congregation for Catholic Education, 1988). 

· Understanding Faith Religious Education curriculum for Catholic Secondary Schools Year 9-13 Aotearoa New Zealand (NCRS, revised 2010) 

· Catechism of the Catholic Church (June 1994) 

· Religious Education Curriculum Statement for Catholic Primary Schools in Aotearoa New Zealand (NCRS) 

· The Catholic School on the Threshold of the Third Millennium (Congregation for Catholic Education, July 1998) 

· The Declaration (New Zealand Council of Proprietors of Catholic Integrated Schools, 1997, revised 2007)

· The Catholic Education of School-Age Children (New Zealand Catholic Bishops Conference, 2014)



SCHEDULE TWO - FURTHER COMMENTS ON THE DEFINITION OF RELIGIOUS INSTRUCTION AND SPECIAL CHARACTER POSITIONS

Religious Instruction is evangelisation – it is the passing on of faith, through the ongoing establishment and support of a Christian community which lives out its faith, witnessing to the Gospel in daily action and attitudes. 

It includes teaching or explaining the doctrines and practices of the faith, not only through Religious Education classes but also through the indirect teaching which occurs through role modelling and witness to Catholic values, behaviour, and generally Catholic life.  

All teachers in special character positions carry out religious instruction outside the Religious Education curriculum and are effective in so far as they contribute to the whole evangelizing function of the school, assisting in promoting the faith education of those in the school community.  They teach “what it means to be human. … A teacher who has a clear vision of the Christian milieu and lives in accord with it will be able to help young people develop a similar vision and will give them the inspiration they need to put it into practice.”  (The Religious Dimension of Education in a Catholic School, pp 76-77). 

Teachers in special character positions respond to a call: to witness to the Gospel, to continue and deepen their commitment to the Church, to foster Christian community, to seek out ways to serve the Christian community and to continue acquiring the knowledge, skills and abilities needed to communicate the Gospel message effectively.
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CODE OF ETHICS
FOR STAFF AND BOARDS

OF NEW ZEALAND CATHOLIC SCHOOLS

As members of staff and as the Board of our Catholic
school we are committed to students, parents and
caregivers, the community and education itself. In order
to serve effectively we are also committed to our own
growth and well being.

We commit ourselves to professional standards of
conduct in all we do.

PRINCIPLE 1.0 COMMITMENT TO OUR STUDENTS

e We put the well-being of our students first, respecting their rights
and dignity as unique individuals, nurturing their individual sense of
self-worth, and serving their spiritual, academic and human needs.

* We enable students to develop personal responsibility, including
commitment to their own wellbeing, that of their community and the
world.

*  We help students to see the relevance of the Good News of Salvation,
challenging them to live by gospel values in their daily lives, and
developing their potential for Christian leadership in society.

* We focus on delivering the best possible educational programmes
that suit each student, challenging them to achieve the highest
possible standards which reflect their abilities.

*  Wework o deliver the best possible Religious Education programmes
for our students, and to relate these programmes to their daily lives.

e We work to provide a safe physical and emotional learning
environment for our students.

* We endeavour to exercise restorative justice in resolving discipline
issues.

PRINCIPLE 2.0 COMMITMENT TO PARENTS AND
CAREGIVERS

* We support parents and caregivers in their responsibility for their
children’s education; therefore we treat them with respect at all
times, collaborating with them and respecting their right to know,
understand and share in decisions that affect the education and
welfare of their children.

e We report their children’s progress regularly, and as needed, with
professional clarity.

e We offer supportive ways to assist parents’ involvement in their
children’s education and spiritual development.

* In our Religious Education and other programmes we work to
enhance family life and the home-school relationship.

*  We respect privacy and confidentiality of information

PRINCIPLE 3.0 COMMITMENT TO OUR COMMUNITY

* We are committed to serving all members of our school, co-operating
in building our Catholic educational community, and refraining from
doing anything that would bring the school into disrepute.

e We protect the reputation of students, parents, staff and Board
members.

W support the authority, decisions and leadership of our Catholic
Bishops, our Proprietors and those who work to sustain and develop
Catholic education.

*  We support the integral relationship of the Catholic school and the
Catholic parish.

e We promote the peace of Christ in the world by modelling co-
operative behaviour and peaceful solutions to conflict.

*  We support and work with other Catholic schools, for the good of the
Catholic school system.

*  We commit ourselves to honouring the Treaty of Waitangi.

* e actively value the ethnic diversity of New Zealand society.

PRINCIPLE 4.0 COMMITMENT TO EDUCATION

e We understand and commit ourselves to the principles, ethos and
delivery of authentic Catholic education.

e We are committed to deepening our professional understanding,
qualifications and knowledge of Catholic Character and Religious
Education.

*  We work in partnership with the Ministry of Education.

e We respect and support the work of all associated with the national
education system.

* We contribute to wider educational debate and development in our
society.

e We model and support professional behaviour within our school by
conscientiously fulfilling our defined roles.

e We participate in ongoing professional development for the continual
enhancement of teaching and leamning.

PRINCIPLE 5.0 COMMITMENT TO OURSELVES

Recognising that we can only fulfil our responsibilities to others if we fulfil

our responsibilities to ourselves:

e We nurture our spiritual growth and deepen our understanding of the
teachings of Christ and his Church.

* We strive to live by values of truth, honesty, justice, goodness, love,
compassion, reconciliation and respect for others.

e We sustain our personal wellbeing, striving for balance in our work,
recreation, rest and emotional lfe.
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