Integrated School Primary Principal 		V 04.12.2025
 
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 Te Whakarōputanga 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.

Union Matters 
There are two Collective Agreements (“CA”) that can cover principals – the Primary Principals’ (NZEI Te Riu Roa) Collective Agreement and the Primary Principals’ (PPCBU) Collective Agreement.

If the employee indicates they are not a union member, the school needs to provide them with the following form and accompanying notice within ten days of them starting work:
· Form for new employees to indicate if they intend to join a union
· Accompanying notice
Further guidance on what to do once the employee has been provided the form, and what to do if the employee ultimately decides not to join a union, is available on the Resource Centre here. 



Privacy, documentation signing and Te Whakarōputanga 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 Te Whakarōputanga 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 Te Whakarōputanga Advisory 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 applicable collective agreement as they apply to your position. 

Your hours of work will be as set out in the applicable collective agreement.

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 for in the school’s Integration Agreement and Schedule 6, Clause 47 of the Education and Training Act 2020. 

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 

As part of your work at [school name], it is expected that you will support the special character of the school. An outline of the special character of the school is attached as an appendix to this letter.

Terms and Conditions of Employment 

NZEI Te Riu Roa member only

If you are already a member of NZEI Te Riu Roa, the Primary Principals’ (NZEI Te Riu Roa) Collective Agreement applies to you directly from the date of appointment.

A copy of the collective agreement is available at https://www.education.govt.nz/education-professionals/schools-year-0-13/people-and-employment/primary-principals-collective-and-individual-employment-agreements.    

PPCBU member only

If you are already a member of the Primary Principals’ Collective Bargaining Union (“PPCBU”), the Primary Principals’ (PPCBU) Collective Agreement applies to you directly from the date of appointment.

A copy of the collective agreement is available at https://www.education.govt.nz/education-professionals/schools-year-0-13/people-and-employment/primary-principals-collective-and-individual-employment-agreements.    

NZEI Te Riu Roa and PPCBU member 

If you are already a member of both NZEI Te Riu Roa and PPCBU, the Primary Principals’ (NZEI Te Riu Roa) Collective Agreement applies to you directly from the date of appointment.

A copy of the collective agreement is available at https://www.education.govt.nz/education-professionals/schools-year-0-13/people-and-employment/primary-principals-collective-and-individual-employment-agreements.    

Non-union member 

If you are not a member of either union, for the first 30 days of your employment you will be covered by the individual employment agreement (“IEA”) for new primary principal appointments. This IEA contains the terms and conditions of the Primary Principals’ (NZEI Te Riu Roa) Collective Agreement, except where they are replaced by more favourable terms and conditions from the Primary Principals’ (PPCBU) Collective Agreement.

Also attached is information on dealing with employment relationship problems.

A copy of the IEA is attached. A copy of the collective agreements are available at https://www.education.govt.nz/education-professionals/schools-year-0-13/people-and-employment/primary-principals-collective-and-individual-employment-agreements.    

The Primary Principals’ (NZEI Te Riu Roa) Collective Agreement and the Primary Principals’ (PPCBU) Collective Agreement cover the work that you will undertake and apply to employees who are or become members of NZEI Te Riu Roa or PPCBU, respectively.

If you are not already a member of either union, you have the option of joining NZEI Te Riu Roa or PPCBU and being directly covered by the terms and conditions of its CA.  If you wish to join NZEI Te Riu Roa or PPCBU, you should contact them directly. Joining NZEI Te Riu Roa, PPCBU, or any other union is your choice.  If you do choose to join NZEI Te Riu Roa or PPCBU, their CA will apply directly to you as long as you remain a union member.  

After the 30-day period, if you have not joined NZEI Te Riu Roa or PPCBU, you will remain on the provided IEA unless you request the IEA promulgated solely on the Primary Principals’ (PPCBU) Collective Agreement. We will provide you with that IEA.

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.

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: www.ird.govt.nz/kiwisaver and www.edpay.govt.nz.   

Confirmation

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

Please sign and return this offer of employment (and attached IEA if applicable) within five working days from the date of the offer. 

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 that I have read, understand and agree to support the special character of [school name]. 

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

I am a member of NZEI Te Riu Roa / I am a member of PPCBU / I am not a union member (please circle as one)

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

Name		__________________________

Signature	_____________________________Date  ____________________	





APPENDIX - THE SPECIAL CHARACTER OF A [denomination] SCHOOL AND EXPECTATIONS FOR STAFF EMPLOYED IN A [denomination] SCHOOL 

[use the statement of special character as provided by your proprietor]


