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[bookmark: _Toc126157209]Sample advertisement   
If you have not yet read the Advertising and job descriptions article on the GOVHUB website, you should do so first to understand the underlying principles of advertising.

The board of [school name] is seeking a fixed-term Choose an item. to join our kitchen to provide health school lunches for our tamariki. This is part of the Ministry of Education’s Healthy School Lunches programme. 

We are looking for a Choose an item. who understands the context of our school and our vision. A passion for kai and its cultural significance for Māori and Pasifika is beneficial. 

The role involves: 

· Insert summary of duties. 

Further detail, including the national and local criteria required for this role, is contained in the role description. [insert link to role description or attach/include]

Terms and Conditions: 
The terms and conditions of this appointment are contained in the Ministry of Education’s individual employment agreement for staff not covered by a collective agreement.  
Hourly rate will be determine based on your skills and experience, but at a minimum will be $28.95 per hour (increasing to $29.90 as of 1 September 2026) or such other amount as published at https://www.livingwage.org.nz. 
 
 
How to apply: 
Application packs regarding the position are available from [website name/link].
For further information about this vacancy please contact [name, phone, email].      

Applications close on Click or tap to enter a date.






[bookmark: _Toc126157210]Application form 
Click or tap here to enter text and/or logo
APPLICATION FOR EMPLOYMENT
Important Notes for Applicants
Thank you for applying for a position with our school.  Please ensure you have a copy of the position (job) description before completing this application and read the following notes:  
1. You need to fill out this form yourself. 
2. First, read it through, then answer all questions and make sure you sign and date where indicated on the last page. 
3. Attach a current curriculum vitae (CV) containing any additional information, if necessary.
4. Copies only of qualification certificates should be attached. If successful in your application you will be required to provide the originals as proof of qualifications. 
5. If you are selected for an interview you may bring whānau/support people at your own expense. Please advise if this is your intention. 
6. Failure to complete this application and answer all questions truthfully may result in any offer of employment being withdrawn or appointment being terminated, if any information is later found to be false. 
7. All applicants are required to give consent to a Police vet: 
a)  You cannot be employed as a children’s worker if you have been convicted of a specified offence listed in Schedule 2 of the Children’s Act 2014 (unless you have obtained an exemption). The Criminal Records (Clean Slate) Act 2004 will not apply to these specified offences and these offences will be included in your Police vetting results.  
b)  The Clean Slate Act provides certain convictions do not have to be disclosed providing:
· you have not committed any further offence within 7 consecutive years of being sentenced 
· you did not serve a custodial sentence[footnoteRef:2] at any time [2: Custodial sentence means a sentence of imprisonment and includes corrective training, preventive detention, a sentence of imprisonment served by home detention, borstal training, detention centre training and any other sentence that requires the full-time detention of an individual. Non-custodial sentence includes, but is not limited to, a community-based sentence, a sentence of home detention, a sentence of a fine or reparation, a suspended sentence of imprisonment, and a specified order.
] 

· the offence was neither a specified offence under the Clean Slate Act 2004 nor a specified offence under the Children’s Act 2014 
· you have paid any fines or costs 
Please note that you are not obliged to disclose convictions if you meet the above conditions but can do so if you wish. If you are uncertain as to whether you are eligible contact the Ministry of Justice.
8. Shortlisted applicants being interviewed will need to provide originals of both a primary identity document (e.g., passport) and a secondary identity document (e.g., New Zealand driver license).  A list of acceptable primary and secondary documents is available in the last sections of the Children’s (Requirements for Safety Checks of Children’s Workers) Regulations 2015.
9. [bookmark: _Hlk76557306]This information will be held by the employer. For the successful candidate, this document will be held on their personal file, otherwise the information provided will be securely destroyed after 30 days. You may access it in accordance with the provisions of the Privacy Act 2020.


APPLICATION FOR EMPLOYMENT
Position applied for		    Location			       Vacancy/Reference
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.


	Surname/Family name		
	First names (in full)

		
	

	Click or tap here to enter text.	Click or tap here to enter text.


Birth name (if applicable)
	Click or tap here to enter text.


Are you known by any other name(s)? (if yes please provide below)	Yes ☐   No ☐
	Click or tap here to enter text.


Full postal address
	Click or tap here to enter text.


Email address
	Click or tap here to enter text.


Contact telephone numbers
	Personal:
Click or tap here to enter text.
	Work:
Click or tap here to enter text.








Identity Verification, Criminal Record and Right to Work
Please tick the appropriate boxes: 
	Immigration information 
Are you a New Zealand citizen?                                                                       Yes ☐      No ☐

If “No”: 

Do you have resident status? or                                                                       Yes ☐      No ☐

Do you hold a valid visa that allows you to work legally in New Zealand?       Yes ☐      No ☐
  

	Have you ever had a criminal conviction?                                                         Yes ☐     No ☐
If “Yes” please detail:  
Click or tap here to enter text.

(A board may not employ or engage a children’s worker who has been convicted of an offence specified in Schedule 2 of the Children’s Act 2014 unless they have an exemption. The Clean Slate Act does not apply to Schedule 2 offences.)

	Have you ever received a police diversion for an offence?                               Yes ☐      No ☐
If “Yes”’ please detail: 
Click or tap here to enter text.

	Have you ever been discharged without conviction for an offence?                 Yes ☐      No ☐

If “Yes” please detail:

Click or tap here to enter text.

	Do you have a current New Zealand driver’s licence?                                       Yes ☐     No ☐

	Have you ever been convicted of a driving offence which resulted in                Yes ☐     No ☐
temporary or permanent loss of licence, or imprisonment? 

If “Yes”’ please detail: 
Click or tap here to enter text.

	Are you awaiting sentencing, or do you have charges pending?                      Yes ☐      No ☐
If “Yes”’ please state the nature of the conviction/cases pending: 
Click or tap here to enter text.

	In addition to other information provided are there any other factors                Yes ☐      No ☐
that we should know to assess your suitability for appointment, your 
suitability for work with children or your ability to do the job?

If “Yes”, please detail: 
Click or tap here to enter text.

	Have you ever been the subject of any concerns involving child safety?         Yes ☐      No ☐
If “Yes” please detail:
Click or tap here to enter text.





	Are you aware of any injury or medical condition that could impact                Yes ☐      No ☐
on your ability to perform this job effectively? 

If “Yes”, please detail

Click or tap here to enter text.

	For teaching/principal positions: 
Do you hold a current practising certificate from the Teaching Council            Yes ☐      No ☐
of Aotearoa New Zealand?                                                                                                         

Please enter your registration number: Click or tap here to enter text.



Educational Qualifications
	
	Name
	Location
	Number of years completed
	Highest Qualification Gained

	Secondary School
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	University
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Other
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Other
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.





Employment History 
Please list your work experience for the last five years beginning with your most recent position. Please include months as well as years worked and explain any gaps in employment.  If you were self-employed, give details. 
	Period worked
(please specify the start and end dates)
    Start date                        End date
	Employer’s name
(or reason for gap in employment)
	Position held
	Reason for leaving  

	Click or tap here to enter text.	to
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	to
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	to
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	to
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	to
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	to
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.


Referees 	
Please provide the names of three people who we can contact as referees for you. One of these should be your current or most recent employer. Please indicate which referee is your current/previous employer in the table below. 
We will advise you before we make contact with the referees provided. 
	Name
	Organisation 

	Position/
Relationship
	Phone (preferred)
	Email

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	
Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.


Key Criteria
The position you have applied for requires specific knowledge, skills, attributes and personal characteristics. These key criteria and person specifications we are seeking are stated in the position description.  Please outline below how you meet each of these attributes and abilities.  Even if you are attaching a CV, please fill this out in full. The contact person cited in the advertisement can assist with any questions.
	Criteria
 (knowledge, skills, attributes, personal characteristics) 
	Past roles in which you have demonstrated the criteria
	What did you do which demonstrated this
	Key achievements

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.


	I certify that:
· The information I have supplied in this application is true and correct. 
· I confirm, in the terms of the Privacy Act 2020, that I have authorised access to referees so any enquiries deemed appropriate for determining my suitability for employment can be made.
· I know of no reason why I would not be suitable to work with children/young people.
· I understand that if I have supplied incorrect or misleading information, or have omitted any important information, I may be disqualified from appointment, or if appointed, may be liable to be dismissed.



Signature __________________________________         Date Click or tap here to enter date.


[bookmark: _Toc126157211]Job description template 

[Logo of the School]

Job Description – Healthy School Lunches programme

	Position Title
	Choose an item.

	Reports to
	E.g. Teacher, Principal, DP, AP (the person the employee will report to)

	Working Relationships
	External: e.g. Suppliers (Describe key external)

Internal: e.g. Principal (Describe key internal relationship)



Purpose of the position
E.g. Describe the overall responsibilities of the job in one or two sentences

	Key Responsibilities
	Appraisal Indicators

	E.g. Food preparation (as directed to by the Food in Schools Coordinator).
	E.g. Meals prepared in a timely manner

	
	

	
	

	
	



Tasks and DutiesE.g. 
- Preparing lunches 

Make sure to conclude the list with:
- Ensuring the safety and wellbeing of themselves, others and students at all times
- Any other duties as required from time to time




General ResponsibilitiesE.g. Comply with all board policies and relevant legislation



Declaration:

	Approved by:
	Signature of the person with the authority to approve the job description

	Date approved:
	Date upon which the job description was approved

	Reviewed:
	Date when the job description was last reviewed

	Appointee:
	Signature of the appointee

	Date appointed:
	Date upon which the appointee has been offered the position








Job description samples 

Sample Job Description: Kitchen Manager

The purpose of the Healthy School Lunches programme is to help reduce food insecurity by creating nourishing kai and giving ākonga (students) access to a nutritious lunch every day.

You may like to include details of your service such as: number of lunches served in your School | Kura, and if applicable number of Schools | Kura you service.

Oversee Menu Development:

· Understand and uphold the Healthy School lunches programme Nutrition Standards.
· Create a menu that supports the Nutrition Standards or use the cost-effective recipes available from the Healthy School Lunches programme website: https://www.education.govt.nz/suppliers-and-providers/administration/healthy-school-lunches/cost-effective-recipes
· Submit a term-based menu and recipes before the beginning of each new term to the School Lunches Nutrition inbox: Schoollunches.nutrition@education.govt.nz.
· Understand the special dietary requirements of ākonga. Ask for support from the Healthy School Lunches programme senior advisor if there are any complex dietary needs.

Manage the Foodservice:

· Manage kitchen staff, including setting a team culture, training and development.
· Coordinate lunches with School | Kura staff.
· Supervise lunch production and service.
· Support and uphold the Healthy School Lunches programme’s Nutrition Standards.
· Manage ordering with external suppliers including food, chemicals and equipment.

Health and Safety:

· Create a Food Control Plan (FCP) specific to your kitchen.
· Understand safe and suitable kai, take opportunities to attend workshops offered by the Programme.
· Manage the Food Control Plan (FCP), complete FCP records daily and ensure the FCP is annually registered and verified by the regional verifier.

Oversee the Kitchen Finances:

· Understand the Healthy School Lunches programme funding and meal budget.
· Cost meals accurately to ensure the menu is within budget.
· Maintain food costs at levels required.
· Apply and practice budgeted labour costs.







Sample Job Description: Lead Cook

The purpose of the Healthy School Lunches programme is to help reduce food insecurity by creating nourishing kai and giving ākonga (students) access to a nutritious lunch every day.

You may like to include details of your service such as: number of lunches served in your School | Kura, and if applicable number of Schools | Kura you service.

Responsibilities:

· Produce and serve nutritious and safe lunches.
· Coordinate lunches with School | Kura staff.
· Support and uphold the Healthy School Lunches programme’s Nutrition Standards.
· Ensure food chemicals and equipment is ordered as needed.
· Maintain a Food Control Plan and follow safe food handling practices.
· Review kitchen spending regularly with the person that looks after your finances.
· Lead and guide team members, support new staff.

Experience and Skills:

· Good communication skills
· Experience in creating and developing menus, preferably including recipe writing and costing.
· An understanding of dietary requirements, healthy kai, or nutritional values of kai.
· Experience in maintaining a Food Control Plan.
· Previous experience managing other staff is preferable (as required).



























Sample Job Description: Kitchen Hand

The aim of the Healthy School Lunches programme is to help reduce food insecurity by creating nourishing kai and giving ākonga (learners) access to a nutritious lunch every day.

You may like to include details of your service such as: number of lunches served in your School | Kura, and if applicable number of Schools | Kura you service.

Kitchen employees:

· Produce and serve lunches that meet the menu descriptions.
· Adhere to standards in the Food Control Plan to produce safe and suitable food.
· Support the Healthy School Lunches programme’s Nutrition Standards.
· Maintain a clean kitchen workspace, dishes and equipment.
· Make use of learning opportunities by attending workshops offered by the Ministry of Education on food handling, nutrition and best practice.
· Work effectively in a team, communicate well with team members.

Service Development and Communication:

· Attend workshops offered by the Programme that cover food handling and safety, menu development and financial competency.
· Support good communications with the Healthy School Lunches programme team, whose role it is to support you.
· Seek feedback and engage with ākonga, whānau, teachers and the school community about the menu and service.

Experience and Skills:

· Previous experience in catering or high-volume cooking.
· Proven people management and communication skills.
· Experience in menu and recipe costing and development.
· Understanding of dietary requirements and nutritional values.
· Experience developing and maintaining a Food Control Plan (FCP).
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