
Mairehau High School 
 

Appointments Policy 
 
 
Internal appointments checklist​  
 

Introduction 
A key role for the Mairehau Board of Trustees is the employment of staff.  
The Board is responsible for taking all reasonable steps to provide a safe and positive working 
environment. The Board should be satisfied that all members of staff have an understanding and a 
working knowledge of their employment agreements. 
The quality of appointments has a significant influence on student engagement and achievement. 
 

Guidelines 
The Employment Relations Act 2000 highlights the importance of ‘good faith’ behaviour as the 
foundation of the employment relationship, and the value of having the rights and obligations of both 
employers and employees clearly set out. The intent of this guideline is to provide information and a 
frame of reference about good practice when appointing staff. 
 
It is important to set an environment that creates good faith relationships. Acting in good faith is 
critical during the appointments phase. 
 
The appointments committee and applicants need to communicate openly and honestly with each 
other to ensure employment expectations are met, and to avoid potential employment issues later. 
 
Government policy and legislation in a range of areas, including immigration, health and safety, 
human rights, disclosure and privacy, police vetting and teacher certification may also need to be 
considered during the appointments process.  
 
Mairehau High School follows an equal employment opportunities (EEO) policy in all staff 
appointments. 
 

Describing and advertising a vacancy  
●​ Planning for the process (all teaching positions should be gazetted) 
●​ Describing the position to attract appropriate candidates 
●​ Developing a job description 
●​ Confirmation of hours: full-time, part-time, permanent, or fixed-term employee? 
●​ Hours of work 
●​ Place of work-Mairehau High School  
●​ Personnel specifications 
●​ Skills and qualifications 
●​ Application form provided to all applicants 
●​ Develop and set shortlisting criteria for the position 

 
Receiving applications 

●​ Mandatory Mairehau High School application form must be completed, including cover letter, 
CV, references and application form.  This information is to be confidential to the 
appointments committee (original or certified documents are properly sighted and certified 
documents are authenticated by persons authorised to do so). 

●​ Check the person is entitled to work in New Zealand in the job offered 
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●​ Check the applicant can comply with the requirements of the Public Health Order. 
●​ Letter/ email to acknowledge receipt of application.  Inform applicant whether application is 

complete and advise if applicant does not meet short-listing criteria 
●​ Appointment committee to review all applications and assess against shortlisting criteria 

resulting in appropriate selection of candidates 
●​ Contact referees (before or after interview depending on the number of applicants) 

 

Interview process 
●​ Set times and places for interviews 
●​ Decide on the format and questions of the interview 
●​ Contact applicants to advise interview times 
●​ Hold interviews (notes to be taken throughout the interview) 

 
Selection and appointment 

●​ Complete the at-risk check, e.g. identity check, police vetting 
●​ Decide on potentially successful candidate(s) 
●​ Contact referees 
●​ Make selection/decision 
●​ Check the registration  status of teachers 
●​ Providing evidence of compliance with the Public Health Orders. 
●​ For non –teaching positions, a Police Vet must be carried out 
●​ Further interviews could be considered if more information is needed to make a decision 
●​ Successful applicant contacted to offer position, either verbal/phone/ email subject to Police 

Vet and/or further interviewing 
●​ Receive signed acceptance of offer from applicant; employment agreements i.e. PPTA, NZEI, 

IEAs are confirmed and signed 
●​ The applicant is provided with a notification to join the union form 
●​ Unsuccessful applicants contacted to be informed of decision 
●​ Avoiding a claim of unfair pay bargaining for non- teaching staff. 

 

Beginning at Mairehau High School 
By the time our new employee is ready to start work, they must have: 

●​ a signed copy of the appropriate employment agreement 
●​ A favourable police vetting report 
●​ Identity Check (Children Act 2014) 
●​ a copy of the job description 

To complete our records, we must: 
●​ have the employee complete a tax code declaration ( IR330) 
●​ notify payroll 
●​ ensure payroll, sets up a holiday and leave record 
●​ evidence of New Zealand citizenship or residence, or the work visa held 

Legal entitlements or additional provisions in their employment agreement 
●​ details of who to contact in case of an emergency (next of kin) 
●​ details of the bank account to be credited with wages (if this is your agreed method of 

payment) 
Induction of the new staff member 

●​ Provisionally Certificated Teachers programme is implemented for first and second  Year 
teachers 

●​ Transition programme appropriate to the specific area of the school 
●​ Advise new staff member of union membership options 
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Process Flowchart 
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Internal Appointments of Teaching Staff 
(Positions not advertised in the Education Gazette as defined by Management) 

 
Purpose 
1.​ To appoint the best person for the job 
2.​ To ensure that all employees have the same chance to succeed to the best of their abilities in 

their work 

 
Procedures 
●​ The job title, hours it attracts, time, length of tenure, remuneration, closing and interview dates, 

will be communicated to staff 
●​ Staff have at least a week to make a written application 
●​ Inviting members of staff to apply for a position is quite appropriate, but does not, however, 

imply appointment. 
●​ All short listed applicants will be interviewed (even if there is only one applicant)   
●​ Applicants may take a support person to the interview 
●​ The interview panel should consist of: 

a)​ Principal 
b)​ Members of staff 
c)​ May include an external interviewer/BOT member for non-biased opinion 

●​ Applicants will be asked set questions, one of which will be related to their own written 
application 

●​ Applicants will be notified in person as to who was awarded the job   
●​ The successful applicant will also receive a written offer 
●​ If the successful appointee cannot take up the appointment, the job may be re-advertised 
●​ In the case of an emergency the Principal may make a temporary appointment to a position.  

Temporary appointments would normally apply if the emergency vacancy were for less than 21 
days 

●​ In the event of there being mitigating circumstances that determine it best that the temporary 
appointment apply for longer than 21 days, then the Principal will inform the BOT 

●​ Applicants may request feedback on their interview, which may  be verbal or with reference to 
notes taken during the interview 

 
 
 
 
​ ​  
 
 
 
 
 
 

 
Review Date:  ​ ​ March 2024 
 
Date Ratified:​ ​ 26 March 2024 

 
Next Review Date:  ​ October 2027 
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