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2/11/2026

Scale A - Permanent Teacher Position 2027 Application Pack
Dear Applicant
Thank you for your interest in the permanent teaching position at St Mary’s School, Milton.  

Please find attached 
● Job Description including Person Specification and a Statement of Responsibilities 
● Application Form 
● Equal Employment Opportunity Form

When submitting your application, please ensure you include the following documentation: 
● Covering Letter 
● Application Form 
● Curriculum Vitae 
● Equal Employment Opportunity Form 
● Certified copy of photo identification (passport or driver’s license) 

Application Closes: 12:00 pm Monday 16th November 2026 
Position Commences Date: January 2027
All applications must be sent to the following address: principal@saint-marys.school.nz
The timeframe for this appointment is as follows:
2nd November     - Position advertised online in NZ Gazette
16th November    – Applications close 
18th November     - Interviews held
 19th November 2027 - Successful applicant offered position and unsuccessful applicants notified.

We look forward to receiving your application before Monday 16th November 2026

Yours faithfully
DM Hayes
Diane Hayes
     	PRINCIPAL

JOB DESCRIPTION SUMMARY
Employment Title: Full-Time Teacher
Term: Permanent 
Employment Agreement: Primary Teachers’ Collective Agreement
Key Objectives 
To provide high-quality learning opportunities for the students at St Mary’s School – Milton.
Person Specifications 
Holds a relevant teaching qualification and a current Registration Certificate. 
Enjoys working independently and collaboratively as a team. 
Recent teaching experience in a New Zealand Primary School. 
Maintains an open and positive mindset that is focused on continual improvement 
Willingness and ability to participate in religious instruction appropriate to the special character of the school is a condition of appointment.
Is an effective and confident communicator.
Is eligible to work in New Zealand. 

Teaching Expectations 
Has a passion for teaching and working with children to help them to realize their potential. 
Is creative, innovative, and engages learners by linking learning to the world in which they live.
Develops and maintains an attractive room environment which facilitates learning.
Demonstrates the ability to cater for individual needs of children within the class programme.
Has experience or knowledge about delivering effective structured literacy and mathematics programmes. 
Demonstrates the ability to integrate inquiry learning and Digital Technology into the classroom programme.
Able to manage challenging behaviour positively and effectively.
Willingness and ability to support the wider school organization and extracurricular activities. 
Supportive of and participates in the Special Catholic Character of the school. 
Demonstrates an ability to bring and share special interests and talents to enhance the culture of the school. 
Is committed to working in a team to deliver learning experiences as a collaboration.
Specific responsibilities will be allocated on appointment. A detailed Job Description and appropriate employment contract will be provided to the successful applicant when an offer of employment is made.

St Mary’s School Profile
Type of School
St Mary’s School, 7 Chaucer Street, Milton is an Integrated Primary School.  
It is a Roman Catholic Primary School for boys and girls from Year 1 to Year 6, offering an education with a Special Character.

School Grading
St Mary’s is a Grade – U2 -Integrated Catholic Contributing School.  It has a maximum roll of 90 children.

General Description
The school is a Roman Catholic School in which the whole community, through the school programme, exercises the right to live and teach the values of Jesus Christ.  These values are expressed in the teachings and doctrine of the Roman Catholic Bishop of the Diocese of Dunedin.  The Proprietor of the School is the Roman Catholic Bishop of Dunedin.
We aim to enrich children’s lives by nurturing personal dignity, respect for others, a sense of community, and the living of Gospel Values within the teachings of the Catholic Church. 
St Mary’s School is a wonderful place to teach and learn. We strive to acknowledge the unique gifts of each individual and are committed to empowering every student to reach their full potential.
Programmes are challenging, success– oriented and fulfilling. Our comprehensive learning programme ensures that students are equipped with the knowledge, skills, and attitudes to succeed in the future. 
We are committed to fostering confident, self-motivated, lifelong learners.

Description of the School Community
St Mary’s Primary School is situated in the small town of Milton.  The building consists of 4 generous sized classrooms. There is a foyer and reception area, Principals office, four resource rooms, a well-resourced library, a medical room, a BOT/LSC Room and a Staff room.
This is complemented by a sizeable hard surfaced playing area, large playing fields, a well-developed adventure playground and confidence course and proximity to and use of the Church and Parish Hall.  The school has well established trees and grounds.
The school serves an urban area and its surrounding rural communities.  It is comprised of its pupils, the teachers and associated staff, the Parish of St Mary’s and the Proprietor of the school.  As well as the BOT, the Church community and the Home and School are actively supportive of the school.
Parents are proud of St Mary’s School and take an active role in the life of the school.  The school is perceived as having a warm, caring atmosphere, with excellent relationships and communications between home and school.
Strengths of the School include small class sizes in the junior area in the core curriculum areas of literacy and numeracy, early intervention programmes, high interest programmes and high achievement from the children.  High expectations are promoted, and a strong work ethos is nurtured throughout the school.

Description of the Milton area
Milton is situated in South Otago at the gateway to Central Otago.  It is 40 minutes from Dunedin – well within commuting distance.  (Some of the staff commute daily).  Milton is a rural town.  The population is 2500.  Lake Waihola 16 km north of Dunedin provides all types of aquatic sports.  There are a number of service clubs and sports clubs in the town.







APPLICATION FOR APPOINTMENT 
Permanent Teacher 2026
IMPORTANT NOTES FOR APPLICANT 
Please fully complete this form personally. Read it through first then answer all questions and make sure you sign and date where indicated.
Attach a curriculum vitae (CV) containing any additional information.  If you include written references, please note that we may contact the writers of the references. 
The school’s selection panel also reserves the right to contact the applicant’s past employers or colleagues to determine suitability for the position. 
Copies only of qualification certificates should be attached. If successful with your application, you will be required to provide originals as proof of qualifications. 
Failure to complete this application and answer all questions truthfully may result in any offer of employment being withdrawn or the appointment being terminated if any information is later found to be false. 
In terms of a Criminal Conviction, the Criminal Records (Clean Slate) Act 2004 provides certain convictions do not have to be disclosed providing: 
● You have not committed any offense within 7 (consecutive) years of being sentenced for the offense and 
● You did not serve a custodial sentence at any time (this would exclude serious offences such as murder, manslaughter, rape and causing serious bodily harm) and 
● The offense was not a specified offense (specified offenses are in the main sexual in nature) and 
● You have paid any fine or costs 
Custodial sentences include a sentence of preventive detention and corrective training. Non-custodial sentences include fines, reparation orders, community-based sentences and suspended sentences. Please note that you are not obliged to disclose convictions if you are an eligible individual but can do so if you wish. If you are uncertain as to whether you are eligible, contact the Ministry of Justice. 
This application form and supporting documents will be held by the school. You may access it in accordance with the provisions of the Privacy Act 1993. 
If you have any queries, please contact the Principal at St Mary’s School - 03 4178585. 
Applications close at 12:00 pm on Monday 16th November 2026. Please send applications to:  
principal@saint-marys.school.nz


	Application Form


Please post to:  
Application, St Mary’s School, PO Box 36, MILTON 9220  
or email:  principal@saint-marys.school.nz

	Position applying for:
	Permanent Teaching Position 2027



	Personal Details

	Surname 
	

	Given names
	

	Preferred name
	

	Address
	

	
	

	Contact Details
	Home
	Work

	
	Mobile
	Email



	Certificated Teacher Status
	

	Certificated teacher

	NZTC Registration No:

	Provisionally certificated

	NZTC Expiry Date:

	Not certificated

	MOE  Number:



	Current Teaching Position School:
	

	School:


	Date Appointed:

	Position

	Can we contact your principal about this position?

	Yes                     No

	Contact Phone Numbers: 

	Work                                  Mobile



	Total Certificated Service

	In permanent service

	Terms                                          Years

	In fixed term service

	Terms                                          Years



	Educational Qualifications

	Type of Qualifications

	Date Received
	Received from

	
	
	

	
	
	

	
	
	




	Details of Training & Service           Please include details of your work history over the past 5 years

	School
	Position
	Dates
	Class level

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Please indicate any breaks in service and give reasons, e.g. overseas travel:


	Dates:
	Reason for break

	
	

	
	

	
	

	
	



	Professional Development - Please provide a summary of recent professional learning and development.

	

	

	

	

	

	

	

	

	

	

	

	

	



	Confirmation



	1
	I certify that the information given in this application is, to the best of my knowledge, true and correct. I understand that the claims made in my application may be checked. 
I understand that if I have supplied incorrect or misleading information, or have omitted any important information, I may be disqualified from the appointment, or if appointed, may be dismissed.
	Yes

Yes
	No

No



	2
	I am currently registered to teach in New Zealand.
	Yes
	No



	3
	In accordance with the Privacy Act, I authorize the board of trustees to: 
Obtain further information from the referees listed in this application, and I consent to the referees disclosing such information to the board.
Obtain information in relation to my application from persons not listed as referees, and I consent to these persons disclosing pertinent information to the board. 
Contact the Teaching Council.
	Yes
	No




	4
	Student safety [Cross out the statement that doesn’t apply to you].
I have never been the subject of a complaint about the safety of a student. 
I have been the subject of a complaint about the safety of a student. 

Please give dates and details:












	5a
	Offenses against the law 
[Cross out the statements that don’t apply to you]·

I have never been convicted of an offense against the law (excluding minor traffic convictions). 
I have no pending charges of an offense against the law.  
I have been convicted of an offense against the law. 

Please give dates and details:







	5b
	I have pending charges of an offense against the law. 
Please give dates and details:








	6
	I know of no reason why I would not be suitable to work with children or young people.
	True
	False



…………………………………………………………………………………                  ……………………………………….
Applicants Signature                                                                                          Date
















	Referees



	Please provide the names and contact details of the three referees below. Referees’ reports are confidential to the board. Referees will only be contacted for candidates who are short-listed.



	Referees Details

	Full name
	

	Position
	

	Relationship to the applicant
	

	Contact details
	Home:                            
	
	                        Work:

	
	Mobile:                                  
	                        E-mail



	Referees Details

	Full name
	

	Position
	

	Relationship to the applicant
	

	Contact details
	Home:                            
	
	                        Work:

	
	Mobile:                                  
	                        E-mail



	Referees Details

	Full name
	

	Position
	

	Relationship to the applicant
	

	Contact details
	Home:                            
	
	                        Work:

	
	Mobile:                                  
	                        E-mail





EEO FORM
Position: Permanent Teacher 2027
The reason for collecting data from applicants and employees of the school include: 
· Developing a profile on the range of people currently working at the school and the range
  of applicants applying for jobs. 
· Developing and monitoring an EEO action plan. 

The information is confidential and is gathered for statistical purposes only. It will be removed from your allocation when received and processed separately. 
The principal and the school secretary are the only people who will see the completed forms. The forms will be destroyed as soon as the data has been summarized and entered onto the personnel database. 
No Individual Equal Employment Opportunity records are kept in any form. 
The data is gathered and analysed for EEO purposes only. 
A summary of the information is given to the Board of Trustees. 
The summary may also be used in the St Mary’s School - Milton annual report.  Thank you for completing this form. 
Gender:                 Male ☐             Female ☐
Ethnic Identity:       NZ Pakeha ☐        NZ Maori ☐       Pacific Is ☐
Other (Specify)  
Disability: Do you live with the effects of injury, long-term illness or disability/disabilities? Yes ☐ No☐ 
If you answered ‘yes” in the question above, how does your injury, illness or disability affect you at work? 
Movement ☐            Hearing ☐               Vision ☐          Mental Health ☐          Heart ☐                 Speech ☐               Concentration ☐  
Other (specify)
Do you need any aids or equipment or adaptations to your workplace to make your work easier or to improve your work performance? Yes ☐ No☐ 
If YES, please specify 


Training:  In what country were you awarded your Teaching Qualification?
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