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About Tui Early Learners (TEL)


TEL consists of eight early childhood urban centres in Palmerston North and Feilding.  The centres are family and privately owned, and have been in operation since 1992.  The organisational leadership is firstly, of a governance and management structure where the Centre Directors/owners combine their experience, knowledge and expertise in education, business and professionalism.  

The secondary structure includes the role of an Educational Leader (EL), Centre Leader/Head Teachers (CL/CL/HT), where they take a combined educational approach. The organisation is reflective of a culturally sustainable organisation, where longevity, experience, traditions and culture are embedded (Bolman & Deal, 2004). 

Our TEL culture reflects a programme of reciprocal and responsive learning for each and every child where the TEL philosophy advocates for 'what is in the best interest of the child?’ Added to this is the TEL vision of a 'community of learning' approach, reflecting the essence of whanaungatanga and ako, where relationships and learning between all are intrinsically interwoven (Ministry of Education, [MoE], 2011). 
Rationale

An overarching responsibility for the Centre Leader (CL)/Head Teacher (CL/CL/HT) role is the establishment and maintenance of relationships for all within the Tui Early Learners (TEL) community. These relationships encompass ākonga- children, parents/whānau, teaching teams, the management structure, through to the wider community. A CL/CL/HT makes a commitment to and takes responsibility for upholding Te Tiriti o Waitangi and makes this evident within her/his daily practice. A CL/CL/HT also has an understanding, knowledge and commitment of bicultural competencies across the requirements of the job description and the willingness to add to her/his own bicultural development and practice.

The rationale behind this Job Description (JD) is to provide coverage of all responsibilities and Best Practice Indicators (BPI) associated with the CL/HT position. The BPI have been drawn from the TEL philosophy and from pedagogical literature that demonstrates what quality leadership and teaching practice actually looks like for a CL/HT job description. These BPI provide criteria statements from the ownership management level, clearly stating management's expectations of the CL/HT role. Each section is aligned to the Education Council New Zealand [TCANZ], 2017, Standards for the Teaching Profession. Added to this are further 'I will...' criteria statements from the CL/HT perspective as well as relevant linking sections from The Code of Professional Responsibility defined by TCANZ, 2017 as setting out the ‘high standards for ethical behaviour that are expected of every teacher’ (p. 1). The Standards for the Teaching Profession are a requirement as defined by the Teaching Council of Aotearoa New Zealand, [TCANZ] (2017) of which describe the expectations of effective teaching and provide a framework where registered teachers are appraised against the six Standards in order to maintain a Practicing Teacher Certificate as required by TCANZ. 
In addition, the JD aligns to the TEL philosophy, Tui Strategic Guiding Document (TGD) and Annual Plans are main components of the Tui Evaluative Appraisal Process (TEAP/PGC), providing further comprehensive expectations of the CL/HT position. Integral to the philosophy, the statement of 'what is in the best interest of the child?' informs the essence of the JD and the learning programme. A glossary is provided for abbreviated words and definitions of documents and processes. 
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1. Professional Ethical Practice and interpersonal attributes (Standard Links: Te Tiriti o Waitangi partnership; Professional learning, Learning-focused culture, Teaching)

You will ensure the following BPI's will be demonstrated in your everyday professional ethical and interpersonal practice: 

At all times display, role-model and demonstrate personal and professional qualities expected of a CL/HT.
Evidenced through and not limited to the following:

· Engage in collaborative decision making through gathering information through professional dialogue with management, teachers, children, parents and whānau.
· Be accountable for developing professional working relationships, offering support and guidance as required.
· Role model and reference relevant early childhood theory and practice.
· Build a positive working environment and culture by remaining professional and ethical in all situations.

Demonstrate and model responsibility and commitment to honouring a bicultural partnership in Aotearoa New Zealand.
Evidenced through and not limited to the following:

· Support ākonga to continue to build on their knowledge and understanding of the principles of partnership embodied in Te Tiriti o Waitangi.
· Seek outside support and guidance to implement bicultural practice within the centre environment.

Bicultural competencies that reflect our commitment to Te Tiriti o Waitangi will be respectful and evident in everyday practices.
Evidenced through and not limited to the following:

· Support and role model the development of Tātaiako throughout the centre programme and planning.
· Understand and use existing literature to support effective bicultural practice. Examples of these include Te Whāriki (2017), Ka Hikitia, Tātaiako, ERO publications - including He Pou Tātaki (How ERO reviews ECE services) and the latest ERO publication Te Aro Poutama (Indicators of quality for ece);  Tapasā.

Ethically advocate for all ākonga while committing to upholding and promoting the philosophy and values of Tui Early Learners.
Evidenced through and not limited to the following:

· Take all reasonable steps to provide and maintain a teaching and learning environment that is physically, socially, culturally and emotionally safe for all ākonga.
· Articulate clearly the philosophy of Tui Early Learners, implementing it in daily decision making and practice.

 Ensure that there is open and effective communication within the Management structure.
 Evidenced through and not limited to the following:

· Acknowledge and respect all within the management team, identifying your individual role and responsibility as a member within the management structure.
· Within this role, ensure effective interpersonal communication, acknowledging varying opinions and the wealth of knowledge of other management members.
· Be deliberate and engage in conversations with respect and integrity. Demonstrate an awareness of relationships, their environments and their requirements. 
· Regularly and respectfully inform, advise and consult with Centre Directors/owners, Centre Manager in all matters pertaining to own health, wellbeing and for all within your centre environment.
 As Centre Leader/Head Teacher I will demonstrate in my everyday practice Professional Ethical Practice:
· Be an effective CL/HT who is able to combine the essential skills of being a role model and a team leader. 
· demonstrate effective relationships with staff, management, parents, children
· be approachable and a good listener
· exhibit patience and calmness
· provide staff with a range of appropriate feedback
· be rigorous about standards of excellence but gracious with the people concerned
· empower, engage and build trust and respect
· maintain ethical considerations
· Motivate others to be empowered and inspired.
· Positive - in attitude, manner, tone and speech
· Punctual, well organised and decisive.
· Engage in reflective practice.
· Display a commitment to the teaching profession
· Self and peer assessment abilities 
· Have effective motivational skills
· Promote positive relationships with children that respect their individuality, culture and place in their community.
· Display; common sense and initiative, honesty and integrity, respect and empathy.
· Utilise the personalised DiSC profiles
· Keep Centre Manager informed on what is happening in the centre
· Be committed to Te Tiriti o Waitangi, with bicultural competencies that embrace relational leadership. Whanaungatanga - relationships; Wananga - problem solving; Manaakitanga - hosting, sincerity, values; Ako - reciprocal learning and teaching; Tangata Whenuatanga - knowing the child. 

The Code of Professional Responsibility Links (TCANZ, 2017):

· Commitment to the Teaching Profession:
I will maintain public trust and confidence in the teaching profession by:

· Demonstrating a commitment to providing quality and effective teaching
· Engaging in professional, respectful and collaborative relationships with colleagues
· Demonstrating a high standard of professional behaviour and integrity
· Demonstrating a commitment to tangata whenuatanga and Te Tiriti o Waitangi partnership in the learning environment
· Contributing to a professional culture that supports and upholds the Code of Professional Responsibility.

· Commitment to Learners:
I will work in the best interests of learners by:

· Promoting the wellbeing of learners and protecting them from harm
· Engaging in ethical and professional relationships with learners that respect professional boundaries
· Respecting the diversity of the heritage, language, identity and culture of all learners
· Affirming Māori learners as tangata whenua and supporting their educational aspirations
· Promoting inclusive practices to support the needs and abilities of all learners
· Being fair and effectively managing my assumptions and personal beliefs.

2. Professional Relationships: (Standard Links: Te Tiriti o Waitangi partnership; Professional learning, Professional relationships, Learning-focused culture, Teaching)

You will ensure the following BPI's will be demonstrated in your everyday professional relationship practice through: 

Developing ethical, respectful, responsive, collaborative, diverse and inclusive relationships with children, parents/whānau, colleagues, management and the wider centre community.
Evidenced through and not limited to the following:

· Actively build and maintain respectful working relationships with children, parents/whānau, colleagues and the wider TEL centre communities by working inclusively with all and by being the contact person.
· Every day, engage in regular communication with parents and whānau encouraging them to participate in making important decisions about their children's learning.
· Participate in all Tui Early Learners processes and be an active and contributing member of the management and education teams.
· Show a commitment to inclusive education.
·  Use a range of teaching strategies and practices to respond to the cultures, languages and identities of all children.
· Ensure cultural responsiveness, where family/whānau can bring ‘who they are’ to the process.
· Network with internal and external agencies as required. Examples and not limited to: Te Rito Maioha, New Zealand Tertiary College, Open Polytechnic, MOE, ERO, MUCOE, Learning Support Services (MoE).

Establishing and maintaining effective professional relationships focusing on the learning and wellbeing of all ākonga. 
Evidenced through and not limited to the following:

· Complete accurate assessment documentation that recognises children as capable, confident and competent contributors.
· Prepare and plan for regular pedagogical staff meetings, ensuring the opportunity for contribution by all. 
· Punctually attend education and management meetings, TEAP/PGC and staff meetings. Actively participate in CL/HT, CL/HT/Educational Leader, CL/HT/Centre Manager, centre/centre meetings.
· Seek support and guidance from Employers, Centre Managers and from the Educational Leader where needed.
· Mentor, support and guide Associate/Liaison Teachers in a professional manner.

Managing relational building and conflict within the TEL community engaging in communication that effectively reflects an environment of trust, respect and understanding. 
Evidenced through and not limited to the following:

· Develop an environment of trust and respect through cooperatively negotiating what this looks like as a team on a regular basis (Minimum four monthly).
· Recognise the range of expertise, skill, and knowledge of each individual team member, and providing acknowledgement, support and guidance through regular feedback.
· Facilitate learning conversations that challenge and support each individual team member to develop their teaching strengths.





As Centre Leader/Head Teacher I will ensure that I demonstrate the BPI for professional relationship practice through: 

· Promoting positive relationships with children that respect their individuality, culture and place in their community.
· Developing and maintaining positive respectful relationships with parents/whānau. 
· Building relationships with colleagues so that all can work together effectively and enthusiastically.
· Identifying and analysing problems and make decisions in line with Tui processes. 
· Utilising models of practice: For example: Open to Learning Conversations (O2LC)/DISC profiles/Action Learning. These models facilitate professional relationships.
· Knowledge of external networks and services available to parents/whānau.
· Transition processes for children and their parents/whānau are managed effectively and professionally.
· Maintaining confidentiality on all matters pertaining to children and families/whānau.
· Using positive guidance when with the children in line with TEL Getting it Right CL/HT with Children.
· An understanding of and responsiveness to the aspirations and concerns of the centre communities, the education sector and the wider education community.
· Co-operating and discussing suggestions and teaching strategies to support the team and best outcomes for the children.
· Contributing to establishing effective communication techniques when on the floor.

The Code of Professional Responsibility Links (TCANZ, 2017):

· Commitment to Families and Whānau: 
I will respect the vital role my learners’ families and whānau play in supporting their children’s learning by:

· Engaging in relationships with families and whānau that are professional and respectful
· Engaging families and whānau in their children’s learning
· Respecting the diversity of the heritage, language, identity and culture of families and whānau. 

· Commitment to Society:
I will respect my trusted role in society and the influence I have in shaping futures by:

· Promoting and protecting the principles of human right CL/HTs, sustainability and social justice
· Demonstrating a commitment to a Te Tiriti o Waitangi based Aotearoa New Zealand
· Fostering learners to be active participants in community life and engaged in issues important to the wellbeing of society.



3. Professional Leadership: (Standard Links: Te Tiriti o Waitangi partnerships; Professional relationships; Professional learning; Design for learning; Learning focused culture; Teaching)

You will ensure the following BPI will be demonstrated in your everyday professional leadership practice:
Lead, facilitate, engage in and maintain professional partnerships that are collaborative and constructive. 
Evidenced through and not limited to the following:

· Lead/facilitate effective pedagogical staff meetings with all team members being empowered to contribute.
· Communicate with parents and whānau, recognising them as first teachers of their children.
· Demonstrate effective management of the learning setting which incorporates successful strategies to engage and motivate ākonga.
· Foster trust, respect and cooperation with and among ākonga.
Provide and demonstrate vision that motivates, supports and empowers teachers. 
Evidenced through and not limited to the following:

· Provide vision that is future-focused and innovative that encourages and fosters a team culture of ongoing reflection and improvement.
· Maintain purposeful partnerships with all ākonga that are collaborative and empowering.
· Establish a respectful, positive and collaborative relationship with all ākonga.
· Commitment to attending, engaging in and disseminating leadership PLD, individually and collaboratively, on an annual basis. 
Have a thorough understanding of leadership approaches that result in effective teaching and learning across the curriculum. 
Evidenced through and not limited to the following:

When choosing a leadership approach:
· Always ensure that ākonga learning, development and wellbeing are the core focus.
· Respectful, trusting, nurturing and equitable relationships are demonstrated in every CL/HT responsibility as defined within the JD. 
· Collaboratively develop a culture of a community of learners, with pedagogical knowledge and implementation a priority. 
· Responsibility for the implementation of feedback/recommendations that result from the four QE cycles per year. 

Establish and practice effective consultation and communication.
Evidenced through and not limited to the following:

· Discuss all children in a positive and professional manner, being interested in them and their whānau.
· Greet parents and children by name and make them feel welcome as members of Tui Early Learners (Moments of Truth).
· Communicate and consult with parents and whānau, acknowledging their values and aspirations. 
· Commit to developing a culture of open and honest communication that promotes growth and development for all ākonga.
· Keep a record of and provide regular documented feedback that contributes to the growth and development of each team member. This includes discussions pertaining to PLJ, TEAP/PGC, Induction and Mentoring meetings. 

As Centre Leader/Head Teacher I will ensure that I demonstrate the BPI's for professional leadership practice through: 

· Providing professional leadership to the team (F/N/ T2/T3/YI/) by encouraging vision and innovation that reflects and captures the team culture. 
· Disseminating in practice through leadership of the team and the centre community.
· Being responsible by acting ethically and appropriately; being professional; being honest and positive; being open to the perspectives of others.
· Taking responsibility by being open to learning and willing to take risks; having courage and being confident to take up a challenge. 
· Having a thorough understanding of the DISC profiles and their relevance in regard to staff behaviours, personalities and in demonstrating teamwork. 
· Displaying ethical and responsible behaviour. Applying ethical practice strategies that include Kidder’s and Rodd’s (2013) models. 
· Engaging, participating, attending and disseminating leadership PLD into own practice. 



4.  Engage in the TEAP/PGC process, regularly meeting with staff to discuss: Engaging in Professional Conversations, Demonstrating Best Practice Indicators, Implementing Teaching as Inquiry, Responsibility of Evaluation and Reflection. (Standard Links: Te Tiriti o Waitangi partnership; Professional learning; Professional relationships; Learning-focused culture; Design for learning; Teaching)

(i) Engaging in Professional Conversations
Demonstrate effective communication skills that encompass mentoring capabilities, feedback and opportunities to inspire, motivate and support all ākonga in improved learning outcomes.
Evidenced through and not limited to the following:
· Develop a range of interpersonal communication skills (tone, verbal, body language, listening...), seeking support and guidance from management as required.
· Engage in professional learning conversations that challenge and support colleagues within a collaborative environment.
· Provide meaningful feedback on performance and practice to the teaching team.
· Documenting through Coaching and Mentoring Plans (CMP) as a process of documenting.
· Being consciously mindful of when Professional Conversations may lead or encompass disciplinary procedures and where you must adhere to and follow the Staff Formalised Interactions Procedure for these conversations (as in formalised Coaching, Mentoring, Support and Guidance Plans (CMSGP) through to Advice and Guidance Plans (AGP). 

As Centre Leader/Head Teacher I will demonstrate in my everyday practice of PC:

· Being an open and effective communicator for the benefit of the whole centre: team/colleagues/children/parents & whānau.
· Effective communication and consultation with all ākonga, acknowledging cultures, values and aspirations.
· Providing information about the curriculum to parents/whānau (through discussions, notice board displays, learning stories and group events recorded in portfolios, Educa, Facebook, excursions).
· Role-modelling and commitment to Te Tiriti o Waitangi
· Provide mentoring for TinS, keeping record of meetings, conversations and feedback shared.
· Lead TEAP/PGC (formal and informal), i.e. frequent and ongoing.
· Initiate and lead parent/teacher conferences (For all centres).
· Arrange, and sometimes lead, staff meetings.
· Create a vision for leadership and use this to inspire, lead and grow the team.
· Work collaboratively with the team to create and maintain a shared vision.


(ii) Implementing Teaching as Inquiry

Encourage colleagues to use critical inquiry and problem solving effectively within their professional practice to promote positive outcomes for all children. 
Evidenced through and not limited to the following:

· Role model how to embed in practice a 'Teaching as Inquiry’ (TAI) model that shows reflection and refinement of practice as a professional teacher.
· Encourage teachers to engage in and share systematic reflective practice to deepen professional knowledge.
· Encourage teachers to critically engage in, attend and disseminate PLD. 

As Centre Leader/Head Teacher I will demonstrate in my everyday practice of TAI: 
· Using the TEAP/PGC model as the framework to ensure all teachers set TAI and goals. 
· Ensuring teachers' goals, TAI, PLD relate to the Tui Guiding Document.
· Demonstrating a commitment to lifelong learning through actively participating in ongoing PLD. 
· Leading/facilitating Internal Evaluations – Strategic, Regular, Emergent.
· Ensuring that mentoring and role modelling are part of everyday practice.

(iii) Demonstrating in everyday practice Best Practice & Performance Indicators

Identify, analyse and reflect on BPI as related to their own level of teaching practice.
Evidenced through and not limited to the following:

· Develop autonomy and agency so that teachers take responsibility for engaging in analysis of their teaching practices against selected best practice indicators such as The Standards, Tātaiako, Ka Hikitia, Tapasā, ERO documentation. 
· Practice effective pedagogy - lead by example, analysing own practice against all BPI as outlined in the JD and in relevant literature pertaining to the ECE sector.

Be accountable for BPI within the team and as defined by the Tui community of learners.
Evidenced through and not limited to the following:

· Provide planned times for discussion of each individual’s performance of BPI (TEAP/PGC), but also take advantage of incidental learning opportunities.

As Centre Leader/Head Teacher I will demonstrate in my everyday practice knowledge of BPI:

· Promote the Standards for the Profession (TCANZ) as best practice. 
· Demonstrate the ability to be innovative within the centre programme.
· Be a link between teachers and TEL management.
· Ensure that the Tui Guiding Document is a working document within centre practices.
· Have a visible and practical commitment to bicultural journeying and development.
· Provide high quality educational experiences for all ākonga.
· Meet the emotional needs of children through respectful, peaceful nurturing and during transitions and settling times.
· Manage behaviour, ensure positive communication, interactions and experiences.
· Value every child and every family. 
· Protect children from harm through management of the environment. 
· Promote a distributive approach to assessment.

(iv) Responsibility for evaluating and reflection

Be an active leader of the group process of evaluation that results in improved learning outcomes for children. 
Evidenced through and not limited to the following:

· Ensure that evaluation demonstrates growth, focuses on learning and teaching, arises from everyday practices and is manageable.
· Evaluation also encompasses Internal Evaluation, both as in leading and empowering teachers within teams to lead IE.

As Centre Leader/Head Teacher I will demonstrate in my everyday practice effective responsibility of reflecting and evaluating:

· Thinking about positive outcomes for children in all actions, discussions and decisions.
· Implementing the assessment processes to enable an increase in knowledge and understanding by colleagues. 
· Personally using and documenting reflection to examine, challenge and change practice.
· Ensuring that TEAP/PGC provides an educative, evaluative and comprehensive process for next steps and ongoing development.
· Being a team player who is honest, reliable, flexible, and empathetic.
· Managing self - stress levels, time management, and work/life balance. 
· Sharing ideas and being passionate about learning with all colleagues.
· Demonstrating inclusive practice and respect for all cultures/ethnicities/family compositions.
· Gathering written documentation that is critically reflective and provides evidence of teaching practice for own Professional Portfolio and for ongoing Practising Teacher Certificates requirements. 

5.  Pedagogy of Teaching and Learning: (Standard Links: Te Tiriti o Waitangi partnerships; Professional learning; Professional relationships; Learning-focused culture; Design for learning; Teaching)

Ensure the following BPI will be demonstrated in your everyday pedagogical practice through:
A sound knowledge and understanding of Te Whāriki (Ministry of Education, [MoE], 2017) that underpins assessment, planning and evaluation theory, that is shared and disseminated within (and beyond) the centre environment. 
Evidenced through and not limited to the following: 

· Source and use knowledge of current literature that supports, enhances and extends Te Whāriki.
· Te Whāriki is used and documented through our programme assessment and evaluation cycle for children’s learning, titled ITALECC (Intentional Teaching Assessment &  Learning Experiences Curriculum Cycle).  
· The planning process will include TEL's revised 'ITALECC' including observations, implementation, and evaluation for both individual children and the overall programme.
· Written records will be kept of the planning process i.e. observations, implementations, forward planning, intentional teaching experiences and evaluations.
· PLD is provided in regards to the implementation of ITALECC
Use pedagogical knowledge as a framework to create an intentional and purposeful environment. 
Evidenced through and not limited to the following: 

· Role-model the Getting it Right CL/HT with Children positive practices for all children 
· Ensure that documents that pertain to extensions of Te Whāriki (For example: Tātaiko; Tapasā; He Pou Tātaki; Te Ara Poutama ) are immersed and role-modelled in practice by the Centre Leader/Head Teacher and in the disseminating and unpacking of these documents. 
· Indicators are drawn from Tātaiako: Cultural Competencies for teachers of Māori learners in both own practice and for centre/teachers practice as well.  
· Indicators are drawn from Tapasā: Cultural competencies framework for Teachers of Pacific learners in both own practice and for centre/teachers practice as well.
· Demonstrate an ability to engage in regular daily sustained interactions with children
· Create and maintain alongside other teachers inspiring and thought CL/HT provoking quality learning environments that are grounded in theory, best practice and TEL GD. e.g. Internal TEL workshops (eg: The Project Approach); brain development, Reggio Emilia, 'The Outdoor Playspace Naturally', 'Designs for Living and Learning'. 
Takes responsibility for identifying and participating responsively in continual Professional Learning & Development [PLD]. 
Evidenced through and not limited to the following:

· TEL allocates whole centre PLD funding each year and you will commit to attending PLD (internal/external or both) annually.
· Role-model effective disseminating of PLD. 
· Attend leadership PLD annually as available and as provided by TEL Management. 
· Manage the dissemination of PLD attended by team members in a timely manner and report back to Management Meetings within your monthly report. 
· Share responsibility by up-skilling colleagues and/or allocating (distributing) tasks to colleagues who show abilities in certain areas (e.g. newsletter, music, transitions).
· Ensure that the QE inform own and all staff practices. 
· Attend Curriculum areas workshops  that include  IE/NELP/ITALECC/PGC/PGtESSEC/Care as Curriculum/ALPP/Child Protection and any other curriculum areas that may arise

Follow the policy and procedures for Tui Evaluative Appraisal Processes (TEAP/PGC). 
Evidenced through and not limited to the following:

· Implement and maintain a Professional Portfolio (digital and/or hard copy) that demonstrates growth, gained knowledge, reflections and Teaching as Inquiry (TAI) into own practice.
· Have a Professional Portfolio with documentation pertaining to engaging in professional conversations (TEAP/PGC), written reflections, Professional Learning & Development (PLD).


Follow the policy and procedures for the Code of Professional Responsibility and the Standards for the Profession (TCANZ, 2017) requirements.
Evidenced through and not limited to the following:
· Fully/provisional/subject to confirmation certificated teachers engage across the six Standards and in accordance with the Code. 
· Fully/provisional/subject to confirmation certificated teachers make use of their professional knowledge and understanding to build a stimulating and supportive learning environment that promotes learning and success for all ākonga. 

As Centre Leader/Head Teacher I will demonstrate in my everyday practice effective responsibility of pedagogy of teaching and learning:

· Facilitating and engaging in active learning.
· Taking advantage of incidental learning opportunities.
· Effectively facilitating challenging learning and teaching environments.
· Supporting and providing effective assistance to the team in improving teaching and learning.
· Demonstrating a commitment to all ākonga learning and teaching.
· Committing to PLD opportunities and developing pathways to share this with all TEL.
· Role-modelling a range of effective teaching and learning strategies.
· Extend and strengthen my own bicultural development
· Demonstrating everyday leadership through sharing knowledge around effective teaching and learning.
· Articulating and practicing pedagogy of teaching and learning knowledge every day.
· Ongoing Practising Teacher Certificate requirements. 

6. Administration Responsibility (Standard Links: Professional learning; Design for learning). 

You will ensure the following BPI will be demonstrated in your everyday administration responsibility through:
Be accountable to management for staff and the programme, taking responsibility for maintaining efficient administrative documentation.
Evidenced through and not limited to the following:

· Actively respond to and action any suggestions or requests regarding staffing from management at all times.
· Support teachers to engage in self-review and TAI processes to examine teaching practice.
· Ensure teachers are accountable for maintaining high quality narrative assessments that support the ongoing learning and development of each child in the centre.
· Assessments follow the TEL format as in ITALECC

Contribute to Tui Early Learners management policies, procedures and practices to maintain and improve teacher effectiveness.
Evidenced through and not limited to the following:

· Promote a culture of inquiry where teachers positively engage in TEL’s evaluative process of QE.
· From QE feedback, implement necessary actions, requests or Internal Evaluations in response to recommendations from management and alongside team members.
· Ensure full knowledge of and compliance with early childhood regulations, Standards, Te Whāriki, and TEL’s policies and procedures.

Comply with all relevant legislative requirements and with monitoring and reporting requirements. 
Evidenced through and not limited to the following:

· Prepare Tui Early Learners [TEL], alongside Management, for reviews from Ministry of Education[MoE], ERO, or regulatory agencies.

As Centre Leader/Head Teacher I will demonstrate in my everyday practice effective responsibility of reflecting and evaluating:

· Ensuring forms completion for transitions/planning and programming/daily routines.
· Sharing the role of reviewing policies, job descriptions, applicants for teacher positions.
· Considering PLD approval for colleagues.
· Writing student and TinS assessment/reports/giving guidance
· Overseeing portfolio checklists, whānau/NEP group lists, as examples. Providing support to colleagues.
· Having effective organisational skills; a system of tasks/responsibilities for staff; overview of staffing on a day-to-day basis (e.g. rosters, staff absences, rearranging writing and research times).
· Checking accountability and paperwork for: food provided/illness records/medications/allergy lists/fire & earthquake drills/playground checks/excursions/sleeping/toileting/accident book. 
· Managing robust orientation/inductions – along with EL & CM. 
· Contributing to newsletters and sharing the production of these on rotation.
· Being responsible for the resource budget.
· Managing parent enquiries, for both new and existing parents.
· Managing staff appreciation fund.
· Being knowledgeable and current on legislation and requirements as appropriate to Early Childhood and the centre environment, e.g.: Regulations and Criteria, centre policies, centre procedures, Guiding Document, Internal Evaluations. 
· Administering first aid in the centre.
· Demonstrating efficiency in ICT - this includes Learning Story formatting, internet, email.

7. Serious misconduct (Standard Links: Professional Learning; Professional Relationships; Teaching)

You will ensure the following BPI will be demonstrated in your everyday administration responsibility through:
Ensure the confidentiality of information gained within the workplace, guaranteeing conduct at all times is professional and ethical.
Evidenced through and not limited to the following:
· Maintain confidentiality in all matters pertaining to the centre procedures, programmes, records, personnel, children and parents and whānau.
· Avoid personal involvement with parents and whānau to the extent that it may compromise the professional teacher/parent/whānau relationship.
· Avoid extended conversations with parents and whānau, other staff or phone calls which withdraw attention from children.
· Be familiar with and have an understanding of the Positive Management processes of Tui Early Learners (GiRwChn)
· Be familiar with and have an understanding of the Conduct and Competence Process Guide as applicable to the Education/Teaching Council New Zealand (2015). 
· Treating all ākonga (children, parents and whānau, your teaching team/colleagues, Tui Management, Tui Community - internal and external) at all times in a fair, respectful and reasonable manner. 
· Be familiar with, have an understanding of and demonstrate the Code of Professional Responsibility – included as an appendix. (Teaching Council New Zealand).

As Centre Leader/Head Teacher I will demonstrate in my everyday practice effective responsibility of serious misconduct:

· Having read, having knowledge of and knowing where to access all policies/procedures pertaining to TEL in regard to Positive Management practices for staff. 
· Ensuring that the TEL policies/procedures inform all relevant processes for Positive Management.
· In any situations of uncertainty, accessing the relevant policy procedures for clear and specific guidelines. 
· Contributing to the regular review of TEL policies/procedures.
· Treating all ākonga at all times in a fair and reasonable manner. 
In your role as Centre Leader/Head Teacher it is imperative that any behaviour/conduct within your centre/Tui that could lead to serious misconduct must be addressed and procedures adhered to. As follows:

Acknowledging that TEL will not and cannot accept any behaviour leading to serious misconduct and therefore taking responsibility for identifying and reporting any such behaviour to management.
Evidenced through and not limited to the following:

· Before/after entering into CMSGP meetings, gather evidence and documentation to support the discussions to be had with centre managers and/or employers.
· Having exhausted CMP/CMSGP follow the Tui Procedures as in Staff Formalised Interactions Procedures as advised by Senior Management for disciplinary meetings with management consultation. Keep records as required.
· Conflicts to be documented and resolved respectfully in a timely manner. 

Concerns over a teacher's competency or conduct should always be discussed, in the first instance, with management.
Evidenced through and not limited to the following:

· Manage conflict efficiently and in a timely manner, engaging with management to actively achieve resolution.



8. Health & Safety (Standard Links: Professional learning; Professional relationships; Learning-focused culture; Teaching).

You will ensure the following BPI will be demonstrated in your everyday administration responsibility through:
Be familiar with, have knowledge and an understanding of the Early Childhood Regulations (2008) Criteria and Amendments (2015).
Evidenced through and not limited to the following:

· Know the adult-to-child ratio for meeting the requirements of the ECE Regulation. 
· Know the adult-to-child ratio when taking children on an excursion. Ensure children are signed in/out at correct times each day.
· Manage children’s sickness through following TEL sickness policy.
Identify hazards in the workplace and manage associated risks.
Evidenced through and not limited to the following:

· Ensure there is a safe, secure and healthy environment for all ākonga, identifying, eliminating or minimising hazards and risks.
· Lead, organise and document training and drills- including fire and earthquake.
· Hold a current New Zealand Qualifications Authority (NZQA) approved first aid qualification, and administer/oversee first aid.
· Ensure prompt recording of all accidents and incidents, for both children and staff.
· Safety nest etc
Take a proactive approach to ensuring that staff actively manage their own health and wellbeing.
Evidenced through and not limited to the following:

· Identify and manage problems that might CL/HT otherwise lead to long term sickness.
· When required, work with management to access support for team members. 
· Engage in early interventions that aim to resolve issues before they become problems.
As Centre Leader/Head Teacher I will demonstrate in my everyday practice effective responsibility of health and safety: 

· Having read, having knowledge of and knowing where to access all policies/procedures pertaining to TEL.
· Ensuring that the TEL policies/procedures inform all relevant teaching practices.
· In any situations of uncertainty, accessing the relevant policy and procedures for clear and specific guidelines. 
· Contributing to the regular review of TEL policies/procedures. 


9. Signatures

I have read this and fully understand the implications and requirements of this job description:
Signed:	Dated:

Cross references:
Standards for the Teaching Profession (Education Council New Zealand, TCANZ, 2017)
Code of Professional Responsibility (TCANZ, 2017)
Early Childhood Regulations and Criteria
Tui Early Learners Guiding Document
Tui Early Learners policies and procedures
Tātaiako: Cultural competencies for teachers of Māori learners








10. Glossary.

Ākonga: inclusive of all learners within the early childhood learning environment, ie: teachers, children, parents, whānau.

Agency and Autonomy: Develop teacher autonomy and agency by encouraging teachers to:
· [bookmark: _gjdgxs]Find their ‘teacher voice’ 
· determine next steps and take responsibility in their learning
· be involved in making decisions 
· examine and reflect on their own practice
· become self-regulated.
(CL/HTtp://www.educationcouncil.org.nz/sites/default/files/Guidelines%20for%20Induction%20English%20web.pdf)


Assessment: Assessment refers to the way in which teachers and whānau use knowledge and understanding to further children’s learning. Current good assessment practice identifies the child as a competent and confident learner. Competent teachers will notice, recognise and respond to children’s strengths and interests.

Bicultural Competencies: describe a way of implementing Te reo me ngā tikanga Māori: Te reo me ngā tikanga Māori is Māori language and culture. Centres recognise the place of Māori as tangata whenua, and observe the principles of partnership in the Treaty of Waitangi. Teachers integrate Māori language and culture into the practices and activities of the service. These can be drawn from Tataiako, Broadley's Bicultural competencies. 

Code of Professional Responsibility: Sets out the high standards for ethical behaviour that are expected of every teacher as defined by Education Council, 2017.

Collaborative decision making: CL/HTs lead the team to develop a shared understanding about children’s learning through professional discussions, reflection about children’s work and sharing assessments of children’s learning.

Community of Learners: A community of learners can be defined as a group of people who share values and beliefs and who actively engage in learning from one another—learners from teachers, teachers from learners, and learners from learners.

Confidentiality: A commitment to be respectful of privileged information gained through relationships within TEL.

Culturally Responsive: Being culturally responsive means you take an ākonga -centred approach to teaching in which ākonga unique cultural strengths are identified and nurtured to promote a sense of well-being about the ākonga cultural place in the world.

Culturally Sustainable Organisation: Management embeds longevity, experience, traditions and culture.

DiSC: The DiSC model provides a common language that people can use to better understand themselves and to adapt their behaviours with others within their team and TEL.

ERO: Provides external evaluation of the quality of services. Education reviews are carried out regularly in all licensed services. Reports confirm what is going well and make suggestions for improvement. The latest ERO report should be available from the service, or can be read on ERO’s website.

Evaluation: Evaluation is a process used by early childhood services to find out about the quality of the programme, the environment, the learning interactions, and the outcomes for children and families/whānau.

Four Responsibilities: Within Tui Early Learners and the TEAP/PGC context, the four responsibilities (having, taking, sharing, being) can be incorporated into professional discussion with every teacher around their practice and in demonstrating their own leadership practice. The article (Ministry of Education. (2006). Ngā Takohanga e Wha – The Four Responsibilities: Wellington, New Zealand.) provides prompts on recognising the value of having ‘mentoring conversations’ based on viewing discussions through the key responsibility lenses – most empowering for the teacher being appraised. CL/HTtps://www.educationcounts.govt.nz/__data/assets/pdf_file/0008/118457/Te-Kopae-Piripono-COI-Full-Report.pdf

Getting it Right CL/HT with Children [GiRwChn]: Positive Management/Positive Guidance: Teachers use positive guidance in managing the behaviour of children. 

Health and safety: Teachers are responsible for the health and safety of children while they are at the service. Early childhood education regulations set out the minimum standards for health and safety.

Holistic: Teachers regard each child as a whole person, within the cultural context of their family/whānau and community. Underpinning this holistic view of the child is teachers’ knowledge of learning theory and their understanding of child development, including intellectual, physical, social, emotional and spiritual dimensions.

IAT: Individual Assessment Template

ITALECC: Intentional Teaching and Learning Evaluation Curriculum Cycle

Inclusive: CL/HTs recognise that children with diverse/special needs have equal right CL/HTs to good education and therefore lead the team to plan for how they will include them in the centre. Tui has never turned away or excluded a child who has challenges. 'any teacher can teach good children, it takes a good teacher to teach children with challenges.'

Learning conversations: Learning conversations are a key strategy used to strengthen teaching practice and improve learning outcomes for all.

Life-long Learners: Teachers commit to keeping up to date with current theories and practice in early childhood education.

Mentors: An effective mentor is a reflective practitioner focused on inquiry into their own and others’ professional practice and learning – based on a clear understanding of outstanding teaching. An effective mentor has a significant educative leadership role, dedicated to growing the professional capability of the colleagues they support. An effective mentor has a sound knowledge and skill base for their role and can establish respectful and effective mentoring relationships. An effective mentor does not work in isolation. Mentors can only be effective if they are providing mentoring as part of a comprehensive induction programme and are well supported by their employer, professional leader and professional learning community (CL/HTtp://www.educationcouncil.org.nz/sites/default/files/Guidelines%20for%20Induction%20English%20web.pdf).

Moments of Truth [MoT]:  Every interaction with a ”customer” creates a moment of truth. The last moment of truth is most likely the one remembered. 

Pedagogy: The art and practice of teaching.

Pedagogical discussions: discussions on the art and practice of teaching focussing on improvements for the teacher and children.

Professional Partnerships: Strong partnerships are evident when centres have well-articulated philosophies of working with ākonga and when teachers understand each individual’s aspirations and work alongside ākonga to achieve their goals. 

Positive Management/Positive Guidance: Teachers use positive guidance in managing the behaviour of children. Tui uses GiRwChn-Getting it Right CL/HT with Children.

Professional learning and development (PLD): Courses that teachers undertake to improve their teaching and management practice.

QE: Termly Quality Evaluations process that the Educational Leader [EL] and other members of management engage in within each TEL centre to ensure the quality and standards of TEL are excellent. The QE process engages with teachers, closely examining their individual and team practice and provides constructive feedback for each centre to work on.

Quality Learning Environment: The environment of an early childhood centre includes the physical setting, learning resources, and relationships among children, adults and families/whānau. It is the CL/HT’s responsibility to be responsible for the environment, upholding it to TEL policies and procedures.

Regular Feedback: Formative feedback given by the CL/HT to a teacher represents information communicated that is intended to modify the teacher’s thinking or behaviour for the purpose of improving outcomes for their practice and for the children.

Relationships: Teachers acknowledge that children learn through responsive and reciprocal relationships with people, places and things. They provide opportunities for children to gain a rich understanding of their world, and to learn through trying out their ideas with adults and other children.

Internal Evaluation : A form of inquiry in which the service looks closely at itself and what it does, and uses what it finds out to set goals to improve quality and improved learning outcomes for tamariki.

Serious Misconduct: Serious misconduct is defined in the Education Act 1989 as conduct by a teacher that:
· adversely affects, or is likely to adversely affect, the well-being or learning of one or more students; or
· reflects adversely on the teacher’s fitness to be a teacher; 
· and is of a character or severity that meets the Education Council criteria for reporting serious misconduct. Rule 9 of the New Zealand Teachers Council (Making Reports and Complaints) Rules 2004 sets out the criteria for reporting serious misconduct. This is outlined in Appendix B.
(CL/HTtp://www.educationcouncil.org.nz/sites/default/files/Conduct%20and%20Competence%20guide%20June%202015.pdf)

Staff Formalised Interactions Procedure: Policy/procedure in following Management criteria in relation to pre-disciplinary/disciplinary procedures. 

Standards for the Profession: Six Standards that describe the expectations of effective teaching as defined by the Education Council, 2017. 
 
Sustained interactions: involves children and teachers working together in conversations which provide opportunities to discuss and think about problems or challenges in an extended way. 

Tātaiako: Cultural Competencies for Teachers of Māori Learners is about teachers’ relationships and engagement with Māori learners and with their whānau and iwi.
CL/HTtp://www.teacherscouncil.govt.nz/required/Tataiako.pdf

TAI: Teaching as Inquiry

TEL- Tui Early Learners: (2020) 7 Early childhood education centres in the Manawatu, Palmerston North (5), Feilding (2).

TinS: Teachers in Study who work at TEL.

TEAP/PGC: Tui Evaluative Appraisal Process.

Te Whāriki (2017) Curriculum: defined in early childhood education as “the sum total of the experiences, activities, and events, whether direct or indirect, which occur within an environment designed to foster children’s learning and development”. Te Whāriki is the Ministry of Education’s early childhood curriculum statement. 






11. The Code of Professional Responsibility: (TCANZ, 2017)

[image: ]
	April 2021	page 



12. Standards for the Profession (TCANZ, 2017)
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THE CODE OF PROFESSIONAL RESPONSIBILITY

1. Commitment to the Teaching Profession
1 will maintain public trust and confidence in the teaching profession by:

‘Bemonstrating 3 commitment to providing high-quality and effective tesching
‘engaging in professional, respectiul and collsborative relationships with colleagues
‘demonstrating 2 high standard of professianal behaviour and integrity

‘demonstrating a commitment to tangata whenuatanga and Te Tiriti of Waitangi partnership in the
leaming environment.

‘coneributing to 2 professional culture that SupPOFEs and Upholds this Code

R

»

2. Commitment to Learners
1 will work in the best interests of learners by:

fpromoting the wellbing of leamers and protecting them from harm

‘engaging in ethical and professional relationships with leamers that respect professianal boundaries
respecting the diversity of the heritage, Lsngusge, identify and cutture or all leamers

‘afieming Maori leamers as tangata whenua and supporting their educational aspirations
promoting inclusive practices to support the needs and ahilities of all Leamers

‘being fair and effectively managing my assumptions and personal beliefs

[N

3. Commitment to Families and Whanau

1 will respect the vital role my learners’families and whanau play in supporting
their children’s leaming by:

1 engaging in relationships with families and whanau that are professional.and respectful
2 engaging Families and whinau i their children's Lesrning
3. respecting the diversity of the heritage, L3nqusge, idenify and culture of families and whanau

4. Commitment to Society
1 wil respect my trusted role in saciety and the influence | have in shaping
future by:

L promoting and protcting the principkes of human rights, sustainability and social justice

2 demonstrating a commitment o Te Tirti o Waitangi based Aotearca New Zealand

3. fostering leamers to be active participants in community life and engaged in issues impartart to the
‘wellbeing of society
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STANDARDS FOR THE TEACHING PROFESSION

Itis understood that high-quality practices will generate naturally occurring
evidence that can be used for discussion and analysis. For the purposes of
appraisal, it is not expected that teachers would need to identify evidence of
individual elaborations; however, the evidence of the quality of their practice
would need to be sufficient to reflect the standard.
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