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Kaikōtuitui
Job Description
Location:

Te Wharekura o …
Reports To:
Tumuaki
PURPOSE

The Kaikōtuitui will support the Tumuaki in fulfilling her obligations as directed by Te Poari o te Kura. This includes developing and implementing key strategies that will strengthen the Kura’s capacity to deliver quality educational outcomes.

The portfolio allocated to a Kaikōtuitui will be determined by the needs of the kura at any specific time. Kaikōtuitui will hold the portfolios of [enter portfolios eg: Ako (Teaching and Learning) and Aromatawai (Assessment and Achievement)] and will be responsible for [enter main areas of responsibility eg  the establishment, implementation and monitoring of teaching and learning programmes and assessment strategies] across the kura.

This job description sets out duties and responsibilities of a Kaikōtuitui, and forms the reference point for performance appraisal. Appraisal of Kaikōtuitui performance is the responsibility of the Tumuaki. 

ACCOUNTABILITIES
A Kaikōtuitui is accountable to the Tumuaki, who in turn, is accountable to the whānau and Poari o te Kura for the performance of all staff. 

Kaikōtuitui are required to operate within legal requirements, the kura charter, policies and plans. 

Each Kaikōtuitui is responsible for the welfare and education of the children and classes assigned by the Tumuaki and for the specific duties delegated by the Tumuaki. 

The accountabilities outlined in the Key Result Areas below represent the actions and outcomes required of a Kaikōtuitui at [enter name of kura]. The specific results expected of the Kaikōtuitui in any particular year will be determined through the Performance Agreement, along with any other negotiated tasks or projects. 

KEY RELATIONSHIPS

The Kaikōtuitui:

· reports to the Tumuaki  

· is accountable to Tumuaki
· works as a member of the kura staff including teaching and support staff

· manages successful relationships with staff
· fosters positive relationships with parents and whānau
· develops appropriate supportive relationships with students
· maintains effective working relationships with iwi 
· works closely with other schools and education professionals
· liaises with government departments, outside agencies and community groups as appropriate.
KEY RESULT AREAS
The Kaikōtuitui is expected to take full part in the general life and work of the kura. The following are specific responsibilities of the Kaikōtuitui:

	Key Result Area
	Key Result Areas 
	Performance Indicators

	Strategic Development


	· Provide advice to the management team and the Tumuaki to assist decision making, and the development of strategies that will continuously advance the Kura’s position

· Develop, implement and monitor key strategies to realise the charter, annual plan and strategic plan of the Kura

· Identify risks and opportunities and develop solutions to address appropriately
	· Sound advice is provided as required

· Strategies are planned resourced and approved appropriately

· Strategies are aligned to the charter, annual plan and strategic plan

· Risks are identified and managed

· Opportunities are analysed and raised appropriately.

	Systems Development
	· Collaborate with Tumuaki, other Kaikōtuitui and staff to develop Kura-wide systems, policies and procedures for assigned area

· Monitor systems and identify opportunities for improvement

· Ensure staff compliance with approved systems
	· Systems are developed in consultation with all relevant staff

· Systems are aligned with the Kura charter, annual plan and strategic plan’s goals and objectives

· Systems ensure best practice

· Staff comply with all systems, policies and procedures 

	Staff Management
	· Provide direction and advice to staff

· Formulate goals and objectives for team that align with the charter, annual plan and strategic plan 

· Assist staff in planning work 

· Ensure staff have the knowledge and tools to competently undertake their assigned tasks and responsibilities

· Monitor staff to ensure they are using best practice methodologies

· Encourage and facilitate honest and open communication to ensure  staff are aware of policies and events that may affect their area of work
	· Feedback from staff shows that the Kaikōtuitui has provided clear direction and advice

· Staff are able to fulfil their tasks to the required level

· Staff are aware of and use best practice pedagogy



	Performance Management
	· Undertake performance appraisals according to the performance management policies as required

· Ensure professional development needs are identified through performance appraisals

· Communicate performance management process appropriately

· Collaborate with staff to develop performance plans that align with the Kura’s annual goals and objectives
	· Performance appraisals are undertaken regularly

· Professional development requirements are identified and addressed

· Staff are aware of the performance appraisal process

· Staff performance plans are mutually agreed and reflect the charter, annual plan, and strategic plan

	Functional/ Support role
	· Undertake tasks and responsibilities as described for assigned functional/support role
	


SPECIFIC RESPONSIBILITIES 
The Kaikōtuitui will be expected to complete specific responsibilities and duties that address current key issues for the Kura. 

The following key result areas are specific to the Kaikōtuitui: Ako (Teaching and Learning):
	Key Result Area
	Objectives
	Performance Indicators

	Curriculum Planning
	· Develop Kura-based curriculum plans that reflect the national education curriculum and the kura curriculum

· Produce high quality, timely curriculum plans that reflect the vision and goals stated in  the charter, annual plan, and strategic plan

· Align curriculum plans with the Kura’s resources and learning outcome targets 

· Ensure curriculum plans support student learning and improve student achievement

· Develop, implement and monitor self-review processes in the planning process
	· Curriculum plans reflect Te Marautanga o Aotearoa and our kura-based marautanga

· Curriculum plans prioritise areas identified in the kura annual targets

· Curriculum planning includes a self-review process

· Curriculum plans are delivered as required

· Teaching and learning programmes account for resource constraints

· Curriculum delivery supports improvements in student achievement

	Personalised Learning
	· Identify individual student learning requirements

· Develop programmes to improve individual student achievement 
	· Personalised learning programmes improve student achievement

· Every student’s educational pathway is identified and managed.

	Quality Teaching Practices
	· Develop teaching policies, procedures and standards to enforce best practice methodologies

· Communicate policies, procedures, and standards appropriately

· Ensure that quality teaching policies, procedures and standards are implemented

· Identify opportunities of improvement
	· Policies, procedures and standards are developed and approved

· Policies, procedures and standards are communicated

· Kaiako adhere to policies, procedures, and standards.

	Guidance
	· Provide students with pastoral care and guidance

· Support teachers in managing negative student behaviour

· Provide career advice to students.
	· Feedback from students reveals that they are well supported.


The following key result areas are specific to the Kaikōtuitui: Aromatawai (Assessment and Achievement):
	Key Result Area
	Objectives
	Performance Indicators

	Assessment System Development


	· Develop, implement and monitor quality Kura-wide assessment systems

· Align assessment systems to the Marautanga o Aotearoa, the kura-based marautanga, the Kura’s charter, annual plan, and strategic plan

· Identify opportunities to improve the assessment system
	· Assessment systems are established across the kura

· Assessment systems are aligned to the marautanga, charter, annual plan, and strategic plan

· Appropriate improvements are made to systems.

	Assessment Practices


	· Develop a comprehensive set of assessment tools that align with the teaching and learning programmes

· Ensure all teaching staff comply with assessment practices

· Ensure that assessment practices are documented and communicated appropriately
	· Assessment tools are practical and relevant to teaching programmes

· Assessment practices are documented and communicated to all teaching staff

· Teachers comply with approved assessment practices

	Student Achievement Information


	· Develop, implement and monitor a student achievement information system

· Ensure that the student achievement information system adequately meets the needs of the Kura

· Monitor the student information system to ensure the integrity of information

· Ensure student achievement information is secured appropriately

· Identify risks and opportunities for system improvements.
	· A reliable student information system is implemented

· Information meets Privacy Act requirements 

· Information is accurate and timely

· Risks and opportunities are identified and managed appropriately.

	Monitoring Student Achievement


	· Monitor student achievement using student achievement information

· Develop reports to effectively communicate student achievement trends

· Identify areas of concern and communicate appropriately.
	· Student achievement reports are delivered as agreed

· Relevant staff are aware of inadequate student achievement

	Guidance
	· Provide students with pastoral care and guidance

· Support teachers in managing negative student behaviour

· Provide career advice to students.
	· Feedback from students reveals that they are well supported.


FUNCTIONAL RESPONSIBILITIES
As outlined in the Kaiako Job Description

COMPETENCIES

Kaikōtuitui are expected to:

1. be bilingual 

2. remain up-to-date with curriculum developments

3. maintain current knowledge of best practice pedagogy and assessment techniques 

4. understand the theories, pedagogies and issues associated with bilingual education 
and Māori-medium settings
5. have sound people management skills and practices

6. have the ability to motivate and lead staff
7. have good computer skills

8. have the ability to think and plan strategically

9. have the skill to identify and assess key issues and make good judgments and decisions
10. have excellent written and oral communication skills.

QUALIFICATIONS AND EXPERIENCE

1. current practicing certificate
2. currently registered or able to be registered with the NZ Education Council.
3. a relevant Māori language qualification.

4. experience in a management position

DIRECT REPORTS

Kaikōtuitui will each be responsible for managing approximately [enter number] FTTE staff. 
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