


CHECKLIST OF
REQUIREMENTS FOR
APPOINTING OVERSEAS
TRAINED TEACHERS

BEFORE OVERSEAS TEACHERS ARRIVE IN NEW ZEALAND:

» Send appointment letter including a copy of “Employer

Supplementary Form NZIS 1113", for work permit/
visa application.

WRITE A FURTHER LETTER TO THE OVERSEAS TEACHER

WHICH SHOULD INCLUDE THE FOLLOWING INFORMATION:

» NZQA and New Zealand Teachers Council registration
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application — refer them to websites (Teachers Council
form is TCO, and NZQA is an online application)
www.nzga.govt.nz and www.teacherscouncil.govt.nz
Remind them to apply for NZQA assessment of their
qualifications and teacher registration at the same time
and as early as possible. Be aware that the New Zealand
Teachers Council will not complete the processing of
applications until they receive a certified copy of the
NZQA assessment report confirming that qualifications are
comparable to New Zealand teaching qualifications.

Reference to the New Zealand Immigration Service
website www.immigration.govt.nz

The importance of obtaining a Statement of Service form for
salary purposes — stress the importance of including bath
starting and finishing dates and whether service will be full
time and continuous. If the service will be part-time, the exact
number of days employed must be stated. Supporting letters
from schools/employers must be on original letterhead.

An application form for an IRD number — use school
address as return address (school will hold mail until
arrival). Attach an IRD envelope.

Explain importance of completing documentation before
leaving overseas and that certified copies (New Zealand
Teachers Council) or originals (NZQA) must be produced
as required.

Remember to claim the overseas trained teacher time

allowance (0.1 FTTE for one term). See form at
www.minedu.govt.nz/goto/resourcingforms

OTHER WEBSITES
TO SUGGEST IN
CORRESPONDENCE

» TeachNZ — www.teachnz.govt.nz has comprehensive
information on teaching conditions, personal stories and
teacher education providers. Its Links section covers a
range of relevant information such as the requirements
for health insurance and immigration status of spouses
and partners.

» Te Kete Ipurangi — www.tki.org.nz which provides
comprehensive material for teachers, school managers
and the wider community. For those teachers who have
family accompanying them, the site lists all schools in
New Zealand.

» PureNZ — www.purenz.com with information on the
history and culture of New Zealand and other categories
such as sights and events.

» Stuff — www.stuff.co.nz has links to the main city and
provincial newspapers as well as sections on a range
of information such as property, weather, travel and
entertainment.
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Woolworths — www.woolworths.co.nz for a guide to
the cost of food.

Real Estate — www.realenz.co.nz and
www.harcourts.co.nz for the property market.
You may also want to include web addresses for
local real estate firms.
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» Turners Car Auctions — www.turners.co.nz
for vehicle purchasing.

OTHER POINTS TO COVER IN A LETTER ARE:

» Do they want to be met at the airport?

» Do they want temporary accommodation arranged
for them?
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INDUCTION IDEAS FOR LUNCH

» For the afternoon session, new staff move on to faculty

OVERSEAS TEACHERS managers for a curriculum discussion.

OTHER PROCESSES
The following are suggestions only for induction practices » Complete the International Relocation Grant form.
for overseas teachers and are based on a secondary school’s Refer to Chapter 4 of the Funding, Staffing and
current practices. Allowances Handbook or the Ministry's website

www.minedu.govt.nz/goto/resourcingforms

BEFORE ARRIVING IN NEW ZEALAND
» In addition to the first letter outlined above, write a ONGOING SUPPORT
further letter detailing your induction day. » Daily meetings with appropriate staff for the next fortnight

to touch base and answer issues which are arising.
INDUCTION DAY

» The induction process may vary in length from
school to school. » Refer them to Team Solutions and other relevant

professional development organisations.

» Twice a term new teacher meetings.

FOR A HALF DAY
» Welcome to school marae and powhiri.

» Hand out teacher information packs containing relevant
documentation for new teacher to go through in own time.

» Principal/new staff member explain their roles. Part of this
is to explain experience as new teacher.

» Tour of school, explanation of support/buddy system, and
discussion of Maori and Pasifika cultures.




CHECKLIST OF APPLICATION PROCESSES

INCENTIVES AVAILABLE FOR OVERSEAS
TRAINED TEACHERS

If your school has recently employed a teacher, check to see
if the school or teacher is eligible for any of the following:
A checklist that can be sent to the teacher.

SCHOOL
» Finder's Fee Before an overseas trained teacher can take up a New Zealand
» National Recruitment Allowance teaching position, the following must be completed:
TEACHER STEP 1: Complete an application to the New Zealand

Qualifications Authority for an evaluation of their
qualifications (online at www.nzqga.govt.nz). Provided
an application for registration has already been lodged,
» National Relocation Grant NZQA, at the request of the applicant, will forward

» QOverseas Teacher Time Allowance a copy of the assessment forms to the New Zealand
Teachers Council.

» International Relocation Grant
» Beginning Teacher Time Allowance

» Transfer and Removal costs

STEP 2: Complete an application for registration with the
New Zealand Teachers Council (form TCO and
completion guide at www.teacherscouncil.govt.nz).

The application forms for the above can be found online at

www.minedu.govt.nz/goto/resourcingforms

In addition, if you are having difficulty making a suitable NOTE 1: Steps 1 and 2 should be started at the
appointment, check to see if you are eligible to apply for
Discretionary Priority Staffing Status.

same time.

STEP 3: The teacher will require the school to complete and
forward to them a copy of the “Employer Supplementary
Form NZIS 1113".

STEP 4: The teacher will need to obtain a work permit/visa from
the New Zealand Immigration Service.

NOTE 1: Work permits for more than 12 months and
residency applications will require medical information
in support of the application. More stringent conditions
apply to applicants coming from high risk TB areas
(details can be found on the New Zealand Immigration
Service website at www.immigration.govt.nz).

NOTE 2: A new police clearance will be required if the
clearance submitted with teacher registration is now
more than six months old.

NOTE 3: A work permit will not be issued unless a job
offer has been received and “employer supplementary
form NZIS 1113" included with the application form.
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TEACHERS SHOULD Check the TeachNZ website for more information on teaching
in New Zealand www.teachnz.govt.nz
BE ENCOURAGED TO:

Check residency requirements on the New Zealand Immigration

website www.immigration.govt.nz as the number of points
Start the application process as soon as possible as each agency required under the Skilled Migrant Scheme change regularly.
may take some time to complete their part of the process. Currently, an applicant is required to submit an “Expression of
Interest” form and to complete the residency application form when
requested to do so by the New Zealand Immigration Service.

Be aware that the stages for New Zealand Teachers Council
and Immigration are dependent on the previous step
being completed.

Bring a statement of service from all previous employers/
schools. These must be on original letterhead and include details
of the position held, the start and finish dates, whether this
employment was full time and whether it was continuous. If it
was not continuous the exact number of days worked must be
shown. This is required for salary assessment purposes.

TeachNZ | 14




Appendix 1

Employer Supplementary Form —

IMMIGRATION

Wor k Permit/Visa Application NEW ZEALAND

Complete this form if you are an employer who has offered a position to a person from overseas who is
applying for a work visa or permit (refer to the Immigration Guide for Employers (INZ 1031)).
This form must be used for:
e Essential Skills Work Policy visa and permit applicants; and
e Work to Residence: Long Term Skill Shortage List (LTSSL) Work Policy visa and permit applicants; and
e Study to Work Policy visa and permit applicants (except for graduate job search work permit applicants); and
¢ Partners of NZAID-supported student permit holders, work permit applicants ONLY

as specified in the Immigration Guide for Employers (INZ 1031).
This form must be submitted with the form Work Visa/Permit Application (INZ 1015). Providing this information
will help us to process the application, however we may need to contact you for more information.
Submit photocopies only. Do not submit original documents as they will not be returned to you. If we need to
see an original document we will ask you to produce it at a later time.

Section A: Employment details

Attach a copy of the full employment agreement and complete the following.

Employee details

State the full name of the person to whom you have offered a position in your business.
Surname: Given names:

Employer details

Full name of person offering employment :

Address: Phone number:

Fax:

Email:

Mobile:

The full name of your company or business:

Site Address: Phone number:

Fax:

Email:

Mobile:

Have you received Approval in Principle from Immigration New Zealand to recruit
overseas workers for this position? Yes| | No ]

If Yes, state your seven digit Approval in Principle reference number.

Go to Section D: Employer’s declaration.

State the type of business you operate (eg restaurant):

How long has your company been in operation?

A7 How many people do you currently employ?




Have you made anybody redundant from this company or business in the last Yes| | No| |
six months?

If yes, state how many people and their positions.

Do you intend to make anybody redundant from this company or business
in the next six months? Yes| | No| |

If yes, state how many people and their positions.

AMl)]  Is your business a registered company? Yes| | No| |
ISRl  Is the company or business GST registered? Yes| | No| |
NP4  State the names of any other companies or businesses you operate.

Section B: Position details

Provide details of the position you have offered to the potential employee named in this application.
(If you have a job description that already contains all of the information below it can be attached to
this form and you need not complete the section below. If any information requested below IS NOT
covered in the job description please complete the relevant questions).

Il Job title

H B
N

ANZSCO occupation title, occupation code (if known), and skill level (if known).

(ANZSCO is the Australian and New Zealand Standard Classification of Occupations. Most New Zealand
occupations are listed in the ANZSCO, with a six digit occupation code and a skill level. For more information

see www.immigration.govt.nz/anzsco.)

ANZSCO occupation title

ANZSCO occupationcode | | | | | ANZSCO skill level (if known)

3 The address of the place of employment (if different from that stated in question 2).

2

4 The type of work, duties and responsibilities.

H

5 Details of pay and conditions of employment (eg holidays, etc.)

E




Hours of work

The duration of the job

Qualifications required

BEE
o | N

Type of experience required

Length of experience required ‘

Does the worker require occupational registration in New Zealand? Yes | | No [ |

Note: if registration is required, the applicant will need to produce evidence that this has been
obtained at the time of submitting the work permit application.
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Section C: Overseas recruitment based on non-

availability of New Zealand residents

Do not complete this section if:
¢ the employee you have offered employment to has been offered a position on the Immediate Skill
Shortage List or the Long Term Skill Shortage List
¢ the employee you have offered employment to is applying under the family stream as the partner
of a NZAID supported student permit holder; or
e the employee you have offered employment to is applying under the Study to Work Policy and requires
practical experience that is relevant to their qualification.
For the purposes of Essential Skills work policy an employer is considered to have made genuine attempts to
recruit suitable New Zealand citizens or residents if:
i any specifications or requirements stipulated in a job description and/or ideal person specification are
restricted to those specifications or requirements necessary to perform the work on offer; and
i the terms and conditions specified for the work on offer are not less than those of the New Zealand
market, including payment at the New Zealand market rate; and
iii the extent and nature of advertising or use of other appropriate means of recruitment is such that any
suitable New Zealand workers would apply or be likely to apply for the position(s), for example:
e listing the vacancy with Work and Income
e advertising the vacancy in a national newspaper and/or website
e contracting a recruitment company appropriate to the industry.

Detail the attempts you have made to recruit New Zealand citizens or residents to fill the position by
answering the questions set out below and attach the following:
e copies of the advertising you have undertaken
e evidence of receipts for paid advertising.

Have you listed the vacancy with the Ministry of Social Development (MSD) — Work and Income?
Yes| | No| |
If Yes, provide information regarding the outcome of that listing (eg number of Work and Income clients
referred, percentage of referred who took up employment, and duration of employment of those who took
up employment). Provide the contact name and phone number of the Work and Income work broker.

Listing the vacancy with Work and Income may speed up the processing of your request. For
more information see the Work Visa/Permit Guide (INZ 1016). For more information about your
regional Work and Income office, see the website www.workandincome.govt.nz.



C3 Provide details of the advertising media used (eg national newspaper, internet, etc.). Please include dates.

C4 Advertising audience (advertised locally, nationally, internationally).

C5 Duration and frequency of advertising campaign.

C6 Letter from recruitment agency (where applicable - if not applicable please write n/a).

C7 Explain why the New Zealand applicants were not suitable.

C8 Detail the efforts you have made as an employer to train New Zealanders to fill the positions available.
Include details of the type of training provided and the outcome of the training.

Employer’s Declaration

| understand the questions in, and contents of, this form, and the information | have provided is true and
correct. | consent to INZ seeking information concerning my compliance with New Zealand’s immigration
and employment laws from any records held by the Department of Labour.

Name Position held within company Date

Privacy Act

The information about you on this form is collected to determine your request to recruit overseas workers.

The main recipient of the information is Immigration New Zealand, a service of the Department of
Labour but it may also be shared with other Government agencies which are entitled to this information
under applicable legislation, or with other agencies in accordance with an authority in the form.

The address of Immigration New Zealand is PO Box 3705, Wellington, New Zealand. Do not send the
form to this address.

The collection of the information is authorised by the Immigration Act 1987 and the Immigration
Regulations made under that Act. The supply of the information is voluntary, but if you do not supply
it your request is likely to be declined.

You have a right to access the information about you held by Immigration New Zealand and to ask
for any of it to be corrected if you think that is necessary. Your request should be sent to the nearest
Immigration New Zealand branch.

More Information and Advice

Get more information and advice from any of our INZ branch offices in New Zealand, located in Auckland,

Henderson, Manukau, Hamilton, Palmerston North, Wellington, Christchurch and Dunedin.

Find INZ forms, leaflets, and fee information on our website www.immigration.govt.nz. NNZIIS ;;ég
ay

This form has been approved under Section 132(1) of the Immigration Act 1987
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