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 Position: 
	Partnership Co-ordinator (Initial Teacher Education)  

	 
 Responsible to: 
	Programme Delivery Manager   

	 
 Work Unit: 
 
	Learning Delivery 

	 Location: 
 
	Lower Hutt Campus 

	 Date: 
 
	July 2025  


 
ORGANISATIONAL CONTEXT 
Open Polytechnic is a specialist provider of vocational open and distance learning.  It serves learners who are seeking flexible study designed to enable them to flourish in today’s changing world of work.  Its learning delivery model responds to the changing needs of learners and employers by providing a learning experience that is convenient, relevant, connected, and smart.  Open Polytechnic uses emerging technologies to enrich learners’ experience and enhance their success, and to design, deliver and support programmes in a way that fits an increasingly digital, always-on world.  
All Open Polytechnic employees must: 
· Contribute to the organisation’s strategic goals 
· Commit to technology-enabled open and distance learning 
· Recognise the role of Te Tiriti o Waitangi in Aotearoa/New Zealand and specifically within the context of Open Polytechnic as a crown entity. 
· Be flexible and receptive to change initiatives  
· Contribute to enhancing cross-functional relationships within Open Polytechnic 
· Contribute to a culture of evidence based continuous improvement 
· Be able to work as a member of multi-disciplinary teams and to contribute their specialised expertise to work across the organisation. 
 
PURPOSE 
The Partnership Co-Ordinator supports the delivery of Initial Teacher Education (ITE) programmes in early childhood education centres, and primary and secondary schools who partner with the polytechnic and/or offer practicum learning opportunities for our ākonga.  The Partnership Co-ordinator’s role is key to establishing, building, and sustaining effective relationships between Open Polytechnic NZ Ltd., early childhood education centres,  primary, and secondary schools throughout Aotearoa New Zealand..  As well as providing oversight and coordination of the workplace learning activities that ākonga engage in across the early childhood and school education sectors, there is an associated role that concerns oversight of the provision of pastoral support for ākonga while engaged in workplace-based practicum learning, and the support and care that ākonga receive from partner and practicum schools and early childhood education centres. 
 
ORGANISATION CHART 
· Council 
· Chief Executive o 
· Executive Director: Learning Delivery 
· Manager: Learning & Teaching o 
· Programme Delivery Manager 
· Partnership Co-ordinator  
 
KEY RELATIONSHIPS 
Internal 
· Programme Delivery Managers (PDMs) 
· Manager, Learning & Teaching 
· Manager, Learning Delivery Operations 
· Manager, Learner Engagement & Success Services  
· Student Mentors 
· Learning Delivery Administrators 
· Student Journey Centre and Student Advisors  
· Open Polytechnic academic committees and associated staff 
· Te Kura Wananga 
· Academic Services o 
· Library & Learning Centre o 
· Quality and Academic Development (QAD) o 
· Academic Registry. 

External 
· Partner and practicum[footnoteRef:1] primary and secondary schools nationally   [1:  A partner school has a formally established relationship with the polytechnic where ākonga are placed with the school and assigned a school-based teacher as a learning mentor. 
A practicum school hosts ākonga for their formal practicum placement activities which occur at specific points in their programme of study. ] 

· Early childhood education centres 
· Ākonga (students) 
· Professional associations and relevant business, employer, and industry organisations.  
· Other tertiary institutions.
 
 
ACCOUNTABILITIES & RESPONSIBILITIES 
The Partnership Co-ordinator is expected to perform such other duties as can reasonably be regarded as incidental to the position description and such other duties reasonably within their experience and capabilities as may be from time to time assigned after consultation with them. The annual performance plan and measurements will be discussed and agreed between the Schools Partnership Co-ordinator and manager as part of annual performance planning and development. 
1. School & Centre Partnership support and development  
Accountability 
· Relationships with early childhood education centres, schools and school communities that effectively support the delivery of Initial Teacher Education programmes by  Open Polytechnic.
· Open Polytechnic’s Initial Teacher Education programmes are represented to external stakeholders in a way that attracts ākonga, kaimahi and external stakeholders to engage 
· The polytechnic’s external networks across the education sector will provide opportunities for effective learning and teaching experiences  
Responsibilities 
· Develop and maintain effective relationships with early childhood education centres, schools, and wider school communities.    
· Identify stakeholder engagement opportunities and promote Open Polytechnic programmes across the polytechnic’s external networks  
· Work closely with School Principals to identify and drive enrolment opportunities 
· Regular engagement with local schools to ensure clear communication and resolution of issues 
· Provide ongoing support for mentor teachers, partner, and practicum schools 
 
Expected Results 
 
· The external stakeholders are effectively managed and supported 
· Positive ongoing relationships across the polytechnic’s external networks  
· Programmes are delivered in line with Open Polytechnics quality assurance and accreditation requirements 

 
3. Pastoral care and support 
Accountability 
· The welfare and wellbeing of ākonga participating in Open Polytechnic’s Initial Teacher Education Programmes is assured when experiencing workplace-based learning activities 
· The polytechnic’s obligations to ākonga as established through the Education 
(Pastoral Care of Tertiary and International Learners) Code of Practice 2021 are met 
· Effective management of the health and safety interface between early childhood education centres, and primary and secondary schools, the Open Polytechnic and ākonga engaged in workplace-based learning activities 
Responsibilities 
· Ensure pastoral support for partner schools and ākonga through regular and effective communication. 
· Promote Open Polytechnic’s support services to ākonga through the partner schools 
· Consult and cooperate health and safety activities/processes with early childhood education centres, primary and secondary schools to meet shared health and safety responsibilities   
Expected Results 
· Ākonga awareness of the Code and Open Polytechnic’s ākonga facing services  
· Open Polytechnic is regularly provided with ākonga feedback about its learning delivery and ākonga facing services   
· Early childhood education centres, primary and secondary schools have documented health and safety policies and plans that relate to the activities that are undertaken by the polytechnic’s kaimahi and ākonga in workplace-based settings 
  
4. Programme Delivery 
Accountability 
· Manage relationships with external stakeholders involved in the delivery of ITE programmes  
· Seek feedback from the external stakeholders and ākonga on quality of service provided  
· Oversee the recruitment and selection process of applicants for the programmes. 
· Support intake process for programmes including Enrolments and Academic Registry liaison 
· Ensure that programmes are successfully delivered to meet the Open Polytechnic’s academic regulation requirements and external quality assurance and accreditation requirements 
· Investigate complaints and other issues connected to practicums  
Responsibilities 
· Provide feedback from early childhood education centres, partner schools to Programme Delivery Managers on course and programme delivery matters  
· Ensure appropriate student reference checks (and pre-enrolment assessment checks where applicable) are undertaken 
· Monitor and report the delivery of programmes and student progress  
· Play an active role in improving the delivery of ITE programmes     
Expected Results 
· Appropriate programme input given to the Programme Delivery Manager 
· Programmes are successfully delivered 
· Programme completion, retention and progression are met  
· Programme delivery issues are resolved in a fast and professional manner   
· Ākonga overall satisfaction is in line with the organisational targets.  
 
5. Professional Development  
Accountability 
• 	Maintain and develop professional expertise  
Responsibilities 
· Maintain and develop own professional and technical knowledge and skills 
· Keep up-to-date with national developments in open learning and relevant academic disciplines 
· Participate in work-related conference, seminars and development activities as agreed with Programme Delivery Manager 
· Build appropriate professional networks and external relationships  
· Contribute to the development of Open Polytechnic policy/management papers where applicable  
 
Expected Results 
• 	Professional expertise is developed and used to contribute to the achievement of both student and Open Polytechnic academic objectives  
 
6. Organisation Contribution 
Accountability 
· Contribute to the organisational culture of Open Polytechnic 
· Contribute positively to the performance and profile of Learning Delivery and the Open Polytechnic 
· Champion health and safety in the workplace 
· Participate in Open Polytechnic team projects and processes. 
Responsibilities 
· Understand the work of colleagues and contribute to team results through co-operative and collegial processes 
· Contribute to Open Polytechnic academic committees and work groups 
· Participate in Learning Delivery staff meetings 
· Maintain effective communication and working relationships within Learning Delivery and with other relevant Polytechnic staff  
· Maintain quality and minimise risk, by working within the Polytechnic’s quality management system, and by managing risk in own work area. 
· Commit to the Equal Employment Opportunity principles and their practice. 
· Maintain knowledge of Health & Safety procedures, and actively support safe work practices in the work area; take all practicable steps to ensure you don’t harm yourself or anyone else; and comply with H&S procedures, in particular reporting all incidents and proactively identifying hazards.  
Expected Results 
· Contribution to Polytechnic working groups is constructive and supportive of academic activity 
· Health and Safety procedures are followed in own area of work, and hazards reported appropriately as necessary  
· Quality issues are identified and raised with the Programme Delivery Manager • 	Positive commitment shown to Equal Education Opportunity principles  
· Positive commitment shown to principles of the Treaty of Waitangi. 
 	 
 
AUTHORITIES OF POSITION 
Financial  
Nil 
 
Human Resources  
Nil 
 
Policy 
Nil 
 
 	 

PERSON SPECIFICATION 
Qualifications and Experience 
· Appropriate teaching qualification and preferable post-graduate qualification.  In some circumstances, this may be through current engagement in a programme of study that leads to the required qualification 
· NZ Teacher Registration with current practicing certificate 
· Experience in supporting teachers to develop effective pedagogy and practice 
· Experience in building and maintaining partnerships with a range of stakeholders, especially where this is in education delivery settings.  
 
Knowledge, Skills and Attributes 
· Engages in cultural activities and has an understanding of āhuatanga Māori (values, culture and tikanga) 
· Understands and uses basic te reo Māori phrases, mihi and greetings  
· Accuracy and flexibility under pressure  
· Demonstrated contribution to the teaching profession and discipline 
· Thorough and up-to-date knowledge of the New Zealand Curriculum and the  New Zealand Education environment 
· Excellent skills inbuilding and maintaining networks and relationships 
· Current industry connections and networks 
· Excellent interpersonal and oral communication skills, both face-to-face and in telephone contact 
· Excellent written communication skills, particularly a high standard of written English 
· Well-developed planning and organisational skills with the ability to work autonomously and to manage workflow pressures 
· Ability to effectively develop and implement priorities, meet deadlines, and maintain 
· Confidence and competence in dealing with a wide range of people, including academic staff, students, and professional organisations 
· Commitments to working as part of a team, with an ability to work with peer in a collegial, constructive manner and develop good working relationships with external contacts 
· An understanding of the Treaty of Waitangi as it relates to the education sector 
· Client focus with a professional commitment to providing high quality teaching service to students 
· Initiative, discretion, sound judgment, and diplomacy 
· Commitment to personal and professional development 
· Ability to anticipate, adapt to, manage, and promote change 
· Versatility, with a positive problem-solving approach 
· Commitment to the principals of equal employment opportunities, with sensitivity to issues of equity and proven concern for cultural, social, and educational needs. 
 	 
ACCEPTANCE 
I AGREE with the duties and responsibilities of the position as reflected in this Position Description. I understand and accept the ED: Learning Delivery may review and amend the duties in this position description from time to time after consultation with me. 
 
 
Signature of Position Holder: …………………………………………… Date: ……………… 
 
 
 
 
Signature of Manager: ………………………………………………………… Date: …………… 
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