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MINISTRY OF EDUCATION
Te Tahuhu o te Matauranga





Staffing Roll Change Request Form
This form is for school boards seeking a change to their rolls for staffing purposes.  This includes Māori medium rolls.   

ORRS enrolments
Changes to ORRS enrolments should be advised directly to the Resourcing Division on a separate ORRS Staffing Roll Change Request Form which is available on the Ministry’s website www.minedu.govt.nz/resourcingforms
Before completing this form 
Before completing this form all schools must produce an alphabetical listing of all students attending the school on the date this form is completed and submitted to the Ministry.  
This list must show:
· the year of schooling (class, form or whānau) to which each student has been allocated. Note: students must be entered by MOE funding year level, rather than academic year level  
· information to support the Māori medium level.

The above information should be kept at the school for audit purposes, together with any working papers that were used to complete the form. Please attach a printout of your roll as shown in your Student Management System.  

Further information
Further information on the staffing cycle and details of staffing provisions can be found in the Funding, Staffing & Allowances Handbook at www.minedu.govt.nz/resourcinghandbook.

Sending the form
Primary and intermediate

Please send this form to your local office. For specific queries, please contact your Ministry of Education Local Office (primary and intermediate schools), or the Resourcing Division (all other schools).  Contact details are available at: www.minedu.govt.nz/Contact
All other schools

Please send this form directly to the Resourcing Division in Wellington.

Postal address: PO Box 1666, Wellington 6011

Phone: 

(04) 463 8383

Fax: 

(04) 463 8374

Email: 

resourcing@minedu.govt.nz 

Please detach this page.  Do not send with your request.

Staffing Roll Change Request Form    
     
	School details

	School name
	
	

	School MOE #
	
	Contact person
	
	

	Application date
	
	Date of increased roll
	
	

	Phone number
	
	Fax number
	
	

	Email Address
	
	

	
	
	

	Increased staffing / increased Māori immersion

	Instructions

Change to your staffing roll 

Only fill in Column A by indicating numbers for each year level in your school’s actual roll as at today.

Change to your Māori medium roll

Fill in the appropriate (B) or (C) columns, indicating the number of students involved in Māori immersion level 1 (MMI Level 1) and/or Māori immersion level 2 (MMI Level 2) as at today.

	
	(A)
	(B)
	(C)
	(D)
	(E)

	MOE funding year level
	Total students
	MMI Level 1
	MMI Level 2
	MMI Level 3
	MMI Level 4

	Year 1
	
	
	
	
	

	Year 2
	
	
	
	
	

	Year 3
	
	
	
	
	

	Year 4
	
	
	
	
	

	Year 5
	
	
	
	
	

	Year 6
	
	
	
	
	

	Year 7
	
	
	
	
	

	Year 8
	
	
	
	
	

	Year 9
	
	
	
	
	

	Year 10
	
	
	
	
	

	Year 11
	
	
	
	
	

	Year 12
	
	
	
	
	

	Year 13
	
	
	
	
	

	Total
	
	
	
	
	

	


	Additional information

	Please provide any additional supporting information below. If you run out of room, attach additional paper as necessary.

	

	

	

	

	

	

	

	

	
	


	Certification

	This section needs to be completed by the principal and board chair.

We certify that the information contained in this application form, to the best of our knowledge, is true and correct in every particular. Attached to this form is a printout from the School Management System, verifying the roll. 

	Principal’s name
	
	Date
	
	

	Principal’s signature
	
	
	
	

	Board chair’s name
	
	Date
	
	

	Board chair’s signature
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