
 

Border Exception for Teachers 
 
New Teacher Application – User Guideline for Early 
Learning Services 
 

This Guideline is for eligible Early Learning Services who want to apply for a New Teacher under the 

Teacher Workforce Border Exception.  

 

Who can apply? 
Applications are made by Early Learning Services, Schools, or Kura (collectively called employers in 

this document) to the Ministry’s Border Exceptions Team. 

Refer to our website for more information. 
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Section 1 General Information  
 

What is the purpose of this Guideline?  

This Guideline is to help Early Learning Services access and then make an application for a New Teacher.  

 

What are the steps to getting a New Teacher?  

This New Teacher process is made up of 10 Steps.   



 

 

 

Step 1 and Step 4 require you to use an online application form, accessed through your Education 

Sector Logon.  

If you do not have an Education Sector Logon information on how to get one can be found on the 

Education Applications & Online Systems page.  

 

Step 1 Employer Application  

This guideline is for Step 1 only – the Employer Application.   

• Section 1 of the Guideline provides information about how to access the Employer Application. 

• Section 2 of this Guideline provides information about how to fill in the Employer Application.  

A second Guideline will be released during October for Step 4.  



 

What information do you need to fill out the Employer Application? 

Have the following information on hand before you start filling out the form.  

  Position Description for the role you want to fill – you will be asked to summarise it in a 
couple of sentences   

   

  Evidence of previous recruitment effort e.g., scanned copies of adverts, letter from 
recruitment agency etc (jpeg or PDF formats only)  

   

  You will be asked to summarise where you are at in the recruitment process – for 
example you may have already made an offer to a teacher  

   

  If you have already made an offer; you will be asked to confirm that the teacher still 
wants to come to New Zealand.    

   
Keep copies of all the information you provide us as it may be required by Immigration New Zealand 

who is responsible for deciding if a visa will be issued.  

 

How long will it take to fill out the Employer Application? 

It should take 5 to 10 minutes once you have accessed the application form and if you have the 

information at hand.  

 

How long will it take the Ministry to assess the Employer Application? 

If you provide all the information we need, it should not take too long to assess the application and 

decide to approve or decline.  We will be in touch as soon as we can – please bear with us. 

 

 

 

 



 

Section 2  Completing an Employer Application 
 

1 
Search for “border exceptions” in the How can we help search box.   
 
 

 
 
 
 
 

 Notes 



 

2 
The application landing page provides a summary of the application process. 
 
If you are eligible, you will see the Apply for an Exception button in the top right of the page.   
 
 

 
 

 Notes 
 
1   Not every early learning service, school or kura 
is eligible to apply for a border exception.  
 
Eligibility criteria are set out at the start of this 
guide and on our website  
 
If you do not see the Apply for an Exception 
button, then the information held by the Ministry 
says that you are not eligible. If you think you are 
eligible, please contact us at 
border.exceptions@education.govt.nz 

 
   

mailto:border.exceptions@education.govt.nz


 

3 

 
 

 Notes 
 
1   This is the start of the 5-Part form that asks for 
information about who the contact person is for 
the application, which of the eligibility criteria 
you are applying under, the position the 
application is for, and the recruitment process to 
date.  
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Employer Application Type 
 
In the drop-down menu select which Application Type you are applying for.  
 
 

 
 

 Notes 
 
1   Employer Application Types are the following.  
You can select only one.  
 

• ELS 
 

• School/kura 



 

5 
Early Learning Service Details 
 
Information about the employer will be automatically generated on this page.  
 
 

 
 

 Notes 
 
1   You can save the form at any time and return 
to it at a later stage.  
 
2   If you are the person filling in the application 
form, but not the person we should contact 
about the application, you should change the 
contact person’s name, email, and phone number 
to those of the person who we contact about the 
application.   
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Position Details 
 
You will be asked for information about the position you are wanting a teacher for.  
 
 

 
 
 
 

 Notes 
 
1   Position description examples  

• Manage and teach in 3-year-old room  

• Teach 0-5s – 100% 
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Recruitment Details 
 
You will need to provide a summary of what you have done to fill the position with a New Zealand based 
teacher.  You will also need to upload evidence of this.  Evidence could include that you have undertaken two 
rounds of recruitment in a relevant and reputable publication, that you have used an employment agency, 
etc. 
 
You will be asked if you have a teacher in mind.  We want to find out if you are part way through recruiting a 
teacher, including if you had a teacher who was ready to come to New Zealand but got shut out because the 
border closed.   
 
You will be asked to confirm that the teacher still wants to come to New Zealand to work for you. 

 

 
 

 Notes 
 
1   If you have already appointed someone to the 
position you will still need to provide evidence 
that at the time you appointed them you were 
unable to find a candidate in New Zealand.  
 
2   Recruitment effort examples: 

• We advertised in Feb 2020 locally in shops, 
community newsletter, local primary school 
newsletter and on our services and 
company’s Facebook sites. Had several 
enquiries, but no responses from qualified 
teachers. 

• Advertised in Gazette from April 2020 and on 
Seek from June 2020 for three months from 
December 2019. 

3   Stage in the recruitment process examples: 

• We have made an offer to the teacher. I have 
attached an email that shows they want to 
accept the offer. 

• We have signed a contract with the teacher 
to take up the position. 

• We have contracted a Canadian teacher, who 
is applying for registration. 

• We will finish interviewing several overseas 
candidates within two weeks. 

• We have interviewed and offered a teaching 
position to a candidate from Malaysia, who is 
applying for international certification. 

• We have signed a contract with a UK teacher 
for one year 



 

 

8 
Declaration  
 
You will be asked to confirm that you are authorised to make the application, that you agree to the Terms and 
Conditions and that the information you have provided is true and correct.   
 
 

 
 

 Notes 
 
1  Please provide all relevant information before 
submitting your application. If it has not been 
provided, or your application is not complete, the 
border exception team will be in touch and ask you 
to do so.  Your application will not be assessed 
until this has been done.  
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When you have submitted your application, you will be taken to the All done.  Thank You. Page.   
 
 

 
 

 Notes 
 
1   The contact person (whose details were 
provided in Part 5 of this Guide of the Employer 
Application) will receive an email confirming that 
the applications was submitted and providing an 
application number. 
 
2   Please quote this application number in any 
future correspondence with us about the 
application.  
 

 

  



 

Section 3 When we assess your application  
 

If all relevant information is provided, we will be able to assess the application and decide whether to approve or decline it.   

The contact person for the application will receive an email confirming that all the information has been provided. 

When we assess the application, we may want to clarify some issues.   

We will let you know if your application is approved or declined.  

If approved, you will get preliminary allocation of a Border Exception. 

 


