
Application Form for Programme Coordinator
John the Baptist Community School
PROGRAMME CO-ORDINATOR APPLICATION FORM

2017/2018
21st November 2017
John the Baptist Community School currently has a vacancy for a Programme Co-ordinator post. The appointment will be in accordance with the promotion procedures outlined in Circular Letter 25/2016. 
It is preferable if the Application Form is TYPED.  If not typed, please complete the form legibly using a black pen.  All questions must be answered.  Do not change the question numbers or sequence.  Boxes may be expanded as required.  No letter of application, CV or written reference should accompany this form.
Candidates are advised that calculations of service will be based on the content of the application form.  Each candidate must accept responsibility for the information supplied and for the accuracy and creditability of information supplied.   Only service that can be verified by the school will be counted.  It is the candidate’s obligation to obtain and provide certification to the school in respect of his/her external service with his/her application by the closing date. 
	Name:
	Teaching Council Registration Number:

	Address:
	Email:

	
	Tel. No:

	
	Mobile No:


1. BASIC TEACHING QUALIFICATIONS (DEGREES, DIPLOMAS)

	Qualification
	Subjects

	AWARD
	
	

	GRADE
	
	

	COLLEGE
	
	

	YEAR OF AWARD
	
	

	LENGTH OF COURSE IN YEARS
	
	


2. POST GRADUATE/DEGREE/DIPLOMA COURSES UNDERTAKEN:

	TITLE OF COURSE
	CONDUCTING BODY
	DATE

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


1. IN-SERVICE COURSES UNDERTAKEN:
	YEAR
	COURSE ATTENDED
	LENGTH OF COURSE

weeks/hours
	AWARDING BODY
	AWARD

(IF ANY)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


2. TEACHING EXPERIENCE

(a) Date on which you were first appointed as a teacher ______________________
(b)
School in which you started your teaching career
_______________________
(c)
In what capacity were you first appointed as a teacher?

(Part-time, EPT, TWT or PWT) ____________________
* 
The onus is on the applicant to provide documentary evidence of this appointment if required by the Board of Management - to assist with compliance on applicant’s eligibility under the terms of DES C/L PPT 07/02. 

Teachers who have been redeployed into John the Baptist Community School should also give details below of their teaching service with their previous employer prior to being redeployed.

Section 21 of the Teachers’ Redeployment Scheme states:

Teachers redeployed in consequence of these arrangements will transfer their reckonable teaching service for promotion purposes in the previous school to the receiving school and this service will be reckonable for promotion purposes in the receiving school.  
3. TEACHING EXPERIENCE IN JOHN THE BAPTIST COMMUNITY SCHOOL:

a)
	Dates

(From/To)
	Contract Type

PWT/CID/RPT/Part-time
	If pro-rata part-time, timetabled hours per week. Note: Service at or over 22 weeks or 200 hours is a qualifying year.
	Subjects Taught
	Level

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


b) Have you taken a career break from your teaching duties per the terms of the DES C/L’s 44/85, 42/87, 42/88 and 22/99?


a. Yes _______
No _________

b. Dates:
From:
___________________
To:
__________________

c) Have you been redeployed into current school?

If yes, please give date of redeployment _______________________________________

4. TEACHING EXPERIENCE IN SCHOOL FROM WHICH YOU WERE REDEPLOYED:
	Dates

(From/To)
	Name & Address of school
	Contract Type

PWT/CID/RPT/Part-time
	If pro-rata part-time, timetabled hours per week. Note: Service at or over 22 weeks or 200 hours is a qualifying year.
	Subjects Taught
	Level

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


5. TEACHING EXPERIENCE IN OTHER SCHOOLS:

Please complete the table which follows.  It is critical that information supplied is clear.  It is the responsibility of the applicant to ensure that supporting documentation from previous schools is submitted with the application form by the closing date in order for service to be verified and considered in the calculation of marks for seniority. Only service that can be verified by the school will be considered.  
	Dates

(From/To)
	Name & Address of

School
	Contract Type

PWT/CID/RPT/Part-time
	If pro-rata part-time, timetabled hours per week.
Weeks/Hours 

Note: Service at or over 22 weeks or 200 hours is a qualifying year
	Subjects Taught
	Level

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


6. Have you fulfilled the Post of Special Duties Teacher?   
Yes            
No    


If “Yes”, please give details:

	Date of Appointment:   From ____________________   To:  ____________________



	Nature of Duties:




7. Have you fulfilled any of the following Posts: Assistant Principal Teacher, Director of Adult Education, Programme Co-ordinator?



 Yes                   No     

If “Yes”, please give details:

	Date of Appointment:   From ____________________   To:  ____________________



	Post Type: (e.g. AP)
	Capacity: (e.g. Acting/Temp/Perm)

	Nature of Duties:




10. SCHOOL ACTIVITIES – Student Related e.g., Drama, Music, Games etc.

	SCHOOL
	DETAILS OF ACTIVITIES
	DURATION

	
	
	FROM
	TO

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


11. PROFESSIONAL INVOLVEMENT in School/Own Professional involvement e.g., Subject Committees, Parents’ Association, Class Tutor, Membership of Subject Associations

	SCHOOL
	NATURE OF INVOLVEMENT
	DURATION

	
	
	FROM
	TO

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


12. As well as seniority, the four criteria for selection which will be judged at interview are the following:
· Knowledge, understanding and capacity to meet the needs of the job
· Capacity to contribute to the overall development of the school

· Interpersonal and communication skills

· Capacity to contribute to the overall organisation and management of the school
	Criterion 1 - Knowledge, understanding and capacity to meet the needs of the job (Programme Coordinator).

	Summarise your experience/key achievements to date under this criterion




	Set out two examples (no more than 300 words) which most effectively demonstrate your competency under this criterion with a particular focus on results/outcomes

	


	Criterion 2 – Capacity to contribute to the overall development of the school

	Summarise your experience/key achievements to date under this criterion.



	Set out two examples (no more than 300 words) which most effectively demonstrate your competency under this criterion with a particular focus on results/outcomes.

	


	Criterion 3 –  Interpersonal and Communication Skills

	Summarise your experience/key achievements to date under this criterion.



	Set out two examples (no more than 300 words) which most effectively demonstrate your competency under this criterion with a particular focus on results/outcomes.

	


	Criterion 4 – Capacity to contribute to the overall organisation and management of the school

	Summarise your experience/key achievements to date under this criterion.



	Set out two examples (no more than 300 words) which most effectively demonstrate your competency under this criterion with a particular focus on results/outcomes.

	


13. With these four criteria in mind what significant contribution do you see yourself making as a Programme Coordinator in this school?

	Give examples:




14.
OUTSIDE ACTIVITIES
	Name any extra-curricular activities which you have promoted in this school or the school that amalgamated assimilated into this school or within your community:   

	


15.
ANY FURTHER RELEVANT INFORMATION you may wish to offer to the Selection Board in support of your application:

	


NOTES:

I acknowledge the following:
1. Completed application forms must be returned to the Secretary, Board 
of Management, John the Baptist Community School by 21st of November 2017
2. The Board of Management will nominate a date and time which cannot 
be altered for interview purposes.
3. The Board of Management will not be acknowledging receipt of 
completed application forms but will notify each applicant of the success or not of their application following interviews, BOM approval of successful applicant and acceptance of offer of promotion by successful applicant.
4. The vacant Post will be filled per the terms of the DES Circular Letter 25/2016.
5. The duties/responsibilities appropriate to the vacant Post will be assigned in consultation with the Principal as per the duties of Programme Coordinator as outlined in CL 18/02.

6. Candidates may access, upon written request, the items listed (i) to (iv) below after s/he is notified of the outcome of the appointment process:

I. His/her marks under each selection criterion.
II. The notes of the interview board pertaining specifically to the candidate alone.
III. The marks of the recommended candidate under each criterion.
IV. Service in the school/scheme of the most senior applicant.
7. In the event of the Appeal procedure provided for in the DES Circular Letter 25/2016 being invoked by an unsuccessful applicant(s) the Appeals Committee may decide to disclose the marks received by the undersigned to any such Appellant(s) during the appeal process.

SIGNED:
________________________________
DATE:

________________________________
I understand that that in addition to seniority, I will be assessed on the basis of the selection criteria as per CL 25/2016.    

 I understand and accept the above  



Signature:   __________________________________ 
Date:  __________________

The latest date for receipt of applications is 3.40pm on  21st of November 2017
Completed application form to be returned to:  The Secretary, Board of Management, John the Baptist Community School, Hospital, Co. Limerick.
The school cannot accept late applications under any circumstances.  
Data will be processed in accordance with the school’s Data Protection Policy and retained in accordance with the records’ retention schedule therein.
John the Baptist Community School is an equal opportunities employer.
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