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Administration Changes to Recruitment Procedures

Following a recent audit in CCMS which considered the application of the Scheme of Management for the Appointment of Teachers, it came to light that a number of forms were not, on all occasions, being signed at school level as required.  Such defaults from the process are low risk issues and in light of this it has been decided to remove this requirement.  In addition, signatures on these particular forms are not required for any lawful purposes.

TA1 and TA2

You will find attached the above amended forms, with the requirement to sign removed.  Please replace current forms with the attachments.
Online Application Forms

I refer to Circular 2006/19 in relation to the above, in which it was stipulated that Selection Panels should request applicants to sign all forms when they attend for interview.  However, with immediate effect there will no longer be a need for applicants to do so.  The on-line forms request applicants to tick a box to ‘declare that to the best of their knowledge the information contained in the form is true and accurate’.  This acknowledgement is sufficient.

Please share with your Board of Governors as appropriate.  Thank you for your co-operation in this matter

Rita McCrory 
Head of Personnel
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TA1 

REQUEST FOR ADVERTISEMENTS - ALL POSTS

AND DETAILS OF POST
	1
	Name of School:
	
	School Ref No:
	

	
	School Address:
	
	
	

	
	Telephone No:
	
	

	
	

	2
	Position to be advertised:
	
	(Principal/Vice-Principal)

	
	Additional Points:
	
	(if any)

	
	Details:
	

	
	

	3
	Capacity:
	
	If Part-Time state no of hrs
	

	
	ie
	Permanent (Full-Time  / Part-Time

Temporary  (Full-Time  / Part-Time 

One year only, etc) 
	Note
	This should include directed time which will normally be calculated at 1/3 class contact time.

	
	

	4
	Preferred date for insertion  of advertisement in Irish News:
	Thursday
	

	
	Do you wish advertisement to appear in additional press:
	YES/NO
	
	

	
	If yes, please specify newspaper:
	

	
	

	5
	Preferred date of appointment to post:
	

	
	NB:
	To facilitate the completion of administrative details approximately 3 weeks must elapse between the date of interview and  taking up appointment.

The offer of appointment from CCMS Head Office issued to the successful candidate and copied to the Chairman will indicate the date on which employment should commence.

	
	

	6
	Reason for vacancy
	(Tick as appropriate)

	a)
	Additional Post
	
	
	Secondment
	
	
	Leave of Absence
	
	

	
	Retirement
	
	
	Resignation
	
	
	Amalgamation
	
	

	
	Other (Please specify)
	

	
	

	b)
	If post is Temporary, please specify reason: 
	

	
	

	c)
	If vacancy is a result of retirement / resignation / secondment / leave of absence

	
	State:
	

	
	
	

	i
	Name:
	
	TR No:
	

	
	Post Held:
	
	
	

	
	Effective date of resignation / retirement / secondment / leave of absence
	
	

	
	Expected Return Date (if applicable)
	
	

	
	
	Date / Month /Year
	

	
	Teacher is seconded to:
	

	
	PTO


REQUEST FOR ADVERTISEMENTS - ALL POSTS

AND DETAILS OF POST
	7a)
	Principal / Vice-Principal Post
	
	Post Title:
	

	
	Whilst essential / desirable criteria exist for all prescribed posts any additional requirements may be added below.

	i
	Essential:
	

	
	
	

	ii
	Desirable:
	

	
	
	

	
	

	7b)
	TEACHING POSTS - PROPOSED WORDING FOR ADVERTISEMENT

	
	Post Title:
	

	i
	Key Stage / Class / Subjects for which teacher will be responsible:

	
	

	ii
	State the Essential / Desirable requirements for this post:

(eg, Minimum Qualifications, Minimum Experience, Specific Experience / Qualification in Specialist Areas.)

	
	Essential:
	

	
	
	

	
	
	

	
	Desirable:
	

	
	
	

	
	
	

	
	

	
	PLEASE NOTE THAT IT IS CONSIDERED GOOD PRACTICE THAT THE ADVERTISEMENT INCLUDES THE CRITERIA THAT MAY BE USED FOR SHORTLISTING OR ENHANCEMENT PURPOSES, THEREFORE IF YOU HAVE INDICATED IN YOUR PERSONNEL SPECIFICATION THAT A ‘DEGREE’ OR ‘EXPERIENCE’ IS DESIRABLE YOU SHOULD CEARLY STATE THIS IN THE ADVERTISEMENT.

	
	

	8
	The following items must accompany this request:

	
	- School Profile (Principal/Vice-Principal posts only)

- Job Description

- Form TA2 Personnel Specification (Teacher Posts only)
- Form TA3 Constitution of Selection Panel (Principal/Vice-Principal posts only)



	
	PLEASE RETURN COMPLETED FORM TO THE LCOAL DIOCESAN EDUCATION OFFICE AT LEAST 7 DAYS BEFORE THE PREFERRED DATE OF ADVERTISEMENT.  

FAILURE TO DO SO WILL RESULT IN A DELAY IN PLACING THE ADVERTISEMENT.
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TA2
	PERSONNEL SPECIFICATION



Post: 






Post Ref No: 





School:  





Date: 
  



 
	FACTOR
	ESSENTIAL                                                                                                                                                                                                          
	DESIRABLE



	1. QUALIFICATIONS/

    TRAINING

	
	

	2.EXPERIENCE/KNOWLEDGE


	
	.


	3.SKILLS


	
	

	4. PERSONAL QUALITIES
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