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EXTERNAL PRINCIPAL APPLICATION FORM – Part I

GENERAL INFORMATION 
Eligibility

· All applicants must have a minimum of three years of successful principal experience.
· It is expected that prior to being granted continuous designation, a minimum of one year of graduate studies will have been completed.Elana Simington
Division Principal – Leadership Support Services 
Ph: 780-441-6050 | Cell: 780-915-8120

· See Administrative Procedure 430 The Role of the Principal and 432 Eligibility Requirements of Administrators.

Application Procedures

· Applications are to be completed electronically using the most current application form and in their original format.
· The deadline date for receipt of completed applications is 12:00 PM on Friday, November 24, 2023.
· Applicants may contact Janis Williamson-Bourget in Human Resource Services at 780 441-6000 at any time to verify the status of their application.
· A completed application must be received by Janis Williamson-Bourget in Human Resource Services at LeadershipApplications@ecsd.net by the deadline.

1. Principal Application
1. Post-Graduate Transcripts
1. Permission to Contact References (FOIP) Form
1. Pastoral Reference Form completed by a member of your pastoral team, attesting to your active involvement in the life of the Catholic Church.
1. Support Statement from your current supervisor. 
NOTE: The applicant is responsible for distributing and ensuring that the Pastoral Reference, and Supervisor Statements are submitted no later than the application deadline.
Statements and references may be submitted electronically to LeadershipApplications@ecsd.net. The email will be considered as the signature. An original form is not required if submitted electronically.



EDMONTON CATHOLIC SCHOOLS 
FREEDOM OF INFORMATION AND PROTECTION OF PRIVACY ACT

The Alberta Freedom of Information and Protection of Privacy (FOIP) Act has been in effect since September 1, 1998.  The FOIP Act sets controls and standards on how school boards collect, use, disclose, and dispose of the personal information in their custody or under their control. 

Reference checks are an important part of evaluating employees seeking an administrative position with Edmonton Catholic Schools.  Information from your application and interview will be placed in your administrator application file and will be protected and used in compliance with the FOIP Act.  The information collected will be used solely for the purposes of determining your suitability, eligibility, and qualifications for an administrative position.
 
If you have any questions or concerns regarding this information, contact:  Tim Cusack, Deputy Superintendent, @ 780 441-6050.

PERMISSION TO CONTACT REFERENCES
(Principal Application)

	I,
	     

	
	(Applicant’s name)



hereby grant permission to Edmonton Catholic Schools’ Chairperson of the Principal Assessment Team to contact the references I have provided below for the purposes of assessing my suitability for an administrator position. I understand that the information provided by the references is confidential.

· 

Edmonton Catholic Schools	Page 1	Deadline: November 24, 2023



	Name: 
	Location/Address/Phone Number
	E-Mail Address


     (address/phone number required for external applicants only)
	     
	
	     
	
	     


Current Supervisor										
	     
	
	     
	
	     


Prior Supervisor (if you have worked for your current Principal for less than 1 year)					
	[bookmark: Text134]     
	
	     
	
	     


Parish Priest/Member of Parish Team

	Signed this 
	     
	day of
	[bookmark: Text145][bookmark: Text52]     
	,
	     
	by:
	


	    (day)	         (month)	   (year)
	Signature of Applicant
	


If sent electronically, a signature is not required as your email will be considered a signature.


PASTORAL REFERENCE – General Information for Candidate
It is the responsibility of the applicant to ensure that all forms have been completed and returned to LeadershipApplications@ecsd.net by the deadline.

The feedback that is provided to the Principal Assessment Team is very important and plays a significant role in the selection of individuals for administrative positions. The candidate understands that the “Pastoral Reference” is confidential. The following Division information may assist in completing the attached form.

ADMINISTRATIVE PROCEDURES

Administrative Procedure 201 for Edmonton Catholic Schools contains the following statement as a foundation for the Religious Leadership aspect of the principal role:
“The Principal or the site manager shall be responsible for permeating the dimensions of Catholic identity.”

As the religious leader of the school, the principal
· strives to permeate all aspects of life in the school with the religious dimension in order that the growth of the school as a Catholic community be fostered;
· supervises the religious education courses offered at all grade levels; and
· encourages teachers to integrate Catholic teaching into the curriculum both in the content and method of instruction.

To access this Admin Procedure as well as other information about the Division, visit the Edmonton Catholic Schools website at http://www.ecsd.net.
	[bookmark: _Hlk3108021]Our Foundation Statement


Inspired by
Love of the Father	Faith in Jesus Christ	Hope from the Holy Spirit

We believe in God and we believe


•	that each person is created in the image and likeness of God
• 	that each child is a precious gift and sacred responsibility
• 	in the goodness, dignity and worth of each person
•	that Christ is our model and our teacher
• 	in celebrating and witnessing our faith
• 	in transforming the world through Catholic education
• 	that Catholic education includes spiritual growth and fulfillment
• 	that learning is a lifelong journey
• 	that all can learn and develop their gifts
• 	in building inclusive, Christ-centred communities for service to one another
• 	that all have rights, roles and responsibilities for which they are accountable
• 	that Catholic education is a shared responsibility in which parents have a primary role


	Vision


Our students will learn together, work together and pray together in answering the call to a faith-filled life of service.
The mission of Edmonton Catholic Schools is to provide a Catholic education that inspires students to learn and that prepares them to live fully and to serve God in one another.

	Christ-Centred, Competency-Based Learning in Edmonton Catholic Schools


Preparing our students for a world not yet realized
Inspired by our Division mission and vision statements, Edmonton Catholic Schools is committed to offering a Christ-centred, competency-based learning experience for all learners. Every facet of our learning system is aligned to offer an excellent Catholic education that inspires students to develop the conceptual and procedural understanding needed for successful learning, living, and working in Alberta and beyond. 

Guided by our moral compass, students and staff will engage individually and collaboratively in serving the common good today while being good stewards for tomorrow.

	Eight Characters of Catholic Education


Community  -  Humanness  -  Rationality  -  Sacramentality  -  Justice  -  Tradition  -  Spirituality  -  Hospitality

	Core Values


Dignity & Respect	Honesty	Personal & Communal Growth		Loyalty		Fairness

	Christ-Centered Competency-Based Learning in Edmonton Catholic Schools


Preparing our students for this world and the Next
Inspired by our Division mission and vision statements, Edmonton Catholic Schools is committed to offering a Christ-centered, competency-based learning experience for all learners. Every facet of our learning system is aligned to offer an excellent Catholic education that inspires students to develop the conceptual and procedural understanding needed for successful learning, living, and working in Alberta and beyond. 

Guided by our moral compass, students and staff will engage individually and collaboratively in serving the common good today while being good stewards for tomorrow.

	A Defining Statement of Inclusive Education in Our Division


Katholos: Education for Life for All
In accordance with our Division Foundation Statement, all resident students and their parents/caregivers are welcomed into our schools.  The Learning Team is committed to collaborating, identifying, applying and monitoring practices enabling all students to reach their potential, spiritually, socially, emotionally, physically and academically within the Programs of Study alongside their peers. 





PASTORAL REFERENCE 
(Principal Application)

	Name of Applicant: 
	



The above applicant is applying for a position as a principal with Edmonton Catholic Schools. Based on your knowledge of this applicant, please complete the following confidential form and return it to the address below. The importance of having a connection with a parish as a Catholic leader cannot be overstated. 

The pastoral reference must be from the parish that the candidate is currently attending.

1. I know this applicant:
	☐ Very Well		☐ Fairly Well	☐ Slightly	☐ Not At All

2. To my knowledge, this applicant:		

a)	is a member of my parish	☐ Yes	☐ No		☐ N/A 

b)	attends Mass/Divine Liturgy regularly	☐ Yes	☐ No		☐ N/A

c)	is involved in church ministries	☐  Yes	☐ No		☐ N/A
(N/A   means “not able to assess”)
3. Please describe the applicant’s involvement in the life of the parish.






4. Would you recommend this person to be a principal in a Catholic school?  Please comment.





Thank you for your time and assistance. If you wish to provide additional information, please do so as an attachment.

	Name
	
	Title
	



	Parish
	
	Telephone
	



	Signature
	
	Date
	



Please return to:
Janis Williamson-BourgetThis form may also be submitted electronically to LeadershipApplications@ecsd.net. 
A signature is not required; your email will be considered a signature.


Human Resource Services
Edmonton Catholic Schools
9450-50 Street NW
Edmonton, Alberta T5K 1C2

[bookmark: _Hlk3117150]PRINCIPAL STATEMENT – Principal Application

Procedures for Principals Completing this Form

The Alberta Freedom of Information and Protection of Privacy (FOIP) Act has been in effect since September 1, 1998.  The information provided in assessing the applicant’s suitability as an administrator will be protected and used in compliance with the FOIP Act.

The feedback that you provide to the selection committee is very important and plays a significant role in the selection of individuals for administrative positions.  The applicant understands that the “Principal Statement” is confidential.  


Completing the Form

1. The deadline date for receipt of completed forms is 12:00 p.m. on Friday, November 24, 2023.  To facilitate processing of the application in a timely fashion please forward as soon as possible, but no later than the deadline.

2. You may access this form by going to Leadership Services or by contacting Janis Williamson-Bourget in Human Resource Services by email at LeadershipApplications@ecsd.net.

3. Please refer to “The Leadership Quality Standard of Catholic Leadership” chart (appendix) for assistance in completing this form.  

4. Complete and submit all forms electronically to Janis Williamson-Bourget  in Human Resource Services at LeadershipApplications@ecsd.net. A signature is not required; your email will be considered a signature.


Please submit this form as soon as possible, but no later than the deadline.






SUPERVISOR STATEMENT - Principal Application
To be submitted directly by the principal to LeadershipApplications@ecsd.net 

	CONFIDENTIAL

	
Name of Applicant:
	


	
Submitted by:
	


	
School/Location:
	




	I have worked with the applicant during
	
	
	
	
	

	
	dd/mm/yy
	to
	dd/mm/yy
	
	at (location)



Given your knowledge of the applicant, please rate the applicant in each of the leadership dimensions below and include a thorough explanation for your rating with concrete examples to illustrate your assessment.

4 = Outstanding	  	 3 =Very Good	 	2 =Satisfactory	   	1 = Poor		   0 = Unsatisfactory	


	1. Demonstrates a Personal Faith Commitment and Lived Actions in Support of Catholic Education
	4
☐
	3
☐
	2
☐
	1
☐
	0
☐

	(Please explain/justify your rating)








	2. Fosters Effective Relationships
	4
☐
	3
☐
	2
☐
	1
☐
	0
☐

	(Please explain/justify your rating)








	3. Leads a Learning Community and Provides Instructional Leadership
	4
☐
	3
☐
	2
☐
	1
☐
	0
☐

	(Please explain/justify your rating)








	4. Contributes to the Needs of the School Community Beyond the Classroom
	4
☐
	3
☐
	2
☐
	1
☐
	0
☐

	(Please explain/justify your rating)







	5. Demonstrates Organizational Skills
	4
☐
	3
☐
	2
☐
	1
☐
	0
☐

	(Please explain/justify your rating)







OVERALL ASSESSMENT

1. Identify areas of potential growth.






2. Would you choose to work with this person in the role of principal? 		☐ Yes	      ☐ No 
Explain.








3. The following is my overall assessment of the candidate.







(check the rating you wish to give the applicant)

	Excellent Candidate
	Very Good Candidate
	Good Candidate
	Developing Candidate
	Not Recommended

	☐	☐	☐	☐	☐


	
	
	

	Signature of Principal
	
	Date

	

	
	

	Please Print Name
	
	




Please complete and submit all forms electronically to Janis Williamson-Bourget in Human Resource Services at LeadershipApplications@ecsd.net. A signature is not required; your email will be considered a signature.

[bookmark: _Hlk3117771]PRINCIPAL APPLICATION FORM
To be submitted to LeadershipApplications@ecsd.net by the deadline.


Date of Application: ____________________________

Name: _______________________________________	

Current Assignment and location: _________________________________________________

The year that you received your continuous designation as assistant principal: ____________________
	
EXPERIENCE

Please use the same headings and sequence as found in the application when completing your application.

A.	LETTER OF APPLICATION
A letter of application (maximum one page) addressed to the Deputy Superintendent; Leadership Support Services must accompany this application.  This letter should address: (1) why you want to be a principal, and (2) why the Division should offer you a principalship. It must be correctly formatted as a formal business letter.

B.	PROFESSIONAL EMPLOYMENT HISTORY
List all of the positions you have held since your graduation from university, schools, grades taught/subjects taught and the years you worked at each position. Begin with the most recent. 
	





C.	EDUCATIONAL ACCOMPLISHMENTS AND INVOLVEMENT BEYOND THE SCHOOL
Identify your involvement with the school Division beyond your own school including your work on any Division committees or any other Division activities you have been involved with in the last five years. A brief explanation and date must accompany each item. Please indicate educational involvement with the ATA, Alberta Education or any other professional organizations. Include professional development activities in leadership only. Example: Standard First Aid does not qualify as leadership professional development.

	





D.	PARISH/COMMUNITY SERVICE
Identify any parish and/or community involvement within the last five years which are outside of your school responsibilities. A brief explanation and date must accompany each item.

	






E.	PRESENTATIONS AS AN EDUCATIONAL LEADER
Identify educational, leadership, or other presentations you have given recently (within the last five years) in your area(s) of expertise/interest. Emphasis should be on areas that are outside of the normal scope of your current role. For example, presentations to your own staff do not qualify as it is part of the Assistant Principal’s role.

	Topics Addressed
	Target Audience
	Dates of Presentations

	
	
	

	
	
	




F.	UNIVERSITY GRADUATE LEVEL TRAINING
Indicate your post-graduate level program and/or classes you have taken.

	









[bookmark: _Hlk3118098]

CATHOLIC EDUCATIONAL LEADERSHIP

G.	CATHOLICITY
0. Personal Beliefs
Describe your Catholic commitment to live the Gospel in your personal life.

	







0. Religious Leadership
As a Catholic School Division Administrator, the religious dimension is integral to leadership. Provide examples that demonstrate your knowledge of your lived action as a religious leader in the school community.

	














[bookmark: _Hlk3118246]INSTRUCTIONAL LEADERSHIP

H.	PROVIDING INSTRUCTIONAL LEADERSHIP
The core purpose of the school is to provide all students with the best possible opportunities for learning. Specifically, comment on your instructional leadership. Include examples of teaching and learning experiences in a Catholic school culture. This should include at least one example of program implementation.

	







[bookmark: _Hlk3118327]
FOSTERING EFFECTIVE RELATIONSHIPS

I.	FOSTERING EFFECTIVE RELATIONSHIPS
Current research stresses the importance of relationships in all that we do. Provide specific examples that demonstrate your skills in fostering effective relationships.
	












EMBODYING VISIONARY LEADERSHIP

J.	EMBODYING VISIONARY LEADERSHIP
	All leaders need to create connections with their staff and communities to model servant leadership. Provide specific examples that demonstrate how you demonstrate visionary leadership. 

	



















LEADERSHIP QUALITY STANDARD

[bookmark: _Hlk3118464]K.	CHOOSE ONE ADDITIONAL LEADERSHIP QUALITY STANDARD FROM THE FOLLOWING OPTIONS. Provide specific examples of your experience for your chosen standard.

i) Supporting the Application of Foundational Knowledge about First Nations, Métis and Inuit
	





ii) Leading a Learning Community
	






iii) Developing and Facilitating Leadership

	





iv) Managing School Operations and Resources
	





v) Understanding and Responding to the Larger Societal Context
	



























Appendix

















Edmonton Catholic Schools	Page 20	Deadline: November 27, 2020
	



[image: ]


LEADERSHIP QUALITY STANDARD OF CATHOLIC EDUCATION
 
Edmonton Catholics Schools’ Leadership Quality Standard.


	1. Committing to Live the Gospel Teachings

	The successful Catholic administrator:
Achievement of this competency is demonstrated by indicators such as: 
1) Demonstrates faith commitment 
2) Fosters faith development
3) Establishes and fosters school and parish collaboration
4) Ensures that the prescribed Religious Education Program is delivered to all students
5) Provides leadership in the celebration of the Catholic faith through school-based liturgies, para-liturgies and other activities such as daily prayer, retreats and faith days
6) Encourages an atmosphere in which the Catholic educational dimension permeates daily activities by incorporating the District’s Foundation Statement
7) Acts with moral and ethical integrity by demonstrating courage, maintaining impartiality and exercising good judgment.
Source: Marks of an Excellent Catholic Leader



	2. Fostering Effective Relationships

	A leader builds positive working relationships with members of the school community and local community. 
Achievement of this competency is demonstrated by indicators such as: 
1) acting with fairness, respect and integrity;
2) demonstrating empathy and a genuine concern for others; 
3) creating a welcoming, caring, respectful and safe learning environment; 
4) creating opportunities for parents/guardians, as partners in education, to take an active role in their children’s education; 
5) establishing relationships with First Nations, Métis and Inuit parents/guardians, Elders/knowledge keepers, local leaders and community members; 
6) demonstrating a commitment to the health and well-being of all teachers, staff and students;
7) acting consistently in the best interests of students; 
8) engaging in collegial relationships while modeling and promoting open, collaborative dialogue; 
9) communicating, facilitating and solving problems effectively; and 
10) implementing processes for improving working relationships and dealing with conflict within the school community.

	3. Modeling Commitment to Professional Learning

	A leader engages in career-long professional learning and ongoing critical reflection to identify opportunities for improving leadership, teaching, and learning. 
Achievement of this competency is demonstrated by indicators such as: 
1) engaging with others such as teachers, principals and other leaders to build personal and collective professional capacities and expertise; 
2) actively seeking out feedback and information from a variety of sources to enhance leadership practice; 
3) seeking, critically reviewing and applying educational research to inform effective practice; 
4) engaging members of the school community to build a shared understanding of current trends and priorities in the Education system.



	4. Embodying Visionary Leadership

	A leader collaborates with the school community to create and implement a shared vision for student success, engagement, learning and well-being. 
Achievement of this competency is demonstrated by indicators such as:
1) communicating a philosophy of education that is student-centred and based on sound principles of effective teaching and leadership;
2) recognizing the school community’s values and aspirations and demonstrating an appreciation for diversity; 
3) collaborating with other leaders and superintendents to address challenges and priorities;
4) supporting school community members, including school councils, in fulfilling their roles and responsibilities;
5) promoting innovation, enabling positive change, and fostering commitment to continuous improvement; and
6) accessing, sharing and using a range of data to determine progress towards achieving goals.





	5. Leading a Learning Community

	A leader nurtures and sustains a culture that supports evidence-informed teaching and learning. 
Achievement of this competency is demonstrated by indicators such as: 
1) fostering in the school community equality and respect with regard to rights as provided for in the Alberta Human Rights Act and the Canadian Charter of Rights and Freedoms; 
2) creating an inclusive learning environment in which diversity is embraced, a sense of belonging is emphasized, and all students and staff are welcomed, cared for, respected, and safe; 
3) developing a shared responsibility for the success of all students; 
4) cultivating a culture of high expectations for all students and staff; 
5) creating meaningful, collaborative learning opportunities for teachers and support staff; 
6) establishing opportunities and expectations for the positive involvement of parents/guardians in supporting student learning; 
7) creating an environment for the safe and ethical use of technology; 
8) collaborating with community service agencies to provide wrap-around supports for all students who may require them, including those with mental health needs; and 
9) recognizing student and staff accomplishments.





	5. Supporting the Application of Foundational Knowledge about First Nations, Métis and Inuit

	A leader supports the school community in acquiring and applying foundational knowledge about First Nations, Métis and Inuit for the benefit of all students. 
Achievement of this competency is demonstrated by indicators such as: 
1) understanding the historical, social, economic, and political implications of: 
· treaties and agreements with First Nations; 
· legislation and agreements negotiated with Métis; and 
· residential schools and their legacy; 
2) aligning resources and building the capacity of the school community to support First Nations, Métis and Inuit student achievement; 
3) enabling all school staff and students to gain a knowledge and understanding of, and respect for, the histories, cultures, languages, contributions, perspectives, experiences and contemporary contexts of First Nations, Métis and Inuit; and 
4) pursuing opportunities and engaging in practices to facilitate reconciliation within the school community.



	6. Providing Instructional Leadership

	A leader ensures that every student has access to quality teaching and optimum learning experiences. 
Achievement of this competency is demonstrated by indicators such as: 
1) building the capacity of teachers to respond to the learning needs of all students; 
2) implementing professional growth, supervision and evaluation processes to ensure that all teachers meet the Teaching Quality Standard; 
3) ensuring that student instruction addresses learning outcomes outlined in programs of study; 
4) facilitating mentorship and induction supports for teachers and principals, as required; 
5) demonstrating a strong understanding of effective pedagogy and curriculum; 
6) facilitating the use of a variety of technologies to support learning for all students; 
7) ensuring that student assessment and evaluation practices are fair, appropriate, and evidence-informed; 
8) interpreting a wide range of data to inform school practice and enable success for all students; and 
9) facilitating access to resources, agencies and experts within and outside the school community to enhance student learning and development.


	7. Developing Leadership Capacity

	A leader provides opportunities for members of the school community to develop leadership capacity and to support others in fulfilling their educational roles. 
Achievement of this competency is demonstrated by indicators such as: 
1) demonstrating consultative and collaborative decision-making that is informed by open dialogue and multiple perspectives; 
2) identifying, mentoring and empowering teachers in educational leadership roles; 
3) promoting the engagement of parents in school council(s) and facilitating the constructive involvement of school council(s) in school life; 
4) creating opportunities for students to participate in leadership activities and to exercise their voice in school leadership and decision making; and 
5) promoting team building and shared leadership among members of the school community.




	9. Managing School Operations and Resources

	A leader effectively directs operations and manages resources. 
Achievement of this competency is demonstrated by indicators such as: 
1) identifying and planning for areas of need; 
2) applying principles of effective teaching and learning, child development, and ethical leadership to all decisions; 
3) aligning practices, procedures, policies, decisions, and resources with school and school authority visions, goals and priorities;
4) following through on decisions made by allocating resources (human, physical, technological and financial) to provide the learning environments and supports needed to enable and/or improve learning for all students; 
5) facilitating access to appropriate technology and digital learning environments; and 
6) ensuring operations align with provincial legislation, regulations and policies, and the policies and processes of the school authority.




	10. Understanding and Responding to the Larger Societal Context

	A leader understands and appropriately responds to the political, social, economic, legal and cultural contexts impacting schools and the school authority. 
Achievement of this competency is demonstrated by indicators such as: 
1) supporting the school community in understanding the legal frameworks and policies that provide the foundations for the Alberta education system; 
2) representing the needs of students at the community, school authority and provincial levels; 
3) engaging local community partners to understand local contexts; 
4) demonstrating an understanding of local, provincial, national, and international issues and trends and their implications for education; and 
5) facilitating school community members’ understanding of local, provincial, national, and international issues and trends related to education.
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Selection Process for Principals











REFERENCES

FOIP ACT

Our District Foundation

Administrative Procedure 430

Administrative Procedure 201

Leadership Quality Standard – Alberta Education

Leadership Quality Standard for Edmonton Catholic Schools

Alberta School Act



Part I
Principal Pre-Screening


Assistant Principal with a continuous designation.


Part II
Principal Assessment Team


Assistant Principal completes the Principal Application


Principal Assessment Team assesses the application


Candidates are Notified


Candidates are Notified


Superintendent and the Administration Placement Committee assigns candidate to a principal position


Application is assessed.


Recommendations are made to the Superintendent.


Part III
Candidates are Interviewed by the Principal Assessment Team


Successful candidates continue to the interview stage 
(Part III)


Unsuccessful candidates may not continue to Part III.


Interview


Recommendations are made to the Superintendent.


Successful candidates become part of a pool of potential principals.


Unsuccessful candidates are informed that they continue as assistant principals but will not be placed in the pool.


Based on school and District needs, admin placements may occur for candidates in the principal pool.


Placements may be made at any time throughout the year.


Minimum of four years of experience.
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