
2012 – 2013 Application for Administrative Positions 

IN-SCHOOL ADMINISTRATIVE POSITIONS 

INFORMATION FOR CANDIDATES 

2013 – 2014 

**  Applications will be accepted beginning January 7, 2013 through to 

January 25, 2013. 

I Practices Surrounding Applicant Selection 

The Selection process is comprised of four stages.   

Stage 1 – Paper Screening – The written application is assessed.  
Candidates possessing the required qualifications, skills, abilities and 
personal attributes will proceed to the next stage. 

Stage 2 – Reference Checking – Selected applicant submitted references 
will be processed.  

Stage 3 – Formal Interview – Applicants selected for a formal interview will 
be determined.  Selections will be determined through an assessment of 
the evidence provided in the written application and feedback gained 
through the referencing process.    

Stage 4 – Selection – The Director of Education in consultation with 
Executive Council will make appointments to our Principal and Vice 
Principal Short Lists based on qualifications, references and 

assessments from the interview committee. As in-school administrative 
vacancies are identified placements will be made (in most cases) from the 
respective short lists. Should a short list be depleted Executive Council 
may make appointments from the interview list or call for a second round 
of applications/interviews. 

II Practices Surrounding Interviewing of Candidates 

A committee will be established to interview selected applicants to help 
determine their suitability as a school-based administrator. The 
composition of the committee will attempt to reflect the diversity which 
exists in our school division. 
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III Committee Membership 

 Board Member - 1 
 Principals’ Association - 1 
 VP/AP Association - 1 
 CUPE Representative - 1 
 Superintendents - 2 (1 as chair) 
 Coordinator/Teacher - 1 

IV Short Listed Candidates 

If the short list is not depleted, candidates on the short list wishing to be 
considered for the following year must submit a written request to the 
Superintendent – Human Resource Services in November indicating this 
desire. 

Executive Council will do one of the following: 

 Approve candidate to remain on the list. The candidate may choose to 
submit additional information or request to be re-interviewed. 

 Invite the candidate to be re-interviewed (no application required). 
 Invite the candidate to complete a full application. 
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MESSAGE TO APPLICANTS

Catholic Education came to be and has thrived in large part, thanks to 
strong Catholic leadership.  Given the context of our present society, there 
continues to be a critical need for excellence in the ministry of Catholic 
Education Leadership.   

The selection of exemplary Catholic leadership is among the most 
important tasks that we undertake.  Our discernment process is comprised 
of four stages; Application Screening, Reference Checking, Interviewing, 
and Selection.   

The CALL – Catholic Attributes for Learning Leadership is a 
foundational Leadership document of Greater Saskatoon Catholic Schools.  
This document summarizes leadership attributes brought to life through the 
knowledge, skills and practices of Catholic leaders.  

On behalf of the Catholic students, parents, parishes and communities of 
St. Paul’s RCSSD # 20, I thank you for offering yourself to our division and 
to the vocation of Catholic Education Leadership. 

Al Boutin, Superintendent – Human Resource Services 

420 – 22nd Street East 

Saskatoon SK  S7K 1X3 
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APPLICATION FORM FOR IN-SCHOOL ADMINISTRATIVE POSITIONS – 2013/2014 

A. GENERAL INFORMATION 

Position(s) Sought: 

B. EDUCATION 

University Degree(s) Years of Attendance Subject Area Specialties

Other Post Secondary Education [Please indicate course(s) and institution(s)]: 

C. WORK EXPERIENCE 

Teaching/Administrative Experience 

Name of School Grade/Subject/Position No. of Years 

 ____________________    _______________________________     ______________   

 ____________________    _______________________________     ______________   

 ____________________    _______________________________     ______________   

 ____________________    _______________________________     ______________   

D. CATHOLIC LEADERSHIP REFLECTIONS 

Familiarize yourself with The CALL – Catholic Attributes for Learning Leadership – In-School 
Administrators.  Using this document as a guide, in 500 words or less, provide a reflection which 
identifies how these attributes are present in your leadership and how you plan to continue to 
develop your personal leadership gifts and talents.  

Name:

Present School:

Elementary Principal Elementary Vice Principal

Present Position:

Home Parish:



2012 – 2013 Application for Administrative Positions 

PERMISSION FORM TO CONTACT REFERENCES – 2013 - 2014 

Applicant Name: _____________________    School: _______________________________ 

  I hereby grant permission to St. Paul’s RCSSD #20 to contact the references I have provided below for the purposes of 
assessing my suitability for an In-School Administrator position. I understand that the information provided by the 
reference is confidential. 

  I am an internal applicant who applied for an administrative position in 2012. Please use professional and pastoral 
references provided with my 2012 application. NOTE: Your current principal will be referenced for each application.

  I am not able to provide a complete reference list at this time. (Explanation is attached.) 

Name Location/Address/Phone Number E-Mail Address 
(address/phone number required for external applications only) (please print clearly) 

_________________ ______________________________________ __________________________ 
 Current Principal 

_______________ __________________________________ _______________________ 
 Prior Principal 

Human Resource Services will randomly select three out of five teacher references 
and two out of three service/support staff references.

Name Location/Address/Phone Number E-Mail Address 
(address/phone number required for external applications only) 

_____________________ __________________________________ __________________________ 
Teacher #1 

Current Position:   K – 4 Teacher  5 – 8 Teacher  9 – 12 Teacher  Other    ____________________________________ 

___________________ _______________________________ ________________________ 
Teacher #2 

Current Position:   K – 4 Teacher  5 – 8 Teacher  9 – 12 Teacher  Other    ____________________________________ 

___________________ _______________________________ ________________________ 
Teacher #3 

Current Position:   K – 4 Teacher  5 – 8 Teacher  9 – 12 Teacher  Other    _____________________________________ 

___________________ _______________________________ ________________________ 
Teacher #4 

Current Position:   K – 4 Teacher  5 – 8 Teacher  9 – 12 Teacher  Other    ____________________________________ 

___________________ _______________________________ ________________________ 
Teacher #5 

Current Position:   K – 4 Teacher  5 – 8 Teacher  9 – 12 Teacher  Other    ____________________________________ 

___________________ _______________________________ ________________________ 
Service and Support Staff Member #1 

Current Position:   Caretaker  Educational Assistant  Clerical  Other    ____________________________________ 

___________________ _______________________________ ________________________ 
Service and Support Staff Member #2 

Current Position:   Caretaker  Educational Assistant  Clerical  Other     ____________________________________ 

___________________ _______________________________ ________________________ 
Service and Support Staff Member #3 

Current Position:   Caretaker  Educational Assistant  Clerical  Other     ____________________________________ 

Signed this ________ day of _____________________, ____________ by ____________________________ 
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PROCEDURES FOR SUBMITTING 
FAITH REFERENCE DOCUMENTS 

2013 - 2014 

1. Complete the Introduction and Faith Letter.  Please note that question three 
(3) is intended to highlight faith-based activities outside of traditional forms 
of Church participation.  Examples include Formation Programs, Catholic 
Youth Leadership and volunteer experiences with Catholic organizations.  
This question also is intended to provide an opportunity to detail faith-based 
activities that demonstrate the diversity within which the Catholic faith is 
practiced. 

2. Make an appointment to discuss this letter with your parish priest. 

3. Request that your parish priest complete the Pastoral Letter form (provide 
him with a blank copy).   Please also provide your parish priest with the 
Message to Pastors. The parish priest is to submit his form directly to 
Human Resource Services. 

4. Applicants are to submit the Introduction and Faith Letter directly to Human 
Resource Services as part of the application package. 

420 – 22nd Street East 

Saskatoon SK  S7K 1X3 
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INTRODUCTION AND FAITH LETTER 
2013 - 2014 

(To be completed by candidate) 

FAITH REFLECTIONS: 

1.  Which parish do you presently attend? ________________________ 

a)  Have you formally registered at the Parish? ________________________ 

 b) Year Registered: ________________________ 

2.  List the Parish ministries in which you are involved currently. 

3.  Describe any other Faith-based activities that you are or have been involved with. 

4.  I am interested in Catholic School Division leadership because … 

5.  I see myself continuing to grow in my Faith life as a Catholic administrator through: 

__________________________ __________________ _________________ 
Applicant’s Name (print) Date Signature 

__________________________ __________________ _________________ 
Pastor’s Name & Parish Date Signature

Please feel free to use additional paper if required. 

420 – 22nd Street East 
Saskatoon SK  S7K 1X3 
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MESSAGE TO PASTORS

Our school division effectiveness is impacted by the quality of our staff more 
than any other single factor.  Our Division has endeavored to employ high 
quality men and women who are committed to the unique mandate of 
Catholic Education.  To that end parish priests play a significant role in 
assessing the suitability of school leadership candidates to our system by 
completing spiritual references.  The feedback that you provide through this 
process is valued greatly. 

For your information, once an individual is employed by our School Division 
we require that: 

  He/she will register and remain active at a Catholic Parish in the 
Saskatoon Diocese/Ukrainian-Catholic Eparchy of Saskatoon. 

  He/she will complete Catholic Studies 105.3 and 106.3 within the first 
two years of employment. These classes cover the content that was part 
of the provincial Understanding Your Faith Series, which is sponsored by 
the Bishops of Saskatchewan. 

 His/her growth plan will be reviewed regularly with a Superintendent of 
Education.

 He/she will abide by the ideals and principles common to members of the 
Catholic Church and, by word and example, to encourage Catholic 
students and staff to do likewise.

420 – 22nd Street East 
Saskatoon SK  S7K 1X3 
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PASTORAL LETTER 
2013 - 2014 

This letter will acknowledge my introduction to this prospective in-school administrator with 
Greater Saskatoon Catholic School Division. I received and discussed this candidate’s Letter 
of Introduction and Faith Reflection. 

Pastor Comments: 

_________________________ ________________ __________________ 
Pastor Name (Print) Date Signature 

Please sign, place stamp or seal of Parish on document, and mail the completed form directly to: 

Superintendent – Human Resource Services 
St. Paul’s RCSSD #20 
420 – 22nd Street East 
Saskatoon SK   S7K 1X3 
(Fax or email documents will not be accepted) 

This document will be treated confidentially. 

420 – 22nd Street East 

Saskatoon SK  S7K 1X3 

Parish Name:

Address:  
(Include City/

Prov/Postal Code

Date:

Telephone:

Candidate's Name:






















