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22 June 2006 
To:
Principals of all Catholic Maintained Schools

RE:
ONLINE RECRUITMENT FACILITY
In April 2006, CCMS launched a new online recruitment facility.  This allows Teachers to access all teaching application forms from the CCMS website, and apply directly online.  This facility ensures a much easier, and less time-consuming process when applying for posts in Catholic Maintained schools. Current and traditional methods of application are still available, however, schools where possible, should encourage Teachers to access this service.
In order to ensure this facility operates as effectively as possible, it is necessary for Principals to comply with the following:

· Recruitment Documentation

All Teaching posts advertised by Diocesan Offices must also appear on the CCMS website, and therefore Diocesan Offices require documentation from Schools promptly in order to make available on the website. 
As stipulated in CCMS Scheme of Management for the Appointment of Teachers, recruitment documentation must be completed and provided to your local Diocesan Office at least seven days before the preferred date of advertisement.  Failure to do so will result in a delay in placing the advertisement.
In order to assist you in providing this to your local Diocesan Office, you will find attached the following Templates;

· TA1 (Request to Advertise)
· Teacher Job Description

· Teacher Personnel Specification

· School Profile

If you encounter difficulties accessing these PDF documents, please enter the CCMS website; and click ‘publications’; followed by ‘download Adobe Reader’. This will allow you to install a free version of Adobe Reader on your PC, which enables you to read PDF documents. 
Please complete this documentation and provide (email where possible) to your local Diocesan Office within the timescale identified.   This will ensure that your advertisement is placed in the press and will also appear simultaneously on the CCMS website.  
· Application Forms Received Online

Application forms received online will not contain a signature, but applicants are requested to declare on the form that the contents are true and accurate. However, it will be necessary for 
Selection Panels to request applicants to sign their forms when they attend for interview.  Panels can request this before the interview commences or alternatively at the end of the interview.  Forms can be signed along the bottom on the final page.  
· Punctuation 

As we are in the early stages of implementation of the on-line recruitment facility, we are experiencing some minor problems which we are working to address.  You will notice on forms which you have received, that punctuation signs may be incorrect, which is due to the program not reading some aspects of punctuation accurately.  However, please be assured that this is a system error which we are addressing, and not the fault of applicants.  In addition, you may have experienced problems with the alignment of forms, which again is the fault of the system.  Therefore, whilst we work to resolve these aspects of the service, I apologise for any inconvenience caused.  

Thank you for your cooperation, but if you have any queries or problems please contact your local Diocesan Office in the first instance.

Rita McCrory

Head of Personnel (Teaching)[image: image1.png]
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