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Application for Principal Eligibility

Please complete all 6 sections of the Application for Principal Eligibility.  All fields must be completed in order for your Application for Principal Eligibility to be accepted.  
1. Applicant General Information
2. Structured Resume
3. Leadership Essays
4. Education/Credentials
5. Professional References
6. Applicant Background

	1. APPLICANT GENERAL INFORMATION

	
Last Name
     
	
First Name
     
	
Middle Initial
     

	Other Names Ever Used:      
	

	Street Address 
     
	Apt #
     

	City
     
	State
     
	Zip
     

	[bookmark: Text36]Home Phone     
	Work Phone
     
	Mobile Phone
     

	Primary Email Address 
(required)
      

	Secondary Email Address (required)
     
	

	CPS Employment 
(Please complete this section if you are a current or former CPS employee.)

	|_| Current CPS employee |_| Former CPS employee 

CPS Employee ID#
(CPS employees, this number is listed on your paycheck)


	Dates of service:       (mm/yyyy) to       (mm/yyyy)

	Last position held:        
	If former CPS employee, reason for leaving
     









	2. STRUCTURED RESUME
(Your experience will be discussed during the Step 1 Interview.)

	Career Progression
Please list your work experience in reverse chronological order, beginning with the most recent.

	Current Position

	School and District / Organization Name
     
	City, State and CPS Network/Area (if applicable) 
                                                             

	Position/Title 
     
	[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Dates Employed       to        (mm/yyyy)


	Supervisor Name/Title
     
	If not currently employed at this work location, reason for leaving      

	If school, enrollment size:
     
	If a school, type of school
     

	Key Job Duties. Briefly describe your day-to-day responsibilities.       

 

	Initiatives/Projects. Describe 2-3 recent initiatives/projects that best demonstrate your impact at the school or at multiple schools. Focus on examples in which you were responsible for the initiative/project outcomes.  For each, briefly describe, in short answer format, your specific contributions, the outcome and how this was measured (limit word count to 75 words per initiative). You will have an opportunity to speak further about these during your interview. 
A. Initiative/project:      
Your specific contributions:      
Outcome/result and how measured:      
B. Initiative/project:      
Your specific contributions:      
Outcome /result and how measured:      
C. Initiative/project:      
Your specific contributions:      
Outcome /result and how measured:      





	Previous Position (before current position, if applicable)

	School and District / Organization Name
     
	City, State and CPS Network/Area (if applicable) 
                                                             

	Position/Title 
     
	Dates Employed       to        (mm/yyyy)


	Supervisor Name/Title
     
	If not currently employed at this work location, reason for leaving      

	If school, enrollment size
     
	If a school, type of school
     

	Key Job Duties. Briefly describe your day-to-day responsibilities.  
     
 

	Initiatives/Projects.  Describe 2-3 recent initiatives/projects that best demonstrate your impact at the school or at multiple schools. Focus on examples in which you were responsible for the initiative/project outcomes.  For each, briefly describe, in short answer format, your specific contributions, the outcome and how this was measured (limit word count to 75 words per initiative).  You will have an opportunity to speak further about these during your interview.
D. Initiative/project:      
Your specific contributions:      
Outcome/result and how measured:      
E. Initiative/project:      
Your specific contributions:      
Outcome /result and how measured:      
F. Initiative/project:      
Your specific contributions:      
Outcome /result and how measured:      





	Previous position (if applicable)

	School and District / Organization Name
     
	City, State and CPS Network/Area (if applicable) 
                                                             

	Position/Title 
     
	Dates Employed       to        (mm/yyyy)


	Supervisor Name/Title
     
	If not currently employed at this work location, reason for leaving      

	If school, enrollment size
     
	If a school, type of school
     

	Key Job Duties. Briefly describe your day-to-day responsibilities.  
     
  

	Initiatives/Projects. Describe 2-3 recent initiatives/projects that best demonstrate your impact at the school or at multiple schools. Focus on examples in which you were responsible for the initiative/project outcomes.  For each, briefly describe, in short answer format, your specific contributions, the outcome and how this was measured (limit word count to 75 words per initiative). You will have an opportunity to speak further about these during your interview.
G. Initiative/project:      
Your specific contributions:      
Outcome/result and how measured:      
H. Initiative/project:      
Your specific contributions:      
Outcome /result and how measured:      
I. Initiative/project:      
Your specific contributions:      
Outcome /result and how measured:      


	Previous position (if applicable)

	School and District / Organization Name
     
	City, State and CPS Network/Area (if applicable) 
                                                             

	Position/Title 
     
	Dates Employed       to        (mm/yyyy)


	Supervisor Name/Title
     
	If not currently employed at this work location, reason for leaving      

	If school, enrollment size
     
	If a school, type of school
     

	Key Job Duties. Briefly describe your day-to-day responsibilities.  
     

 

	Initiatives/Projects. Describe 2-3 recent initiatives/projects that best demonstrate your impact at the school or at multiple schools. Focus on examples in which you were responsible for the initiative/project outcomes.  For each, briefly describe, in short answer format, your specific contributions, the outcome and how this was measured (limit word count to 75 words per initiative). You will have an opportunity to speak further about these during your interview.
J. Initiative/project:      
Your specific contributions:      
Outcome/result and how measured:      
K. Initiative/project:      
Your specific contributions:      
Outcome /result and how measured:      
L. Initiative/project:      
Your specific contributions:      
Outcome /result and how measured:      




	3. LEADERSHIP ESSAYS

	Please complete 3 leadership essays, in narrative format, that best describe your leadership experiences as related to the CPS Principal Competencies and Success Factors.  
Following are guidelines for the essays:
· Provide leadership experiences from the last seven (7) years
· Respond to all of the information that is asked for
· Limit word count to 400-500 words
Your essays will be evaluated based on:
· Content of your response
· Impact of your leadership experiences
· Quality of Writing (e.g., clarity)
Your essays will be discussed during your Step 1 Interview (along with your experience from the application).

	Essay #1
Please describe a leadership experience in which you had significant responsibility for leading a team in achieving a goal specifically related to student achievement.  Please include your specific role, what goal you were trying to achieve, how team members were identified, team roles/responsibilities in implementing the goal, what resources you managed, what actions you specifically took to ensure the team’s success, and the results/outcomes, including the measurements used to evaluate success.


	 







	Essay #2
Please describe a leadership experience in which you had significant responsibility for implementing an instructional initiative to improve student outcomes in math, literacy or another subject area.  Focus on an initiative that achieved measurable results. Please include your specific role, the instructional initiative, why the initiative was implemented and data sources used, the actions you took to implement the initiative, and the results/outcomes, including measurements used to evaluate success.


	











	Essay #3
Please describe a leadership experience in which you had major responsibility for implementing a significant change or improvement to student learning and/or school culture/climate. Please include your specific role, the change or improvement you led, why the change or improvement was necessary, your stakeholder engagement plan (i.e., how you identified, engaged and communicated with your stakeholders), how you managed obstacles, the actions you took and the results/outcomes, including measurements used to evaluate success.


	












	4. 
EDUCATION, CERTIFICATIONS  AND ENDORSEMENTS


A valid Administrative Certificate (Type 75) with General Administrative endorsement issued by the Illinois State Board of Education is required to be hired as a principal in Chicago Public Schools. (Out of state applicants should visit www.isbe.net for information on obtaining provisional certification.) 

All applicants must submit a copy of their valid administrative certificate with this application. If you are a new Eligibility applicant, or have obtained an additional degree since a previous application, you must submit official, original university transcripts within 30 days of application to: 

					Chicago Public Schools
Principal Talent Office
125 S. Clark, 19th Floor
Chicago, IL 60603

	Certifications
Please list current certificates

	Certificate Name
     
	State/Expiration date
     

	Certificate Name
     
	State/Expiration date
     

	Certificate Name
     
	State/Expiration date
     

	Certificate Name
     
	State/Expiration date
     

	Endorsements
Please list current endorsements

	Endorsement Name
     
	State/Expiration date
     

	Endorsement Name
     
	State/Expiration date
     

	Endorsement Name
     
	State/Expiration date
     

	Education Information
Please list all Degrees earned or expected beginning with the most recent. 

	University/College Name
     
	City / State
     

	Type of Degree 
 

	Concentration
     

	Degree Earned? 
|_| Yes   |_| No
|_|In progress
	GPA
     

	

	University/College Name
     
	City / State
     

	Type of Degree 

	Concentration
     

	Degree Earned? 
|_| Yes   |_| No
	GPA
     

	


	University/College Name
     
	City / State
     

	Type of Degree 

	Concentration
     

	Degree Earned? 
|_| Yes   |_| No
	GPA
     



	5. GENERAL QUESTIONS

	Do you have previous experience as a principal? |_| Yes |_| No  Years: 

	Do you have previous experience as an assistant principal? |_| Yes |_| No  Years: 

	|_| Please check if you are a previous applicant for Eligibility and are not required to submit transcripts at this time. CPS reserves the right to request additional transcripts in order to verify credentials.


	Have you completed the IAA course, “Introduction to the Evaluation of Certified Staff”? 
|_| Yes   |_| No


	Relevant Experience & Skills

	These skills and experiences will not be used to determine Eligibility.  CPS will use this information to provide additional relevant information to Local School Councils and others about candidate skills and experiences that may fit individual school needs and as outlined in Recommended Credentials and Developed Skills section of E-Bulletin principal vacancy postings.  

	Language Skills

	 Are you fluent in any other languages? |_| Yes   |_| No    If yes, please list: 

Language:        |_| Speaking  |_|  Reading |_|  Writing 
Language:        |_| Speaking  |_|  Reading |_|  Writing 
Language:        |_| Speaking  |_|  Reading |_|  Writing 
Language:        |_| Speaking  |_|  Reading |_|  Writing

	Are you currently endorsed in ESL (English as a Second Language) or equivalent? |_| Yes   |_| No


	Are you currently endorsed in Special Education? |_| Yes   |_| No

	Referral Source: Please tell us how you first learned about the CPS Principal Eligibility Process.

	|_| CPS Website 
|_| Professional Organization/Conference      
|_| Employee Referral/Name:               
|_| Principal Preparation Program      
|_| Search/Recruiting Firm      
|_| CPS Information Session
|_| CPS Contract/Charter/Performance School Provider      
|_| Edweek/K12 Jobs 
|_| IASA/IL Education Job Bank 
|_| ASCD Smartbrief 
|_| Other      

	



	6. PROFESSIONAL REFERENCES

	Please provide at least three (3) professional references, including your current supervisor, previous supervisors and/or senior leaders who can validate your experiences. 


	Reference 1
	

	Current Supervisor - Name
	     

	Organization / District Name
	     

	Current Position / Title 
	     

	Relationship
	     

	Email Address
	     

	Phone Number
	     

	Reference 2
	

	Previous Supervisor - Name
	     

	Organization / District Name
	     

	Current Position / Title 
	     

	Relationship
	     

	Email Address
	     

	Phone Number
	     

	Reference 3
	

	Previous Supervisor - Name
	     

	Organization / District Name
	     

	Current Position / Title 
	     

	Relationship
	     

	Email Address
	     

	Phone Number
	     

	Reference 4
	

	Previous Supervisor - Name
	     

	Organization / District Name
	     

	Current Position / Title 
	     

	Relationship
	     

	Email Address
	     

	Phone Number
	     






	7. APPLICANT BACKGROUND INFORMATION

	
Applicant Name:      

	Has an employer or employer’s supervisor ever given you a notice of discipline or taken disciplinary action against you? |_| Yes |_| No  If yes, please describe.      

	Has an employer or employer’s supervisor ever placed you on a corrective action plan? 
|_| Yes |_| No If yes, please describe.      

	Have you ever been convicted of a crime (this includes any misdemeanor or felony)? 
|_| Yes |_| No
If yes, describe (include date and type of conviction):      
REQUIRED CRIMINAL RECORDS DISCLOSURE: The existence of a criminal record does not automatically disqualify you for employment consideration, unless it is a conviction for an enumerated crime. (Please click here for a listing of enumerated crimes.) However, it is important that the Board know your complete criminal history to properly evaluate your application. You must disclose it in full. Failure to disclose each conviction may result in disqualification of your application or termination of employment. 
Convictions include all felony or misdemeanor convictions, whether by pleas of guilty, nolo contendere or no contest or after bench or jury trial. Convictions that result in sentences of probation, conditional discharge or imprisonment must be reported. Convictions of driving while intoxicated or under the influence (DUI), and driving on a revoked or suspended license must be reported. But, convictions that resulted in sentences of supervision in Illinois or traffic offences other than DUI or driving on a revoked or suspended license should not be reported (i.e. speeding tickets, running a red light or stop sign, driving without insurance, etc.). Finally, you are not obligated to disclose sealed or expunged records of conviction or arrest. 
Applicants are excluded from membership in the Principal Candidate Pool who (a) have been convicted of criminal offenses set forth in Section 34-18.5 of the School Code; or (b) have been convicted of any other felony offenses within seven years of their application for admission to the CPS Principal Candidate Pool. 


	c. Do you receive or have you ever applied for or collected retirement pay or pension based on service with Chicago Public Schools or the City of Chicago?

If yes, retirement pay or pension plan :      
	|_| Yes |_| No

	d. Are you legally authorized to work in the United States for Chicago Public Schools?
	|_| Yes |_| No

	RESIDENCY REQUIREMENT

	I understand that all CPS employees, including principals, are required to comply with the Residency Policy of the Chicago Public Schools. For information on the Residency Policy go to http://policy.cps.k12.il.us/documents/502.1.pdf 
	|_| Yes

	APPLICANT DEMOGRAPHIC INFORMATION

	This information will be used for reporting purposes only and will not be shared.  Pursuant to the Comprehensive Non-Discrimination, Title IX and Sexual Harassment Policy it is the policy of the Board of Education of the City of Chicago to maintain a work and learning environment in which all individuals are treated with dignity and respect.  No individual shall be required to endure discrimination, sexual harassment or retaliation.  Discrimination means unlawful discrimination on the basis of any classifications protected by the Constitution of the United States, the Constitution of the State of Illinois and applicable federal, state or local laws or ordinances, including but not limited to discrimination on the basis of race, color, sex, gender identity/expression, age, religion, disability, national origin or sexual orientation or maintaining facially neutral policies, practices, or requirements that have a negative effect on employment or academic opportunities of protected groups without a legitimate nondiscriminatory reason. Accordingly, you are not required to report your demographic information.  Equally, the Americans with Disabilities Act requires equal opportunity for individuals with disabilities in employment, public accommodations, transportation, state and local government services and telecommunications.  No person with a disability will be discriminated against by reason of the disability in any term or condition of employment, so long as the person can perform the essential functions of the job in question, with or without accommodation, nor shall they be excluded from participation in or be denied the benefits of Board services, programs and activities.  Individuals with questions or concerns may contact the Equal Opportunity Compliance Office of the Chicago Public Schools, 125 South Clark, Chicago, IL 773-553-1195 or (TTY-773-553-2699). 

	Gender
	|_| Male  |_| Female

	Race/Ethnic Identification: 
	INSTRUCTIONS: Please answer the questions below. Part A asks about your ethnicity and Part B asks about your race. 
Part A.  Are you Hispanic/Latino? (A person of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish culture or origin, regardless of race.)  Choose only one. 
|_|No, not Hispanic/Latino 
|_|Yes, Hispanic/Latino 
The question above is about ethnicity, not race. No matter which answer you selected, continue and respond to the question below by marking one or more boxes to indicate what you consider your race to be. 
Part B.  What is your race? Choose one or more. 
|_|   American Indian or Alaska Native (A person having origins in any of the original peoples of North and South America, including Central America, and who maintains tribal affiliation or community attachment.) 
|_|   Asian (A person having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian subcontinent including, for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam.) 
|_|   Black or African American (A person having origins in any of the black racial groups of Africa.) 
|_|   Native Hawaiian or Other Pacific Islander (A person having origins in any of the original peoples of Hawaii, Guam, Samoa, or other Pacific Islands.) 
|_|   White (A person having origins in any of the original peoples of Europe, the Middle East, or North Africa.) 

	Previous Military Service/Veteran Status
	  
     



	SIGNATURE, CERTIFICATION, AND RELEASE OF INFORMATION

	YOU MUST SIGN THIS APPLICATION. 
Read the following carefully before you sign. I understand that a false statement, omission or misrepresentation on any part of my application or any other documents or materials submitted during the Eligibility Process is grounds for being denied Eligibility and may result in disciplinary action up to and including termination from employment by Chicago Public Schools under the Board’s Employee Discipline and Due Process Policy. I consent to the release of my Candidate Profile as defined by Board Policy 08-1217-P02, to authorized employees or agents of Chicago Public Schools, the Board of Education and/or Local School Council members. 

By typing your name in this box and submitting this online form, you authorize CPS to conduct an updated background check; furthermore, typing your name in this box will be considered equivalent to your personal signature.

	Signature:       
	Date       


Please email completed application to oppd@cps.k12.il.us
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