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Online Application System (TSN)

e This online application system is used to post Principal and Assistant
Principal vacancies and to track the C-30* selection process for these
positions.

 *The selection process for Principal and AP positions is governed by the
Chancellor's Regulation C-30. A link to the Regulation is posted on the
DOE website.
http://schools.nyc.gov/RulesPolicies/ChancellorsRegulations/default.ntm

* Online applications in Teachers Support Network (TSN) are also used
Citywide for Teachers; Pupil Personnel titles; School Aides; Substitute
Teachers and Paraprofessionals; the Principal Candidate Pool; and the
LEAP program.

* In order to be considered for a position as a Principal or AP, all
candidates must submit an online application using this system.
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e
Posting Calendar and Submission Deadlines

* Principal and AP vacancies are generally posted at the beginning and
middle of each month and remain open for at least 15 calendar days.
Posting dates may be adjusted for holidays or weekends.

 These vacancies are posted throughout the school year as vacancies
arise. AP vacancies are not typically posted from mid-May through
August.

« Alink to the current vacancy posting calendar is available on the

Supervisory Hiring page on the Division of Human Resources website.
http://schools.nyc.qov/Offices/DHR/TeacherPrincipalSchoolProfessionals/Supervisory+Hiring.htm

 Alink is also available on the Supervisory Support Services page on the

DHR Exchange.
http://dhrexchange3/topics/SSS/default.aspx
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Hiring Manager Submits the Vacancy Request

For details about how to
conduct the entire C-30
process using TSN,
please view the
complete User Guide

http://schools.nyc.qgov/NR/rdonly

res/745B3C22-338D-4DE1-
962C-
specifically to address the e S| Hml, Manl;.lgar '
process of submitting a new apciicatonsisl
each stage in the
vacancy request and/or £-30 prcets

request to place an acting
or interim acting candidate
using TSN.

candidate is staffed
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No More Excel Forms, No More Faxes

e An online Interim Acting and Request to Post Form is
Integrated into the online application system.

e The request is submitted online and many of the fields on the
form are presented as drop-down menus to make the form as
easy as possible to use.

 Requests to place an acting or interim acting candidate and/or
post a vacancy must be submitted in the system by the Hiring
Manager.

« For Principal positions, the Hiring Manager is the
Superintendent; for AP positions, the Hiring Manager is the
Principal of the school.
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e
Accessing the IA and Request to Post Form

 The example that follows is a Superintendent’s view. Principals follow
the same Create Vacancy process to request an AP position.

* Notice this Superintendent can view both Principal and AP positions
In their schools.

« Click on the Create tab to request a vacancy posting and/or IA
placement. This opens the Create Vacancy page.

) ——

Current Vacancies | Search and Edit | Create

All -

1 through 3 of 3 search results

Internal Job Title School Create Date Total # Applied
Job Title Borough Posting Date " 2cancy Stage Active Candidates
757111 - AP ADMINISTRATION - A Test School (Z111) 08M15/2012 Posting Closed 0/0

4102 Manhattan 08/01/2012

Assistant Principal

757111 - PRIN SP ED SCHOOLS - A Test School (Z111) 0814/2012 Posting Closed 0/0

4001 08/01/2012

Principal
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Completing the Create Vacancy Form

Vacancy Information
*What Category:
*Wacancy Type:
*Internal Job Title:

School Level: High Schoal
Location Borough: Brooklyn
*Date for Job to be Posted - End Date: 0o/49/2012 - 10;032012\7
*System IDiLocation Code: (ex: M139) 752111 - ATest Schoal -
Hetwork Leader Name: Leader, Metwork
HR Director Name: Director, HR
Superintendent Hame: Test, Superintendent
Cluster Leader Name: Leader, Cluster
Ci0Coordinator Name: Coordinator, C-30

Budgeting Details
Galaxy 1D :

m * On this form, required fields are marked with
an asterisk.
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Completing the Create Vacancy Form

Vacancy Information

*What Category: Interim Acting (I4) + Post Position
*Vacancy Type: Principal -
*Internal Job Title: PRIM DAY HIGH

School Level:

Location Borough:

Select from a drop-aown list that
*Date for Job to be Posted - End Date: i e nhext several i

includes the next several posting

| i
*System ID/Location Code: {(ex: M139) 757111 - ATest Schoal - g;“lt(
ST

Hetwork Leader Name: Leader, Metwork -

HR Director Name: Director, HR f':f y(). e
that is n -30

Superintendent Name: Test, Superintendent Coordinator

Cluster Leader Name: Leader, Cluster

C30Coordinator Name: Coordinator, C-30 * The School Level and Location

Budgeting Details Borough fields are used by
Galaxy 1D : candidates to search for vacancy

postings in the system.
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Completing the Create Vacancy Form

Vacancy Information

*What Category: Interim Acting (I4) + Post Position -

*Vacancy Type: Principal -

*Internal Job Title: PRIN DAY HIGH / -
School Level: High School hd
Location Borough: Brooklyn -

*Date for Job to be Posted - End Date: 09/M19/2012 - 10/03/2012
*System ID/Location Code: (ex: M139) e 444 4 Te -t Schoal

Hetwork Leader Name:

HR Director Name:

Superintendent Hame:

Cluster Leader Name: This
C30Coordinator Name: have

Budgeting Details enter It ;ert?; no : HR L r
Galaxy ID : must enter it later in t oces
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Completing the Create Vacancy Form

School-Specific Information

Description/Skills .

The New York Gjty Department of Education (DOE) is seeking self-motivated, visionary school leaders from inside and outside the Mew York City public school system for multiple
principal vacancias.

Led by Chancellor Degnis M. Walcott, the DOE is committed to creating a system of 1,450+ high-performing schools. Since its inception in 2003, the Children First agenda for Mew York's
schools has improved §raduation rates, increased student performance on state standardized tests and narrowed the achievement gap. Children First reforms empower principals as
chief executives, holding ¥em accountable for improving student achievement while giving them strong perdformance incentives and the authority to make critical instructional decisions.

- Using data to set high learning goals

- Leveraging deep knowleNge of curriculum, instruction, and assessment

- Developing staff and sharihg school leadership

- Managing resources

- Fostering a culture of excellendg through personal leadership

ELIGIBILITY CRITERIA
Applicants must possess avalid New Yok State certificate in School Administration/Supervision (SAS), School District Administration (SDA), orin School Building Leadership (SBL).
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Completing the Create Vacancy Form

ELIGIBILITY CRITERIA
Applicants must possess avalid Mew York State cerificate in School Administration/Supervision (3A3), School District Administration (SDA), or in School Building Leadership (SBL).

SELECTION PROCESS
The selection, assignment and appointment of all Principals and Assistant Principals is governed by Chancellor's Regulation C-30 which may be accessed at
http:'schools.nyc.gowAdministration/Chancellors Regulations/default. htm

SALARY
See CSA contract at hitpifwww.csa-nyc.org.

UNION AFFILIATION
Principals and Assistant Principals are covered by the Council of Supervisors and Administrators (CSA). Information regarding members® benefits and union coverage can be obtained by
visiting the CSA web site at hitp:/fwww.csa-nyc.org.

***Please note: Far ease in completing your application, please prepare a 100-400 waord answer to the question below and be prepared to cut and paste the answer into the online
application where the question will reappear. You are asked to do this now because the online application will time out after 45 minutes and you are not able to save it and return to it.

Question : Please explain why you are an excellent candidate to lead this specific school, including any experience or special skills that you will bring as the new leader to enable the
school to meet and surpass its goals.

COE Code

If yo
chec
Job
expect
sele
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Completing the Create Vacancy Form

Interim Acting Information

*lAlActing Needed:

*lAjActing Status: Pending Approval

*IA Type: in

*Interim Acting Name: Enter the IA's Name
AN

*Interim Acting File Number: |u123455

N

*Interim Acting Email: |Iﬁ_Principal@schnnls.n?ggmf |
*Interim Acting Effective Date (MM/DD/YYYY): |UQH 02012 |

This is a drop-down list.

~ This field is also used by the Office of the
Senior Supervising Superintendent to track
interim acting principals

*Reason for Vacancy: | Retirement

If "Other”, please describe: |

If "Moved to a Central DOE Position”, please |

provide division and position: Select from a drop-down list the option that
*Prior Incumbent Name: Enter the Priors Name | i Interim Acting
*Prior Incumbent File Number: ||3554321 |
*Prior Incumbent Date of Term/Res/Rehire | 0o9Me2012 |
(MM/DDIYYYY):

CANCEL SUBMIT FOR APPROVAL

This section of the form does not appear if the
Vacancy Category is Post Position, indicating
. that you are posting a position without an Interim e Etc.....
m Acting candidate. It is only used if you are
requesting an Acting or Interim Acting candidate.
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Completing the Create Vacancy Form

Interim Acting Information
*lAlActing Needed:

| Already Identified

*IAlActing Status: |Pending Approval

*1A Type:

*Interim Acting Name:

*Interim Acting File Number:

*Interim Acting Email:

*Interim Acting Effective Date (MM/DD/YYYY):
*Reason for Vacancy:

If "Other”, please describe;

If "Moved to a Central DOE Position”, please |

provide division and position:;

*Prior Incumbent Hame: |

*Prior Incumbent File Humber:

*Prior Incumbent Date of Term/Res/Rehire
{MM/DDYYYY):

* Retirement

¢ Resignation

* Reversion

« Moved to a central DOE position

« New Posting

*Maternity Leave
 « Health Sabbatical

« Extended Leave
* Other

The next three fields must be completed
only if you select Other or Moved to a
central DOE position.

When you are finished completing this form, click on

when it is submitted.

Once this form is submitted and approved, it becomes the

Department of actual vacancy posting.

Education

Submit for Approval. You receive an email confirmation \

N\

he prior
name, file number, and end
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After you Create the Vacancy

o After you submit the Create Vacancy form, a confirmation is displayed on the
screen that the request was successfully submitted for approval and you
receive an automatic email confirmation.

* If you requested an acting or interim acting candidate, an email confirmation is
also sent to the candidate at the email address you entered on the form.

« Click the Current Vacancies tab to return to the list of your current vacancies.

* For the vacancy you just created, the Vacancy Stage remains New Vacancy
until it is approved by the HR Director.

N

Current Vacancies | Search and Edit

All

1 through 4 of 4 search results

Internal Job Title school Create Date Total # Applied
Job Title Borough Posting Date / " 2cancy Stage Active Candidates
757111 - PRIN DAY HIGH - 4201 A Test School (Z111) 08/18/2012 New Vacancy 0/ 0

Principal Brooklyn 09/19/2012

Department of
Education

o clhaﬂ_



Getting Help

Hiring Managers or network users who are unable to log in and/or
perform your work:

 Contact the C-30 Coordinator indicated on the email alert; or

o Call Supervisory Support Services at (718) 935-2822

Applicants contact HR Connect for support at (718) 935-4000.
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