Please refer to accompanying checklist and CPSMA guidance on general employment issues to assist with completion of this letter of offer for a principal- permanent
 LETTER OF OFFER TO PRINCIPAL- PERMANENT 
[Letter to be sent on school letterhead]
[Name of prospective employee]

[Address of prospective employee]

[Date]

RE:  Letter of Offer
Dear [name]
Thank you for attending for interview on [date of interview].

The Board of Management of [name of school] (“BoM”) is pleased to offer you the position of Principal in [name of school] (the “School”) commencing on [date on which employment commences ].
If you wish to accept this offer  of employment, you must sign and date this Letter of Offer in duplicate and return to me, together with a fully completed and signed Primary Teacher Appointment Form (the “PTAF”), no later than [insert date]
 (the “Return Date”).  You must also provide access to your vetting disclosure online on or before the Return Date. Failure to do all of the foregoing on or before the Return Date will result in withdrawal of this offer of employment. 

Furthermore, this offer of employment is subject to and conditional on the following:-

a) Full, appropriate and current registration with the Teaching Council. Please furnish your Teaching Council registration number. Your employment is conditional on you maintaining full and continuous registration with the Teaching Council for the duration of your employment. Failure to maintain appropriate registration, removal and/or suspension from the Teaching Council Register will result in the immediate termination of your contract of employment, which termination shall be no later than the date of expiry, removal or suspension from the Teaching Council Register;
[OR]

If you are conditionally registered with the Teaching Council, please furnish your Teaching Council registration number. If unconditional registration is not obtained within the original period specified by the Teaching Council and such period expires during the term of this agreement, your contract of employment will be terminated forthwith. Your employment is conditional on you obtaining and maintaining full, appropriate and continuous registration with the Teaching Council. Failure to obtain and/or maintain unconditional registration, removal and/or suspension from the Teaching Council Register will result in the immediate termination of your contract of employment which termination shall be no later than the date of expiry, removal or suspension from the Teaching Council Register;
[OR]


 If you are not yet registered with the Teaching Council, please furnish your Teaching Council registration number once your registration is complete. It is a condition of your employment that you will be registered with the Teaching Council before the commencement date of your employment. In the event that you are not registered with the Teaching Council by the date of commencement of your employment, this offer shall automatically lapse. If you are registered with conditions by the Teaching Council, if unconditional registration is not obtained within the original period specified by the Teaching Council and such period expires during the term of this agreement, your contract of employment will be terminated forthwith. Your employment is conditional on you obtaining and maintaining appropriate registration with the Teaching Council. Failure to maintain registration, removal and/or suspension from the Teaching Council Register will result in the immediate termination of your contract of employment, which termination shall be no later than the date of expiry, removal or suspension from the Teaching Council Register;
b) [You apply to the Teaching Council within five working days of commencement of employment to commence the Droichead process;]

c) You are the holder of qualifications appropriate to the sector 
[and you have 5 years recognised teaching service, two of which are in a recognised [primary] [OR] [primary school or post primary] school within the Republic of Ireland] [OR] 
[and you have relevant recognised and reckonable service. Please provide proof of the award of incremental credit in this regard];

          
[OR]


You are the holder of qualifications appropriate to the sector and will be probated in accordance with relevant post-qualification professional practice conditions and procedures and within the timeframe specified therein for completion of probation. You are required to provide original documentation evidencing completion of post-qualification probation;

d) Provision of original documentation evidencing qualifications and completion of post-qualification probation;

e) You are free from any obligations owed to a third party which might prevent you from starting work on the date referred to above or from properly performing the duties of your position;
f) The School has a Catholic ethos. You will uphold, be accountable to and support the BoM in upholding the Catholic ethos in the School, as determined by the Patron of the School;
g) You are the holder of a valid certificate to teach Religious Education in a Catholic School.  Please furnish original documentation evidencing same;   
h) Sanction of the Minister for Education (the “Minister”) is obtained and the terms of Department of Education (“DE”) circular 44 of 2019 or any subsequent relevant DE circular letter;
i) Receipt of a fully completed, signed and dated PTAF;
j) Satisfactory pre-employment medical screening and completion of a “Pre-Employment Questionnaire” on www.medmark4teachersna.ie; 

k) Your compliance with vetting requirements as may be determined by statute/the DE and/or the BoM and your provision to the School of the following:-
· Online access to the vetting disclosure from the National Vetting Bureau; 
· Child Protection related Statutory Declaration; and
· Undertaking as incorporated in the PTAF, namely:

· you confirm that, in accordance with the requirements of DE circulars/terms and conditions, you have provided the School with a child protection related statutory declaration which was made in the current or the previous calendar year, and
· you confirm that since the date on which you signed that statutory declaration, to the best of your knowledge and belief there is nothing, from a child protection/safeguarding/welfare perspective, in relation to your conduct, character or personal background of any nature that would adversely affect the position of trust in relation to children or vulnerable adults in which you would be placed by virtue of your appointment to a teaching post in the School.
l) That to the best of your knowledge and belief there is nothing, from a child protection/welfare/safeguarding perspective, in relation to your conduct, character or personal background of any nature that would adversely affect the position of trust in relation to children or vulnerable adults in which you would be placed by virtue of your appointment to a teaching post in the School;
m) Your undertaking to inform the School of any changes to the above stated position that may affect your suitability, from a child protection/welfare/safeguarding perspective, for continued employment in the School or for any subsequent employment with the BoM;

n) Full, accurate and appropriate disclosure by you in reply to questions asked or information sought during the recruitment process relating to any child protection/welfare/safeguarding issues.  This is a fundamental term of your employment.  If it transpires, during the course of your employment, that you have not made such full, accurate and appropriate disclosure, the failure to make such disclosure will be treated as a fundamental breach of your contract of employment, which may lead to disciplinary action, up to and including dismissal;
o) Your compliance with the rules, regulations and policies of the School, the Rules for National Schools and DE regulations, circulars, terms and conditions and guidelines;
p) Completion of the relevant declarations in connection with the Single Public Service Pension Scheme as appropriate and in accordance with DE circular letter, including the declaration in the PTAF; 
q) You have all necessary work permits; 
r) The normal place of work will ordinarily be the School. You may be required from time to time to work and/or travel outside of the normal place of work;

s) Hours of work will be in accordance with the Rules for National Schools and Circulars issued from time to time by the DE. There is entitlement to unpaid rest breaks in accordance with the Organisation of Working Time Act, 1997;

t) Salary and emoluments shall be paid by the DE as determined by the Minister for Education and/or in accordance with the Rules for National Schools and/or DE Circulars as appropriate and are subject to all necessary payroll deductions. The method and frequency of payment shall be on the same basis.  In the event that the DE ceases payment, employment shall be terminated automatically, this shall not however affect entitlement to avail of unpaid statutory leave;

u) Overtime is not payable;

v) Holiday entitlements shall be as determined by the Minister for Education and/or in accordance with the Rules for National Schools and/or DE Circulars as appropriate.  There is entitlement to the benefit of statutory public holidays in accordance with the Organisation of Working Time Act, 1997; 

w) Leave entitlements and obligations including those relating to sick leave shall be as determined by the Minister for Education from time to time and/or in accordance with the Rules for National Schools and/or DE Circulars and/or as agreed between the Minister for Education the Management Bodies and the Unions as appropriate; 

x) There is an occupational health service scheme for teachers operated by the DE. You  shall co-operate fully with this scheme and the DE circulars/terms and conditions pertaining to the scheme and sick leave.  In addition, the BoM reserves the right to have you examined by a medical practitioner or specialist nominated by the BoM, at the BoM expense, for the purposes of assessing the working capacity, i.e. fitness for work, and the DE and BoM shall receive details of your medical assessment on the basis of the Safety, Health & Welfare at Work Act 2005; and

y) You are required to give the BoM three months’ notice in writing when terminating employment.  The BoM will give you three months’ notice of termination of employment except in circumstances justifying immediate termination of employment.

z) Receipt of a satisfactory outcome of the vetting conducted by the National Vetting  Bureau in relation to you, which will be decided at the absolute discretion of the BoM; 
aa) [Receipt of a work reference which is satisfactory to the BoM, which it shall decide at its sole discretion.] 
Copies of the School's relevant policies and procedures will be provided under separate cover. For the avoidance of doubt, these documents are not contractual and may be amended and/or replaced from time to time at the discretion of the School.

Your employment is subject to collective agreements entered into from time to time by the Minister for Education, the Management Bodies and the Unions.

If you accept the terms and conditions of employment set out in this letter, please sign and date the letter in duplicate and return to me, together with the additional documentation/information outlined herein, no later than the Return Date. 

If you require clarification on any matter, please do not hesitate to contact me. 

I look forward to hearing from you. 

Yours sincerely 

___________________________

Chairperson, Board of Management

I acknowledge that I have read the above letter of offer and confirm acceptance of the position offered in your school on the terms and subject to the conditions contained in this letter, including the condition that this offer is subject to the satisfactory outcome of the vetting process.

_____________________________

Signature of teacher

_____________________________

Date

Attached:

1. PTAF 

2. Job Specification

3. DES Circular 49/2018 & Working Together procedures and policies
4. Privacy Notice 

APPENDIX 1: JOB SPECIFICATION 

[NOTE:  The duties referred to below are for guidance purposes.  The list of duties should be tailored to meet the particular requirements of the Employer/School]

1. JOB SPECIFICATION

In addition to your listed duties as Principal, you will carry out such other duties pertaining to the role, in particular regarding the teaching aspect of the role, as may be decided/directed by the Board of Management from time to time. This list is not intended to be exhaustive or exclusive.

1.01. Encouraging, developing and fostering learning in pupils, according to age, ability and aptitude.
1.02. Upholding and supporting the ethos of the School.

1.03. Teaching the full curriculum, including the Religious Education curriculum. 

1.04. Teaching, according to their educational needs, the pupils assigned, for the assigned number of hours each week over the course of the full school year.
1.05. Assessing, recording and reporting on the development, progress and attainment of pupils. 

1.06. Assuming responsibility for classroom management eg maintaining good order and discipline among the pupils, promoting their health and safety both when they are authorised to be on the school premises and when they are engaged in authorised school activities elsewhere.

1.07. The effective supervision of the pupils during breaks, lunch periods, assembly, dismissal and throughout the school day.

1.08. Planning, preparation and delivery of lessons.

1.09. Setting and marking assignments and homework in line with school policy.

1.010. Making adequate written preparation for school work including: -

1.010.1. Preparing at the beginning of each school year or school term a long term programme of work in each subject, in accordance with the Curriculum, the School Plan and the learning needs of the pupils; the long term programme of work to include a class timetable and an outline of the weekly allotment of time for each subject;

1.010.2. Preparing fortnightly in advance, a short term plan of work;

1.010.3. Noting at the close of every month, the portion of the curriculum dealt with during the month in a progress record, the format of which will be agreed at school level;

1.010.4. Planning appropriate learning programmes in respect of the pupils and maintaining group or individual pupil progress records, as appropriate.

1.10.5. Submitting such records as outlined in a timely manner. 

1.011. Liaising with parents, including arranging, preparing for and attending parent teacher meetings and engaging with relevant parental complaints procedures and policies.

1.012. Liaising with the Board of Management, staff and with other relevant professionals e.g. DES, NEPS, NCSE etc. 

1.013. Arranging, attending & participating in staff meetings.

1.014. Working as a team leader within the School and the wider school community.

1.015. Subject to the direction of the Board of Management, promoting cooperation between the School and the community which it serves.

1.016. Attending in-service days/courses.

1.017.   Attending punctually.

1.018. Complying with the requirements of legislation; the requirements and policies of the School; the requirements, guidelines and circulars of the DE, including the Governance Manual for Primary Schools 2019-2023 including any document which supersedes it) and the Rules for National Schools. 

1.019. Carrying out instructions/duties that are assigned to you by or at the direction of the Board of Management.  

1.020. Carrying out the professional duties appropriate to the post both in relation to teaching and non-teaching duties.
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� Insert date by which you want this letter signed and returned with all enclosures/documentation.


� For use where a teacher is conditionally registered with the Teaching Council.  Delete if not applicable. 


� Use this wording where a teacher has applied for registration with the Teaching Council.  Delete if not relevant.  Note that the offer of employment is conditional on the teacher’s registration with the Teaching Council.  Save for limited exceptions, salary will not be paid by the DE to any person not registered with the Teaching Council. 


  


� For use for  where appropriate.  Delete if not relevant.





� For use where teaching service is a criteria for eligibility for the post of Principal Teacher.  Amend to reflect the requirement for the setting in which the vacancy arises e.g. primary school with 80 pupils or more, special schools with children enrolled up to the age of 18 etc. 


� For use where teaching service is a criteria for eligibility and in the case of service in a recognised post-primary school in the Republic of Ireland or service in a primary school or post-primary school outside of the Republic of Ireland which may be reckonable towards service.


� Appropriate for use in the case of a non-probated  teacher. It is expected that this would be a rare occurrence.


� Delete this note.
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