INSTRUCTIONS FOR COMPLETING APPLICATIONS FOR EDUCATOR EXCHANGE PROGRAMS

Be sure to follow your jurisdiction’s protocol and meet the deadline.
Your jurisdiction may have their own protocol (including deadlines) for sending the application to the Educator Exchange Program — contact your central office for more information. If your jurisdiction has no specific protocol you may send your completed application directly to the Educator Exchange Program. The deadline is December 31. Late applications will be considered only if placements are available.

All applications should be typed or neatly printed.  

Please print legibly, preferably in black ink (block printing). If you wish to fill out the application on the computer, an electronic copy of the application can be obtained from the Educator Exchange Program. Please consult with your principal and superintendent to gain their support and to ensure that they fully understand their commitments and each retain a copy of the application form. If you need to provide more information than will fit into the space provided, additional pages may be attached.  The Educator Exchange Program must receive three completed copies in total. Be sure to include the copy with all original signatures including original reference forms and the medical certificate.

This application is the “first impression” school officials in the exchange destination will receive of you — be clear, concise and complete when providing information. Try to avoid any jargon that may not be common in other educational systems; for example, write out the names of organisations instead of using acronyms.

Photographs

Three passport size photographs (your school photo is good) of yourself, with your name on the reverse side, should be attached firmly to each copy of the application.  Extras will be useful when you apply for a visa/work authorization, etc.  

Include photographs of the accommodation you are exchanging/providing for an exchange partner.  These should portray both exterior and interior views.  Photographs of the school/classroom will also enhance the application.  Keep the photo negatives with your file copy of the application to use for re-application if necessary.

References
Applicants must obtain a professional reference from their school principal, and/or their direct supervisor(s).  Two references are required as part of the application; the second could be from a colleague.  Further references may be included if desired.  If you have been recently appointed to your current position, you may also wish to include a reference from your previous principal/supervisor.  

Duties Involved In Exchange
The duty statement should be specific but brief.  The duties of the incoming educator are a crucial part of the application—this is the main criterion in the matching process.  Be sure to detail any ways in which your school can be flexible.

FOIPP
Information collected as part of this application process will be collected, giving due attention to the Freedom of Information and Protection of Privacy (FOIPP) legislation.

Your personal information provides the basis upon which the best possible match may be secured.  The information will be treated with respect for confidentiality and shared only with the exchange officials in the destination you indicate, and with the prospective jurisdiction, school principal and partner, when an exchange is proposed.

CHECKLIST FOR EDUCATOR EXCHANGE PROGRAM APPLICATIONS

· Have you carefully considered and decided which program you will apply/qualify for? 
· Have you read and completely understood Alberta Education’s Educator Exchange: Procedures and Guidelines?

· After discussion of the exchange possibility, has your principal completed the School Description and Exchange Assignment, and signed your application?

· Have the requirements of your Alberta school jurisdiction been met?  Has the endorsement of the superintendent or designate been obtained?  It is the applicant's responsibility to meet the jurisdiction's deadline.

· Are the originals of the following enclosed with the original application package:



-letter(s) of reference from your principal and/or direct supervisor? (and two copies)




-the medical certificate completed by your doctor? (original only)

· If exchanging/providing accommodation, have photographs of the exterior and interior of the accommodation been provided in the application?  (One set of photographs for each copy – coloured photocopies are fine.) 

· Has the Self Portrait/Letter of Introduction been completed and the original attached to the original application? (and two copies)

· Has the application form been typewritten/neatly printed with clear and concise information?

· Have you submitted three copies, including the original, complete with photos, letters of introduction, etc., attached to each copy?

· Have you kept one complete application (including photo negatives) for your files, as well as provided one each to your district and your school, in addition to the required copies for Alberta Education?

· Have you completed the Summary Details form (yellow) and enclosed only the original with the original application package?
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