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APPLICATION GUIDELINES
Please read this document carefully as it will help you to complete your application.
ELIGIBILITY OF  APPLICANTS
Most school chaplaincy vacancies are open for applications from any suitably qualified lay or ordained person.  YouthCARE encourages applications from a wide range of Christian people who have various educational and/or life experiences.  
To be considered for a School Chaplaincy Position you will need to be able to satisfy the following criteria:

· A recognised tertiary level qualification in Theology, Community Development, Social Work, Social Sciences, Aboriginal Studies, Youth Work or similar;

· A minimum of 2 years relevant experience in the area of outreach, youth work, family support, case management or counselling;

· Well developed communication skills both written and verbal;

· Computer literacy skills with the ability to collect statistical data related to service delivery

· Demonstrated ability to work across Christian denominations, faiths and cultures;

· Ability to work with a broad cross section of the school community

· A current , or the ability to obtain, a Working with Children Card

· A current, or the ability to obtain a, DET CRIMTRAK, and

· Actively engaged in the life of a Christian Church and denomination that:

· Affirms the triune Godhead of Father, Son and Holy Spirit; and
· Is a member, or an associate Church, of YouthCARE
HOW TO PREPARE YOUR APPLICATION
The objective of your application is to present evidence that you are suited to a chaplaincy role in a government school. Your application will be assessed in the first instance by YouthCARE staff.  The selection panel and suitable applicants will be short listed and offered an interview.  If you are successful in becoming a part of the chaplaincy pool, your application, along with any additional material related to any school you may apply for, will be the basis for the selection of a successful candidate by the Selection Panel. The Selection Panel is usually chaired by the YouthCARE Area Chaplain and usually includes the School Principal and the Chairperson of the local YouthCARE committee or their nominees.  Sometimes additional people, usually from the school or local church community, may join the Selection Panel. 

The Application has the following sections to be completed:

1. Personal Details

2. Citizen 

3. Education

a. Tertiary Education

b. Theological, Pastoral care and Ministerial Education

c. Any other relevant education or training

4. Experience

a. Current employment details

b. Previous employment including start and finish dates

c. Ministry employment and/or experience including start and finish dates
d. Other relevant experience

5. Selection Criteria

Key Phrases in the Selection Criteria
When addressing Selection Criteria an understanding of the following key words can be very helpful.

demonstrate

To have demonstrated and proven ability, try to show that you have successfully performed the duty or skill in the past.  This does not have to be in a chaplaincy context, but you must be able to show (demonstrate) your actual experience and ability.  It is best to provide concrete examples of how you meet the criterion.
clear evidence

Outline some specific examples, actual scenarios or situations that provide the panel with clear evidence that you have prior experience in the particular area.  Again, the experience you have does not need to be in a chaplaincy context, but you need to show that you can transfer your skills to chaplaincy.
an ability

You must have some level of competency or ability in the area asked for.  You don’t need to be an expert, but you do need to clearly outline your ability, at whatever level that may be.

Structuring your responses to Selection Criteria – the STAR Model

A simple technique for addressing and presenting selection criteria in a logical and concise way is to use the STAR model, where:

S  refers to SITUATIONS in which you have demonstrated your particular skills

T  refers to TASKS you have performed that have demonstrated your ability

A  refers to ACTIONS you have taken and how they have demonstrated your skills

R  refers to the RESULTS of actions taken.

Try writing a paragraph using the STAR model (loosely) when you respond to the selection criteria.  Outline a particular SITUATION that you were involved in.  Describe the TASK or role you needed to perform in that situation.  Outline the ACTIONS you took and describe what the outcome or RESULT was.  It may seem strange at first, but as you work through your application and seek feedback from others, it will become clearer.  Don’t feel too ‘tied’ to the STAR process.  It is a helpful framework that will enable you to construct some concrete examples for the selection panel.  
Use the following questions to guide you and get you thinking in the STAR format as you answer the selection criteria.  Don’t feel that you have to answer each specific question.  They are designed to help you to think through your experiences and include relevant examples. 
Criterion 1 – Demonstrates a capacity to sensitively relate the Christian faith to those outside the Christian community.  
Key words:  demonstrates, sensitively, faith, outside
In your response to this criterion, try to give us an example where you have been in a non-church environment and been able to draw matters of faith into your relationships with others.  What was the situation?  What did you do exactly?  Did you say or do something in particular?  How did others respond or react? What impact did your action have?  What was the outcome or effect or result?

Give us an example of a time you have specifically represented the Christian faith in general, rather than from your own tradition or church or denominational perspective.  What was the situation?  Who was involved?  How did the situation arise?  What did you do?  What happened?

It is okay to draw your examples from ANY relevant situation.  Try to think through how you could transfer your experience to a government school context.  When you have finished this criteria, have someone read through it and give you feedback.  Would your examples convince the selection panel that you could sensitively demonstrate your faith in a school setting?

Criterion 2 – Demonstrates an ability to work effectively within a team and autonomously.
Key words: demonstrates, work in teams, work autonomously
To work well in a school, a chaplain needs to work effectively with other school staff who are responsible for various aspects of student welfare.  In responding to this criterion, outline an example of an experience you have had working with colleagues in a team.  It does not need to be a school environment.  Some of the following questions might help you to focus your answer.  What was the situation you were involved in?  Who made up the team?  What was your main responsibility?  What did you do?  Was there a common goal, project or aim?  How did you relate to others in the team? How did they relate to you?  How did you work with others to ensure the task was completed?  What particular part did you play and how was this integral to the outcome?  What was the result of the team work?

Having said this it is also the case that chaplains have a great deal of autonomy in their work.  We thus want to know how well you can organize your work and take responsibility for determining what you will do and in what order.  So, think of a situation where you did not have a superior directing your work, where it was up to you determine how proactive and how reactive you were going to be.  What was the context or situation?  How did you decide what you could be doing?  How did you establish your priorities?  How do you like to organize your work?
When you have finished your answer, read through it and ask yourself if your example shows the selection panel that you have the ability to make a valuable contribution to a team, to manage your own work and produce effective outcomes.
Criterion 3 – Demonstrates an ability to build meaningful relationships and to engage in   one-to-one pastoral conversations with:
i.  children and young people; and

 ii. adults.

Key words: demonstrates, meaningful relationships, one-to-one pastoral conversations
This criterion is looking at the effectiveness of your inter-personal skills and alerts you to the fact these will need to be demonstrated in relationships with both children and adults.
When you address this criterion, be mindful of the specific school context you are applying for.  So, if the chaplaincy position is for a Primary School, provide us with examples of your conversations with children.  If you are applying for a High School chaplaincy, provide us with examples of your conversations with young people.  We also want to have some examples of your interactions and conversations with adults as you will be communicating with both teachers and the parents of children.

Think about connections you have made with children or young people in various settings.  Did you have a plan for making these connections?  If so, what was the plan?  Tell us some stories that will illustrate your capacity to build such relationships and work pastorally with children or young people.
Similarly, think about such matters in the context of adult relationships and other adults to whom you have related.   
When you have completed this section ask yourself:   Would the examples I give convince the selection panel that I can make connections and build effective relationships with young people and adults, and engage with them in pastoral ways?  Don’t fall in to the trap of just telling the panel you can do it.  Make sure you show us in your examples.  

Criterion 4 – Demonstrates a willingness and capacity to engage in continuous learning through formal learning, reading, collegial engagement and other forms of professional development.
Key words: demonstrates, willingness and capacity, continuous learning, formal learning, reading, collegial engagement, professional development
This criterion allows you to demonstrate your commitment to life-long learning.  In addressing it you are encouraged to show how you have developed and maintained your skill and knowledge base in a workplace.  Please give examples of different kinds of PD (professional development) you have engaged in, and which kinds of PD work for you, and how you have engaged with colleagues as a way of supporting you in your work.  Tell us about books, magazines, web-sites you have read to maintain your skills and knowledge.  In all instances please give specific examples – e.g. “I maintain a subscription to Pastoral Care Australia Journal” rather than “I read professional journals.”
Criterion 5 – Demonstrates a track record for effective self-care in the context of the helping professions. 
Key words: demonstrates, effective, self-care, helping professions
School chaplains are engaged in both formal and casual pastoral care with the whole school community, including children and young people, teaching and non-teaching staff, parents and caregivers and local community members.  Engaging with people in this way can take a toll on helping professionals in various ways.  Various strategies have been developed in different professions – e.g. Social Work, Clinical Psychology work, Youth Work etc. – to help workers debrief after stressful situations as well as reflect on their performance in the profession.  These strategies are designed to look after the inner soul of helping professionals.
Give us an example of something you have done to look after yourself as you respond to the needs of others – Do you limit the amount of face to face contact work you do each week?  Do you give yourself time for reflection? Who do you confide in?  Do you have a group to support you?  What do you do to unwind from a stressful situation?

Tell us about the resources you use to nurture your spiritual life – What activities are you involved in at your church?  What activities nurture your faith?  
Criterion 6 – Computer competency and confidence essential 
(Familiarity with the Microsoft Office® suite of software and use of emails.)

Chaplains are employed in schools all over the state and computer literacy is a valuable tool to enable communication between YouthCARE and chaplains.  Please write a short answer which outlines your level of competency with computers.  You don’t have to be an expert but basic word processing, email and internet skills are fundamental.  
6. Church

To be eligible for employment with YouthCARE your Church must be a member, or an associate of 
YouthCARE, that affirms the triune Godhead of Father, Son and Holy Spirit; and

7. Faith Journey

A brief witness to your journey to the Christian Faith

8. References

Please ensure that you provide your Minister/Pastor as a referee and 2 other professional referees who are not related to you.

9. Self Assessment - School Chaplaincy Matrix
To help you assess your readiness for School Chaplaincy Ministry, read the YouthCARE capability matrix for chaplains and list your self assessment (level number) below. Please note that a lower than desired score in one or two areas, does not necessarily preclude you from selection but indicates the areas in which you may need further training or exposure in.
	Theology: Christian learning about God and the Scriptures, formal studies and educational progress in Theology, Human Services or equivalent

	Level One
	Level Two
	Level Three
	Level Four
	Level Five

	Effective in articulating the basic tenants of the Christian faith, consistent with completion of introductory Bible Studies. 
	Effective in articulating the intermediate tenants of the Christian faith, consistent with Cert IV in Theology or equivalent. 
	Effective in articulating advanced tenants of the Christian faith, consistent with Diploma or 3yr Bachelor in Theology or equivalent. 
	Effective in articulating complex tenants of the Christian faith, consistent with 4yr Bachelor of Theology or equivalent.
	Effectively educates others; articulates a profound experience of Christianity, consistent with Masters or Doctor of Theology or equivalent. 

	Christian Spiritual Formation: Development of the spiritual life within the context on Christian Ministry

	Level One
	Level Two
	Level Three
	Level Four
	Level Five

	Some experience of Christian spiritual formation or spiritual development pathways.
	Regular participation in Christian spiritual formation or spiritual development pathways.
	Ongoing engagement and lifestyle integration of Christian spiritual formation or spiritual development.
	Participating in ministerial formation training, recognised by YouthCARE member churches.
	Successfully completed ministerial formation training, recognised by YouthCARE member churches. 

	Ecumenism (Inter-denominational) and Interfaith: respecting various traditions of Christianity, embracing ecumenism and understanding world religions

	Level One
	Level Two
	Level Three
	Level Four
	Level Five

	Demonstrates an awareness of and respect for different faith expressions. Awareness of existing ecumenical activities and services within the community.
	Demonstrates inclusion and respect for different faith expressions. Occasional engagement in ecumenical dialogue or activities within the community.
	Demonstrates inclusion and respect for different faith expressions. Actively engages in ecumenical dialogue and activities within the community.
	Demonstrated experience of a profound understanding and respect for ecumenism and world religions. Engagement and dialogue in ecumenical activities and world religions.
	Actively engaged in dialogue and activities for the promotion of ecumenism, training or educating others for improved understanding on world religions. 

	Christian Leadership   displaying character consistent with Christian values and ethos, positive leadership role model in church and community

	Level One
	Level Two
	Level Three
	Level Four
	Level Five

	Receiving: A Christian whose behaviour, attitudes, lifestyle and relationships exemplify fundamental integration of Christian faith, values and beliefs. Regular church attendance at a recognised member church of CCE/ YouthCARE, with limited participation in a leadership role.
	Engaging: A Christian whose behaviour, attitudes, lifestyle and relationships exemplify positive integration of Christian faith, values and beliefs. Regular participation at multiple church events of recognised member churches of CCE/ YouthCARE, receiving initial training for a future leadership role.
	Developing: A Christian whose behaviour, attitudes, lifestyle and relationships strongly exemplify Christian faith, values and beliefs. Dedicated involvement at multiple church events of recognised member churches of CCE/ YouthCARE, developing greater skills for a specific leadership role.
	Leading: A Christian leader whose behaviour, attitudes, lifestyle and relationships exemplify being fully integrated with Christian faith, values and beliefs. Recognised and authorised in leading others at multiple church events, of recognised member churches of CCE/ YouthCARE.
	Leading Other Leaders: A Christian leader of exceptional calibre, whose behaviour, attitudes, lifestyle and relationships exemplify Christ, in church and community. Possesses and articulates a profound understanding of Christian vision, mission and leadership to other leaders of recognised member churches of CCE/ YouthCARE. 

	Pastoral Care   Employing the principles and practice of appropriate pastoral care, in life and ministry

	Level One
	Level Two
	Level Three
	Level Four
	Level Five

	Understands the principles and practice of pastoral care. Has some experience in informal domestic or informal workplace care roles. Limited experience in formal or recognised pastoral care roles. 
	Trained in pastoral care principles and practice, consistent with Lab I or Cert IV in Pastoral Care or equivalent. Demonstrated experience in pastoral care roles involving prayer, pastoral conversation, and associated responsibility for small group care. Limited referral to other agencies.
	Educated in pastoral care theory and practice consistent with Diploma or Degree level qualification. Demonstrated highly effective pastoral care, including some dealings with: at risk situations; grief and loss; emotional and social behaviours; and critical incidents. Regular referral to other agencies as required.
	Educated in pastoral care theory and practice beyond Degree level. Demonstrated highly effective pastoral care, including extensive dealings with at risk situations and critical incidents. Frequent referral to other agencies. Capable to train others on the fundamental principles and practice of pastoral care.
	Educated in pastoral care theory and practice beyond Degree level, utilising depth of resources and experience to educate others on pastoral care. Collaborating and leading others in developing future pastoral care resources and programs. 

	Self Care   Integrating the principles and practice of appropriate self care for personal well being, in life and ministry

	Level One
	Level Two
	Level Three
	Level Four
	Level Five

	Demonstrates appropriate introductory self care, can identify one’s own issues or personal triggers prior to the need for help. Occasional use of support for self care.
	Demonstrates regular use of appropriate self care tools, engages in varied self care activities; supervision, counselling, retreats etc. Able to recognise and open to explore personal triggers.
	Effectively engaged in a number of self care activities; supervision, counselling, and retreats, at regular intervals. Able to recognise and appropriately respond to personal triggers.
	Actively demonstrates the benefits of self care activities, including regular supervision. Able to anticipate and manage personal triggers. Encouraging others to explore their own self care journey.
	Demonstrates and articulates a deep understanding of the benefits of effective self care. Effective anticipation and recognition of indicators to personal well being. Leading others on a self care journey.

	Educational Environment  Understanding government schools in WA and relationship dynamics in educational environments

	Level One
	Level Two
	Level Three
	Level Four
	Level Five

	Aware of the structure of the government school system. Aware of relationship dynamics in educational environments.
	Has volunteered or some experience in a school setting. Understands relationship dynamics in an educational environment.
	Demonstrated positive experience in a school setting. Experienced with relationship dynamics in an educational environment. Awareness of DET policies and procedures.
	Successful school experience and positive relationship dynamics within the community. Sound understanding and compliance to DET policies and procedures. 
	Leadership level, successful school experience and positive relationship dynamics including in the broader community. Sound understanding, compliance and development of DET policies and procedures. 

	Information Technology   Computer competency, IT aptitude, dexterity and confidence with electronic documents, media and communications

	Level One
	Level Two
	Level Three
	Level Four
	Level Five

	Has basic experience with computers and electronic technology, able to do basic word processing, email and internet searches. Not overly confident with IT, may require further training for greater competency.
	Trained to competent IT user level, with intermediate experience of computers and electronic technology. Able to effectively operate Microsoft Office and Microsoft Outlook or similar packages, easily perform scanning, creating file folders, internet browsing and routine maintenance procedures.
	Trained to competent and confident IT level, with effective experience across computers and electronic technologies. Easily manages detailed capabilities and functions within MS Office and MS Outlook or similar packages. Dexterous with data entry, downloads-uploads, internet use, publishing documents, file conversions, email distribution and intricate tasks. 
	Trained for advanced IT competency, demonstrated in complex use and successful management of programs, systems, and technologies to achieve role requirements. Easily manages highly complex tasks within Microsoft Office Suite or similar. Dexterous with many facets and functions of IT systems. May offer occasional IT support to others or be involved with basic training for others.
	Trained to highly advanced competency levels, possible IT Support person, identified with highly developed skills to assist others and perform IT troubleshooting role. Easily manages highly complex tasks within Microsoft Office Suite or similar, can assist others to achieve similar outcomes. Dexterous with many facets and functions of IT systems and electronic technologies.  


	Administration and Record Keeping Maintaining and managing records, contact notes, data gathering and accountabilities

	Level One
	Level Two
	Level Three
	Level Four
	Level Five

	Able to perform simple administrative tasks including: creating appointments, make contact notes, use phone etiquette, create required reports, manage filing of info, and submit documents on time. Has understanding of the Privacy Act implications to record keeping.
	Competent to perform required administrative tasks with limited assistance. Demonstrates experience of the Privacy Act implications to record keeping. Able to adhere to YouthCARE policies and procedures, and to comply with ethical and legal requirements of the role.
	Competent and confident to independently perform required administrative tasks, successfully and on time. Demonstrates effective experience of administrative functions, confidential record keeping, time management, legal compliance and managing correspondence. Able to adhere to YouthCARE policies and procedures, and comply with ethical and legal requirements of the role.
	Advanced skills and experience to independently perform required tasks, successfully and on time. Demonstrates highly effective ability in administrative functions including for case management input and in preparation of records as required if subpoenaed by a Court of Law. Able to adhere to YouthCARE policies and procedures, and comply with ethical and legal requirements of the role.
	Highly advanced skills and experience to independently perform required tasks, successfully and on time. Demonstrates professional capability in administrative functions with the ability to assist others and offer potential developmental ideas for improving workplace admin systems. Able to adhere to YouthCARE policies and procedures, and comply with ethical and legal requirements of the role.


SOME IMPORTANT TIPS…

DO write clearly and concisely.  Take time to work and rework your application, it is worth it.  The application process for chaplaincy is competitive.  You will be offered the opportunity to interview based on the strength of your written application.

DO ask someone to read through your application and give you some constructive feedback before you lodge it.  They may offer a fresh perspective or help you rephrase key points.
DO show us that you will be able to transfer your skills and life experiences to school chaplaincy.  Regardless of your previous education or work experience, you will have many pastoral skills that can be transferred to a chaplaincy context.  
DO provide a range of examples from your life and experience.  Vary the context and situations to show that you are able to adapt and transfer your skills to a variety of circumstances and people.

DON’T preach or over use Christian jargon in your application.  It is appropriate to outline a particular ministry opportunity or example, but it is not appropriate to preach to the selection panel.  Be sensitive to the fact that you are applying for ministry role in a secular context.  

DON’T waffle.  An application that is short and well structured is better than a bulky application that says little.  Choose specific examples and scenarios that highlight your abilities.  Work to keep your writing tight.

DON’T just tell us that you will make a good Chaplain (everyone says that!!).  Provide specific, concrete examples that clearly show us WHY you will make a good chaplain.  Don’t be afraid to show us (not just tell us) how good you are!!

DON’T assume that all members of the selection panel are familiar with Christian customs, language or theology.  Write simply and clearly and remember your application will be read by people who will assess your suitability for Christian ministry in a secular school environment.

LODGING  YOUR  APPLICATION
· Applications can be lodged at any time. 
· Your completed Application should consist of a Covering letter, the Application Form , A copy of your Working with Card and/or CRIMTRAK if you have these clearances.
· If application is submitted electronically, evidence regarding WWCC and CrimTrac should be sent by mail.  Please do not include written references, original documents or photographs. 

Applications sent by post to:

· YouthCARE, PO Box 482, MORLEY, WA 6943 or by; 
· Email to employment@youthcare.org.au.
Please note…

Applicants who successfully make the pool will be informed of vacancies as they arise and invited to make application. This application will include the original application along with any information that wasn’t included in the original as well as information related to the specific school context being applied for. Interested applicants will then be short listed and interviewed for the position.

Applicants will be able to remain in the Pool for one year.
Expressing God’s LOVE & PRESENCE in Educational Communities











Forward your completed application prior to the closing date:

By post to YOUTHCARE    PO Box 482    MORLEY   WA    6943

Hand deliver to YOUTHCARE   Unit 1/103 Catherine Street     MORLEY    6062

For further enquiries, please phone the YouthCARE office on (08) 9376 5000 or email employment@youthcare.org.au
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