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United Synagogue of Conservative Judaism

Placement Service

820 2nd Avenue   New York, New York 10017

212-533-7800 ext. 1129
Dr. Elaine R.S. Cohen, Solomon Schechter Day School Association Executive, SSDS Placement, Cohen@uscj.org  212-533-7800 ext 1129

Wendy Light, Consultant for Synagogue School Placement,
Light@uscj.org 215-869-1830

Maxine Handelman, Consultant for Early Childhood Education,

handelman@uscj.org  847-641-9963

Thank you for using the Placement Service of The United Synagogue of Conservative Judaism.   We are pleased to serve you and will work closely with you as you search for the best candidate to fill your vacancy.  We also work collaboratively with the Jewish Educators Assembly,  the Rabbinical Assembly and the Cantors Assembly  to see to it that potential candidates know about school openings. We will be in touch with you at regular intervals to review your placement situation. It is also our expectation that your Search Chair will keep in touch with us giving regular feedback on candidates and your search process.

It is important to understand that doing DUE DILIGENCE on the candidate of your choice before making a job offer is your congregation’s or day school’s responsibility.  We recommend that each resume be read attentively and carefully  by at least two people and that you verify personal information, degrees awarded, previous professional performance, background, criminal, drug and child abuse checks, which are standard employment practice in most states.  If you are hiring a candidate who is finishing a degree program, you should ask to receive confirmation, either a copy of the degree or a transcript that states that all requirements have been completed. 

APPLICATION FOR PLACEMENT 

IN BOTH SOLOMON SCHECHTER DAY SCHOOLS AND CONGREGATIONAL RELIGIOUS SCHOOLS

2011-2012
Date of Filing:

For the position of:
 










For the school year:  

1. NAME OF SYNAGOGUE or SCHOOL:   

    ADDRESS: 
 

    PHONE: 

                  FAX: 

                   E-MAIL:  

    Total number of students:                           Grades:

2. Name of person responsible for the search:  

    Position in the synagogue/school:  

    Address:  

   Office Phone: 

Home Phone:



Cell Phone:

    FAX:






 E-MAIL:   

   Name of Other Contact Person (if applicable):

   Position: 

   Office Phone:                                Home Phone:


Cell Phone:

   FAX: 






E-MAIL:  


   How do you prefer to be contacted by the USCJ office? 

3. Name of educator currently serving in this position:   

or is it a new position? 

4. Primary reason(s) for existing vacancy?  

a. How many years has the incumbent served in this position? 

b. Did the incumbent inform the synagogue that he/she will be leaving? 

c. Did the synagogue inform the incumbent that a replacement will be sought? 

    If not, when does the synagogue plan to do this?  

d.  When does this position become available?   

5. If the incumbent has been informed, has the termination or non-renewal of the incumbent’s contract been agreed to by both parties? 
 



 Comment: 

Note:  We usually post new positions the very next Thursday night.  Should you have a different request, do let us know and we will try to accommodate you.

4. THE POSITION
In assisting the synagogue/ school in its search, we would appreciate the following information:

1. To whom will this person report?   

2. Where is this position located within the school/synagogue’s administrative structure? 

3. Is there administrative support for this position?  Please describe:

5. SCHOOL POPULATION AND STAFF:





Number of Students

Number of Teachers

Early Childhood Program   

Pre-Kindergarten






Elementary School








Kindergarten
 






1-2

 











3-7

 








High School
(9-12)







Totals







6. DESCRIPTION OF POSITION

a. Please write a description of the ideal candidate for the position that you are seeking to fill (attach, 50-75 words).  If longer descriptions are submitted, we reserve the right to edit.

b. Please provide a brief description of your school and the community 

          in which it resides (attach, approximately-50-75 words).

b. Please indicate the minimum credentials (education and # of years of experience) that you would prefer: 

7. REMUNERATION:  [Note: We MUST have a salary or salary range to be able to list your position]

a. Salary
 (Please be specific.  Do not write “negotiable”)

                      From:   



To:   

 Maximum length of initial contract you are prepared to offer is 
 
years.

b. What fringe benefits is your school/congregation prepared to offer? Please check all that apply.

Major Medical?
      Yes  


 No 




Individual health plan     Full coverage_____ 
  %age of coverage)_____


Family health plan? 
       Full coverage_____
   %age of coverage_____
        

Professional Development and JEA Convention?
Yes/No 

Long-term Disability Insurance? 


           Yes/No 


Pension Plan?  




           Yes/No 

Sabbatical?





           Yes/No 



Other benefits in compensation package?  (e.g. children’s school tuition, synagogue membership, cell phone, etc.) 

 Do you provide housing or a housing allowance for your educator?    Yes/No 
 
 

 Will you assist in obtaining housing for your educator?     

    Yes/No 

 Will expenses for interviews be reimbursed?    


               Yes/No 
Do you provide a moving allowance?                                                     Yes/No

8. Are you advertising for this position in local/ regional/ national newspapers? Yes / No

 If yes, please attach a copy of the advertisement as well as any other posting in print that you have prepared.

9. We have a number of publications that can facilitate your search. 
Have you received either: 
“A Guide to the Search Process for USCJ Schools”   or

 “Searching for a New Head: A Guide to the Search Process for Solomon Schechter Schools?”                                       Yes  

    No 


  

If no, please indicate to whom to send it 

Name                                                           e-mail address 

Phone 

10. Is there any additional information that we should know about this position?

Important procedures to follow: 

* Please notify each candidate immediately upon receiving their resume and application to let them know that their information has been received.    

If you are not interested in their candidacy it is appropriate inform them immediately by email and/or directly by letter. 

* Kindly keep the Placement Consultants advised as to the results of all interviews.

* The Placement Consultants stand ready to work with you through each aspect of placement.  It is our expectation that we will be advised as to the results of all of our candidate’s interviews.

* Notify the Consultants immediately when the position has been filled so that we can remove the posting from the placement list. At that point you are to notify each of the applicants to thank them for their interest and to inform them that your position has been filled.

Return this application by e-mail to: 
Dr. Elaine Cohen for Solomon Schechter Schools  Cohen@uscj.org 
Wendy Light for Congregational Religious Schools   Light@uscj.org 
Maxine Handelman  for Early Childhood Education, Handelman@uscj.org  
IMPORTANT NOTE: United Synagogue of Conservative Judaism and Jewish Educators Assembly are membership organizations offering job referral services for our constituents. In referring potential candidates to schools and/or synagogues we do not make reference checks or qualitative judgments regarding the candidate’s professional experience. The school’s search committee should read each resume attentively and carefully, and verify personal information   (including degrees awarded) and the candidate’s professional performance references, as well as conduct background, criminal, drug and child abuse checks, which are standard employment practice in most states.

Sending the applicant’s file to you does not constitute a recommendation or endorsement of his or her candidacy.  Should you wish to speak to us, do not hesitate to contact any of the Consultants by telephone.












