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Non-Teaching Staff  Application Checklist  
 
The following items are included in the Teacher Application Packet: 
 

!  Non-Teaching Staff Application 
!  Staff Health Form 
!  Philosophy of Education 
!  Statement of Faith 
!  Professional Reference 
!  Personal Reference 

 
 
Please complete and/or submit the following items in order to be considered for a 
position at BCA: 
 

!  Non-Teaching Staff Application (with Christian Testimony attached) 
!  Professional Reference 
!  Two Personal References (one from a pastor, one from a friend) 
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Non-Teaching Staff  Application  

 
Your interest in Bucharest Christian Academy  is appreciated. We invite you to fill out this application 
and return it to BCA via email or post. 
 
Please also have someone submit the following references on your behalf:  one professional and two 
personal (pastor and a friend).  These forms should be submitted directly to BCA, via post or email. 
 
A. APPLICANTÕS NAME AND BACKGROUND INFORMATION 
 
Full name: ________________________________________________________________________ 
 
Application date: ________/________/________Date available: _________/________/____________ 
       month        day  year        month        day  year  
 
Present address: 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
Phone:  Days: (______) ______________ Evenings: (______) _________________________ 
 
Best time to call you? ____________________    E-mail:  ___________________________________ 
 
Permanent address and phone number (if different from present address) 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
Marital Status (optional): [  ] Single   [  ] Married   [  ] Widowed   [  ] Divorced 
 
 
Please list the position(s) for which you are qualified:  
 
_________________________________________________________________________________ 
 
Are you available to serve at BCA for:  [  ] one year   [  ] two years    [  ] career   [  ] flexible 
 
If you have had cross cultural experience, please describe. 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
How did you learn about the position for which you are applying? 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
With which sponsoring mission organization do you plan to be affiliated? 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
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B.  PROFESSIONAL QUALIFICATIONS  
 
Formal Training  
 
What degree or degrees do you hold? 
 
Degree    Date Received    Issuing Institution                                    
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
Your Major(s) 
_________________________________________________________________________________ 
 
Your Minor(s) 
_________________________________________________________________________________ 
 
Have you completed any study of a post graduate nature? 
 
                 subjects                semesters           completed courses 
   

   

   

 
 
 
Work  experience  
 
Sequentially list your work experience with most recent first. 
 
Name of Employer                 Position                    Dates                                Reason for Leaving 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
 
_________________________________________________________________________________ 
 
 
List any other activities in which you have been involved that you believe would assist in a  
cross-cultural environment. 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
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List any professional journals you subscribe to or professional organizations you belong to. 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
 
In what professional development activities have you participated during the past five years? (e.g. 
workshops, seminars, lectures, conferences) 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
 
 
C.  CHRISTIAN BACKGROUND  
 
* On separate paper, briefly give your Christian testimony, including how you became a 
Christian and how you have grown as a Christian.  
 
Bibl e 
 
Do you believe the Bible to be the ONLY inspired and infallible Word of God, our final authority in all 
matters of faith, truth and conduct? 
 
 Yes [  ]  No [  ]   Signature: __________________________ 
 
Statement of Faith  
 
Please carefully read our Statement of Faith and indicate by your signature your support. 
 
       Signature: __________________________ 
 
 
If you hold any convictions which are not in the Statement but which you believe are worth stating, 
please list below (e.g. Christian music, style of worship). 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
What is your denominational preference? ________________________________________________ 
 
What is your local church affiliation? ____________________________________________________ 
 
Are you presently a member in good standing? ________________Years? _____________________ 
 
In what church activities are you involved and with what degree of regularity? 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
In what other Christian service have you participated since becoming a Christian? 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
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Devotional Life  
 
Describe your routine of personal Bible study and prayer. 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
  
ApplicantÕs Signature _______________________________     Date __________________________ 
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In the event that I cannot make a decision for myself in an emergency situation, I hereby give 
permission for the school to secure treatment for me and I assume financial responsibility for 
treatment. 
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Statement of Faith  

 
From its founding the students, teachers, and leadership of Bucharest Christian 
Academy, though from varied denominational and cultural backgrounds, have 
exhibited a unique spirit of harmony.  Recognizing and welcoming our diversity, we 
call one another to continued unity in Christ, affirming together that we believe: 
 
1. The Scriptures, both Old and New Testament, to be the inspired Word of God, 

without error in the original writings, the complete revelation of His will for the 
salvation of men.  It is the supreme and final authority in all matters on which it 
speaks. (Matthew 5:17-19; II Peter 1:21; Acts 17:11; II Tim. 3:16) 

 
2. In one God, Creator of all things, infinitely perfect and eternally existing in three 

persons, Father, Son, and Holy Spirit.  (Exodus 20:3; Deut. 6:4; Matthew 
28:19) 

 
3. That Jesus Christ is true God and true man, having been conceived of the Holy 

Spirit and born of the Virgin Mary.  He died on the cross as a sacrifice for our 
sins according to the Scriptures.  Further, He arose bodily from the dead, and 
ascended into heaven, where at the right hand of God the Father, He now is 
our High Priest and Advocate until His return to earth in power and glory. 
(Matthew 1:23-25; John 1:1-4; Rom. 5:8,9; Acts 2:23,33; Phil. 2:6-8; Heb. 7:25) 

 
4. That the ministry of the Holy Spirit is to glorify the Lord Jesus Christ, and 

includes convicting men of sin, regenerating the repentant, and indwelling, 
guiding, instructing, and empowering the believer for godly living and service. 
(John 16:7-15; 1 Cor. 2:1-16; Rom. 8 & 12; 1 Cor. 12-14; Eph. 5:18) 

 
5. That man was created in the image of God but because of sin is now lost and 

can obtain salvation and spiritual life only through regeneration by the Holy 
Spirit. (Gen. 1:27; Rom. 3:9-20, 5:12; Eph. 2:8,9) 

 
6. That the shed blood of Jesus Christ and His resurrection provide the only 

ground for justification and new life for all who believe.  Only those who receive 
Jesus Christ are born of the Holy Spirit and thus become children of God. (1 
Peter 3:18; John 1:12,13; Rom. 6:4,5) 

 
7. That all such believers are united together in the body of Christ, of which He is 

the head. (1 Cor. 12:12,13; Eph. 4:15,16; Col. 2:19) 
 

8. In the bodily resurrection of the dead: the believer to everlasting blessedness 
and joy with the Lord, the unbeliever to everlasting judgment and 
condemnation. (Rev. 20:12) 
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Philosophy of Education  
 
The philosophy of BCA is based on a God-centered view that the Bible is the inspired word of 
God as affirmed in our Statement of Faith. The educational process touches every area of life 
- physical, emotional, moral, intellectual, social, and spiritual - in training the student to live 
wisely in an increasingly complex world. BCA affirms and encourages the pursuit and 
examination of ideas, knowledge and truth in an open forum, evaluating these by the biblical 
principles. The Bible speaks to all areas of life, and is essential in the development of an 
educated person.  
 
Our school motto from Philippians 2:15-16a says, 'So that you may become blameless and 
pure, children of God without fault in a crooked and depraved generation, in which you shine 
like stars in the universe as you hold out the word of life'. Our goal is to prepare our students 
to be creative, critical thinkers, academically prepared for the post-secondary education of 
their choice, fulfilling God's purpose for their lives personally and vocationally, with their own 
sense of worth and acceptance of the worth of others. In order to accomplish the goal BCA 
recognizes that:  

• Parents are responsible for the education and training of their children.  
• BCA becomes a partner with the parents by providing formal education in accordance 

with the Statement of Faith, policies and curriculum.  
• Learners are precious individuals with God-given uniqueness who are encouraged to 

develop to their full potential. (Matt. 19:13-14; Psalms 149:13-17)  
• The Director, teachers, administrators, and other staff members are vital contributors 

to the growth and learning process of the individual child. (2 Tim. 2:1,2)  

BCA Endeavors to:  

• Maintain high academic standards and goals (Col. 3:23)  
• Create a nurturing environment with sufficient structure and discipline to promote 

effective learning.  
• Create an environment conductive to developing a feeling of worth in each individual.  
• Foster an appreciation of and respect for Romania as well as for ethnic diversity 

within the school. (Rev.7:9)  
• Weave biblical principles throughout the whole school experience. (2 Tim. 2:15; 

3:16,17)  
• Utilize the best-integrated curriculum available.  
• Employ or permit activities that are congruent with our philosophy.  
• Encourage each student to develop physically, socially, and spiritually, as Jesus grew 

in wisdom and stature, and in favor with God and man. (Luke 2:52)  
• Create an awareness of the different Christian ministries of the BCA community.        

(1 Cor. 12:12)  
• Care for the well-being of the teaching staff. (John 13:34) 
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Professional Reference Form  

 
 
Our school has received an application from:  ____________________________________ 
 
for the position of ______________________.   
 
 
We would appreciate your opinion on the applicantÕs ability to fill this position. The applicant 
has agreed that we have the right to keep your reference confidential. Thank you for your 
honest assessment of their skills and abilities. 
  
 
Your name: _______________________________________________________________ 
 
Position: _________________________________________________________________ 
 
Name of church/business/organization: _________________________________________ 
 
Address: _________________________________________________________________ 
 
_________________________________________________________________________ 
 
Phone:  Daytime: (_________) ____________  Evenings: (_________) ___________ 
 
Position(s) held by applicant: 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
 
Dates of service: _____________________________________ [  ] Full time     [  ] Part time                                        
 
Reason for leaving (if applicable): 
_________________________________________________________________________ 
 
Would you have any reservations about rehiring this applicant? ______________________ 
 
How would you rank this person as compared to others that you have supervised? 
 
 [  ] Top 5%  [  ] Next 20%  [  ] Middle 50%  [  ] Low 25% 
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A.  WORK PERFORMANCE  
 
Please write the number that most closely applies: 
 
1 Ð Outstanding, 2 Ð Above Average, 3 Ð Satisfactory, 4 Ð Improvement Needed,  
5 Ð No Opportunity to Observe 
 
 
____ a.  Evidences initiative (sees what needs to be done and does it) 
         
____ b.  Works in harmony with colleagues 
 
____ c.  Demonstrates knowledge and skills necessary for position 
 
____ d.  Communicates and relates effectively with employer/supervisor    
 
____ e.  Uses work time efficiently 

 
____ f.   Seeks advice when needed and exhibits a desire to learn 
 
____ g.  Serves with a cheerful attitude 
 
____ h.  Possesses a teachable spirit (able to receive and learn from constructive feedback)
   
____ i.  Is reliable and dependable in carrying out assigned tasks  
 
____ j. Is accurate and prompt in record keeping and in responding to communication 
 
 
B.  PROFESSIONALISM  
Please write the number that most closely applies: 
 
1 Ð Outstanding, 2 Ð Above Average, 3 Ð Satisfactory, 4 Ð Improvement Needed,   
5 Ð No Opportunity to Observe 
 
 
____ a.  Follows ethical and professional practices  
 
____ b.  Interacts sensitively with colleagues, customers/clients, administrative and support  
   staff, and community  
 
____ c.  Handles conflict in a biblical manner      
 
____ d.  Shows support for authority 
 
____ e.  Is punctual to work each day and misses very few days of work   
       
____ f.   Makes good decisions after considering necessary information 
 
____ g.  Dresses appropriately within the dress code guidelines     
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Should Bucharest Christian Academy have any reservations about BCA hiring this 
applicant? 

 

_________________________________________________________________________________ 
 
_________________________________________________________________________ 

 

 
 

Additional comments: 

_________________________________________________________________________ 
 

_________________________________________________________________________ 

 

_________________________________________________________________________ 
 

_________________________________________________________________________ 

 
_________________________________________________________________________ 

 

 
 

Please provide the name and email address of two other references we could contact with 

regard to this applicant. 

 
Name:  ____________________________ Email address:  _______________________ 

 

 
Name:  ____________________________ Email address:  _______________________ 

 

 
 

 

Please return this form to BCA (via post or email), not to the applicant.   

 
 

Thank you for your assistance! 
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Personal Reference Form 
 

Our school has received an application from ___________________________ for the 
position of: _________________________. 
   (position title) 
  
We would appreciate your comments on the applicant’s ability and suitability to fill this 
position. We will keep your reference confidential.  Please seal and post or e-mail this 
reference form back to BCA. Thank you for your help. 
 
 
Your name: _________________ Relationship to the applicant:  __________________ 
 
Phone number:  ___________________    Email address:  ______________________ 

 
How long have you known the applicant? ______________________________________ 
 
 
Has this applicant demonstrated a strong commitment to Christian living? 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
 
Would he / she be a good Christian role model for students? 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

 
Are there areas of concern that would affect this applicant’s effectiveness as a role model in 
an international community?  

 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
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A.   ApplicantÕs Ability to Interact in Relationship  
 
Please write the number that most closely applies to this candidate: 

 

1 – Always,   2 – Often,    3 – Rarely,    4 – Never,    5 - No Opportunity to Observe 

        
This person is:  
 

___ a.  withdrawn        
 

___ b.  timid        

 

___ c.  reluctant to express an opinion     
 

___ d.  vivacious        

 
___ e.  thoughtful of others’ needs      

 

___ f.  critical of others/colleagues      
 

___ g.  complaining        

 

___ h.  supportive of authority      
 

___ i.  honest and fair        

 
___ j.  sensitive to the feelings of others     

 

___ k.  patient with others       
 

___ l.  self controlled in all circumstances     

 

___ m.  easily depressed       
 
  
 
 

Should Bucharest Christian Academy have any reservations about hiring this applicant?  

 

__________________________________________________________________________ 
 

__________________________________________________________________________ 

 
__________________________________________________________________________ 
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B.   Applicant’s Relationship to the Work Environment 

 
 Please write the number that most closely applies to this candidate: 
 
 1 Ð Always    2 Ð Often    3 Ð Rarely    4 Ð Never    5 - No Opportunity to Observe 
 
Does this person?                                                                               

 
___ a.  Present creative ideas         
 
___ b.  Contribute to a positive work environment     
 
___ c.  Work collaboratively        
 
___ d.  Relate to young people / children      
 
___ e.  Listen and respond to the opinions of others 
 
___ f.  Behave rationally when under stress  
     
___ g.  Initiate positive ideas and activities for the benefit of others 
 
___ h. Demonstrate willingness to accept a range of responsibilities 
 
___ i.  Demonstrate energy and enthusiasm      
 
___ j.  Demonstrate a positive attitude to life     
 
___ k.  Have a sense of humor       
 
___ l.  Adjust to new situations       
 
Additional comments? 
__________________________________________________________________________ 
 
__________________________________________________________________________ 
 
__________________________________________________________________________ 
 
__________________________________________________________________________ 
 
 
Please list the names and e-mail addresses of two other people who know this applicant well.  
They maybe contacted for additional references. 
 
 
Name _________________________________  E-mail ___________________________ 
 
 
Name _________________________________  E-mail ___________________________ 
 
 
Thank you for your assistance! 


