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Regional Directorate of Primary and
Secondary Education of Crete

Guide for Registration and Application Submission for Substitute Teacher
Candidates of the School of European Education in Heraklion

General Instructions

1. Applications must be submitted exclusively online at: https://sepherapp.pdekritis.gr

2. To submit an application, account creation is required, if the candidate does not own one. The steps
for creating an account are described in Section A. User Registration of this guide.

3. After logging into the platform account, the candidate is able to submit the application along with
the supporting documents. The steps for this are described in Section B. Application Submission.

4. Candidates applying for more than one position must upload all supporting documents with each
application. Documents attached to one application will not be taken into account for the scoring of
other applications.

5. No additional documents will be accepted after the submission deadline.

6. If a candidate wishes to modify or supplement the application before the deadline, he may do so by
submitting the modified/supplemented application and relevant documents via the application
system


https://sepherapp.pdekritis.gr/

A. User Registration

1. Visit the website: https://sepherapp.pdekritis.gr using a web browser, like Firefox or Chrome.

2. Select language: Greek or English.
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3. Youonly need to create an account once. Click the link "Register".

Candidates that used the application system last year should enter with their old passwords
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4. You will be asked to fill in the desired username, email address, last name, first name, and
password. After filling in the required fields, click (X g} Make sure to use a valid email address,
as you will receive an email with the account activation link.

Regional Directorate of Education / Crete

Username®

Required. 150 characters or fewer. Letters, digits and @/,/+/-/_ onl

Email address



https://sepherapp.pdekritis.gr/
https://sepherapp.pdekritis.gr/

5. The activation email will look like the following:
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©:pa Account activation

Hello, ituser
This 1s the account activation link:
https://sepherapp.pdekritis.gr/el/sepuser/activateaccount/NA/cril9]-b6adde5f2364calbocl9ed12bde520e7/

6. Click the link in the email. A message will appear confirming that your account has been
successfully activated. If the link is clicked multiple times by mistake, a different message may
appear, but activation will still be completed.

B. Application Submission

1. As with registration, visit: https://sepherapp.pdekritis.gr/ , select your language, and then click Login.

2. Enter your username and password from registration, as shown in the picture (below). Then click
Login again.

Regional Directorate of Education / Crete

Username®
Password*

Don't you have an account? Register here

Forgot your password?

© RDE Crete 2025 | Home | Login | support email: itfatikritis.pde.sch.gr

With the Power of Django

3. Ifyourlogin credentials are correct, a welcome message will appear. Click OK, and the next screen
will load. Click "Proceed".

School of European Education, Heraklion
Management of Applications for Teaching Positions

Welcome back ituser!
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B1. Applicant Information

4. Click the button "Create Applicant Information Form" (only required once):

Regional Directorate of Education / Crete Y t

Applicant Information

User Surname Name Fathername Mothername Mobile Homeaddress Actions
© RDE Crete 2025 | Home | Login | support email: itfat]kritis pde.sch.gr
With the Power of Django
5. Fill in your personal detail.:
™
-
Applicant Information Form

Fathers Name: I: Mothers Name: I:
Identification document number: ‘ ] Gender: Not Stated v
Date of Birth: = Birth Place: ]
Home Address: I: Marital Status: I@
Mobile PhoneNo: Home PhoneNo:

Cancel
Attention: The fields Surname, Name, Fathers Name, and Mothers Name must be filled in correctly as you
want them to appear on your application (capitalized or not). To change them later, you must send an email
to: it@kritis.pde.sch.gr

6. Click Save to proceed.

Applicant Information

User Surname Name Fathername Mothername Mobile Homeaddress

g B

UPDATE YOUR PERSONAL INFORMATION (e.g. ID) IF NEEDED!
A\ GREEK MALES NEED TO FILL MALE REGISTRATION AND MILITARY NO!

Actions

7. If you made a mistake in any personal details (except the name fields mentioned above), click
"Personal Information" (on the right), make corrections, and click Save again.
CAUTION: Candidates that have an account already in the application system should update their
information if needed. Greek males need to fill mail registration and military number
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B2. Creating and Submitting the Application

8. Click on "Manage Applications".

9. Inthe new tab, click "Create Application" (top left).

Regional Directorate of Education / Crete

Home Language ~ Logout(ituser)

[BF Create Application

— Applications

ApplicationlD Schoolyear Surname

© RDE Crete 2025 |

y Annou

Home | Login | support email: it[at]kritis.pde.sch.gr

With the Power of Django

actions Status

10. A form will open.

Home Language > Logout(ituser)

Regional Directorate of Education / Crete

4 Application Form

Application for Vacancy Position: | -——————

~|

Apply for Primary Cycle: O
Apply for FullTime position: O

English Native Speaker.

o Qg

English C2 for non Native English
Speakers:

Apply for Secondary Cycle:

Apply (even) for
PartTime/HourPaid position:

Other Language Native Speaker:

European Schools served:

Working Experience in European Eur.YEl[ur-M:DEur-D:D

Schools (Years, Months, Days)

Working Experience in Education

Eull description of teaching_positions in

Vacar

[m]

You must check this checkbox

if you wish to work even parttime

No or Otherv

o V-

Relevant University Degree: ‘r tle of Studies

List of Publicatio

s

List of Publications:

Comments

| Comments:

Save

Cancel

11. Complete the relevant fields.:

a. In the field "Application for Vacancy Position": Select from the dropdown the position
you’re applying for (e.g., A1, A2, B1, B2, I'1(C1), M2(C2), etc.). Each position code is explained

in detail in the vacancy announcement.

b. Based on the selected position, the educational cycle (primary, secondary, or both) is auto-

filled. You may adjust them but ensure that they are consistent with the selected position.

c. Also, “Apply for Fulltime position” is auto-filled after selecting position. If you're willing to
work part-time, you should check the “Apply (even) for PartTime/HourlyPaid position”

checkbox.



d. Indicate if you are a native speaker of English or another language, or a non-native speaker
certified at least with C2-level English.

e. If you have worked at European Schools before, indicate which ones.
f.  Fill in your exact teaching experience (Years, Months, Days) in European Schools.
g. Fillin your exact teaching experience (Years, Months, Days) in Education.

h. Inthe "Relevant University Degree" field, provide the exact title of your main degree for the
position you are applying for.

i. Inthe "List of Publications", list article/book titles, authors, year, and importantly the ISBN,
ISSN or DOI. No credit will be given without one of these identifiers.

j.  Finally, click the "Save" button and you will see a message indicating that you have to upload
the relevant supporting documents before attempting to submit your application.

12. Then the following page appears:

Regional Directorate of Education / Crete

Create Application

Applications

ApplicationlD Schoolyear Surname FirstName Vacancy Announcement Position actions Status

1 760f53e3-f72b-455d-9617-e22d7c0f0cfc  2024-2025 IT USER A1 / Nnmerywydv (Nursery) / EN / PrimFT(2) 1 ﬁ],;ﬁu %Zi.\r:ad Submit %We"le.'r &

13. After saving the application, a page will display with your Application ID. This ID is the unique
number that corresponds to the specific application and you should save it.

14. Then you should select “Upload” to add all relevant files in the “Attachment Files Folder” where all
attached files are listed, as shown in the picture (below):

m Back to Application
?‘D A\t tachment Files Folder (0 bytes)

Application : €764c094-04d9-4d9¢-8870-4736f27dcbbd  For position 2025-2026 / 2 (C2) / TaAAuiv (French Language) / FR / PrimFT(1) SecoFT(3)
Your application + attachments can/will be sent via email

Type Descr File Size actions

CAUTION: Candidates that applied last year can load the attached files of their last application for
this type of position by clicking the red button. Solemn Declaration and Declaration regarding
Interview files ARE NOT LOADED, as they are embedded , from now on, in the application form.

Candidates are responsible of checking the validity and accuracy of every file loaded by this
function



15. Specifically to upload your documents click "Add File" for each document you want to upload and
then:

a. Select the document type from the dropdown
b. Write a short description

c. Choose the file from your device

d. Click “save”.

Accepted file types: pdf, zip, docx (and doc), odt, jpg, png, gif Maximum file size: 5MB

Upload Application Attachments here
Ensure to upload
1*.Bachelor Degree / BA
2*.Identification Document / 1D
3*.Curriculum Vitae / CV
Your licatic i a Solemn Declaration, and by submitting it, you accept the conditions set out in the Call for Applications.
Upon submission of your application, the required Solemn Declaration is automatically generated and attached to your application.

In addition, the required Solemn Declaration regarding whether or not you are exempt from undergoing a new interview, in accordance with the option you selected in your s also i and
attached to your application.
For your information, we provide below the texts of the Solemn Declarations that will be ically d and attached to your application.

'YOU DO NOT NEED TO COMPLETE THE SOLEMN DECLARATIONS YOURSELF OR ATTACH THEM TO YOUR APPLICATION.

Declaration document of meeting requirements(Mandatory) Retention of Interview Score Declaration , Recording declaration (one of two will be used)

Document Type:
Document Description:

Document full FilePath: Enoyr apxeiov | Aev skéxBke kavéva apyeio.

a Cance'

PLEASE NOTE: All declarations are generated automatically when you submit your application.
You do not need to upload them as attachments.

16. After each upload, you'll see the Attachment Folder showing all your uploaded files for the specific
position.

17. Once all necessary documents are uploaded, click "Submit" to officially submit your application to
the Regional Directorate of Education of Crete.

Regional Directorate of Education / Crete

Create Application

Applications

ApplicationlD Schoolyear Surname FirstName Vacancy Announcement Position actions Status

1 760f53¢3-f12b-455d-9617-¢22d7c0M0cte  2024-2025 [T UseR AT/ Namiayuoviy (Nursery)/ EN / PrmFTQ) B s (Funsas ([ en &

Click OK on the confirmation messages after reading them carefully. Depending on your internet connection,
the process may take a few moments. You should eventually see a message: “Your application has been
submitted”. You will also receive a confirmation email with your application in PDF format and all uploaded

documents in a single ZIP file.



Aitnon ZEN / SEEH Application - 387 D Ecepidieva x
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HAEKTPONIKH YOBOAH AITHZHE / ELECTRONIC APPLICATION SUBMISSION
MONAAIKOZ KQAIKOE / UNIQUE UUID: 9fa119b3-315f-44d1-bd3e-cbd64a7ea3s?

FIA MPOZKAHEH NPOZAHWHE / FOR VACANCY ANNOUNCEMENT: "VAC AN. 70135/21-6-2024 SEEH"
AITQN / APPLICANT:

EYNHMMENA APXEIA / ATTACHMENTS:
0. "AITHZH/APPLICATION" (AITHEH/APPLICATION)

1. "Mruxio1” (1* Bachelor Degree)
2. "Mruxio NAIAATQIIKOY TMHMATOE AHMOTIKHZ EKMAIAEYZHE" (1% Bachelor Degree)
3. “Tiruxi02" (1% Bachelor Degree)

4. "Bachelor" (1% Bachelor Degree)

5. “TautomnTa® (2 Identification Document)

6. "YA" (4* Declaration Document of meeting requirements)

7."ZEN Hpaxheiou™ (6.Language Cerificate C2 English)

IIEe mepimTwon avdykng aMayric aimong eviég Tou BiaoTiuaTog amioewy auTd HTTopE va yivel pévo e aTrooTol afmong pe email oty MAE Kpiimgl/
Iin case of need of application changes within the application period the only way to do this is by emailing appiication to RDE Cretel/

2 Tuvnupéva - Zapelnke ané to Gmail ©

o] ofat1ob.. v 8 9fa119b...

18. After submission, you will see the following screen:

FORM SUBMISSION

I want to finalize, lock and submit this application as well as the attached documents

I meet the requirements of the recruitment call declaration:

Please click Submit only ONCE and wait several seconds according to mail size and your connection

You must see a success message and receive a relevant email to ensure application submissionapplication submission

Click the "Submit" button, and the following tab will appear:

1
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ApplicationlD Schoolyear  Sumame  FirstN: Vacancy Position actions  Status

19. Use the "PDF" button = to view your full application, and the "ZIP" button “* to download all
attachments.

20. You can modify your application (e.g., change application data or add extra documents)
only before the deadline, by clicking the "EDIT" button (see image above), which allows | '@
you to:

a. Modify your application details using the "Edit" button and save it again using the "Save"
button.

b. Add new files using the "Upload" button. If you upload a new file that you ultimately wish
to remove, you can delete it before submitting your application. Once submitted, you
cannot delete files.

¢.  You cannot remove old files that you uploaded with your initial application.



d. When you have finished making your changes, click the "Submit" button again.
e. You can make as many modifications as you like.

ATTENTION: Your active application—, which will be considered by the Selection Committee—is
the last application submitted, regardless of how many times you modify your application. All
previous applications are automatically deactivated.

Important: If you have multiple specialties, you may submit one application per specialty. For each
application, you must upload all necessary documents.

About Objections:

1. Visit the same website, https://sepherapp.pdekritis.gr/, select a language, and then click "Log In"
Enter your username and password, click "Log In" and then click "Proceed"
3. Your Applications will appear, as shown in the image below:

2
d43a1167-fcb1-48db-99ce-ceT1ddc5cba2 : @ it = =

O
4. Click theicon == to submit your appeal. On the page that appears, write a brief description
of the reasons for your appeal and click “Save.”

OBJECTION FOR APPLICATION

| want to create an objection for the active submitted application for this position.

Objection Reasons briefly (up to 150chars):

fdsffs

| Confirm:

5. You must upload an attachment explaining the reasons for your appeal and click the "Upload"
button.

ApplicationID Schoolyear  Surname i Vacancy Position actions Status
1 fdf8cda7-ca46-46e1-bdc4-fofab759b55¢
Objection Objection for evaluation of: 2025-2026 Edit L% Uplozd (I\ Downioad submit
X d43a1167-fcb1-48db-99¢ce-ceTIddc5cha2 o

6. Once you have completed the process, click the “Submit” button, following all the steps to
complete the appeal submission, and the following screen will appear.

ApplicationID hooly i Vacancy Announcement Position actions  Status

1 fdf8cd47-ca46-46el1-bdc4-fofab759b55¢e
Objection Objection for evaluation of: 2025-2026 = @swmmaﬂ =
X | d43a1167-fcb1-48db-99ce-ce7IddcS cba2 L=

7. If you want to withdraw your appeal, click the red X to the left of the Application ID.




APPLICATION (or objection) WITHDRAWAL SUBMISSION FORM

I want to withdraw this application/objection.

I know that it will be marked 'deleted, withdrawed and inactive’, because it has been submitted.
Moreover a withdrawal mail will be sent for protocol to RDE Crete.

Withdrawal Reasons briefly (up to 150chars):

I Confirm:

Please click Submit only once

You must see a success message to ensure application withdrawal

oo [ oo

According to the process phase: your application/objection won't be at all OR will stop being evaluated OR you will be subtracted from the final evaluation tables.

8. Briefly describe the reasons for the withdrawal and click the "Submit" button.

Information about applications

Phone: 2810302452, 2810347282, 2810302459

Email: sep@kritis.pde.sch.gr

Information about the platform

Phone: 2810347287, 2810347297
Email: it@kritis.pde.sch.gr
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