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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  
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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. 

 

3. You only need to create an account once. Click the link "Register".  

Candidates that used the application system last year should enter with their old passwords 

 

 

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 Register. Make sure to use a valid email address, 

as you will receive an email with the account activation link. 

 

https://sepherapp.pdekritis.gr/
https://sepherapp.pdekritis.gr/
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5. The activation email will look like the following:

 

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. 

 

 

3. If your login credentials are correct, a welcome message will appear. Click OK, and the next screen 

will load. Click "Proceed". 

 

https://sepherapp.pdekritis.gr/
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B1. Applicant  Information 

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

 

5. Fill in your personal detail.:  

 

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. 

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 

  

mailto:it@kritis.pde.sch.gr
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B2. Creating and Submitting the Application 

8. Click on "Manage Applications".  

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

 

 

10. A form will open.  

 

 

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, Γ1(C1), Γ2(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. 
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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. Fill in your exact teaching experience (Years, Months, Days) in Education. 

h. In the "Relevant University Degree" field, provide the exact title of your main degree for the 

position you are applying for. 

i. In the "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: 

 

 

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):  

 

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 
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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 

 

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.  

 

 

 

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

 

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

 

 

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.  

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

2. Enter your username and password, click "Log In" and then click "Proceed" 

3. Your Applications will appear, as shown in the image below: 

 

 

4. Click the icon              to submit your appeal. On the page that appears, write a brief description 

of the reasons for your appeal and click “Save.” 

 

 

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

button. 

 

 

 

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. 

 

 

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


