
6312:  Filling Administration Vacancies 

The Exeter-West Greenwich School Committee believes that every applicant for a 

district position should be treated the same in the recruitment, screening, interview and 

selection process.  This improves the expectation of hiring the most qualified candidate 

while reducing the risk of unfairness claims. 

Proclamation 

The school committee herein established a clear and uniform path that shall be 

followed in the hiring of district administrators.  Stakeholders are brought into the 

process as members of screening and interview committees.  Each candidate is subjected 

to the same interview questions and given equal opportunity to present their personal 

values and qualifications for the position in their own words.  The process assures that the 

district hires the best-qualified candidate. 

Scope of Policy 

This policy covers the hiring process for administrators from posting the vacant 

position to offering a contract to the successful candidate.  The process is outlined below:  

 Posting and advertising the position, 

 Qualification screening of applicants, 

 Interview and selection process, 

 Career background check, contract offer, and 

 Search committees makeup 

Posting and Advertising 

When an administrative vacancy occurs, the school committee will authorize the 

superintendent to recruit a replacement administrator.  The superintendent will post the 

position and will, if needed, advertise the position in newspapers and education 

publications. 

Qualification Screening of Applicants 

The Superintendent, ad-hoc district administrators, and available search committee 

members will screen applicant responses and select applicant candidates for interviews. 

Interview and Selection Process 

The Interview and selection process will follow the sequence below: 

 The superintendent will schedule interviews. 

 The search committee, chaired by the superintendent (or designee), will meet and 

formulate a set of interview questions that will be asked of each candidate 

interviewed. 

 The search committee will conduct the interviews and recommend one or more 

candidate(s) of their choice, for further consideration by the superintendent. 

 The superintendent will interview—one-on-one—the recommended candidate(s), 

and if satisfied, in turn, recommend that the school committee appoint the finalist 

candidate. 

 If the superintendent is not satisfied with the search committee’s recommended 

candidate(s) or if the search committee cannot come to a recommendation, the 

recruitment and screening process will be renewed. 

Career Background Check 

Candidate confidentiality shall be maintained throughout the recruiting, 

interviewing, and finial selection processes.  Career background inquiries will be 



conducted only with candidate concurrence.  If the interview results in an offer of 

employment, the applicant shall be informed that they must submit to national and state 

criminal back ground screening not later than one week prior to beginning employment; 

and that, the offer for employment is conditioned upon their submission to the checks and 

receipt of favorable reports from the screening.  

Appointment Process 

To facilitate the finalist candidate’s exposure to the school committee prior to 

recommending appointment, the superintendent will forward the candidate’s resume to 

members of the school committee; and subsequently introduce the candidate to the 

committee at a meeting where committee members may ask questions of the candidate.  

Such interaction with the candidate will not extend to the scope of the search committee’s 

interview.  However, members may ask questions relating to the candidate’s work 

experience, expectations and vision for and understanding of the administrative position, 

and any other questions that may provide member confidence that their vote to confirm or 

deny the appointment will be in the school district’s best interest. 

Unless there is compelling urgency to conclude the appointment, school committee 

members will be given time to consider the appointment after the introduction meeting 

and opportunity to vote at a later meeting where the superintendent will recommend 

appointment. 

Contract Offer 

After the school committee appointment, the superintendent shall offer the appointed 

candidate a conditional contract that provides employment for one year with an additional 

two-year option based on performance evaluation; provided however, on a case-by case 

basis and on the superintendent’s recommendation, the school committee may approve a 

conditional contract with differing duration.  Subsequent to May 14, 2013 and on the 

recommendation of the superintendent, contract renewals for district administrators shall 

have up to a three-year duration.  The conditional offer of employment shall depend on 

the appointed candidate submitting to the above background screening and receipt of a 

favorable report from such screening.  If the appointed candidate is a current district 

employee, the conditional contract requirements will not apply.       

 Search Committees Makeup 

Search committees, as appropriate to the vacancies to be filled, are listed below.  The 

school committee may change the makeup of a search committee to meet special 

circumstances.   

Building Principal and Directors of Administration, Special Services, and 

Curriculum— The committee will have eight members: the superintendent (or designee); 

three members appointed by the superintendent, one of which will be from the non-

certified staff; two school committee members; and two parents appointed by the school 

committee. (The superintendent shall serve ex officio without voting privileges.) 

Assistant Principal—There will be a five-member committee: the superintendent (or 

designee), the building principal, a school committee member, and two members 

appointed by the superintendent.  (The superintendent shall serve ex officio without 

voting privileges.)  



Assistant Director of Special Services—There will be a five-member committee: the 

superintendent (or designee), the director of special services, a building principal and two 

special education teachers.  

Supervisor of Maintenance and Custodial Services and District Treasurer—There 

will be a two-member committee: the superintendent and the director of administration. 

Superintendent—When the office of superintendent is vacated, the school committee 

will form the search committee, design the search process, conduct the interviews, 

prepare the contract and make the final selection. 

Effective Date 

This amended policy shall become effective on the date the amendment is adopted. 
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