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HIRING 
 
Advertising Vacant Positions 
Vacant positions may be filled through the assignment or reassignment of qualified district employees, through 
internal postings, advertisement in local, area, or national media, professional publications and/or any other 
method determined to be in the best interest of the district. Positions may only be advertised with the approval 
of the Superintendent. Any advertisement may be canceled, corrected or re-advertised upon the approval of 
the Superintendent. 
 
A job advertisement will include: the position title, the work location(s) for the vacancy or vacancies, the closing 
date (all applications must be received as specified on the date of closing unless there is a limited number of 
applicants (3 or less per position), at which time the closing date may be extended), instructions for filing an 
application/resume’ to include: the person designated to receive applications, any required documents, and 
any additional factors to be considered in filling the vacancy, such as: 
 

1. Consideration may be limited to internal applicants; or 
2. Special working conditions that an applicant must be willing to accept, e.g., frequent travel; or 
3. Selective qualifications for education or experience; or 
4. Requirements for the specific position, e.g., specific certifications, commercial driver’s license; or 
5. Demonstration of specific skills. 

 
Interview Process 
Vacant positions will be filled using the interview process outlined in this procedure unless the vacancy is filled 
through the assignment or reassignment of a qualified district employee (requires respective employee request 
for reassignment/transfer, recommendation from both the current and future respective campus 
director/supervisor).  
 
In order to be considered for an advertised position, an applicant must: 

1. Ensure delivery of an application/resume’ to the person specified on the job advertisement; and, 
2. Provide all required documentation to demonstrate possession of the minimum qualifications for the 

position; and, 
3. Be available to interview at the scheduled date and time. 

 
The Superintendent or H.R. Manager is responsible to: 

1. Ensure the date received is recorded on all applications. 
2. Ensure that the applicant provides all supplemental documentation pertinent to the job qualifications 

or other advertised criteria. 
3. Ensure applicants who did not meet the application deadline, did not meet the minimum 

qualifications, or have not provided other advertised criteria are screened from the selection and/or 
interview process. 

4. Schedule selected applicants for interview. 
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5. Ensure immediate supervisor completes reference checks on all applicants selected for an interview 
prior to the date of the interview. 

 
The Superintendent or H.R. Manager will ensure that: 

1. Committees are selected in accordance with these procedures; and, 
2. The interview questions are developed in accordance with these procedures. 
3. The number of applicants to be selected for second interviews (if needed) is determined prior to 

interviews or left to the discretion of the interview committee. 
 
Interview committees will normally meet the following guidelines: 

1. Two members or more; and 
2. Each member must occupy a position organizationally equal to or higher than the position being filled; 

and, 
3. The committee should include both male and female members if reasonably possible. 

 
The H.R. Manager will ensure that: 

1. Resumes’/applications, references and supporting documents are reviewed by the committee. 
2. Selected applicants are interviewed and rated; and, 
3. A record of the interview and selection process is made in accordance with these procedures. 

 
Interviews will be conducted in a manner which affords each applicant equal opportunity. 

1. Interview questions will be developed prior to interviews being held, will be job related and designed 
to elicit behavioral examples of an applicant’s knowledge, skills, and abilities pertinent to the position 
being filled; and, 

2. A set of questions will be asked of all applicants interviewed for any one (1) position but shall not 
preclude any follow-up questions; and; 

3. A relevant rubric will be completed by each interview committee member for all applicants 
interviewed; and, 

4. Any required exercise, such as a demonstration or skills test must be rated as though it were a response 
to an interview question; 

5. Committee members may make a written record of the applicants’ responses to the interview 
questions; 

6. Second Interviews may be conducted, when deemed necessary, by the committee or Superintendent. 
 
Recommendation for Employment 
The interview committee will make a recommendation to the Superintendent. This recommendation must be 
in writing and must be signed by a majority of the interview committee to be considered valid. Upon receiving 
the recommendation from the committee the Superintendent may forward the recommendation to the Board 
of Education or ask the committee for another recommendation. 
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The Superintendent will make the recommendation for appointment/employment to the Board of Education. 
Should the Board of Education decline to approve the Superintendent’s recommendation, the Superintendent 
may submit additional recommendation(s), if available, not to exceed a total of three (3), until approved. 
 
The Superintendent may give temporary approval for an applicant to enter on duty prior to approval by the 
Board of Education when exigent circumstances exist. 
 
Recommendations for appointment/employment will be conditional upon satisfactory completion of: 

1. A background investigation, relevant to the position be filled, to include: employment references, 
personal references, criminal, financial (e.g., Superintendent, Deputy Superintendent, CFO, Treasurer) 
and driving history. 

2. Pre-Employment drug screening, if required. (Drug screening is at the discretion of the 
Superintendent.) 

 
The Superintendent is not required to make any recommendation, and may elect to keep a position vacant, re-
advertise the position, fill the position through the assignment or reassignment of a qualified district employee 
or the Superintendent may recommend an applicant from a previously interviewed applicant pool (not to 
exceed 180 days from the date of recommendation) if the applicant meets the minimum qualifications for the 
position being filled when it is determined by the Superintendent that it would be of the best interest for the 
efficient or lawful operation of the School District. 
 
Retention of Records 
Documentation will be retained in a confidential file by the Superintendent or H.R. Manager for a minimum of 
two years following an advertisement/appointment or the conclusion of any legal action concerning the 
appointment. 
 
The following documentation of the selection process will be retained: 

1. A copy of the advertisement (if applicable). 
2. All applications/resumes and any attachments. 
3. A list of all interview questions used during first and second interviews. 

 
 


