
Human Resource Guidelines / Hiring Procedures 
 
The Harts Bluff Independent School District shall adhere to a policy of equal employment opportunities 
for all staff.   
 
In accordance with federal law, the District shall not fail or refuse to hire or discharge any individual, or 
otherwise discriminate against any individual with respect to compensation, terms, conditions, or 
privileges of employment on the basis of any of the following protected characteristics: 1) Race, color, or 
national origin; 2) Sex; 3) Religion; 4) Age (applies to individuals who are 40 years of age or older); 5) 
Disability; or 6) Genetic information. 
 
Opening of Position 
 
Positions in the school district are categorized as professional, paraprofessional, support auxiliary, or 
substitute positions.  In any of these categories, positions will come open in one of two ways:  1) and 
individual vacates a current position due to transfer, resignation, or termination; or 2) a new position is 
created.  The steps below must be followed to request that an open position be filled: 

 
 If an employee vacates a position, the letter of transfer, resignation or termination should be 

attached to a Personnel Requisition Form and forwarded to the Superintendent. 

 If a new position is requested, a job description of the new position should be attached to a 
Personnel Requisition Form and forwarded to the Superintendent. 

 
Upon approval by the Superintendent, the Principal/Director may post the position. 
 
Advertisement of the Open Position 
 
The Superintendent, or designee, shall create and open the vacancy in the on-line applicant system.  
Advertisement for all open positions will be processed as follows: 
 
Professional positions (administrators and teachers) 
 
In accordance with TEC 11.1513(d), the Superintendent, or designee, shall not later than the 10th school 
day before the date on which a district fills a vacant position for which a certificate or license is required 
as provided by Section 21.003, other than a position that affects the safety and security of students as 
determined by the board of trustees, the district must provide to each current district employee: 
 (1) notice of the position by posting the position on: 
  (A) a bulletin board at: 
   (i) a place convenient to the public in the district’s central administrative office; 
   and 
   (ii) the central administrative office of each campus in the district during any 
   time the office is open; and 
  (B)  the district’s internet website, if the district has a website; and 
 (2) a reasonable opportunity to apply for the position. 
 

 All advertisements are placed on the Region 8 website. 
 Additional advertising strategies such as local/statewide newspapers, external web sites, and 

professional association job bulletins may be utilized in addition to the classified ads. 



 An active recruitment plan may also include participation at local and statewide job fairs held at 
universities, colleges, and region service centers. 

 
Para-professional and Auxiliary Support Positions 
 

 All advertisements are placed on the Region 8 website by principal secretary or administration 
assistant. 

 All advertisements shall be sent out to each campus and departments for all para-professional 
and auxiliary support positions. 

 Principals/campus administrators shall ensure that job announcements are properly posted at a 
designated area. 

 Job vacancies will be posted at the Administration Building in the lobby area. 
 
Substitute Positions 
 

 A list of all substitute applicants will be maintained by the Payroll Department to facilitate pre-
screening of applicants. 

 Substitute teacher applicants will be pre-screened utilizing criminal history checks. 
 Orientation for substitutes will be held on the campus. 

 
Accepting Applications 
 
All new applicants must submit a complete application, including supplementary materials such as a 
resume, transcripts, certifications, etc.   Applications for both Professional and non-professional 
positions are posted on the Region 8 web site at https://www.reg8.net/employment  
 
Additional items are noted below: 

 Professional staff – certification, college transcripts, prior evaluations, and a resume 
 Existing employees need only submit a letter of application. 
 Applicants with prior experience in a school district are encouraged to submit copies of their 

Service Record(s). 
Applications are accepted throughout the year, but are maintained in an “active” status for a period of 
one (1) year only.  Campus principals and/or directors shall be granted access to the applications for the 
purpose of screening applicants for vacancies at their campus. 

 
Interviewing of Applicants 
 
Interview selection criteria shall be properly documented by the campus or department administrator.  
Interviewing may be conducted by a single administrator, or by a panel of staff, such as an Interview 
Committee under the direction of the Site-Based Committee. 
 
Note:  The Equal Employment Opportunity Commission (EEOC) reports that the employment selection 
process, more than any other employment practice, is responsible for the greatest number of legitimate 
charges of unlawful discrimination.  Therefore, it is important for Administrators and Interview 
Committees to be aware of legally protected areas where inappropriate questioning can leave the 
District open to costly charges of unlawful discrimination. 
 

 
 

https://www.reg8.net/employment


 
Interview Guidelines    (this section should be used for the interviewer training) 
 
The following are basic interview guidelines which should aid in ensuring that all applicants are treated 
fairly and consistently and that on job-related questions are asked in the interview. 
 

 Start the interview on time. 
 Orient the applicant early to the sequence of the interview process. 
 Open the interview by asking the applicant to state why they are interested in the position and 

what they have to offer the position. 
 Take minimal notes to avoid from distracting the applicant and to remain focused on the 

applicant’s responses. 
 All applicants for a specific position shall be interviewed by the same people. 
 A set of job-related interview questions shall be developed by the administrator and utilized for 

all applicants of the same position 
 The administrator shall develop and distribute a rating sheet to be used by each interviewer. 
 The administrator and each member of the Interview Committee shall independently rate each 

applicant. 
 All interviewers shall be trained in interviewing techniques. 
 Ensure that all interviewers know what the job entails. 
 Provide a copy of the applicant’s resume, but not application, to each interviewer for use 

before, during or after the interview – collect all copies of the resumes immediately after each 
interview. 

 Observe the applicant’s ability to communicate, his/her general personality, physical 
appearance, mannerisms, and ability to articulate concisely and logically. 

 Obtain information about personality factors that is not available on resumes or applications, 
such as judgment, flexibility, self-starter, etc. 

 Create a feeling of goodwill about the District and promote a positive image of the District. 
 Closing the interview should include providing an opportunity for the applicant to ask the 

interviewer (s) questions or to add additional information that was not covered during the 
interview. 

 Do not make any promises to the applicant. 
 Thank the applicant for their time and interest in working with the District. 
 The rating sheets should be individually completed and an overall rating determined if multiple 

interviewers have conducted the interview. 

 
 
Reference Checks 
 
Each administrator shall obtain references from previous supervisors to ensure that the prospective 
employee is suitable for the open position.  The references for the recommended applicant shall be 
forwarded to the Superintendent with the Personnel Recommendation Form. 
 

Recommendation by Administrator 
 
After the interview and reference process is complete, the administrator shall complete and submit a 
Personnel Recommendation Form to the Superintendent.  Individual interview rating sheets are public 
records and as such must be maintained at the campus level for a period of two years. 
 



The recommended applicant shall be informed that he/she will be recommended for employment, but 
that a final determination will be made by the Superintendent and/or the Board of Trustees, and that 
they will be notified verbally or in writing of the outcome. 
 
Approval Process 
 
The Principal/Director shall finalize all recommendations by ensuring that all appropriate documentation 
such as certificates, references, etc., are in order before submitting the recommendation to the 
Superintendent.  The Pre-Employment Checklist shall be used to ensure that all appropriate documents 
are on file prior to the review by the Superintendent. 
 
The Board of Trustees is authorized to hire contractual personnel.  The Superintendent has been 
authorized to hire at-will staff. 
 
Notification Process 
 
After the Superintendent approval, the candidate shall be notified by phone.  All unsuccessful 
candidates shall be notified by letter of the outcome.  The new employee shall be scheduled for 
processing and orientation. 
 
Processing of New Employees 
 
All new employees shall complete the required paperwork in the Payroll Department before reporting 
to their respective campus or department.  Of critical concern is the I-9 form, which by federal law, must 
be completed within three (3) days of employment.  The Post Employment Checklist shall be used to 
ensure that all required documents are received from and/or distributed to each new employee.  A list 
of missing items shall be provided to all new employees within five (5) days of processing.  The 
employee shall submit all missing items within 30 calendar days. 
 
 
 
New Employee Begins Work 
 
The beginning date of the new employee will be coordinated with the respective campus or department 
and the Payroll Department.  

 
 

 
 
 
 
 
 

 
 
 
 
 



HARTS BLUFF INDEPENDENT SCHOOL DISTRICT 
Pre-Employment Personnel Checklist 

 
 

Circle one:     Administrator/Professional                Paraprofessional            Auxiliary Support 
 
Name:  ________________________________________            Position:  _________________________ 
 
Campus/Department:  _____________________________________ 
 
Completed Application received:             [   ] Yes     [   ] No     Comments:  __________________________________ 
 
SBEC Certification verified:          [   ] Yes    [   ] No        Comments:  __________________________________  
 
Previous Employee:               [   ] Yes    [   ]  No       Comments:  __________________________________ 
 
Written or verbal references:          [   ]  Yes   [   ]  No       Comments:  __________________________________  
 
Copy of Driver’s License:                             [   ]  Yes   [   ]  No       Comments:  _________________________________   
 
Copy of Social Security Card:                      [   ]  Yes   [   ]  No       Comments:  _________________________________ 
 
Nepotism with Board verified:                   [   ]  Yes   [   ]  No       Comments:  _________________________________ 
 
Signed DPS form for Criminal  
Background Check:                                       [   ]  Yes   [   ]  No       Comments:  _________________________________ 
 
Eligible for rehire verified:                           [   ]  Yes   [   ]  No       Comments:  _________________________________ 
 
Transcript included:                                       [   ]  Yes   [   ]  No       Comments:  _________________________________  
 
Food Handling/Bus Certification:               [   ]  Yes   [   ]  No       Comments:  _________________________________  
 

 
 
__________________________________________        _____________________________________  
Principal/Director                  Date  
 

 
 
Approved:    [   ] Yes      [   ] No                                                ____________________________________   
                                                                                                      Superintendent/Date 
 
Approved:    [   ] Yes      [   ] No                                               Board Meeting Date:  __________________  
 

PAYROLL DEPARTMENT  
 
Date Processed:  ____________________________       
 

 



HARTS BLUFF INDEPENDENT SCHOOL DISTRICT 
Personnel Recommendation Form 

 
 
Campus/Department:  ________________________    Position:  ______________________________ 
 
Applicants Interviewed:               #Days_________________________________ 
 
__________________________________________      ______________________________________ 
 
__________________________________________      ______________________________________ 
 
__________________________________________      ______________________________________ 
 
[   ] Replacement  (Replaces:  ____________________________     [   ] New Position            [   ] Transfer 
 
Applicant Recommended:  ____________________________________________________________ 
 
Recommended Starting Date:  _________________________________________________________ 
 
Justification: 
 
__________________________________________________________________________________  
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________  
 
__________________________________________        _____________________________________  
Principal/Director                  Date  
 

 
 
Approved:    [   ] Yes      [   ] No                                                ____________________________________   
                                                                                                      Superintendent/Date 
 
Approved:    [   ]  Yes     [   ]  No                                               Board Meeting Date:  __________________  
 

PAYROLL DEPARTMENT  
 
Date Processed:  ____________________________      Starting Date:  ___________________________  
 
Data Entry Date:  ___________________________  
 
 
 
 

 



HARTS BLUFF INDEPENDENT SCHOOL DISTRICT 
PERSONNEL RECORD REQUIREMENT FOR 
TEACHERS/PROFESSIONAL PERSONNEL 

 
 

You are required by state law and/or local board policies to have the following documents in your personnel 
folder prior to your first day of employment.  We will appreciate your promptness in getting these to the 
administration office. 
 
EMPLOYEE NAME:  ___________________________________      HIRE DATE:  ___________   
 
POSITION:  ____________________________________     DATE OF BIRTH:  _____________ 
 
 

 __   Application for Employment 
 

 __   Official Transcript(s)         
             
 __    Service Records from Previous District 
 

 __    Appraisal Scores, Previous (Optional) 
 

 __    Teacher Certificate 
 

 __     Teacher Certification Tests 
 

 __     Job Description 
 

 __     Contract 
 

 __    Personnel Data Information Sheet 
  
 __    W-4 Form 
 

 __    I-9 Form with Two Forms of Identification 
 

 __    Criminal History Report 
 

 __   SSA-1945 Form 
 

 __   Direct Deposit 
 

 __    TEA Ethnicity and Race Data Questionnaire 
 

 __    Texas Public Access Information Option Form 
 

 __   Copy of Driver’s License and Social Security Card 
 

 __    TB Skin Test Questionnaire 
 

 __   Pre-Employment Affidavit  
 

 __   Release of Service Records 
 

 __    Employee Handbook Receipt Form 
 

 __   Internet Use Acceptability Form 
 

  

For Office Use Only 

New Hire Reporting: __________   Health Insurance Enrollment: __________      TIPS Enrollment: __________                                                

 
Highly Qualified: ____________   Fingerprinting: ______________   Date Completed: __________ Termination Date: _____________    

 

Final Approval:  ___________________________________________   Date Approved:  __________________ 



HARTS BLUFF INDEPENDENT SCHOOL DISTRICT 
PERSONNEL RECORD REQUIREMENT FOR 

AUXILIARY PERSONNEL 
 
 

You are required by state law and/or local board policies to have the following documents in your personnel 
folder prior to your first day of employment.  We will appreciate your promptness in getting these to the 
administration office. 
 
EMPLOYEE NAME:  ___________________________________      HIRE DATE:  ___________   
 
POSITION:  ____________________________________     DATE OF BIRTH:  _____________ 
 
 

 __   Application for Employment 
 

 __   Official Transcript          
            
 __    Service Records from Previous District 
 

 __    Copy of High School Diploma or GED Certificate 
 

 __     Para-professional certificate, if applicable 
 

 __     Job Description 
 

 __     Letter of Reasonable Assurance 
 

 __    Personnel Data Information Sheet 
  

 __    W-4 Form 
 

 __    I-9 Form with Two Forms of Identification 
 

 __    Criminal History Report 
 

 __   SSA-1945 Form 
 

 __   Direct Deposit 
 

 __    TEA Ethnicity and Race Data Questionnaire 
 

 __    Texas Public Access Information Option Form 
 

 __   Copy of Driver’s License and Social Security Card 
 

 __    TB Skin Test Questionnaire 
 

 __   Pre-Employment Affidavit  
 

 __   Release of Service Records 
 

 __    Employee Handbook Receipt Form 
 

 __   Internet Use Acceptability Form 
 

 __   Food Handling/Bus Certification 
 

 

For Office Use Only 

New Hire Reporting: __________   Health Insurance Enrollment: __________      TIPS Enrollment: __________                                                

 

Highly Qualified: ____________   Fingerprinting: ______________   Date Completed: __________ Termination Date: _____________    
 

Final Approval:  ___________________________________________   Date Approved:  __________________ 



Criminal history record check 
 
All support personnel, substitute teachers and professional personnel are required to be digitally 
fingerprinted. Results will be found in the FACT Clearinghouse of the Texas Department of Public Safety. 
When a person is employed, the District will upload that person’s personal information and the district 
will subscribe to that person or the person will be directed to obtain fingerprinting through an L-1 
location.  
 
Support personnel will pay for their own fingerprinting and will be reimbursed for the charge.  
 
Volunteers are subject to a name-based criminal record check. Student observers must also undergo a 
name-based criminal record check.  
 

Credentials and records 
 
The District will maintain a personnel file for each employee, and the following guidelines will apply. 

An employee or his and her designated representative may inspect the employee’s file in accordance 
with the provisions of DBA(LEGAL).  

Requests for access to, or information from, personnel files will be directed to the Superintendent or 
designee. Confidentiality considerations pertaining to sensitive information must be observed by the 
Board and by all supervisors with authorized access to such records.  Personnel records may be accessed 
by: 

 Administrative personnel designated by the Superintendent. 

 Human Resources Coordinator. 

 The principal or immediate supervisor. 

 The Board. 

Employee requests for copies 
 
The custodian of records will make a copy of requested documents in an employee’s personnel file 
available within a reasonable time after an employee or designee submits a request, in accordance with 
District guidelines.  Upon the departure of an employee from the district, the hiring district must request 
in writing the information wanted from the personnel file. 
 

Records update 
 
Each employee will be responsible for keeping personal information accurate and up-to-date and must 
notify the Human Resources Coordinator of any change of address or credentials. 

Creditable years of service 
 
Within one month after beginning employment with the District, each new employee will be responsible 
for submitting official documentation of any creditable years of service for purposes of the District 
determining the appropriate level of compensation. 

 



Subsequent academic work/certifications 
 
If an employee earns additional college credit hours after a transcript is on file, an official record of the 
new work must be submitted.  A grade report is not acceptable.  Must be on SBEC record  

 
Personnel records 
 
Individual employee files 

 The following information may be included in individual personnel files: 

 Applications 

 References 

 Credentials 

 Service records  

 Transcripts  

 Contracts 

 Records of assignment 

 Performance appraisal records 

 Personnel action memoranda and forms 

 Documentation of continuing education or staff development 

 Leaves and absences reports 

 Personal identification and emergency contact information 

 Exit interview reports 

 Letters of reasonable assurance 

 UIL professional acknowledgement forms 

 

Aggregated employee files 
 
The following personnel records may be maintained in centralized files: 
 Criminal history record information 
 Form I–9 
 Post-offer employment physicals for bus drivers 
 Alcohol and drug screening test results for bus drivers 
 Waivers to obtain alcohol and drug screening tests from previous employers for bus drivers 
 Benefit enrollment forms 
 

Bus driver credentials 
 
Current alcohol and drug screening test results, as well as such test results from previous employers, will 
be required.  Driving records are also required. 
 
 



HARTS BLUFF INDEPENDENT SCHOOL DISTRICT 

EMPLOYMENT REFERENCE FORM - PROFESSIONAL PERSONNEL 

Applicant:____________________  Reference Name: 

Position:  

Campus: ______________________        Phone: 

Areas of Inquiry: 

1. Dates of employment:                                 How long have you known applicant?   

2. What was your relationship to applicant? __________________________________________ 

3. Applicant's job title/responsibilities ______________________________________________ 

4. Attendance ________________________________________________________________ 

5. Classroom management _______________________________________________________ 

6. Rapport with students ________________________________________________________ 

7. Relationship with coworkers and supervisors _______________________________________ 

8. Maturity of judgment _________________________________________________________ 

9. Parent and community acceptance _______________________________________________ 

10. Greatest strength ____________________________________________________________ 

11. Greatest limitation 

12. How would you rate applicant's job performance on a scale of 1 — 10 (10 being the highest)? 

13.  Would you rehire this person?   

14.  Describe position for which applicant has applied. Then ask the following: Would this 

applicant be suited to a position of this nature?       

              

               

 

 
Additional Comments: 

              

              

 

 

 

Reference checked by: _______________  
  



HARTS BLUFF INDEPENDENT SCHOOL DISTRICT 

EMPLOYMENT REFERENCE FORM – AUXILIARY PERSONNEL 

Applicant:____________________  Reference Name: 

Position:  

Campus: ______________________        Phone: 

Areas of Inquiry: 

1. Dates of employment           How long have you known applicant?    

2.      What was your relationship to applicant? __________________________________________ 

3.      Applicant's job title/responsibilities ______________________________________________ 

4.     Attendance _________________________________________________________________ 

5.     Relationship with coworkers and supervisors _______________________________________ 

6.     Maturity of judgment _________________________________________________________ 

7.     Greatest strength ____________________________________________________________ 

8.     Greatest limitation ___________________________________________________________ 

9.     How would you rate applicant's job performance on a scale of   1 — 10 (10 being the highest)? 

10.   Would you rehire this person? __________________________________________________ 

11.   Describe position for which applicant has applied. Then ask the following: Would this applicant 

be suited to a position of this 

nature?

______________________________________________________________________________

______________________________________________________________________________ 

 
Additional Comments: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

Reference checked by: _______________  

 
 



 
 

Date  

 

 

[Name of Applicant]  

Address  

Address  

 

 

Dear [Name of Applicant],  

 

Thank you for taking the time to interview with us. Although your experience and 

background are impressive, we regret having to inform you that we have selected another 

candidate whom we feel is a better job match for us at this time.  

We appreciate your interest in our school district, and the time it took for you to go 

through this process. Please feel free to apply with us for future openings.  

Again, thank you for participating with us in the process. We wish you success in your 

career pursuit.  

 

Sincerely,  

 

 

[Hiring Manager]  

[Title] 

 
 
 
 
 
 
 
 
 

Harts Bluff Independent School District 
3506 FM 1402 
Mount Pleasant, Texas 75455 
(903) 577-1146    
      

 

             



Harts Bluff Independent School District 
Exit Questionnaire: 

How would you rate your experience in Harts Bluff ISD regarding the following?   

Check the appropriate box. 

                                                                      EXCELLENT  GOOD  FAIR  POOR 

Working relationship with your       (    )                (    )                (    )              (    ) 

supervisor 
 

Cooperation within department                          (    )                (    )                (    )              (    ) 
 

Cooperation with other departments      (    )                (    )                (    )              (    )  

 

Adequacy of job orientation and training     (    )                (    )                (    )              (    ) 
 

Workload         (    )                (    )                (    )              (    ) 
 

Physical working conditions       (    )                (    )                (    )              (    )  
 

Availability of materials/equipment      (    )                (    )                (    )              (    )  
 

Evaluation procedures        (    )                (    )                (    )              (    )  
 

Recognition on the job       (    )                (    )                (    )              (    )  
 

Employee benefits        (    )                (    )                (    )              (    )  
 

Communication within the district      (    )                (    )                (    )              (    )  
 

Central administration support      (    )                (    )                (    )              (    )  
 

Community support for district      (    )                (    )                (    )              (    )  
 

Overall experience with Harts Bluff ISD     (    )                (    )                (    )              (    )  
 

 

Comments:  _________________________________________________________________________ 

___________________________________________________________________________________ 

What factors made your employment a positive experience with Harts Bluff ISD? 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

 Do you have any comments or suggestions to improve Harts Bluff ISD? 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

Would you recommend Harts Bluff ISD to others as a place to work?              

(     ) Yes     (     ) Yes, with reservation(s)     (     ) No 

Interviewed by ____________________________________________     Date ____________________ 

Signature of Employee ________________________________________________________________



HARTS BLUFF ISD  EXIT INTERVIEW FORM 
 
Employee name:  _____________________________________          Employee ID#  _______________ 

Current address:  _____________________________________           Phone:  _____________________ 

___________________________________________________ 

Forwarding address:  __________________________________ 

___________________________________________________ 

Resignation/retirement date:  ___________________________ 

_____________________________________________________________________________________ 

Check all that apply: 

_______ Submitted a letter of resignation/retirement 

_______ Contacted Teacher Retirement System of Texas 

  (Retirement or if you want to withdraw funds) 

 

_______ Met with the Superintendent’s secretary 

_______ Met with Business Manager 

_____________________________________________________________________________________ 
RETURN OF SCHOOL PROPERTY 

 

_______ Badge 

_______ Laptop 

_______ Furniture, Supplies, etc. purchased by Harts Bluff or PTO 

 

 

_____________________________________________________________________________________

PERSONNEL RECORDS 

_______ Send personnel records to the following: 

  ________________________________________________________________________ 

  ________________________________________________________________________ 

_______ Mail personnel records to my address 

_______ Retain my personnel records in HBISD’s permanent files 

_____________________________________________________________________________________

PAYROLL/BENEFITS: 

_______ I want to receive my paychecks through the summer months. 

     OR 

_______ I want to receive my final paycheck in June. 

_______ I am providing my Final Deposit form from TRS to the Payroll Office. 

_______ I understand all insurance coverage will end the same month as my final paycheck. 

_____________________________________________________________________________________ 
COMMENTS:  ________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

 

__________________________________________________          ______________________________ 

Employee’s signature            Date 

 
 
 
 
 
 



 

AUTHORIZATION FOR RELEASE OF EMPLOYMENT INFORMATION 
 

I hereby authorize Harts Bluff Independent School District and its duly authorized representatives 
to release information concerning or relating to my employment with the school district.  This 
employment information, both oral and written, may include material contained in my personnel 
file and evaluative statements and judgments from my former supervisors.  This employment 
information includes, but is not limited to, academic, salary, achievement, performance, 
attendance, personal history, disciplinary records, and employment information. 
 
I hereby release any individual providing reference or employment information under this 
authorization including record custodians from any and all liability for damages of whatever kind 
or nature that may at any time result to me on account of compliance, or any attempts to comply, 
with this authorization. 
 
 
 
__________________________________________ 
Name of former employee 
 
__________________________________________ 
Signature 
 
__________________________________________ 
Date 
 

 


