
Edgewood Independent School District 
Human Resources Department 

 

EMPLOYEE SELECTION PROCESS 
 

I. APPLICANT MANAGEMENT SYSTEM:  EISD utilizes TalentEd, an on-line applicant tracking and 
hiring management system, for all levels, position types, and employee groups.  Individuals 
who wish to be considered for employment are required to complete an on-line application 
through Talent Ed to initiate the employment process.   Applications posted on TalentEd are 
accessed through the ‘Careers’ tab of the EISD webpage (www.EISD.net).   

A. Job Descriptions and Announcements/Postings:  Professional job descriptions are 
maintained by the Human Resources Hiring Administrator on the HR Shared Drive.  Job 
descriptions are reviewed by department heads on an annual schedule and as vacancies 
occur to ensure the validity and criteria of the job description.  

 
II. APPLICANT REVIEW:   

A. Overview: HR staff review applications against several criteria to ensure applicants meet 
minimum qualifications and hiring standards of the District.  With some professional 
positions (i.e., campus administrators) candidates who pass through initial filters are 
interviewed by a screening panel to gage their job-related knowledge, skills, and fit.  
Applicants who have successfully completed the screening process are considered 
“candidates”.  Names and resumes of candidates are forwarded to the 
principals/department heads/representative committees for interviewing.  Non-teaching 
professional interviews are generally held in the Human Resources Department through 
the panel interview process.   

Upon the completion of campus or department interviews, the principal or department 
supervisor may submit the official New Hire Recommendation Form through Laserfiche.  
A final review of the recommended candidate will be conducted by the administrator and 
an offer of employment is made.  Offers of employment are only made by Human 
Resources. 

 
B. Credential Review: Applicant references (to include the most recent supervisor), criminal 

history background, appraisals, experience, applicant testimony, and certification/license 
are all thoroughly checked prior to candidates being invited to interview at a campus or 
department.  HR specialists and HR Administrators complete the review process on each 
candidate accordingly: 

1. Specialists: Initial applicant review, including verification of competed application, 
and partial completion of the Applicant Checklist.   

2. HR Administrator: completes reference checks, criminal history background checks 
through DPS, certificate lookups through SBEC, licensure verification through State 
databases. 
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3. HR Administrator: Responsible for ensuring completed applicant review and verifies 
accuracy of all reviews by HR support staff prior to offering employment to any 
employee. 

C. Reviewing Candidates - Initial screening is conducted by the Human Resources 
Department to identify eligible candidates that meet defined qualifications in education, 
experience, and skills/knowledge.  Applicant pools are then developed and sent to 
campus administrators or department heads for their review.  

 
For most department vacancies, a Credential Screening Committee reviews resumes of 
cleared candidates to determine who will be invited to interview. The committee 
evaluates resumes based upon: advanced degrees, directly related experience, consistent 
work history, demonstrated knowledge/skills related to the position, commitment to 
professional growth, and demonstrated commitment to the success of students. 
 
Red flags in applications and resumes:  

 Poor writing, spelling, and grammar  
 Length of employment in previous positions  
 Significant gaps in employment history  
 Job history doesn’t reflect a logical career progression - (watch for 

downward spiral in positions) 
 Duties of previous positions don’t match job titles  
 Previous supervisors are not listed as references  

III. INTERVIEW PROCESS:  

The Human Resources Department recognizes that while applicants are trying to sell themselves, 
we are also selling ourselves, our campuses, and the District as a whole.  The goals of the interview 
is to promote the organization, attract the best possible candidate, gather information about the 
candidate, assess how well the candidate’s qualifications match the job requirements, and 
determine whether the candidate will be a match with the organization, the staff and community. 

 
A. Develop Interview Questions - Interview questions are derived through a four step 

process developed to create a behavioral based interview.  The purpose of a behavioral 
based interview is to develop the quality indicators and build the scoring rubric for 
screening and hiring highly qualified personnel. 

 
1. Create/Revise the job description: In the job description review the major job functions 

related to the responsibilities and duties and working conditions.  Critique the job 
description and review other school districts to compare the major functions.  The U.S. 
Department of Labor Occupational Handbook can be another resource to utilize in the 
job description analysis.  Align the interview protocol questions to reflect the job criteria 
findings.  You must have the right job criteria to develop the interview protocol.  Develop 
a standard protocol using: professional behavior, communication skills, work habits, self-
improvement, teamwork, supervisory requirements, enthusiasm, and background of 
effective personnel.  

2. Develop Questions: Divide the job description into five to seven major responsibilities.  
Develop interview questions around the domains of each major job function.  Ensure 



content validity by having item and sampling validity.  Item validity should address the 
key aspects of the job.  Sampling Validity should address the quantity of equitable 
questions that are a true representation of the major job functions. 

3. Provide “Look Fors,” or sample quality indicators, by utilizing the following resources:  
Evaluation Handbook for Educational Specialists by James Stronge and Pamela Tucker, 
2003 and U.S. Department of Labor Occupational Handbook.  Utilizing a small group of 
practitioners to define the “look fors” is permissible and enhances newly developed 
interview questions. 

4. Build a scoring rubric through a step-wise progression.  Each scoring rubric possesses a 
qualitative element with value added in its progression from unsatisfactory to exemplary.  
Each scoring rubric must have enough distinction to clearly define the value added in the 
interviewers’ responses.  Inter rater agreement can be reached when distinction is clearly 
evident in the scoring rubric. 

Tools for Hiring the Right Person – Hiring decisions are typically based on objective factors (e.g. 
education, experience, skills) while termination decisions are typically based on subjective factors 

(e.g. behavior, attitude).  Human Resources Administrators consider the following steps to 
ensure better hiring decisions: 

1. Identify stakeholders and decide who should be involved in campus/department 
interviews.  The same interviewer(s) should interview all applicants for the position. 

2. Review applicants to identify campus/department specific qualifications.  HR 
representatives will further screen applicants using the Credential Screening Review and 
interview protocols to meet campus or department vacancies.  Review includes 
references, CHRI, appraisals, experience and certification. 

3. Include experience and behavioral based questioning strategies that focus on a 
candidate’s specific past experiences.  Past actions are the most reliable predictor of a 
person’s future performance. 

4. Conduct structured interviews using the building level interview protocols, 
demonstration lessons, and other relevant evidence.  Include confidentiality statements, 
assessment tool, and recommendation forms. 

5. Submit hiring recommendation to the HR department. 
6. Keep the process legal: 

 Follow the non-discrimination guidelines. 
 Be consistent with all applicants interviewed. 
 Carefully document all phases of the interview process. 

7. Adhere to the HR Records and Retention Schedule.  
 

B. Planning the Interview - Every interview should be well planned.  Each interviewer should 
plan for the following using the HR interview protocol resources and Successful Interview Tips 
– Do’s and Don’ts 

 
1. Prepare the interview space and the interviewers. 

 Review the EISD Confidentiality Statement with all interviewers  
 Review the legal parameters with all interviewers  
 Review the job description and duties. 
 Review the candidate’s application and supporting documentation 



 Establish procedures for recording or note taking 
 Review the role of each interviewer before meeting with candidates 
 Establish and adhere to an interview schedule 
 Provide copies of interview protocols to interview panel  

 
C. Conducting Interviews - The following are suggested steps for conducting the interview: 

 Maintain control over the interview process 

 Set a positive tone and create a relaxed atmosphere  
 Have the interviewers introduce themselves 
 Explain the purpose of the interview 
 Follow the building level interview protocols  
 Do not allow the applicant to spend too much time on one question 
 Listen, observe, and record without judgment 
 Keep the interview focused on the job 
 Record only job-related information 
 Conclude the interview by allowing the candidate to ask questions  
 Explain the timing and follow-up steps  
 Summarize results or debrief with the team before conducting the next interview 

 
a. Phone Interview 

 Typically used as pre-screening interview tactic 

 Conduct interview the same way as in-person interviews 

 Use this opportunity to determine basic skills and knowledge 
 

b. Video or Skype Interview 

 Conduct interview the same way as in-person interviews 

 Use this opportunity to determine basic skills and knowledge 
 

c. Conducting the Campus or Department Demonstration Lesson 

 Conduct campus or department level interviews using the Building Level 
Interview protocols and demonstration lesson 

 Demonstration Lesson Rubric 

 Consider multiple data sources and other relevant evidence in the selection 
process (job application, recommendation letters, etc.) 

 
IV. EMPLOYEE SELECTION PROCESS: 

A. Post Interview Process – At the conclusion of the interviews, evaluate applicants by doing 

the following: 

1. Complete the building level interview form and/or the classroom observation tool   
2. Rank the candidates 
3. Discuss candidate strengths and weaknesses 
4. List recommended candidates in order of employment preferences. 
5. Return recommendation to the HR Department using the official employment 

recommendation form  
6. Honor confidentiality of interview documents and process 
7. File interview documents according to paperwork retention guidelines 
 



B. Campus Based Personnel:  Human Resources and Campus Interviews - The on-line 
application provides the initial instruction to the applicant. Following the on-line application 
process, Human Resources personnel will review and clear applications, making cleared 
candidates viewable to principals.   
 
Once the applicant has been referred to one or more campuses the campus administrators 
contact the applicant and schedule an interview. Each campus conducts interviews using 
Building Level Protocols provided by Human Resources.  Recommendations are emailed to 
the HR Administrator and submitted as a New Hire Form in Laserfiche.  If the position 
involves athletic coaching as an additional assignment, the coaching assignment form must 
routed through the athletic office.  
 
Upon receipt of the recommendation the HR Administrator or assigned Specialist verifies the 
vacancy with position management. Once a vacancy is verified the HR Administrator 
conducts a final clearance of the application, including verification of a supervisor reference 
and CHRI.  If the candidate meets all pre-employment qualifications, the administrator 
contacts the candidate and offers the position. If an applicant has been recommended by 
two or more campuses the applicant is informed of which campuses have recommended 
employment and the decision is made by the applicant.  
 
After a candidate accepts a position she/he is scheduled to complete a signing agreement 
and complete required documents at Human Resources.  The starting date for each new 
campus employee is based upon the published starting date for a new academic year, the 
last date of employment of the person that created the vacancy, and the earliest availability 
date for the applicant. An approved Personnel Request Form (through Laserfiche) is required 
when any position is added or deleted.  
 

C. Administrators and Non-Campus Based Professional Personnel:  Selection & Screening 
Committee Process:  The vacancy is announced on the district web site. The announcement 
may or may not have a closing. A job announcement contains the following: 

1. Minimum qualifications 
2. Performance Responsibilities 
3. Terms of Employment 
4. A link to the Job description 
5. An explanation of the Application Process 
6. A Non-discrimination statement 

 
The job description is accessed via a link on the job announcement. The job description 
contains the following: 

1. Job Title; Wage/ Hour Status 
2. To whom the position reports; Pay grade 
3. Dept/School where assigned; Revision date of the job description 
4. Primary purpose of the position; Minimum qualifications 
5. Special knowledge and skills required for the position 
6. Experience requirement   
7. Major responsibilities and duties of the position 
8. Supervisory responsibilities 
9. Equipment used; Working Conditions 



 
The recruiting and hiring process for personnel in these categories is the same up to 
submitting the CHRI and mailing requests for references.  
 

D. Follow Up – Upon receipt of an employee recommendation from a campus or department 
administrator, a HR representative will conduct a final review of the candidate’s file and with 
a complete and cleared fingerprint result, supervisory reference, and qualifications review, 
will make an offer of employment. 

 
      

Fingerprinting/CHRI Clearance Steps Before Signing 
  

1. Candidate is recommended for employment  

2. Candidate is contacted by Human Resources Specialist after file is complete in order to be 
uploaded to The State Board for Educators Certification (SBEC) for fingerprinting 

3. Within 24 hours, the candidate will receive a FASTPASS at his/her personal email address.  

4. Candidate contacts Human Resources Administrator with date they have been scheduled for 
fingerprinting 

5. Upon completion of CHRI / fingerprinting clearance (usually 72 hr. turn-around time), 
candidate is notified by the Human Resources Specialist of their signing and processing date 

6. Risk Management is notified of the signing and processing date  

7. At the time of signing, candidate will provide fingerprinting receipt to the Human Resources 
Administrator to complete their file* 

 
* A candidate may only sign and process with a clear CHRI/fingerprinting report. An addendum should 
be included in the signing agreement regarding a clear CHRI/fingerprinting record. The complete hiring 
process will typically take 7-10 business days (depending on completed application/file and when 
fingerprint results received).  If file is complete and fingerprint results are completed and available 
online, the process is then reduced by 3-5 days. 
 

 HR staff schedule an appointment to sign the recommended candidate. 

 Candidate is referred to processing, benefits and New Employee Orientation. 

 Email notices are sent to the school, department, administrators and HR 
personnel to acknowledge that the hiring process is complete. 
 

 
V. PRINCIPLES OF EMPLOYEE SELECTION- A successful employee selection process involve 

careful consideration of the following procedures:  
 

A. Confidentiality - Individuals provide application/ resume materials for the express purpose 
of employment consideration by the Edgewood Independent School District. Accordingly, 
you are asked to use this information for the exclusive purpose of filling the position in 
question. The release of this information to persons who do not have an official need to 
know compromises the integrity of our selection process.      

B. Selection Committee - Selection committees are required for administrator and non-campus 
based faculty and staff positions. The use of committees is optional for campus based 



positions. When used, committees should consist of at least three “representative” 
members. 

C. Fair Consideration – Not all applicants will be interviewed and not all applicants will be hired. 

D. Announced Requirements – Job description requirements ensure that all candidates meet 
the minimum qualifications necessary to perform the essential functions of the job. 

E. Qualifying Documents - To recommend an individual for initial employment or promotion 
the appropriate documents must be submitted or on file.  

F. Recommendation to Fill a Position / Required Documents - The following steps are required 
for hiring professional and non-campus professional employees. 

1. Human Resources Specialist sends out email notification that employee separated from 
district 

2. Verify if vacancy exists  on the vacancy list with PMS  
3. Contact appropriate supervisor /department head to determine need 
4. Determine if vacancy warrants posting, if NO, proceed to step #7 
5. If the vacancy requires posting then send the current job description to the 

supervisor/department head to review and make changes if needed 
6. Post the vacancy  
7. Send query of qualified candidates to the supervisor/department head 
8. Monitor vacancy – daily contact with supervisor/department head (schedule panel 

interviews as appropriate) 
9. Supervisor/department head provides the recommendation 
10. HR reviews the file and prepares credential packet (to include fingerprints) 
11. Make job offer  
12. Schedule the recommended candidates for signing and processing  
13. HR hiring administrator communicates with HR specialist to schedule processing upon 

acceptance of offer  
14. Send the Hiring Packet to the appropriate specialist for processing 
15. Send out email to school, department, administrators, and HR staff  to acknowledge 

that the hiring process is complete (include the start date and the NEO date) 

16. Personnel file is then returned to the HR hiring administrator for clearance 

VI. SELECTING THE BEST: TEACHER HIRING PROCEDURES – The EISD Human Resources 
Department continues to refine and enhance the teacher selection process through 
comprehensive reviews of its teacher selection practices in an effort to increase quality 
teacher hiring decisions and eliminate the selection of ineffective teachers. The proposed 
teacher selection process is illustrated below:  



 

James H. Stronge & Jennifer L. Hindman. The Teacher Quality Index: A Protocol for Teacher Selection. 

Alexandria:  ASCD, 2006. 

 
The following procedures are followed when hiring teachers to the district: 
 
A. General Guidelines:  Teacher Vacancy 

1. Ensure a vacancy exists 
2. Obtain names of applicants 
3. Review application and ensure qualifications 
4. Contact applicants you wish to interview 
5. Conduct Building Level Interview & Demonstration Lesson 
6. Provide recommendation to HR 
7. HR conducts final review of recommendation 
8. HR makes an offer of employment 

 
B. General Guidelines:  Referrals from Human Resources  

1. Call or e-mail the Human Resources Administrator to request a list of viable applicants. 
2. Review candidates provided by Human Resources staff – (Caution - Only applicant’s who have 

been cleared by Human Resources should be interviewed by a campus. All newly hired personnel 
must process through Human Resources.) 

7. Job Offer

6. Central Office Review 

-------------------------------

5.  Demonstration Lesson

Building Level:

4. Interview 

-----------------------------------

3. Online Screening Assessment

2. Credential Screening Form

---------------------------------------------------

1. Complete Application Process (Letters of Reference, CHRI)



3. Conduct Interviews – Interviews may be conducted at the campus level using the building-level 
protocols:  one-on-one interview with the principal, interview with a panel with the principal 
present, interview by a panel which makes a recommendation to the principal. (Caution - Never 
offer or imply that you are offering a position by telling the applicant you are recommending them 
for the job.) 

4. Submit Recommendation – Send the completed new hire form through Laserfiche with the name 
of the applicant being recommended and the position to be filled.  The application will be 
reviewed to ensure all qualifications are met, verified with position management, and then the 
position may be offered to the recommended applicant by HR personnel. 

 
VII. EISD Student Teachers - Coordination of the student teaching placement is a joint venture involving 

colleges, universities and the Edgewood Independent School District. EISD is dedicated to maintaining 
ongoing university partnerships with the common goal of creating quality experiences prior to 
certification. Student teaching is the one of the most important experiences in the teacher 
preparation program. EISD will nurture the professional growth of student teachers, support the 
continued professional development of cooperating teachers, and provide for quality learning 
experiences for the children in our district. 

VIII. PROMOTIONAL POSITIONS HIRING PROCEDURES 

1. When appropriate, the supervisor/department shall prepare/update the job description for 
the vacant position and submit the description to Human Resources Department. 

2. Human Resources Department shall consider the job description submitted by the 
department, establish/update the job description, and prepare a job announcement for the 
vacant position after approval by the Senior Executive Director of Human Resources.  

3. The job announcement will be posted by Human Resources on the District website 
(www.EISD.net).  Human Resources and the department with the vacancy may choose to post 
the job announcement on other forums (e.g., internet job board). 

4. Interested individuals shall submit an on-line application.  Human Resources will screen 
applicants who meet the minimum qualifications, ensure the completeness of the file, and 
the accuracy of the applicant’s testimony and records.  Job announcement requirements (i.e. 
education, experience, licenses, certificates, etc.) must be verifiable. This includes a CHRI 
screening by the Human Resources Administrator to ensure each applicant has a clear 
preliminary background check.  If the preliminary background check is not clear then the 
applicant’s name along with their criminal history record is submitted to the CHRI Committee 
for review.  In compliance with DBAA (LOCAL), the committee will determine whether the 
applicant can be cleared for continuing in the hiring process.  An application is not considered 
complete unless Human Resources can verify a supervisor’s reference.  Offers of employment 
will not be extended to recommended candidates until/unless a most recent supervisor 
reference is verified by the HR Hiring Administrator. 

5. Human Resources will prepare a list of potential candidates for the supervisor/department 
head to review. 

6. A “paper-screening” committee will review resumes of cleared applicants to determine which 
candidates will be interviewed.  The screening committee will be composed of individuals 
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separate from the interview committee.  The list of candidates selected for interviews are 
sent to HR for final review and scheduling. 

7. Screening Panel Interviews: Human Resources will coordinate with departments to: schedule 
all interviews, prepare questions, ensure confidentiality, and determine the location where 
the interview will be conducted.  Screening Panel interviews are conducted for promotional 
positions and are usually conducted at the department or HR.  The identified candidates shall 
be interviewed either by the respective department head or by a screening panel committee 
established by the Human Resources Department. The committee will come to a consensus 
on the candidate of choice and shall make a recommendation for appointment in written form 
to the Human Resources Department.  A committee may decide to not choose any of the 
candidates.  In this case, a new candidate pool will be created through the above process of 
selection.  

8. If the candidate is recommended for hire by the screening panel interview, the candidate 
must pass fingerprinting clearance.  Clear fingerprint results are required by all employees to 
include first time employees, employees applying for internal positions and promotional 
positions.  

9. A candidate who has cleared fingerprinting will be offered employment by the Hiring Human 
Resources Administrator.  If the candidate accepts the position, they are now acknowledged 
as a new employee for that position.  The new employee is scheduled to come in to the Human 
Resources Department to sign, process, and complete benefits enrollment. The new 
employee is also scheduled to attend New Employee Orientation. 

10. Work Experience Affidavits are provided as appropriate to new employees that may qualify 
for creditable years of service and are verified by the Hiring Administrator upon receipt (must 
be completed and turned in to HR within 30-days from signing date). 

IX. ATHLETIC COACHING HIRING PROCEDURES – These procedures outline the Head Coach and 
General Assistant Coach hiring and staffing procedures for internal and external candidates. 

A. Head Coach Hiring and Staffing Procedures 
1. A job announcement and job description are posted on the District website and e-

mailed to campuses to post. Head coach positions are specifically posted by Sport and 
Campus for a 10-day period.  General assistant coaching positions are listed as generic 
postings on the HR web site. 

2. Ensure a vacancy exists for each position. 
3. Obtain names of applicants from Human Resources. 

 
B.  Internal Applicants for Head Coach Positions – Pre-Interview Process 

1. Campus Athletic Coordinators shall ensure that all athletic job postings are posted in 

a prominent location so that all coaches on campus are informed that a vacancy 

exists, and invite them to apply by submitting a Letter of Interest and on-line 

application or updating an existing application.  HR will disseminate head coach job 

announcements to all campuses.  All Letters of Intent shall be submitted to the HR 

Department. 

2. A complete query of names will be sent to the Athletic Department. 



3. Selected names by the Athletic Department will be forwarded to HR. 
4. Cleared and approved names will be sent back to the Athletic Department. 
5. Athletic Department will communicate with campus administration to schedule 

interviews. 
6. HR will facilitate interview panel(s) as appropriate, but always for Head Football 

coaching positions. 
 
C. External Applicants for Head Coach Positions – Pre-Interview Process 

 
1. Individuals who are interested in the head coach position and who are not employees 

of the district must submit an on-line application and all supporting documents to the 
Human Resources Department. 

2. HR will process applications, conduct a background check on interested individuals, 
and screen candidates for the vacant position. 

3. Complete query of names will be sent to the Athletic Department. 
4. Selected names by the Athletic Department will be forwarded to HR. 
5. Cleared and approved names will be sent back to the Athletic Department. 
6. Athletic Department will communicate with campus administration to schedule 

interviews. 
7. HR will facilitate interview panel(s) as appropriate, but always for Head Football 

coaching positions. 
 
D. Interview Panels – The Human Resources Department, in collaboration with the Principal 

and Athletic Director, shall: 
 

a. Establish a candidate interview panel.  Members should possess relevant background, 
expertise and/or information regarding the position to be filled. 

b. The panel shall consist of the following individuals: 
- High School Head Coach 
- High School principal and/or designated assistant principal with oversight for 

athletic programs 
- Athletic Director and/or Assistant Athletic Director 
- Athletic Coordinator (as appropriate) 
- An HR representative will be included when considering Head Football positions 

as appropriate 
- Additional panel members must be approved by the HR Department 

c. Panels for High School Athletic Coordinator Positions 
- High School principal and/or designated assistant principal with oversight for 

athletic programs 
- Athletic Director and/or Assistant Athletic Director 
- An HR representative will be included when considering Head Football positions 

as appropriate 
- Additional panel members must be approved by the HR Department 

d. Panels for High School General Assistant Coaches: 
- High School principal and/or designated assistant principal with oversight for 

athletic programs 
- Athletic Director and/or Assistant Athletic Director 



- Athletic Coordinator (as appropriate) 
- An HR representative will be included when considering Head Football positions 

as appropriate 
- Additional panel members must be approved by the HR Department. 

e. Panels for Middle School Coaching Positions: 
- Middle School principal and/or designated assistant principal with oversight for 

athletic programs 
- Head Coach (as appropriate) 
- HR will be included as appropriate 
- Additional panel members must be approved by the HR Department 

f. Conduct the second level of screening interviews for qualified candidates as needed. 
g. Once all interviews are completed, the Principal and the Athletic Director will jointly 

submit a recommendation to the Senior Executive Director for Human Resources by 
submitting the Coaching Recommendation Form.   

- Must be completed and signed by the principal of the campus.  The 
recommendation is signed by the Athletic Department and forwarded to 
Human Resources.  The form must be signed by the Senior Executive Director 
for Human Resources.  Once all signatures are obtained, the application will be 
reviewed to ensure the certification is appropriate for assignment to the 
position and verified with position management.  The position may then be 
offered to the recommended candidate by a HR administrator.   

- If a situation occurs where the Principal and Athletic Director cannot agree on 
a recommendation, the matter is referred back to the Senior Executive Director 
for Human Resources for resolution.  Principals must approve Head Coach 
assignments.  However, Athletic Director recommendations are equally 
considered due to the critical impact their selections may have on the success 
of the total athletic program. 

h. Athletic department representatives should be available to interview coaching 
candidates at district job fairs. 

i. Post-Interview Process – The Human Resources Department may require additional 
information or conduct further inquiries on non-employee recommendations before 
authorizing the assignment.  The position becomes effective upon approval and written 
notification by Human Resources via an email to the selected candidate, the Principal, 
and the Athletic Director.  Upon arrival, the newly hired coach will be notified by Human 
Resources and presented with a Teacher Signing Agreement and a Supplemental Duty 
Agreement for the coaching position.  Any coach approved for the assignment who is 
not new to the District will receive a Supplemental Duty Agreement. 

 
X. FINE ARTS AND BAND HIRING PROCEDURES - These guidelines establish procedures for hiring 

fine arts and band applicants.   

A. General Guidelines:  Ensure a Vacancy Exists for Each Position 

B. Job Announcement and Job Description:  A job announcement and job description are 

posted on the District website and e-mailed to campuses to post. During the summer break 

campus vacancies for head band positions will be mailed to the home address of each band 

assistant assigned to the same campus. 



C. Obtain names of applicants 

D. Referrals from Human Resources: 

1. Call or e-mail the appropriate Human Resources Administrator. Request a list of viable 
applicants. 

2. Review the published Excess/ Pre-hire list provided by Human Resources in the spring/ 
summer hiring time frame. (Caution - Only applicants who have been cleared by Human 
Resources should be interviewed by a campus. All newly hired personnel must process 
through Human Resources.) 

3. Fine Arts applicants will be interviewed by a Fine Arts Department administrator, who 
will forward a recommendation to Human Resources. The Fine Arts department may 
provide names of band and fine arts applicants they have contacted through a variety of 
sources. 

4. Conduct interviews on campus.  An interview panel with the principal, head band, and/or 
Fine Arts representative should be developed.  Those applicants approved by the Fine 
Arts Department may be interviewed by a campus. (Caution:  Only applicants who have 
been cleared by Human Resources should be interviewed by a campus.  All newly hired 
personnel must process through Human Resources.) 

5. Submit recommendation 
E. Fine Arts Recommendations- Send an e-mail with the name of the applicant being 

recommended and the position to be filled to the HR administrator.  The application will be 
reviewed to ensure the certification is appropriate for assignment to the position, verified 
with position management, and then the position may be offered to the recommended 
applicant by a Human Resources Administrator. 

XI. ASSISTANT PRINCIPALS HIRING PROCEDURES 

A. General Guidelines:  Ensure a Vacancy Exists for Each Position 

B. Obtain names of applicants. 

C. Referrals from Human Resources: Assistant Principal applicants must meet specific criteria 
which are detailed in the Job Announcement. 

D. Screening Committee - An Administrator Screening Committee is convened and all qualified 
applicants are interviewed. The successful candidates are then referred to campus with 
existing administrative vacancies. 

a. Conduct interviews on campus.  Interviews may be conducted at the campus level in 
various styles:  one-on-one interview with the principal or interview with a panel with 
the Principal present.  (Caution:  Never offer or imply that you are offering a position by 
telling the applicant you are recommending them for the job.  Only applicants who have 
been cleared by Human Resources should be interviewed by a campus. All newly hired 
personnel must process through Human Resources.) 

b. Submit recommendation.  The Principal will submit his / her recommendation to the 
Executive Director of School Leadership and to the Senior Executive Director for Human 
Resources for approval. Once approved, the recommendation is presented to the 



Superintendent for final approval.  The Superintendent may, at his/her discretion, 
choose to interview finalists prior to final approval. 

XII. INSTRUCTIONAL COACH HIRING PROCEDURES  

A. General Guidelines:  Ensure a vacancy exists for each position prior to posting 

B. Obtain names of applicants. 

C. Referrals from Human Resources: Content and Literacy Coach applicants must meet specific 
criteria which are detailed in the Job Announcement. 

D. Portfolio Submission: All documents must be uploaded and shared digitally through 
onedrive or google docs.  Each applicant is required to submit an online portfolio that meets 
the following:  

1. Activity 1 –  
i. Read and reflect on the job description.  

ii. Highlight the top three areas you excel in from the list of knowledge and skills and put 
a check mark next to any major responsibilities listed that you have direct experience 
in.  

iii. Circle any area you would like more training and support in.  
iv. Comment on any aspect of the job description by annotating your thinking.  

2. Activity 2 –  
i. Create a video introducing yourself.  

ii. Share highlights from your resume and provide specific examples of the experiences 
you bring aligned to the position.  

iii. Close your video by telling us why you should be considered for the position.  
3. Activity 3 – Provide evidence of your learning. Submit the following artifacts with the 

appropriate written reflection requested.  
i. A model lesson plan –Why do you believe this is a model lesson plan? What do you 

believe is most challenging about developing rigorous lessons?  
ii. A fifteen – twenty minute, unedited video of you leading, teaching, or coaching adults 

or students – What reflections do you have about the video? What is an area of 
strength? What area will you continue to refine?  

iii. A strategy/activity you recommend –What indicators did you use to determine this 
strategy/activity was effective?  

4. Activity 4 - Submit a list of articles or websites you would recommend to improve 
instruction in the following areas: 

i. Literacy  
ii. Innovation  

iii. ESL/Special Education  
iv. Adult Learning  
v. Classroom Management  

vi. Differentiation  
vii. Coaching  

viii. Assessment  
ix. Other (you can add any additional topic)  



E. Interactive Interview - A Screening Committee is convened and qualified applicants are 
interviewed in a collaborative group interview.  Assessors view the interactions of the 
candidates through three exercises: 

i. Introductions 
ii. Written reflection of District Mission Statement with group feedback 

iii. Model Lesson plan analysis with group feedback 
iv. Classroom teaching video observation and group development of a coaching plan 
v. Group feedback 

F. Conduct interviews on campus.  Interviews may be conducted at the campus level in various 
styles:  one-on-one interview with the principal or interview with a panel with the Principal 
present.  (Caution:  Never offer or imply that you are offering a position by telling the 
applicant you are recommending them for the job.  Only applicant’s who have been cleared 
by Human Resources should be interviewed by a campus. All newly hired personnel must 
process through Human Resources.) 

G. Submit recommendation.  The Principal will submit the recommendation to the Senior 
Executive Director of Curriculum, Innovation and Learning, and to the Senior Executive 
Director for Human Resources for approval. 

XIII. CAMPUS TESTING COORDINATOR HIRING PROCEDURES – HIGH SCHOOL 

A. General Guidelines:  Ensure a Vacancy Exists for Each Position 

B. Obtain names of applicants. 

C. Referrals from Human Resources: Campus Testing Coordinator applicants must meet 
specific criteria which are detailed in the Job Announcement. 

D. Screening Committee - An Administrator Screening Committee is convened and all qualified 
applicants are interviewed. The successful candidates are then referred to campus with 
existing administrative vacancies. 

E. Conduct interviews on campus.  Interviews may be conducted at the campus level in 
various styles:  one-on-one interview with the principal or interview with a panel with the 
Principal present.  (Caution:  Never offer or imply that you are offering a position by telling 
the applicant you are recommending them for the job.  Only applicants who have been 
cleared by Human Resources should be interviewed by a campus. All newly hired personnel 
must process through Human Resources.) 

a. Submit recommendation.  The Principal will submit the recommendation to the Assistant 
Superintendent and to the Senior Executive Director for Human Resources for approval. 

 
XIV. DEPARTMENT CHAIR/LEAD TEACHER SELECTION PROCEDURES – Campus principals shall 

select campus department chairs based on the following procedures: 

 Principals shall post department chair position opportunities through their regular campus 
communication channels. 

 Interested individuals should submit a Letter of Interest to principals if they want to be considered 
for the position. 



 Principals shall conduct interviews of qualified candidates and submit a recommendation form to 
their Assistant Superintendent for approval 

 Assistant Superintendents will sign for approval and forward to the Human Resources Department. 

 Human Resources personnel will provide final approval and notify campus principal that the process 
has been completed. 

 
XV. PRINCIPAL SELECTION PROCEDURES 

A. General Guidelines:  Post for the position by campus name 

B. Obtain names of applicants. 

C. Referrals from Human Resources: Principal applicants must meet specific criteria which 
are detailed in the Job Announcement. 

D. Screening Committee - An Administrator Screening Committee is convened and all 
qualified applicants are interviewed. The committee will consist of the Chief Academic 
Officer, Senior Executive Director of Human Resources, Senior Executive Director of 
Curriculum, Leadership and Innovation, Executive Director of School Leadership, and 
Coordinator for School Leadership.  The successful candidates are then referred to 
campus interview committees based on the needs of the campus and strengths of 
candidates. 

E. Conduct interviews on campus.  Campus interview committees will be composed of at 
least one of the following individuals: Executive Director and/or Coordinator for School 
Leadership, teacher representative, clerical/paraprofessional representative, 
parent/community representative, non-teaching professional representative (excluding 
Assistant Principal).  The committee will be trained in appropriate interview 
techniques/etiquette.    

F. Final Interview and Recommendation from the Superintendent: Campus interview 
committees will forward two names to the Superintendent for a final interview.  
Interviews will be scheduled by the Human Resources Department according to the 
Superintendent’s availability.  

G. Recommendation.  The Superintendent will make his/her recommendation and inform 
the Chief of Schools for the appropriate level and to the Senior Executive Director for 
Human Resources.  

 


