Hiring Procedures

When a vacancy occurs, either through resignation, termination or upon approval of a new position the Superintendent’s Office posts the position to the appropriate union posting site and in accordance with the negotiated agreements.

If the position is taken by an internal “transfer” it may or may not go to the Board for approval. A transfer within category, i.e. a third grade teacher becomes a second grade teacher then Board action is not required. In other circumstances Board approval is needed. The Superintendent’s secretary places that person’s name, position to be taken, level (years of service) and date of hire on the Board Agenda.

Following Board approval the Treasurer prepares two copies of the appropriate contract and forwards them to the person who was hired. Upon return of the signed contract it is given to the Payroll Department to begin the proper processing for payroll.

If the position is to be hired from “outside” the current employment pool the Superintendent in conjunction with the supervisor reviews resumes, interviews, obtains proper documentation such as criminal background checks and subsequently recommends an individual for hiring. Note-an employment application must be completed by all new hires. The Superintendent’s secretary places that person’s name, position to be taken, level (years of service) and date of hire on the Board Agenda.

Following Board approval the Treasurer prepares two copies of the appropriate contract and forwards them to the person who was hired. Upon return of the signed contract it is given to the Payroll Department to begin the proper processing for payroll.

In some circumstances a person may be hired, by authorization of the Superintendent, between Board Meetings. This is a temporary hire and the above procedures must be completed by the next regularly scheduled Board Meeting.

