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Interview and Hiring Procedure for Administrative Positions

In an effort to delineate hiring procedures and to ensure the involvement of the appropriate stakeholders in the process, the following has been developed.

The following contractual language shall be considered in the hiring of administrators:

Administrator Hiring (WCHSTA Contract, Article III, Section D)

The Board of Education hereby makes clear the importance of selecting administrative personnel of the highest caliber and involving qualified personnel in a selection process that insures the broadest base of fair and competitive candidacy for all such appointments.

Although appointment decisions are reserved exclusively to the Board of Education, the following procedures will apply to hiring for the positions noted herein: Superintendent, Assistant Superintendent, Director, Principal, Assistant Principal, Dean, and Division Head.

For all positions input will be sought from some or all of those working directly with the individual hired as to the qualities being sought for the role.  This may be in written or verbal form as determined by the Human Resources Office.  In all cases at least one member of the Association will be included on the Interview Team assembled by the Human Resources administrator. 

When a Superintendent or Principal is being hired, the Association shall have opportunity for no fewer than six and no more than ten of its members to interview the chosen finalists and provide non-binding input to the Human Resources Office.  To protect against liability the questions will be developed in concert with the Human Resources administrator and/or he/she shall participate in the interview process with the Association team.

For the positions of Assistant Superintendent, Director, Assistant Principal, and Department Chairperson two Association members shall be part of the interview team.

Participation in the interview process by members of the Association shall be voluntary and unpaid.  The Human Resources Office may select participants from a list of volunteers or invite participation.

Posting

1. Human Resources will post the position.  
2. Positions must be posted for a minimum of five working days.  Hiring decisions cannot be made before this time period has expired.
3. Postings will include qualifications for the position as well as application procedures (completion of online employment application and uploading of supplementary materials in electronic format).

Screening of Application Materials

1. After the posting has closed, the Human Resources Administrator and the supervisor of the vacant position (Hiring Supervisor) shall review completed applications.  For building-level administrative positions, the Principal shall participate in the meeting to review application materials.  A completed application consists of an online employment application and all supplementary materials attached electronically to the online application.   
2. The Personnel Administrator and Hiring Supervisor (and Principal, where applicable) will select those candidates to be invited in for the first round of interviews.  Qualified internal candidates (current CHS employees) shall be granted a first round interview.
First Round Interviews

1. The first round of interviews will be conducted by a committee.  The same committee members should interview all candidates for a given position.  This committee shall be determined based upon the vacancy being considered and shall take into consideration the contractual language noted above, where applicable.  The Hiring Supervisor and Human Resources Administrator shall be included on the First Round Interview Committee.

In the event that a member of the hiring committee is a close relative of or has a close personal relationship with any of the candidates, he/she will recuse him/herself from the entire hiring process.  As defined in Board Policy 6005, “close relative” shall be defined as father, mother, brother, sister, spouse, son, daughter, son-in-law, daughter-in-law, brother-in-law, sister-in-law, grandchild, or grandparent.  “Close personal relationship” shall be defined as persons living in the same household.  In addition, every step should be taken to avoid conflicts-of-interest or apparent conflicts-of-interest.
2. The Human Resources Office will arrange interviews.
3. Interview questions must be scripted and consistent for all candidates for a given position and should cover the following areas:  content- or service-area knowledge, pedagogical skills, employee professional attributes, and divisional/area “goodness of fit”.

4. After all candidates are interviewed, the committee should make a recommendation as to which candidates should be advanced to the second round of interviews.  As a general rule, no more than six candidates should be advanced for a given position.

5. The Hiring Supervisor should conduct an initial reference check on those candidates he/she wishes to advance to the second round of interviews.  This reference check should follow the attached format, and should be done with the person who directly supervises the candidate.  In the event that the only former supervisor is a principal, the CHS principal shall conduct the reference check.
6. Once reference checks are completed, candidates shall be advanced for consideration by the second round interview committee.  This recommendation should be made on the attached form; all reference check forms should be attached.  The documents will be retained in the Human Resources Office.
7. All written materials from the first round of interviews, including copies of applications, interview questions, interviewer notes, etc., shall be returned to the Human Resources Office for destruction.  Every effort should be made to ensure the confidentiality of said documents.

Second Round Interviews

1. The second round of interviews will be conducted by a committee.  The same committee members should interview all candidates for a given position.  The composition of this committee shall be determined based upon the vacancy being considered.  The Hiring Supervisor and Human Resources Administrator shall be included on the Second Round Interview Committee.  The Board President will be invited to name one Board of Education member to the Interview Committee.
In the event that a member of the hiring committee is a close relative of or has a close personal relationship with any of the candidates, he/she will recuse him/herself from the entire hiring process.  As defined in Board Policy 6005, “close relative” shall be defined as father, mother, brother, sister, spouse, son, daughter, son-in-law, daughter-in-law, brother-in-law, sister-in-law, grandchild, or grandparent.  “Close personal relationship” shall be defined as persons living in the same household.  In addition, every step should be taken to avoid conflicts-of-interest or apparent conflicts-of-interest.

2. The HR Office will arrange for interviews.

3. Interview questions must be scripted and consistent for all candidates for a given position and shall be general in nature.  It will be assumed that candidates recommended for a second round interview shall have requisite content-area knowledge for the position.

4. After all candidates are interviewed, the committee should recommend 2-3 candidates to the Superintendent for final interview.  These candidates shall not be ranked.   In the event that none of the candidates are recommended to the final interview level, the Hiring Supervisor will begin the screening and first round interview process again. 

Final Round Interviews

1. The Final Round interviews shall be arranged by the Superintendent’s Office and shall be scheduled at the mutual convenience of the Superintendent and the candidate.

2. The Superintendent shall meet individually with each candidate recommended to the Final Round.  Interview questions must be scripted and consistent for all candidates.

3. The Superintendent shall select one candidate for appointment to the position and shall notify the Human Resources Administrator of said selection.  The Human Resources Administrator shall make all employment offers and formally recommend the candidate to the Superintendent for Board of Education appointment.

4. After the position is filled, the HR Office will send letters to these candidates notifying them of their unsuccessful candidacy for the position sought.

5. In the event that timelines are truncated (e.g. a position becomes vacant one week prior to the start date of the school year), the Human Resources Administrator may modify the above procedures as needed.  The exception is the posting timeline; this may only be done with the collaboration of the WCHSTA, Inc.
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