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Recruiting Process and Procedures 

Initial steps

· Once a position has been vacated or notice has been given that a position will be vacated, please notify the Associate Superintendent so that the recruiting process can be initiated and the position posted.
· New and/or vacant positions will be posted for at least five (5) business days within the district by a means determined appropriate by the superintendent or designee. 
· The superintendent or designee will determine the need for external job postings, which will be done on MOREAP.
· Establish screening criteria for the position (generally taken from position qualifications and requirements found in the job description).
· Using the screening criteria, review applications on REAP to determine candidates who best meet the screening criteria.  Candidates for certificated positions must presently hold, or will have attained the proper certificate(s) for the position by the proposed start date for that position.
· Recruitment procedures should not overlook the talents and potential of individuals already employed by the school district. Any current, qualified employee meeting the stated requirements may apply for posted position vacancies.
Interview Team
· Determine the need for an interview team and select members using the following guidelines.
· Teaching position/Assistant Principal: Department/grade level chairperson will be involved along with 4 other certified staff members from the building. (*Note: If the vacancy is in a “department of one”, then at least one certified member from the district in that area will be included on the team.) Building Principal and Assistant Principal(s) will be included. A recommendation of employment will be made by the Principal.
· Head Varsity Coach: The team will be comprised of two (2) Board of Education Members, two (2) parents, one (1) assistant coach from the sport involved, one (1) varsity coach from another sport and the High School administration. A recommendation will be made by the H.S. Principal.
· Assistant Coaches:  The Activities Director, Head Varsity Coach from the sport involved and the Building Principal will make up this interview team. Building Principal will make the recommendation for employment.
· Building Principal: A team of five (5) certified staff members elected by the teachers in their building, two (2) classified staff members appointed by the Superintendent or designee, one (1) building administrator, two (2) BOE members and Central Office Administrators will serve as the Interview Team. The team will make a recommendation for employment to the Superintendent.
· District-Wide Administrative Personnel: This team will include five (5) certified staff members – one from each building. These members will be elected by the teachers in their building. The remainder of this interview team will be filled at the discretion of the Board of Education and may include patrons, classified employees, administrators, and board members.
**Note: Interview team members are expected to be able to attend all meetings.
Interviewing

· Remember that interviews should be conducted in a timely manner (as soon as practical) following the end of the posting period.
· Establish the times, dates, and locations for interviews and schedule appointments with candidates.
· Make necessary preparations for the interviews, including selection of interview questions and copies of all applications. Please contact HR, as necessary for sample interview questions.
· Conduct a minimum of three (3) reference checks on all finalists. Sample questions are found on the Reference Check Form or you may develop another form. Be sure to ask the same reference questions for all finalists.
Recommendation

· The final employment recommendation is made by completing and returning the Employment Recommendation Form to the HR Department.   You should also include:
· the candidate’s application, resume and other supporting documents
· reference checks for the candidate
· all copies of documents related to the interviewing process including interview questions and notes from interview team members.
Details of employment including salary, benefit eligibility, start date, etc. will be determined by the Associate Superintendent in accordance with policies.  (Interview committee leader may contact the candidate being recommended, informing them of the recommendation to hire, but should refer them to HR for specific salary and benefit information.)

Screening Applicants 

Process and Procedures
Applications at CO - Classified

· After the closing date of the job posting, the selection process may begin.  To review the applications at Central Office, please contact HR so the appropriate files can be ready for review.

· Original applications may be reviewed at Central Office. Copies of apps may also be made for the hiring supervisor to take back to their building.

MOREAP-Certified

Once the requirements for posting a position internally have been met, HR will post the position to MOREAP as needed. 
Viewing Applications
· Enter www.moreap.net into your Internet browser.

· On the left side of the homepage screen under School Districts click “Members Login”

· Enter 0500030000 as the school code and jobsopen (case sensitive) as the password, and then click “Sign In”.

· Now that you are at the Human Resources Center page, you will notice several underlined phrases, including “Search Applicants”, “Search Tips”, “Add a Job”, “Update a Job”, “Post Hiring of Applicant”, “Download” and “Access Applicant Management System”.
· Click on “Access Applicant Management System”. Do not click on or access any other submenu of the Human Resources Center page.  HR will manage the rest of the functions.
· The next screen that appears is the Applicant Management system menu. 

· Click on “Review Candidates” (for Users who wish to review applicants) –  (It is the last option on the page). Do not click on or access any other submenu of the Applicant Management system.  HR will manage the rest of the functions.
· On the next screen, choose which Drawer and Folder you wish to view by selecting from the drop down list. And click “Next”. 

· This function allows you to view a list of applicants already created by HR. (Every effort will be made to update the list of applications daily.)

· The sort function allows you to sort the list based on 7 criteria.

· You may view each application by clicking on the candidate’s name.

· After you have clicked on a candidate’s name, you will view the Candidate Information Page. You can choose from three different ways to view the application: “Query Results”,  “Executive Summary” or “Application Form.”
· Also, on the Candidate Information Page, you may add a rating and remarks to each applicant on the list before and after interviewing.

· Finally, on the Candidate Information Page, you may read the reviews posted by others in our district.

· The Purpose of Adding Ratings and Remarks
The purpose of using the rating and remarks section is to: 

1. Establish relevant/qualified candidates

2. Establish and coordinate interview dates/times

3. Provide objective feedback after the interview

· Adding Ratings and Remarks
· Enter www.moreap.net into your Internet browser.

· On the left side of the homepage screen under School Districts click “Members Login”

· Enter 0500030000 as the school code and jobsopen (case sensitive) as the password, and then click “Submit”.

· Click on “Access Applicant Management System”.
· Click on “Review Candidates” (for Users who wish to review applicants) –  (It is the last option on the page).
· On the next screen, choose which Drawer and Folder you wish to view by selecting from the drop down list. And click “Next”.

· Click on the candidates’ name, which you wish to enter information for.

· Fill out the information in the yellow box and click “Add this Evaluation”

· Reviews should only be objective.  Also, the hiring manager should list the date and times of the scheduled interview with this candidate, if applicable.  Finally, after the interview, the hiring manger should provide feedback, so other hiring managers may use this information.
· Only use 1-4 for the rating scale.  Ratings should only be given after interviewing a candidate, except for Rating 1. Rating 1 may be given after reviewing the candidates’ application. The Rating scale definitions are as follows:
· 1- Not qualified; Not a good fit for the Hillsboro R-3

· 2- Qualified; Not a good fit for my building/department

· 3- Qualified; Would hire for my building

· 4- Offered Position

· Reading Posted Reviews
· Enter www.moreap.net into your Internet browser.

· On the left side of the homepage screen under School Districts click “Members Login”

· Enter 0500030000 as the school code and jobsopen (case sensitive) as the password, and then click “Submit”.

· Click on “Access Applicant Management System”.
· Click on “Review Candidates” (for Users who wish to review applicants) –  (It is the last option on the page).
· On the next screen, choose which Drawer and Folder you wish to view by selecting from the drop down list, and click “Next”.

· Click on the candidates’ name for which you wish to review the posted reviews.

· In the gray box, enter HAWKSNEST (case sensitive) and click “View Reviews”

Applicant Management System

Description of System
The MOREAP Applicant Management System was created to allow MOREAP School officials to save the names of promising candidates which they have found after searching the MOREAP applicant database. In addition, review comments and ratings may be assigned to each candidate. These reviews are password protected for the sake of privacy.

Candidate names and reviews are saved in 'Folders.' 'Folders' are stored in 'Drawers.' Each 'Applicant Management Drawer' has a name, an owner, a password needed to modify the drawer, and a password needed to view reviews of candidates within folders in the drawer. 

'Applicant Management Folders' may be viewed by other people. First a person must log-on to the MOREAP system with a School code and a MOREAP HR password. 'Reviewers' may then add their own ratings and comments, but cannot read the reviews of others. A decision maker may be given the 'Password to Read Reviews' to read all of the reviews. This person will be limited to reading reviews and adding his or her own comments.

To begin using the Applicant Management System, a user must first create at least one Drawer. Then one or more Folder(s) may then be added to this Drawer.

For Example, HR is responsible for searching the MOREAP applicant database for job candidates. They created the following Drawers and Folders to save the applicants he finds:

Drawer #1: High School Teachers (Owner: HR) 

Folder #1: English Teacher 

Folder #2: History Teacher 

Folder #3: Science Teacher 

Drawer #2: Elementary School Teachers (Owner: HR) 

Folder #1: First Grade Teacher 

Folder #2: Elementary Art 

Since the district must hire a first grade teacher, HR uses the 'Search Applicants' feature to find qualified applicants. When a promising applicant is found, the applicant's name is added  to the 'First Grade Teacher' Folder of the 'Elementary School Teachers' Drawer. (This requires the password for the drawer.)

We have a hiring committee whose members are asked to evaluate each of the candidates. Each one does the following: 

· Logs on the MOREAP system using the school code and MOREAP password. 

· Clicks "Review Candidates" on the "HR Welcome" screen. 

· Chooses the Drawer, "Elementary School Teachers," and the Folder, "First Grade Teacher." 

· Selects each individual in the Folder, one at a time, and reads the Application Form for this candidate. 

· He or She then adds his/her Rating and Comments to the entry for this candidate. 

· However, he or she may neither add nor delete candidates from the Folder. In addition he or she may not read the reviews of the other reviewers. 

When the hiring committee has finished, HR or a designee who is a trusted member of the school administration is given the “password to Read Reviews” as follows:

· Accesses the Drawer and Folder as described above. 

· Selects each individual in the Folder, one at a time. 

· Enters the 'Password to Read Reviews' and reads the reviews of the other reviewers, along with the Application Form for this candidate. 

· She then adds her Rating and Comments to the entry for this candidate. 

Note: In addition, Reviewers' Comments may be used to save notes about interviews with candidates.  The “Comments” section should also be used to show dates and times candidates are scheduled to interview.
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GUIDELINES FOR INTERVIEWING JOB APPLICANTS

These guidelines focus on job interview inquires prohibited by law and set forth permissible and impermissible inquiries during the job interview and before the offer to hire is made. It is important that the interviewer ask only questions that are job related.

PROHIBITED PRE-EMPLOYMENT INQUIRIES

	Age
	Any question designed to discover someone’s age.

	Alcohol or Drug Use
	Alcoholism is a covered disability under the ADA. Any inquiry about how much the applicant drinks or whether the applicant has participated in an alcohol rehabilitation program.

	Arrest Record
	Any inquiry relating to arrests. Since, under our judicial system, you are presumed innocent until proven guilty - i.e., convicted - records of arrests without conviction are not useful and may be prejudicial.

	Availability for Saturday or Sunday work (pertaining to religious discrimination)
	Any question about religious preference, affiliation, observance, or practices.

	Availability for weekend or evening work (pertaining to sex discrimination)
	Asking this question because you might want the person to work evenings or weekends, but it is not a requirement for the position. This question is likely to have a discriminatory impact on applicants with families - particularly women. This question is valid when it is a legitimate requirement of a position such as administrator or coach.

	Citizenship
	Whether applicant is a U.S. citizen. Any requirement that the applicant present birth, naturalization, or baptismal certificate before being hired. 

	Convictions
	Inquiries relating to convictions that are irrelevant to the job - e.g., inquiries about gambling arrests for the job of pipefitter. A non-hire on the basis of a prior conviction must be justified by business necessity and must be balanced against the possibility of negligent hire liability. 

	Credit Inquiries
	Inquiries relating to charge accounts, bank accounts, credit history, or credit rating that do not relate to the job in question. Good credit requirements have been challenged as discriminatory because they may have an adverse impact on minorities.

	Disability
	Inquiries that  are likely to elicit information about a disability. General inquiries - e.g., "Do you have any disabilities?" - which might reveal disabilities not related to ability to perform specific job. Inquiries about whether the applicant can perform major life activities. 

	Education
	General questions about high school or college degrees unless the educational degree inquired about is the only way to measure a candidate's ability to perform the job in question.

	Family Status
	Do not inquire about whether the applicant is married or single, number and age of children, spouse’s job, spouse’s or applicant’s family responsibilities, child care responsibilities, support orders, pregnancy, etc. Do not direct questions to applicants of a particular sex - e.g., asking women about child care arrangements, or asking men about child support obligations.

	Financial Status
	Inquiries about an applicant’s financial condition. This has been found to result in discrimination against minorities since more non-whites than whites are below the poverty level. Questions about home ownership or car ownership

	Height and Weight
	Any inquiry about height or weight not based on the actual job requirements.

	Marital Status
	Whether the applicant is married, single, divorced, separated, engaged, widowed.

	Military Service
	Type or condition of military discharge. Experience in other than U.S. armed forces. Request for discharge papers. Under federal law, federal contractors may only invite disabled or Vietnam era veterans to self-identify if it is in connection with an affirmative action effort. Preferring applicants with honorable discharge rather than dishonorable discharge may be race discrimination under the adverse impact theory. The Uniformed Services Employment and Reemployment Rights Act (USERRA) protects against discrimination on the basis of military service. However, a less than honorable discharge can be the basis for denial of reemployment under USERRA. Cannot ask about military convictions, unless job related.

	Name
	Inquiries to determine national origin, ancestry, or prior marital status.

	National Origin
	Inquiries about applicant’s lineage, ancestry, national origin, descent, place of birth, mother tongue, or national origin of applicant’s parents or spouse. Refusal to hire because of a foreign accent or lack of facility with English could be construed as national origin discrimination. 

	Organization Membership
	Questions about organizations whose name or character indicates members’ economic or social class, race, color, creed, sex, marital status, religion or national origin - e.g., country clubs, social clubs, religious clubs, fraternal orders.

	Personal Information
	General inquiries about change of name through application in court or marriage.

	Pregnancy
	Any question relating to pregnancy or medical history concerning pregnancy, or inquiries that might elicit answers based on pregnancy or family planning status. NOTE: The EEOC has ruled that to refuse to hire a female solely because she is pregnant constitutes sex discrimination.

	Race or Color
	Any questions about race, color, or complexion of skin

	Religion or Creed
	Questions about applicant’s religious denomination, religious affiliation, church, parish, pastor, or religious holidays observed.

	Residence
	Whether the applicant owns or rents own home (denotes economic class). Names and relationship of persons with whom the applicant resides.

	Sex
	Reference to the applicant's sex, if a particular sex is not a BFOQ.

	Union Affiliation
	The Labor Management Relations Act makes it illegal for employers to discriminate on the basis of union membership.


Hillsboro R-3 School District

REFERENCE CHECK FORM

Three references should be checked prior to forwarding a Recommendation of Employment form to Central Office.  Work-related references such as current or past supervisors are preferred. (Be advised that some employers will not answer some questions for reasons of liability or discrimination.)
Applicant’s name: 






Name of reference: ______________________________
Company: 




Position: ______________________________________
Phone: 


Reference check completed by: __________________________________ Date: 


· How long and in what capacity do you know this individual?

· Please describe the applicant’s duties and responsibilities (if applicable):

· How did/would you evaluate the applicant’s performance?

· Describe performance in relation to punctuality, attendance/absenteeism?

· Please tell me about the applicant’s character and attitude:

· How would you describe the applicant’s ability to work with and relate to students?  Colleagues?  Supervisors?

· What are the applicant’s strengths?

· What are the applicant’s areas for development or improvement?

· How would you rate the applicant’s ability to use good judgment?  In normal conditions?  In unusual or stressful conditions?

· How would you describe the applicant’s ability to be responsible and to work independently?

· Are you aware of any reason why we should not allow this applicant to work with children?

· Are you aware of any financial difficulties, drug abuse problems or history of criminal conduct on the part of the applicant?

· What was their reason for leaving?  

· Would you rehire this individual again?   Why or why not?

· Is there anything else you would like to add?
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