HIRING CHECKLIST
Many times school districts, HR directors (Supt), principals and supervisors are placed into hiring situations without much training or guidance.  This is an attempt to keep everyone on the same page and provide more support than we have had in the past.  It is important to look at every hire as if they will be with us through retirement.  Please use the following checklist to help avoid mistakes and ensure quality hires.

I. Pre-screening

a. Paper screening – Have more than one person review the paperwork

b. Call screen or initial interview may give a stronger pool

c. With large numbers “Speed Date” concept with a committee

II. Educate the candidates

a. Give the details of the position assignment up front

b. Compensation details (including steps for mid-year or experienced hires)

III. Prepare the interview team

a. Dress professional – Interviews should not be casual

b. Prepare and assign questions

c. Use the same questions in the same order for each candidate (save additional ?’s for the end)

d. Brief the team on “forbidden questions” (see Interview Do’s & Don’ts)

IV. The interview should not be the sole determiner

a. Talk is just that “talk” – Does not prove skill

b. Teach a lesson or complete a writing assignment

c. Skill testing – consider before the final interview

V. Consider personality as well as skills/experience

a. High Skills + Poor Relatability = Potential Problem
b. Refrain from hiring yourself – our staff needs diversity

VI. Send a proper offer letter

a. This dispels misconceptions

b. Spells out all pertinent details (mid-year hires)

c. Spells out all contingencies

VII. Conduct a full orientation

a. Full review of job description

b. Full review of district policies

c. Review employee handbook

d. Discuss the expectations of privacy (e-mail)

e. Review conduct policies

INTERVIEW DO’S AND DON’TS
Interview Do’s

1. Provide training to the interview team (at least written instructions)

2. Best to ask the same questions to all (unless a specific follow-up)

3. Maintain detailed/careful notes (objective, factual, concise – take notes with a lawsuit in mind)

Interview Don’ts

1. Avoid making promises during the interview (compensation/job security)

2. Avoid questions about disability

a. Medical conditions/treatments

b. May ask about general history of attendance

c. Ability to perform with/without reasonable accommodations (show the job description and ask if they can or can’t do the work with or without assistance)

d. Don’t ask about previous job injuries or worker compensation claims

e. Stay away from any questions that elicit information about race, national origin, age, religion, military status, children, physical attributes and sexual orientation

f. Do not ask about arrest record (may inquire about convictions)

Interview Questions not to Ask

(and alternatives if the information is essential)

1. Age

a. How old are you?

b. What is your date of birth?

i.
Do you meet the minimum working age under Michigan Labor Law?

ii.
Are you over 18?

2. Availability for work

a. Can you work on weekends?

b. Do you have children?

c. What are your child care arrangements?

i.
The working hours are _____ to _____, can you meet those working
hours?

ii.
Work sometimes requires overtime, can you work such a schedule?
iii.  Do you have any obligations that would keep you from emergency
scheduling?

3. Birthplace and citizenship

a. Where were you born?

b. What is your native language?

i.  Are you legally authorized to work in the United States?

4. Clubs and Affiliations

a. To what organizations do you belong?

b. Tell me about the organizations you belong to.

i.
Tell me about any memberships or organizations you belong to that
contribute to your ability to do your job.

5. Children

a. Do you have or plan to have children?

b. Can you get child care easily on short notice?

i.
What experience do you have working with children?

ii.
It may be necessary to report on short notice, can you meet this
requirement?

6. Marriage

a. Who is the relative to be notified in case of emergency?

b. Are you married?

c. Do you plan to get married?

d. What is your married name?

e. Have you ever had your name changed?

i.
Is there any additional information we need about your name to verify
your employment/education record?

7. Disabilities

a. Do you have a disability?

b. Have you ever filed for workers compensation?

c. Have you ever been treated for ????????

d. How many days were you absent from work because of illness last year?

e. What prescription medications are you taking?

f. Is there any health related reason you may not be able to perform these job duties?

i.
Can you perform the essential functions of this job?

ii.
Can you demonstrate for me how you would perform those functions?

8. Economic Status

a. Have you ever had your wages garnisheed?

b. Do you own your own home?

c. How long do you plan to work on this job?

d. Have you ever filed bankruptcy?

i.
Where do you see yourself and your profession in five years?

BUILDING LEVEL INTERVIEWS
In an effort to empower our schools in the teacher hiring process we have provided the administration and staff the opportunity to conduct initial interviews and make recommendations for staff appointments.  When a vacancy occurs the following procedures will be implemented:

1. Post position internally

2. Post final position publicly with ample time to receive applicants

3. Building principal works with HR (Supt) to begin reviewing appropriate candidate information

4. Building principal chooses candidates for a building level interview.  It is expected that at least three (3) preferably five (5), candidates be interviewed to ensure appropriate comparison of teaching skills.

5. Building principal sets interview date.  Either building principal or Central Office contacts candidates.  Principal works with HR (Supt) to develop interview packets.

6. Building principal sets interview panel which should be made up of a minimum of the principal, two teachers and a parent.

7. Written rating grids must be completed on each candidate.  Candidates with the highest two ratings will be recommended.

8. Following the interviews, the recommendation and all paper documentation must be submitted to the Central Office.
9. Additional reference checking will be completed at this time

10. The final candidates will have a 2nd interview.  The 2nd interview will include, at minimum, the superintendent, building principal and at least one other district administrator.

11. The superintendent will complete and schedule the Board recommendation for the next meeting.

Note:  It is important to remember that no questions may be asked that are discriminatory in nature.  It is important to stay away from questions related to race, marital status, disability, age, religion, or national origin.  However, if a candidate volunteers such information, the panel should refrain from subsequent questions which may go deeper into the subject.

INTERVIEW PANEL PROCEDURES
1. Panel members should review any background information, as well as the interview questions prior to the first interview.  If you have any questions, they should be asked before the interview begins.

2. Panel members will rate each candidate on each question from 1-5, with 5 being the best.  The rating should reflect your own personal impression of the candidate as he/she responds to the question.  It is not necessary that your ratings agree with the other panel members.  Your individual perception is what is important to this process.

3. The panel has been assigned to ask certain formal questions.  Any panel member who does not wish to ask questions may indicate this to the interview leader and the questions will be assigned to someone else.  When they are finished, each panel member will be asked if he/she has any follow-up or additional questions.  If you ask an additional question, you should ask the same one to all candidates, unless it specifically relates to something that a particular candidate has said.  Questions related to medical conditions, marital status, religion, etc. are illegal to ask.

4. Candidate ratings should be done in pencil and may be changed at any time up to when your folders are turned back in.  Your ongoing notes will help if you see a need to adjust ratings as you listen to candidates throughout the day.  Your final rankings should reflect your personal feelings about the final ranking of candidates.  When rating, the following should be considered:

1-2 Below Average – didn’t really answer the question, evasive, lack of confidence

3  Average – answered to some degree, but superficial, not very confident, does not really communicate how he/she would apply concepts/strategies

4-5 Above Average – answers the question with confidence and utilizes the most up to date and research based background, offers good examples of how he/she would or have applied strategies/concepts

5. The purpose of this panel is to provide written input to the superintendent to help determine a recommendation.  The panel does not vote or reach consensus on a “winner”.  The interview panel input will be considered along with previous application screening scores, reference checking and other appropriate backup materials

6. After the conclusion of all interviews you will be asked to review your interview grids and to total ratings.  The rating totals should reflect your own personal preferences for the top candidate(s).  You will also be given an opportunity to offer summary statements on your top choices.

7. Once everyone has completed their input on the grids, they will be given the opportunity to make a verbal statement on their top candidate(s).  This verbal statement is optional.
8. Thank you for your interest in assisting in this process.  Your input is a valuable asset to the district in making these very important personnel decisions.
