Hiring Team Leader Procedures 

1.   Management team member is hiring team leader

2.   Review Job description

3.   Submit changes to MT or ED 

4.   Request job advertisement be placed

5.   Recruit hiring team

6.   Review all applications – retain only those that are facially qualified – send rejection/thank you letters to applicants that will not be considered further or hold to send with considered, but not selected, at the end of the process

7.   Submit qualified applicant resumes to hiring team for prioritization

8. Meet with hiring team to:

· negotiate top 3 to 5 candidates

· set interview dates

· talk about interview procedures, including “do’s & don’ts” of hiring

· prepare interview questions

9.   Call (or ask Staff Support Asst.) to set interviews. Candidates should be given 

        all special instructions at the time the interview is set

10.   Conduct interviews

11.   Make selection (first and second candidate)

12.   Collect all interview questions from the hiring team

13.  Prepare reference check questions

14.   Call references (hiring team leader and one HT member)

15.   Verify salary range

16.   Call candidate and make offer

17.   If not accepted, call references on second candidate*, repeat # 16. If there is no   

        2nd candidate the team is interested in, bring to MT

18.   Once candidate has accepted position, prepare file for administration:

· 1 copy of resume (and any additional materials)

· 1 blank copy of interview questions 

· List of references called and 1 blank copy of reference check questions

· 1 New Hire form, completed  (see below)
· Submit to Admin. Team Leader by end of next business day after candidate has accepted

19.  Send Thank you/rejection letter to all applicants not selected

*retain 2nd candidate resumes in “Potential Candidates” file

KCSDV NEW HIRE FORM

Position Title: ________________________________________________

Hiring Team Leader: ___________________________________________

Name of New Employee: ________________________________________

Date New Employee will start: ____________________________________

Salary at start: ________________________________________________

Complete and forward to the Director of Finance & Administration upon acceptance of position by applicant.  Attach resumé and job description for position.
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