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Selection Process for Noon Hour Supervisors – February 2002              
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 1.0       Selection Committee

1.0 The Selection Committee will be comprised of the Principal of the School where the vacancy exists.

1.1 No individual will be hired to a position where the supervisor of the position is a member of his/her immediate family unless approved in advance by the Superintendent of Business.

 2.0
Posting of Position
2.1 Postings shall be prepared and circulated throughout the school community where the vacancy exists through school newsletters, and at local HRDC offices.

2.2 An external advertisement may be placed on the web site by the Supervisor of Human Resources.  Specific information to be included will be provided to the Supervisor of Human Resources by the Principal of the School.

2.3 All resumes/applications shall be directed to the Principal where the vacancy exists.

2.4 Resumes/applications must be date-stamped upon receipt.  Applications submitted or received after the closing date and time will not be considered.

 3.0 
Criteria for Selection
3.1 There are four major criteria for selection.  The Candidate’s resume reflects the individual’s personal and professional commitment both in time and experience.  The interview reflects the individual’s ability to articulate thoughts and ideas.  The reference checks will be conducted prior to a final decision of the Principal.

 4.0       Selection


4.1
There are two steps in the selection process.  Step 1:  The Principal will screen the applications to determine which applicant will proceed to the second step.  Step 2:   the interview.

 5.0 
Selection Interview

5.1
The purpose of the interview is to select applicants for consideration for appointment.

5.1.1 
Each candidate will be allotted approximately 15 minutes for interview purposes.

5.1.2 Each candidate will be asked exactly the same questions. Additional questions may be asked by the interviewers for clarification, answers to the questions, or the candidate’s application.

5.1.3 Each candidate will be given an opportunity to ask questions or to make a concluding statement.

5.1.4 Each candidate will complete necessary consent forms for reference checks.

  6.0
Candidates

6.1 
The Principal shall determine the successful candidate as soon as possible following the interview.  Final reference checks if required shall be completed before the final recommendation is made.

6.2 The Principal shall notify the Supervisor of Human Resources by completing the Notification of Hiring form. 

6.3 The successful candidate, if selected from outside the board, shall provide a criminal reference check and medical evidence that the candidate obtained a TB Test.  This information is to be forwarded to Human Resources Department prior to the appointment being confirmed.  
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NOTIFICATION OF HIRING

Please RETURN all original resumes along with this form to the Human Resources Department, Head Office.

Today's Date:  ________________


              Job Posting #:        _____________________

                        YY      MM       DD 

                                                          

              Position Location: _____________________





  
PERSON RECOMMENDED FOR THE POSITION

Name of Successful Candidate:

______________________________________________________

Telephone Number:


______________________________________________________

The successful Candidate is Replacing:
_______
_______________________________________________

Reason for Posting;   (___) Transfer,  (___) Increase in Staffing FTE, (___) Maternity Leave, (___) Sick Leave



      (________________) Other 

TYPE OF CONTRACT

 
Teaching Staff                                      

Support Staff
  
 ____   Teacher                                       
              ____   Office, Clerical & Technical

          
____    Long Term Occasional Teacher  
              ____    Educational Assistant

               ____   Home Instruction                                             ____    Custodial/Maintenance


____  Continuing Educations


____  Other (Please Specify)

                                                                  


________________________________________

Percentage of Time (FTE):  ____     
 
____% Semester 1         

____% Semester 2

Start Date:  ______________________

Temporary  ___     or     Permanent  ___  

                   YY          MM              DD




          

End Date:   ______________________

GL Account #  _________________________________

__________________________________               

__________________________________________

    Principal or Supervisor  (signature)
      Superintendent of Program and Schools or         

      Manager - Human Resources (signature)

Date: _____________________________   


Date: _____________________________________
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