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Administrator Recruitment and Selection Process

A. Recruitment

1. Candidates for Elementary, Middle/K-8 Principal, High School Co-Principal and Assistant Superintendent positions are recruited within and outside the school district. (EdCal, EdJoin, NASSP, Broad Network)

2. AP, VP, Activities Specialist, Program Specialist, Administrative Assistant, Assistant Director, Program Administrator and Director positions are currently advertised only within the district.

3. Specific schools are advertised separately for principal and co-principal vacancies.

4. Current site principals who wish to move to a vacant principal position must go through the paper screening and interview process.

B. Paper Screening

1. Only resumes and letters of intent are sent to the Asst. Superintendent, HRS.

2. For outside candidates who make the initial paper screening, 3 letters of recommendation are requested of them, including 1 from current supervisor.

C. Interview Process for Principals and Co-Principals

1. Individual schools select a panel of interviewers coming from their own school site.

2. The panel typically includes 3-4 teachers (including a TALB representative), two parents and a classified representative.  The Asst. Supt. of HRS and the level Asst. Supt. appoints an additional administrator/principal to participate on the panel.  The outgoing principal does not sit on the panel.  In the situation of a co-principal vacancy, the remaining co-principal is welcome to observe the interviews and work with the Assistant Superintendents in a recommendation for a new partner. 

3. For multiple principal interviews that are held within one day, candidates rotate between 3 separate panels of interviewers: teachers, parents and classified.  There is an administrator who also sits on each of these panels.  

4. Predetermined questions are prepared for the interview.

5. School site panels often come with their own questions to ask. These questions are reviewed collaboratively with the Asst. Supt. of HRS during orientation. 

6. Scoring sheets are not provided to the panel members.  Only anecdotal information is recorded from each panel member at the end of each interview as the purpose of being on the panel is to give feedback only to the Asst. Supt., not to rank candidates or to make the final selection.  

7. The HRS Asst. Supt. shares comments with the candidates at a later date to give them critical feedback and an opportunity for self-reflection.

D. Selection of Administrators

1.  At the end of the day and usually after 8-9 interviews, a tally is taken with each panel member selecting as many qualified candidates that they see fit.  The panel understands that it is the Asst. Superintendent’s ultimate decision to recommend a principal/co-principal to the Superintendent and to the Board.  Often times, a natural ranking comes out of the debriefing stage.

2. For the selection of AP’s, VP’s, and lower level administrators, eligibility lists are reviewed with the site principal.  The site makes the selection and recommends him/her to their appropriate asst. superintendent for approval.

E. Outside Candidates

1. When the selection includes candidates from outside the district a second interview is required.

2. The second interview consists of the following:

· Instructional Analysis of a classroom lesson

· 2 types of post-observation conferences

· 2 writing tasks: 1 handwritten and 1 using a computer

