PERSONNEL	03.11 AP.1
Hiring and Employment Procedures
No person shall be subjected to discrimination in regard to employment, retention, promotion, demotion, transfer or dismissal because of race, color, religion, sex, national or ethnic origin, political affiliation, age or disabling condition.
No qualified person with a disability, as defined by law, shall, on the basis of the disability, be subject to discrimination in employment.
District employment practices shall be in accordance with the Board‑approved procedures addressing requirements of the Americans with Disabilities Act of 1990 and Section 504 of the Rehabilitation Act of 1973.
Employment Procedure
The Board, acting through the Superintendent and staff, is committed to providing the best possible educational opportunity for the students of the Todd County School System and in furtherance of this commitment, the SBDM schools have and will seek to employee the best qualified staff available.
Dissemination of Employment Plan
The Board will publicize and furnish copies of its plan of employment.
Purpose
The document has been developed to facilitate the analysis and review of the District’s employment procedures and to assess its effectiveness in adhering to standards of equal employment and affirmative action.
Responsibility For Employment Plan
Principals and District Administration staff and school councils shall be responsible for implementation and adherence to Todd County Board of Education hiring practices.
A. Superintendent
As chief executive officer, the Superintendent shall be responsible for the implementation of the Board’s Employment Plan in compliance with federal and state laws and regulations.
B. Personnel Director
The Superintendent will appoint an administrator to coordinate and implement the Board’s Plan. The Superintendent will be responsible for developing and keeping a current job description that outlines the role and responsibilities of the Personnel Director. Services expected will be with the purposes and intent of the document. The principal duties of this position include the following:
1. Being conversant with laws and regulations of federal and state governments that pertain to equal employment and educational opportunity, non-discrimination, and affirmative action.
2. Informing members of the school community of their rights and responsibilities under legal guidelines and of recent developments regarding affirmative action and equal employment opportunities.
3. Administering and monitoring the Board’s policy on employment in recruitment of staff.
4. Reporting progress, problems and needs in areas of employment and equal opportunity to the Superintendent.
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B. Personnel Director (continued)
All personnel activities will be monitored, including hiring and referral procedures to insure that personnel decisions are made within the spirit of equal opportunity. An annual summary of personnel activities will be compiled for study and review.
The Personnel Director will be responsible for organizing and coordinating the Board’s Employment Plan consistent with the purpose as set forth herein.
Recruitment Procedures
The Todd County School District is committed to selecting the best-qualified applicants on the basis of training, experience, performance assessment, and recommendations from previous employers. The District will recruit, screen, interview, and employ on the basis of individual qualifications without unlawful discrimination from an applicant pool which will reflect the available labor force for the positions available.
Recruitment of certified staff will be conducted at a variety of colleges and universities, including institutions with high minority enrollment to insure full participation and involvement of men and women of diverse races and cultures. The Superintendent will continue to inform such colleges and universities of the District’s desire to employ qualified faculty and staff.
Recruitment of classified staff will be conducted through District communication procedures in cooperation with community and government agencies.
The codification of recruiting, hiring, and employment procedures will be available in all District buildings and posted in the District office.
General Procedures
1. Supervisors/Principals/SBDM schools will notify the Superintendent/District Personnel Director in writing of an actual vacancy. The definition of a vacancy and the parameters of public school employment are described in KRS 160.380. All classified position vacancies will be posted for ten (10) working days subsequent to the date of notification to the District office. Emergency situations, as determined by the Board, will be posted for five (5) days. All certified positions will be posted for fifteen (15) calendar days unless an emergency waiver is obtained from the Chief State School Officer. Exceptions to the posting or positions will be made only on the approval of the Superintendent or designee in cases of emergency.
2. All advertisements or materials for employment will contain the following: “The Todd County Board of Education does not discriminate on the basis of race, color, national origin, age, religion, marital status, sex, or disability.”
3. Employment application forms and other personnel records will comply with law, regulations, and policies of the Todd County Board of Education.
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Hiring Procedures/Certified
A. Application and Selection Process
1. An applicant for a teaching position shall be defined as a person having the following information on file in the District Personnel Office:
· Completed teaching application form
· Criminal record check
· Copy of valid Kentucky teaching certificate or Internship
· Official transcript of college work
· Resume (optional)
· Letter of recommendation - 3 total
2. The Personnel Director will screen all applications to ensure all needed information is complete.
3. The Personnel Director will provide a list of applicants to Principals. Principals and SBDM Committee will interview and recommend personnel from this list exclusively. If, after interviewing those candidates on the initial list, the Principal determines that additional candidates are needed, additional lists may be requested from the Personnel Director. Upon request, additional applicants shall be provided if qualified applicants are available. Minority applicants, if available, will be included on each list.
4. The Principal shall not make recommendations for employment until the posting date has expired unless the Superintendent has obtained an emergency waiver from the Chief State School Officer. Principals are required to keep all positions open during the posting period.
5. The Superintendent shall notify the Board of all personnel actions at the first meeting of the Board following the actions.
6. Adherence to the screening and interview procedures will be documented by participating administrators and kept on file in the buildings and District office.
Hiring Procedures/Administrative Positions
A. Application Process
1. An applicant for an administrative position shall be defined as a person having the following information on file in the District personnel office.
· Completed teaching application form
· Criminal record check
· Copy of valid Kentucky certification for position sought
· Official transcript of all college work
· Resume (optional)
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Hiring Procedures/Administrative Positions (continued)
· Letters of recommendation – 3 total
2. Not all applicants will be chosen for an interview by the Superintendent/designee.
B. Selection
1. The Superintendent shall not promote a personal relative or the relative of a Board member who continues employment in the District under provisions of KRS 16.380.
2. The Affirmative Action Plan developed by the Todd County Affirmative Action Steering Committee will reflect commitment to the recruitment of minority staff (KRS 160.380 (2) (d)).
3. Recommendations for employment or promotion will not be made until the posting date has expired unless the Superintendent has obtained an emergency waiver from the Chief State School Officer.
4. The Superintendent shall notify the Board of all administrative appointments and promotions at the first meeting of the Board following the actions.
3. Adherence to the screening and interview procedures will be documented by participating administrators and kept on file in the buildings and District office.
Hiring Procedures/Classified
A. Application and Selection Process
1. Persons desiring employment for classified (non-teaching) positions will be considered applicants at the time the following information is on file with the District’s Personnel Office:
a. Completed non-teaching application form
b. Criminal record check
c. High school diploma or GED or evidence of enrollment in/progressing in GED program
d. Resume (optional)
e. Bus Drivers
· Physical – satisfactory completion of
· Class “B” CDL with passenger endorsement
· Pre-employment Drug Test
2. Applicants with complete credentials on file will be screened by the Personnel Office.
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Hiring Procedures/Certified CLASSFIED Personnel (continued)
3. The Personnel Director will provide a specific list of applicants to Principals, Directors and Supervisors who make employment recommendations. Principals and others who make personnel recommendations will utilize this list exclusively. If, after interviewing the candidates on the initial list, it is determined that additional candidates are needed, an additional list may be requested from the Personnel Director. Upon request, additional applicants shall be provided when qualified applicants are available. Minority applicants, if available, will be included on each list.
4. Recommendations for employment shall not be made until the posting date has expired. All positions shall remain open during the entire posting time unless an exception is made by the Superintendent/designee in cases of emergency.
5. Adherence to the screening and interview procedures will be documented by participating administrators and supervisors and kept of file at the site and District office.
Phase I	Application on File
1. All certified applicants must place a completed application for employment on file in the Personnel office, 205 Airport Road, Elkton, KY 42220.
2. Former employees must complete the same process of employment as is required of all other candidates. However, their permanent files are still on record in the Personnel Office and most documents may already be on file.
Phase II	Standardized Oral Interview
1. Upon completion of the application, the Personnel Director reviews the applicant’s file.
2. After the Personnel Director reviews all applications, a list of candidates will be sent to the building Principal and/or directors by the Superintendent or designee. These candidates will possess superior credentials. This includes, but is not limited to:
3. Upon successful completion of the standardized oral interview, applicants may be placed on a list submitted to the Superintendent. These candidates will possess superior credentials. This includes, but is not limited to:
· Experience
· Education
· Results of the standardized interview
· Undergraduate/Graduate Academic CPA
· Certification
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Hiring Procedures/Certified Personnel (continued)
Phase III	Interview by Building Administrator, Director or Supervisor
1. Building Administrators, SBDM, Directors, or Supervisors review applications and select the applicants to interview to fill vacancies from a list submitted by the Superintendent or designee.
2. The Principal or Supervisor then recommends, after interviews and appropriate consultation with SBDM council, the selection for employment on a District recommendation form after position date has expired.
Phase IV	Recommendation to Personnel Director
1. All completed recommendation forms shall be submitted to the Personnel Director.
2. Recommendations for employment are reviewed by the Personnel Office to ensure adherence to the intent and purposes stated herein.
3. Assuring that the recommendations and the procedures for employment follow all laws, regulations and District policy, the Personnel Director shall forward the recommendation to the Superintendent. Those recommendations that are disapproved for the reasons described herein are returned to the Principal, Supervisor, or Director
4. Candidates who are declared eligible for consideration and employment but who are not offered or do not accept employment may continue to be active candidates for employment for a period of up to two (2) years. The application may then be deleted. It is the sole responsibility of the applicant to maintain notice to the district of his/her desire to be an active candidate for employment.
Phase V	Hiring Procedures
In keeping with state law, the Superintendent shall be responsible for all personnel actions including hiring, assignments, transfer, dismissal, suspension, reinstatement, promotion, and demotion.
Phase V	Notification to the Board of Education
All personnel actions by the Superintendent as described shall be recorded in the minutes of the Todd County Board of Education at the next meeting after the action is taken. Upon employment by the Superintendent, the new employee shall be notified by the Personnel Office in writing and instructed to complete contractual procedures.
Administrative Position Employment Procedures
Phase I	Application
1. All applicants for administrative positions must place a completed application for employment on file in the Personnel Office, Todd County Board of Education, 205 Airport Road, Elkton, KY 42220
2. Applicants who are currently employed by the District may apply by submitting a written request to either the Personnel Director or the Superintendent.
3. Valid Kentucky certification for the position sought must be on file in the District office.

PERSONNEL	03.11 AP.1
	(Continued)
Hiring and Employment Procedures
Phase II	Interview by Superintendent/Designee
1. The Superintendent/designee will conduct interviews for all administrative positions. Candidates shall be granted an interview based upon:
· Success shown in previous assignments
· Reference Checks
· Potential for success in the new position
· Other pertinent criteria
2. Not all applicants will be chosen for an interview by the Superintendent/designee.
Phase III	SBDM Only – Building Level Interview in Schools That Have Formally Adopted School-Based Decision Making
1. If the vacancy to be filled is the position of Principal, the Superintendent shall fill the vacancy after consultation with the council.
2. If the vacancy to be filled is the position of Assistant Principal, the Principal shall consider and interview candidates selected from a list of applicants submitted by the Superintendent. After appropriate consultation with the School Council, the Principal shall select the Assistant Principal.
3. Personnel decisions made at the school level under the authority of KRS 160.345 (SBDM) shall be binding on the Superintendent who completes the hiring process.
Phase IV	Alternative Plan – Interviews at Building Level by Committee Appointed By the Superintendent
1. The Superintendent may appoint, at his/her discretion, a building level committee to consider and interview candidates for the positions of Principal and Assistant Principal.
2. The building level committee shall be composed of three (3) teachers assigned to the building and two (2) parents who have a child currently enrolled in the school. The committee will consider and interview candidates from a list of applicants submitted by the Superintendent.
3. If the position to be filled is that of Assistant Principal, the Principal will be appointed to serve as an active member of the building level selection committee.
4. The committee shall make one recommendation to the Superintendent. Recommendations made to the Superintendent are not binding.
Phase V	Recommendation to the Personnel Director
1. All completed recommendation forms shall be submitted to the Personnel Director.
2. Recommendations for employment shall be reviewed by the Personnel Office to ensure adherence to the intent and purposes stated herein.
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Phase V	Recommendation to the Personnel Director (continued)
3. Assuring that the recommendation and the procedures for employment follow all laws, regulations and District policy, the Personnel Director shall forward the recommendation to the Superintendent. Those recommendations that are disapproved for the reasons described herein are returned to the Principal or School Council.
4. Candidates who are declared eligible for consideration and employment may continue to be active candidates for employment for a period of up to two (2) years. The application may then be deleted. It is the sole responsibility of the applicant to maintain notice to the District of his/her desire to be an active candidate for employment.
Phase VI	Hiring Procedures
1. In keeping with the state law, the Superintendent shall be responsible for all personnel actions, including hiring, assignments, transfer, dismissal, suspension, reinstatement, promotion, and demotion.
2. Other than in schools that have adopted school-based decision making, all appointments and promotions of administrative personnel shall be made by the Superintendent.
Phase VII	Notification to Board of Education
All personnel actions by the Superintendent as described shall be recorded in the Board minutes at the next meeting after the action is taken. Upon being employed by the Superintendent, the new employee shall be notified by the personnel office in writing and instruction to complete contractual procedures.
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