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Human Resources-Hiring Process



● Learning Goals
○ Selection/Screening & Interviewing
○ Hiring Process
○ Employee Onboarding Process
○ PowerSchool- Records: Employee onboarding program
○ Discuss Supervisor Supports

HR: Office of Employee Success and Engagement
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Selection/Screening & 
Interviewing
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● Effective employee onboarding is essential to making new hires feel welcome 
to the District

● Today we’ll review the steps to successful onboarding
○ Offer of Employment
○ Background Check
○ Board Approval
○ New Hire Communication and Support
○ Lawson Entry
○ Onboarding Paperwork
○ I-9 Process
○ Setting a Start Date
○ New Employee Orientations 

Hiring Process Steps
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Job Posting Requisitions
● Request a Job posting through Tools > 

Requisitions
● Access the postings From the 

Dashboard
● Access Applicants from the Dashboard

Hiring: Posting a Position
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What does Human Resources do once an application is submitted?

• Screen for job requirements based on job description
• Review required documents – transcripts, certification/licensure, 

references, letters from university if needed
• Forwarded application information to vacancy pool or directly to 

supervisors with vacancies
• Daily Screening
• First contact with the District-make a positive first impression

Hiring: Screening



7

Building/Site Level Interview Checklist:

• Team of interviewers-Introductions; warm/welcoming environment
• Consistent questions

○ review job description and requirements for the position
• Rubric/Scoring Guide
• Be aware of what questions not to ask an applicant and what alternative 

questions would ensure they are qualified to complete the essential 
functions of the job

Example: single mom, disabilities, protected classes, criminal background

Hiring: Interview



Helpful tips
● If possible conduct in-person 

interviews
● Provide classroom visits that allow 

potential employees to see different 
types of services SSD offers

● Discuss what travel time/commute 
would look like 

● Will the work hours work well with 
their schedule

● Painting a true picture of the job

In person interview

Appropriate Interview Techniques
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Technical Interviews (Secondary Screening)

● More specialized positions-SLP; Social 
work; OT/PT

● Interviewed by the Effective Practice 
Specialist (EPS) 

● Looking for the  skilled/technical 
requirements for the role

● Site based interviews conducted after 
technical
○ Location fit

Hiring: Interview
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● The interviewing administrator makes a recommendation – 
HR Managers HIRES the candidate

● Submit recommendation through PowerSchool-Applicant 
Tracking 

Hiring: Selection

Begin Hire



Position Info report 
SSD Portal

Vacancy Report
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Results



Hiring Process
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Hiring & Onboarding Process
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● HR Manager sends email to new hire with the following information:
○ Welcome offer letter
○ Background check instructions and account numbers
○ Information regarding benefits, paid time off and retirement 

SSD administrators can reach out to the new hire and encourage them to complete their 
background check as soon as possible

Extending an Offer
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● HR receives notification of cleared background check*

● HR Clerk emails new hire and cc’s principal/director/executive director

○ Background checks completed

■ Fingerprints and Family Care Safety Registry (FCSR)

○ Date they will be presented to the Board

○ What to expect after the Board meeting

● New hires that have returned the FCSR form are eligible to be sent for Board approval prior 

to receiving results. 

○ Staff cannot start until results have been received, even with Board approval

*background checks with arrest histories are reviewed by CHRO/Director

Background Checks
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● Before new hires are approved by the Board the process of setting them up in technology 

begins

● New employees are entered into “H” status in the HRIS system

○ Information is sent to the Technology Infrastructure team to create employee credentials 

and temporary login information

● Staff will not be updated from “H” status and given full access to systems until after HR 

Orientation and the HRIS systems have been updated. (Payroll processing timelines)

Technology Set Up
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● Following the Board meeting all new hires and SSD administrators receive  notification of 
Board approval

●  An email is sent to new hires/rehires containing:
○ Instructions for completing electronic onboarding paperwork
○ Link to PowerSchool onboarding
○ Employee ID, email address, and temporary password

○ SSD administrators can encourage the new employee  to complete their onboarding 
paperwork quickly and reach out to HR if they are having issues

Board Approval
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Employee Onboarding Process
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Employee Onboarding Process
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● HR monitors PowerSchool for onboarding completion
○ 7-day window for completion is provided
○ Sends reminders to complete
○ Offers assistance

● Upon completion of electronic onboarding requirements, HR emails each new hire an 
onboarding checklist completion email that includes:
○ Schedule in-person HR Orientation and New Para Orientation
○ Information about required documents to bring for I-9 completion
○ Link to applicable Joint Resolution

Electronic Onboarding
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TalentEd Electronic Onboarding Checklist
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● In-Person SSD HR Orientation

○ Welcoming environment for all employees

○ Folders with position specific information

● New Teacher Orientation-Teacher level staff

○ End of July

○ Make up sessions available

● New Para Training (Paras, RBT, and Interpreters)

○ Monday or Tuesday of each week-4 day training that includes NCI 

○ HR Orientation included in this training

New Employee Orientations
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● Required in-person process to complete federal I-9 documentation
○ Acceptable forms of identification required
○ E-Verify entry by HR personnel to the Dept. of Labor 

● After I-9 is complete HR sets start date with new hire

● Employee cannot report to the building until they complete the I-9 process

● Completed at HR Orientation or New Para Orientation

I-9 Process
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● Start date is only set after the completion of the I-9

● Start dates are dependent on new hire availability

● HR  Clerk sends an email to the SSD administrator and director secretary
○ Onboarding complete
○ Start date
○ Please reach out to share assignment specific information

● HR updates employees status to active

*HRIS system requires at least 24 hours to update and communicate to other internal 
platforms

Start Date
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Applicant/Onboarding Runway
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Direct Supervisor Supports



● Welcome Packet
○ Welcome letter 
○ Assignment Information
○ Calendar of key dates
○ Where to go on the first day

● Technology
○ Ensures new hire has a computer/laptop
○ Ensures access to all networks, software, shared drives
○ Ensures access to copiers and printers

Direct Supervisor Supports
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● Materials and Supplies
○ Ensures there is a safe, clean, and appropriate workspace
○ Provides necessary office/classroom supplies
○ Provides all curriculum materials and resources

● Building Access
○ Supervisor meets new hire at location on first day (or designee)
○ Provides tour of the building including introductions to key staff
○ Ensures new hire has keys to classroom/office, closets, file cabinets

Direct Supervisor Supports
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● Support 
○ Facilitates introduction to mentor and instructional coach 
○ Ensures mentoring schedule is developed
○ Provides training calendar and expectations

● Evaluation
○ Reviews EES/evaluation process
○ Schedules meetings to develop educator and student growth plans
○ Reviews walk-through and observation expectations

Direct Supervisor Supports
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● Attendance
○ Reviews attendance expectations and procedures
○ Ensures access to WFM
○ Provides work schedules
○ Introduce staff to their attendance secretary

● Electronic timesheet
○  Employee not in WFM

● Requesting a Sub
○ Frontline through Kelly Services

Direct Supervisor Supports
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Questions?

31


