KELLER ISD Key Strategic Priority: 4
ADMINISTRATIVE REGULATION Workforce

Hiring Guidelines - Assistant Principal
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Human Resources-

e Human Resources reviews job description and advertises a “pool” posting for a minimum of 10
days. Generic postings for elementary, intermediate/middle and high schools will be posted and
applications accepted in preparation for the next school year. Campus specific vacancies may
be posted during the school year.

e A committee comprised of central administrators and principals will screen and interview
applicants to create a pool of assistant principal candidates.

e References will be checked by the Assistant Superintendent of Administrative Services or
designee. Certification and criminal history will be checked by HR and selected candidates will
be notified they are in the pool.

Assistant Superintendent of Administrative Services-
e As positions become vacant, a campus profile will be developed with input from staff and CEIC.
e Based upon the profile and the needs of the campus, the Assistant Superintendent will recommend

2-3 candidates from the pool for the principal to interview.

e The principal and Assistant Superintendent or designee will interview the recommended candidates.

e The principal will meet with the Superintendent to present his/her recommended candidate for
assistant principal.

Human Resources-

Upon approval, the Superintendent will make a hiring recommendation to the Board.

The offer of employment may only be made by Human Resources.

Candidates will remain in the pool for a two year period. At the end of the two year period, if the applicant
has not been selected, he/she will be required to re-apply through the process. Internal candidates
may be renewed for an additional 2 years if recommended by their Principal and the Assistant
Superintendent of Administrative Services.

Documents related to this hiring process such as, applicant rosters, position profile, timeline, screening

matrixes, interview matrixes, notes of interviews with candidates, audio and videotapes of job interviews,

committee recommendation forms, and similar records documenting the filling of the position must be

retained by Human Resources for 2 years from the effective date of the hire.
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