
Establish the interview process and benefit package

Recruit candidates 2. 

Screen and interview applicants 3. 

Hire and announce new superintendent 4. 

Post-hire support and onboarding 5. 

The Successful Search Process
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Meeting Purpose Agenda Items Who is Involved

Review applications 
(Closed session)
  

Review candidates
Choose 5-8 semifinalists
Discuss formal interview schedule
Brainstorm stakeholders for formal
interview teams

School board members
Board secretary
Search consultant(s)

   Semifinalist interviews     
   via Zoom
   (Closed session)  

25-minute interviews with semifinalists
Select 2-3 finalists
Solidify formal interview schedule
Solidify stakeholders for formal interview
teams

School board members
Board secretary
Search consultant(s)
Tech support person

   Formal interviews
   (Open and closed session)

Interview finalists
Analyze stakeholder feedback
ADVanced Insights Report
Social media check
Make offer to successful candidate
Negotiate contract (if needed)
Conduct formal background check
Finalize announcement

School board members
Board secretary
Search onsultant(s)
Administrators or outgoing
superintendent 

      (by request only)

  Follow-up planning & support 
  (Open or work Session)
  

Review ADVanced Insights Report
Consider first year goals
Review/discuss evaluation procedures
Share superintendent entry plan

Board members
Board secretary
New Superintendent 

(Note: The new superintendent has
been provided model evaluation
document, advice from stakeholder
survey, ADVanced Insights Report,
and full day with ISFIS Inc.

School Board Meeting Schedule

 1. 



Vote Required for Closed Session

In order to go into closed session, either two-thirds of the members of the board must vote to
go into closed session, or all of the members present must vote for closing the session—
assuming a quorum is present.

For example, if all members of a five-member board are present, at least four must vote in
favor of going into the closed session. If less than five members are present, then all members
present must vote in favor of going into closed session.

On a seven-member board, if six or seven members are present, at least five must vote to go
into a closed session. If four or five members are present, then all members present must vote
in favor of going into a closed session.

Sample Motions for Closed Session

Under Iowa Code, Chapter 21.5, the reason for holding a closed session must be announced
and entered in the minutes. The reason must be for one of the reasons specified in the law. A
roll call vote must be taken, and the minutes must show how each member voted on closing
the session.

 The following is a sample motion for having a closed session related to hiring a
superintendent:

“I move that we enter closed session based on 21.5(1)(i) of the Iowa Code to evaluate the
professional competency of an individual whose appointment, hiring, performance, or discharge is
being considered when a closed session is necessary to prevent needless and irreparable injury to

that individual’s reputation and that individual requests a closed session.”

Reasons for Entering a Closed Session

To review or discuss records which are required or authorized by state or federal law to be kept
confidential or to be kept confidential as a condition for the board’s possession or receipt of federal
funds. Iowa Code 21.5(1)(a)

To discuss strategy with legal counsel in matters presently in litigation, or where litigation is imminent, if
disclosure would be likely to prejudice or disadvantage the board. Iowa Code 21.5(1)(c)

To discuss whether to conduct a hearing, or conduct a hearing for suspension or expulsion of a student,
unless an open meeting is requested by the student or the parent of the student. Iowa Code 21.5(1)(e)

To evaluate the professional competency of an individual whose appointment, hiring, or performance, or
discharge is being considered when a closed session is necessary to prevent needless and irreparable
injury to that individual’s reputation and that individual requests a closed session. Iowa Code 21.5(1)(i)

To discuss the purchase or sale of particular real estate, but only when premature disclosure could be
reasonably expected to increase the price the board would have to pay for the property, or in the case of
a sale reduce the price the board could receive for the property. Iowa Code 21.5(1)(j)

Motions To Enter into a Closed-Session Meeting
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https://www.legis.iowa.gov/docs/code/21.5.pdf


Search Prep Questions - School Board Input

Are there any specific questions or changes to the presented search process you want to discuss? 

 2. 

 3. 

 4. 

 5. 

Desired hiring timeline:

Dates of next school board meetings:

Stakeholder Survey:

Application Period:

Candidate Presentation:

Initial Interviews:

Formal Interviews:

(Closed session)

(Closed session)

 1. 

Would you like to use a stakeholder survey to get feedback from district and community patrons to learn
what they desire in a new superintendent? (Proof survey)

What salary and benefits package are you considering for the new superintendent? 
(Share 10 smaller and larger schools as a fair comparison.)

Salary: Cell Phone:

Term: Memberships/Dues:

Health Insurance: Relocation:

Dental:Insurance: Other:

TSA/403b:

Is your current contract language similar to what you would offer the new hire? 
If not, what would you like to consider changing?

 6. What involvement will the outgoing superintendent have in the search process? The administrative team?
(GLS consultant makes recommendations.)

 7. Are there any leaders in the field you would like us to specifically recruit for the position? 
Do you anticipate any internal candidates applying for the position?

 8. Besides Teach Iowa, social media, GLS’ website, Indeed, and K12 Job Spots, would you want the job posted
anywhere else? (There could be extra costs.)

 9. With whom should I be working with in the district to prepare interview materials and invite stakeholders to
interviews? Phone/Email:
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Ask for reactions from board members.
Was any feedback new to the board?
Prioritize any areas to specifically share with candidates.

Stakeholder Survey Reflection

How do the top desired qualifications compare to what the board is seeking?
Does the board want to add or delete any desired qualifications? 
(Consider Iowa Standards for School Leaders)

Does the board want to clarify or further define any desired qualifications?

It is important the board reviews and considers the feedback from the stakeholders on the
survey report. This template will walk the board through prioritizing the key “desired

qualifications” in what you hope to have in the next superintendent. 
The document can be completed individually or collectively as a school board. 

1.

2.

3.

4.

As a board, prioritize the top 3-4 desired qualifications you are seeking in the next
superintendent. These will be used to recruit, screen, and guide the hiring process. (Write
details on the back if you need more room.)

Stakeholder Survey Report

Make sure the board has had a chance to review the stakeholder survey report.

 1. 

Reflect on Strengths and Areas of Improvement 2. 

Reflect on Desired Qualifications Listed 3. 

Prioritize Key Qualifications 4. 

Upon completion, please return a copy of this document to your search team. Thank you!
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When establishing interview teams, the following should be taking into consideration:

How many people comfortably fit in the interview rooms? 
What district and community members do you want feedback from to select the new leader?
Are various constituencies within the community included, eg., business, government, parents,
farmers, etc?
What district and community members can best answer questions from the candidates in an
honest, yet tactful manner?

Is there a representative sample of students on the committee, eg., National Honor Society, student
council, fine arts, etc.?
Is there a balance of male and female representatives?
Will the students be able to ask questions, answer questions from the candidates, and present both
themselves and the district in a positive manner?

Students

Are the elementary, middle, and high school teaching staffs represented?
Are exploratory, encore, elective, and fine arts teachers included?
Is there a balance of male and female representatives?
If using coaches, is there representation of both male and female activities?
Will the teaching staff/coaching representatives be able to ask questions, answer questions from the
candidates, and present both themselves and the district in a positive manner?

Teaching Staff/Coaches/Support Staff

Are all levels of administration represented?
Are directors included on the interview team? If so, which areas are represented?
Is there a balance of male and female representatives?
Are those who report directly to the superintendent involved?
Will the administrator/director representatives be able to answer questions from the
candidates, and present both themselves and the district in a positive manner?

Administrators/Directors

What various constituencies are represented on the committee, eg., parents, business
leaders, civic leaders, farmers, etc.?
Is there a balance of male and female representatives?
Are the people on this committee the same ones the new superintendent would/should
include in his/her transition plan?
Will the community representatives be able to ask questions, answer questions from the
candidates, and present both themselves and the district in a positive manner?

Community Members

Building the Interview Teams
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Students
Teaching Staff/

Coaches
Support Staff

Administrators/
Directors

Community
Members

Identifying the Interview Teams
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Generally each interview team consists of 18-22 members. Recommended proportions are in
yellow. Brainstorm district and community members for the formal interview team.

Interview Team A

Students
Teaching Staff/

Coaches
Support Staff

Administrators/
Directors

Community
Members

Interview Team B





Planning Meeting  
Springfield Public Schools 

Interim Superintendent Search





School Board Meeting Schedule

Meeting Purpose Agenda Items Who Is Involved

Board 
Planning 
Meeting 

Setting key hiring dates
Establishing salary range
Finalizing survey
Review Superintendent contract

School Board Members 
Board Secretary 
Search Consultant(s)
Outgoing Superintendent & Principals (optional)

Review Applications
Closed Session

Review candidates 
Choose 5-8 semifinalists 
Discuss formal interview schedule 
Brainstorm stakeholders for formal interview teams

School Board Members 
Board Secretary 
Search Consultant(s)

Semifinalist Screening 
Interviews 

25-minute interviews with semifinalists 
Select 2-3 finalists 
Solidify formal interview schedule 
Solidify stakeholders for formal interview teams

School Board Members 
Board Secretary 
Search Consultant(s) 
Tech Support Person

Formal Interviews 

Interview finalists 
Analyze stakeholder feedback 
ADVanced Insights Report 
Social media check 
Make offer to successful candidate 
Negotiate contract (if needed) 
Conduct formal background check 
Finalize announcement

School Board Members 
Board Secretary 
Search Consultant(s) 
Administrators or outgoing Superintendent (by 
request only)

MEETINGS REVIEW



PLANNING
MEETING 
AGENDA

SET HIRING TIMELINE

DISCUSS SALARY/BENEFIT PACKAGE

COMMUNITY STAKEHOLDER SURVEY 

REVIEW JOB POSTING

DISCUSS INTERVIEW TEAMS/ & 
INTERNAL CANDIDATES 

ADDRESS QUESTIONS



Stakeholder Survey
April 21-May 3

Application Period
Close May 10

Candidate Review
Week of May 11

Semi-Finalist Screening
Week of May 18

Finalist Interviews
Week of May 25

PROPOSED
HIRING

TIMELINE



COMPARABLE SALARY INFORMATION 

Recommended Salary Range:  $220,000 - 260,000



BENEFITS REVIEW 
Salary: Cell Phone:

Term: Memberships/Dues:

Health Insurance: Vacation days:

Dental Insurance: Sick leave:

TSA/403b: Life Insurance:

Relocation: Other:



CONTRACT LANGUAGE 
● Length of Contract
● Are there any terms or 

language items that need to 
be reviewed before an offer is 
made?

● Have there been any changes 
to the rest of the 
administrative team contracts 
recently?

● Have any contractual issues 
surfaced recently?

● Do you want your legal 
counsel to review your 
contract before making an 
offer?



REVIEW JOB POSTING
Customized flyer for GLS and district to use to attract candidates 

DISTRICT DIFFERENTIATORS 

LINKS TO RECENT VIDEOS

DISTRICT OVERVIEW 

LINKS TO SOCIAL MEDIA

PREFERRED QUALIFICATIONS

ITEMS TO INCLUDE:

DISTRICT LOGO/BRAND 



STAKEHOLDER SURVEY
Customized flyer and google form for district to share with stakeholders

SURVEY QUESTION REVIEW 

STAKEHOLDER GROUPS 

ITEMS TO DISCUSS…

SURVEY OPEN/CLOSE DATES



PHASED INFORMATION TO THE BOARD 



EXAMPLE WEEKLY EMAIL  

● Names are confidential
● Anticipate more applications at the end of the 

application period
● Folder to access all materials is provided



CANDIDATE PRESENTATION BY TIER



CANDIDATE 
SUMMARY REPORT 
OF QUALIFICATIONS 
INCLUDES 

SALARY

WORK EXPERIENCE

LICENSURE CHECK 

CAREER HIGHLIGHTS 

CONFIDENTIAL REFERENCES 

CANDIDATE QUALIFICATIONS REPORT 



SCREENING INTERVIEWS

ITEMS TO DISCUSS…

ZOOM OR IN-PERSON

● Questions are provided to 
district by consultant

● Consultant ensures 
candidates are serious 
about the job prior to 
formal interviews

● Typically 4-8 candidates 
are selected for screening 
interviews



FINALIST INTERVIEWS

ROLE OF OUTGOING SUPT’ 

ITEMS TO DISCUSS…

MIXED INTERVIEW TEAMS

INTERNAL CANDIDATES



SAMPLE FINALIST INTERVIEW SCHEDULES



GLS prepares 
semi-finalist 
screening questions 
and facilitates the 
formal interview 
day, allowing you to 
focus fully on your 
candidates

INTERVIEWING MADE SIMPLE



FINALIST BACKGROUND CHECKS  
SCHOOL DISTRICT 



PRE-NEGOTIATIONS
Ensure a smooth negotiations process with your top candidate!

Land their top 
candidate!

99%



NEXT STEPS  
SCHOOL DISTRICT 

● Share survey 

● Share candidates

● Consider interview teams

● Reserve interview rooms

● Review superintendent contract

● Keep news positive!

● Update posting 

● Update survey

● Update application

● Targeted recruiting

● Stakeholder survey report

● Draft formal interview schedule

● Weekly updates





FINALIST ANALYSIS

ADVanced Insights Reports sharing DISC, Values 
and Attributes profiles. The science of hiring!



SEARCH SUMMARY
SEARCH COST 

Marketing & 
Consultation 

$

Mileage Waived

Proposed 
Search total

$

Guaranteed All-Inclusive Price: 
One flat fee—no hidden costs 

Optional add-on: Discounted 
Facilitated Evaluation —$600



THE GLS DIFFERENCE 

Search Guarantee
First Year

Grundmeyer Leader Services (GLS) guarantees the selected candidate 
for one year from their contract start date. If the candidate leaves 
within the first 12 months, GLS will conduct a replacement search at no 
cost. The district will only cover direct expenses (mileage, advertising). 

Search Guarantee
Second Year

Career Advancement: A replacement search at a reduced fee if the 
candidate resigns for a promotional opportunity

Board Termination/Non-Fit: A replacement search with no professional 
fee; the district pays only actual, direct expenses

SEARCH GUARANTEE



INSIGHT 

Advice from the Stakeholder Survey and hiring 
reports shared with the new superintendent

 TRAINING

GLS summer 
onboarding 
workshop held for 
new superintendent 
and business 
manager ⸺ KPIs, 
School Finance, 
Legislative, Facilities 

COACHING

Monthly GLS Fitting 5 Resources newsletter
Coaching and roundtables via New Era 
Superintendent Association partnership
Leadership webinar series 

POST-HIRE SUPPORT
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