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Statement of Procedural Fairness


The Board of Directors of the NWRESD is an equal opportunity employer and does not discriminate on the basis of race, color, sex, age, national origin, religion, marital status or disability.  Each candidate will be treated equally.  Therefore, the screening and interview process must provide fair consideration for each applicant with the same standards applied.


To ensure fair treatment for each candidate, the ESD has developed a screening and interview process for the selection of personnel.  Every employment decision will be supported by data, such as resumes, verification of previous successful experience, references, evaluations and documentation of an applicant’s ability to perform the essential functions of the job.  It is the responsibility of the applicant, including incumbent employees, to provide all requested information according to designated timelines.  It is the responsibility of the Program Director/Coordinator to follow established District employment procedures and to use applicant- provided information in making employment decisions.

HIRING PROCESS
POSTING TO FILL AN OPEN POSITION
A. The Program Administrator reviews service needs and consults with the Program Director to: 

· Verify that funds are available
· Job Description is accurate/current (if new position/not on a salary schedule, please see next section for required process) 
B. Program Administrator creates a New Requisition in Recruiting & Hiring (Job Postings > Requisitions > + Create New Requisition > Start From A template). 
The Requisition for the Job Posting is then reviewed by:

1.  HR Executive Assistant (for editing/formatting if needed)
2. Program Director

3. Chief HR Officer

4. Final Approver:  HR Executive Administrator (to post live for applicants)

*Note: The posting requirements are for a minimum of 10 working days for classified positions and a minimum of 8 calendar days for TSPC licensed positions.  Positions may be posted for longer periods or until filled.

C.  Submitted applications for the position are then routed to the email of the Program Administrator who completed the Requisition.  Permissions are granted to other appropriate administrators to review applications at any time by request to the HR Executive Assistant.  

D.
HR Executive Assistant will consult with the Program Administrator before closing the job posting.  If a closing date is not specified in the Requisition, the post will automatically be set to close according to minimum posting requirement as per the Collective Bargaining Agreement.
E.  Interviews may not begin until the posting requirements have been met.  Technical support in viewing applications in Recruiting & Hiring will be made upon request.

SUBMITTING A NEW JOB DESCRIPTION
The proposed job description for a new position is forwarded to the Program Director for review before being sent to Human Resources. HR will review and consult with the administrator for a final copy of a new job description.  Existing job descriptions that are altered must also be submitted to the Chief Human Resources Officer for approval prior to the posting  for review and approval by the corresponding union.
CANDIDATE/APPLICANT SCREENING
The administrator reviews all applications, resumes, and materials using objective criteria from the job description to select candidates for interviews (interview team may be involved at this stage).  All applicants selected for interview must meet the minimum qualifications as advertised, including licensure requirements.
SETTING UP THE INTERVIEW

A. Interviews are scheduled by the appropriate administrator using Recruiting & Hiring.

B. The administrator schedules and conducts the interviews.  Initial reference checks or telephone screenings with the candidates prior to interviews are helpful to select candidates for an in-person interview.  

C. The administrator organizes an interview team consisting of two or more members.  If only two members are selected, both must be administrators. The administrator is responsible for informing the team of acceptable interview process (i.e. appropriate questions, method of selection, confidentiality, etc.).

D. The administrator/team develops interview questions using NWRESD template with questions that are non-discriminatory and consistent with the standards in the Guide to Pre-Employment Inquiries, Form 84.  All interview questions must be job related. See Guide to Pre-Employment Inquiries, Form 84.

E. All candidates who are interviewed must be asked the same questions.  The Chief Human Resources Officer will provide assistance with interview questions, if requested.
INTERVIEWING PROCEDURE

F. Administrator ensures all members of the interview team complete and sign the Interview Panel Confidentiality Agreement.  These are collected and given to Human Resources at the end of the interview along with the set of questions asked during the interview (a blank interview question form).
G. Review interview questions with interview panel, identifying “look for’s” and calibrating rating criteria among participants.

H. Everything that occurs during the screening and interview process must be held in the strictest of confidence and is not to be discussed with anyone outside of the interview committee and program administrators.

I. Begin all interviews on time.
J. Start the interviews with a welcome and introductions.

K. Read all questions verbatim from the list established by the committee.  Follow-up questions may be asked for clarification as necessary.  However, “prompting” or “fishing” for the appropriate response is not allowed.

L. Provide a comfortable but organized and business-like setting.

M. Include pragmatic questions that require the candidate to describe a course of action.

N. Require the candidate to analyze a problem and suggest a possible solution.

O. Ask a question that requires the candidate to explain a concept, process or theory pertinent to the position.

P. Explain the committee’s process and timeline for filling the position.  Include information regarding the salary range and benefits that will be offered the successful candidate. Do not cite a specific salary.
Q. Allow the candidate to ask questions.

R. Other assignments such as teaching a lesson, creating a written communication, or taking a written test may be required of each candidate. For administrative assistant/specialist positions, a task specific to the program is required.  For examples of tasks other departments have used, please refer to O-Drive> Leadership > Interview Tests and Tasks

S. The interview committee shall not use unsubstantiated information.  Only information, which is provided or obtained in connection with the interview process, such as reference checks, shall be used.

T. References including three past supervisors must be obtained on the finalist.  Reference Surveys are emailed automatically via Recruiting & Hiring when the applicant applies for a position.  The administrator is responsible for reviewing the surveys and following up if not complete, using the forms within the Recruiting & Hiring platform. All applicants will have signed a release so NWRESD can check references. This form contains questions that may be asked without concern for challenge.  Ask all references the same questions and record all responses. 
Salary and Insurance Benefits

It is the sole responsibility of the Chief Human Resources Officer or Assistant Human Resources Director to assign the salary placement. Classified employee hourly rate is determined by their experience that is directly related to the assigned position.  Substitute experience is not eligible to be counted as related experience in salary calculations.  In general, the Classified Collective Bargaining Agreement limits the placement on the salary schedule to Step 4.  Licensed employee salary schedule placement is determined by the new employee’s experience and level of education as related to the negotiated salary schedule.  Do not make any commitments to a prospective employee regarding level of pay. It is appropriate to cite the range of pay only. 

Insurance benefits for newly hired employees who qualify to receive them will begin on the first month following their first day of employment, providing such first day of employment is on or before the 15th day of any given month.  If their first day of employment is after the 15th day of any given month, insurance benefits will begin on the first of the month following receipt of their first paycheck.

COMPLETING THE HIRING PROCESS

A. The top candidate is identified to the Program Director by submitting a Recommendation to Hire form in Recruiting & Hiring, along with attaching a pdf of the proposed calendar. 

B. The administrator attaches all interview materials, if forms outside of Recruiting & Hiring are used, to be attached to each applicant’s application materials in Recruiting & Hiring. This is REQUIRED BEFORE AN OFFER OF EMPLOYMENT WILL BE EXTENDED TO THE FINALIST BY HR.
C. If any changes are made to the calendar that will affect the program budget (ie. total number of days in the calendar changed from 190 to 220), the Program Director must approve.  

D. The Chief Human Resources Officer or Assistant Human Resources Director notifies the successful candidate that they are being recommended for hire pending successful completion of the pre-employment screening.
E. If the candidate agrees to take the position, a “Welcome Aboard” email is sent to the successful candidate reviewing terms of hire, a summary of onboarding procedures and to notify key departments within the ESD (including Human Resources, Payroll, Union Representatives, CTA Substitute Services, Directory Updates, Supervisor and Program Director) that the applicant has accepted the offer of position.

F. The Chief Human Resources Officer or Assistant Human Resources Director composes the offer letter (salary placement, FTE, start date and any pre-employment conditions of hire, etc.). 

G. The offer letter is emailed and sent via USPS to the successful candidate with instructions to sign and return if accepting the position.  This letter is then filed in the employee personnel file and a copy is distributed to Payroll along with the calendar, W-4, copy of Social Security card, Direct Deposit form, and Fingerprint Payroll deduction authorization (if applicable).  
A. Pre-employment Process:  All candidates being offered a position must complete the pre-employment process (W-4, I-9, criminal records check/fingerprinting process begun) before their first day of work.  At the Regional Office, the HR Specialist will contact prospective employees to set up the pre-employment process.  The Clatsop, Columbia, and Tillamook Service Centers will verify and copy appropriate identification for the I-9 form and take the photo for the ID Badge if travel to the Washington Service Center is not possible before the first day of employment. 

· Criminal Records Checks/Fingerprinting is required for any individual newly hired into a position having direct, unsupervised contact with students, and not requiring licensure as a teacher and is strongly recommended for all hires. The individual shall pay fees by check to the NWRESD.  (Policy GCDA/GDDA.)  Individuals are employed pending the results of the Criminal Records Checks and Fingerprinting. 

J.
Human Resources Specialist or Executive Assistant will notify the Chief Human Resources Officer or Assistant Human Resources Director, the Program Director, the hiring administrator and payroll immediately by email if the finalist fails the pre-employment screening.  Should such a failure occur, the administrator may elect to select the committee’s alternate choice or may choose to reopen the position job posting.  

K.
The administrator, following completion of the hiring process, will also make a courtesy call to unsuccessful interviewees within 48 hours of the finalist accepting the job offer (indicated by the “Welcome Aboard” email).  Human Resources will send an email to all applicants via Recruiting & Hiring to officially notify them that the position has been filled. 

Resignation:

The moment someone resigns, notify HR and Payroll by email and/or telephone.  Complete a Personnel Action Request in Recruiting & Hiring, attaching the Resignation Letter and Closing Calendar.  
When someone GIVES notice in a reasonable fashion (generally 2 weeks or more) we must have a check to them on their last day. When they do not give notice) then we have 72 business hours to get them a last check.

HIRING PROCESS CHECKLIST

	· 
	Action
	Who is Responsible

	
	Job Requisition submitted in Recruiting & Hiring
	Administrator

	
	Job posting made public/advertised

(8 Calendar Days for Licensed, 10 business days for Classified)
	HR Executive Assistant

	
	Applications Screened

	Administrator

	
	Job posting expired email to Administrator
	HR Executive Assistant

	
	Interview Series Created in Recruiting & Hiring   
	Administrator

	
	Interview Panel selected (min. 2 administrators)
	Administrator

	
	Approved Interview Questions submitted to HR minimum 5 days prior to interview
	Administrator

	
	Applicants invited to Interview Series in Recruiting & Hiring
	Administrator

	
	Interviews held
	Administrator

	
	References Reviewed for Finalists (3 supervisors minimum)
	Administrator

	
	Interview Questions attached/uploaded in Recruiting and Hiring
	Administrator

	
	Finalist Selected
	Administrator

	
	Calendar Created 

	Administrator

	
	Recommendation to Hire form completed in Recruiting & Hiring(pdf of calendar uploaded)


	Administrator

	
	Finalist called with verbal offer of position & salary
	Chief HR Officer/Asst HR Director

	
	If position is verbally accepted, “Welcome Aboard” email to applicant and key departments is sent

	Chief HR Officer/Asst HR Director

	
	Administrator is sent New Hire Set Up form to complete and return to HR for distribution

	Administrator

	
	Applicants interviewed but NOT selected called (within 48 hours of Welcome Aboard email)
	Administrator

	
	Offer Letter sent
	HR Specialist

	
	All applicants not selected emailed rejection notice (48 hours after “Welcome Aboard” email)

	HR Specialist

	
	New Hire Paperwork Appointment scheduled to include: Verification of ID, Fingerprinting, ID Badge, & Assessment Testing
	HR Specialist

	
	If not completed online, Completed Interview Questionnaires attached in Recruiting & Hiring for each applicant interviewed.
	Administrator

	
	New Employee Orientation Checklist to be completed within 1 week of start date
	Administrator

	
	New Employee invited to Fall New Employee Orientation
	HR Specialist


FORM 84 - Guide to Pre-Employment Inquiries


	Acceptable Inquiries
	Subject
	Unacceptable Inquiries

	“State names which you have used or by which you have been known.”
	Name
	Former name of applicant whose name has been changed by court order or otherwise.

	“Are you 18 years of age or older?”
	Age
	Questions which tend to identify applicants forty to sixty-four years of age.

	Unless the requirements for a particular job make it necessary that the applicant be a resident of the county, you do not need to ask how long someone has lived at a particular residence.
	Birthplace
	Birthplace of applicant.

Birthplace of applicant’s parents, spouse, or other relatives.

Requirement that applicant submit a birth certificate, naturalization or baptismal record.

	Do not ask any questions concerning religious affiliations.
	Religion
	Applicant’s religious denomination or affiliation, church, pastor, or religious holidays observed.

“Do you attend religious services or a house of worship?”

Applicant may not be told, “This is a Catholic/Protestant/Jewish/atheist organization.”

	“Employment by the Board of Education requires regular and on-time attendance.  Can you meet this requirement?”

“On occasion an employee is required to work overtime.  Will you be able to meet this job requirement?”
	Work day and Shifts
	

	Do not ask any questions concerning race or color.
	Race or Color
	Complexion, color of skin, or other questions directly or indirectly indicating race or color.

	Do not ask applicants their marital status.
	Marital Status
	Pre-employment inquiries as to marital, parental, or family status, including pregnancy, childbirth, or recovery there-from.  


	Acceptable Inquiries
	Subject
	Unacceptable Inquiries

	Do not ask for a photograph prior to employment.
	Photograph
	Requirement that applicant affix a photograph to the application form.

Request applicant, at his/her option, to submit photograph.

Requirement of photograph after interview but before hiring.

	(See birthplace comments)
	Citizenship
	“Are you a U.S. Citizen?”

Whether applicant or his/her parents or spouse are naturalized or native-born United States citizens.

Date when applicant or parents or spouse acquired U.S. citizenship.

Requirement that applicant produce his/her naturalization papers or first papers.

Whether applicant’s parents or spouse are citizens of the U.S.

	 (see birthplace comments.)  Only ask about fluency in other languages if fluency is a requirement of the job, such as for a language teacher or someone employed to work with students who speak English as a second language.
	National Origin or Ancestry
	Applicant’s nationality, lineage, ancestry, national origin, descent, or parentage.

Date of arrival in U.S. or port of entry; how long a resident.

Nationality of applicant’s parents or spouse, maiden name of applicant’s wife or mother.

Language commonly used by applicant.  “What is your mother language?”

How applicant acquired ability to read, write, or speak a foreign language.


	Acceptable Inquiries
	Subject
	Unacceptable Inquiries

	You may ask questions like, “How does your education relate to the job duties of this position?”

“What courses did you like best/least?”

“What courses have you taken since finishing school that have a bearing on the job for which you are applying?”
	Education
	Date last attended high school.

	Ask questions that get the applicant to describe their approach to work, such as:

“Describe the work you do/did:

-the type of work

-the volume of your workload

-the amount of pressure and how you handle pressure.”

“What did you like most/least?  What was the most difficult?”

“What work do you do best?  What is the easiest for you?”

“What areas of your job have you been told you do best?”

“Where have you been told you need improvement?”

“What past experience have you had that makes you feel especially qualified for this position?”

Go through each job held by the applicant and ask why he/she left.
	Experience
	Applicant’s military experience.  (general)

Type of military discharge.


	Acceptable Inquiries
	Subject
	Unacceptable Inquiries

	You may ask whether the Board of Education employs any of the applicant’s relatives.  (You do not want a relative supervising a relative.)

If you employ a minor, you may verify the name and address of the parent or legal guardian.

Do not ask about dependents, about day care for children, or about living arrangements.
	Relatives
	Martial status or number of dependents.

Name or address of relative, spouse, or children of adult applicant.

“With whom do you reside?”

“Do you live with your parents?”


	Do not ask for this information until the applicant is employed
	Notice in Case of Emergency
	Name and address of relatives to be notified in case of accident or emergency.

	Only ask about membership in professional organizations, such as Future Teachers of America.  Do not ask about affiliation with non-job related clubs or groups.
	Organizations
	“List all organizations, clubs, societies and lodges to which you belong.”

	Ask for references and check each one.

During the interview, the applicant should be able to account for all blocks of time.  Gaps of time may be due to serving time in jail or having worked for an employer by whom the employee was fired due to dishonesty. 
	References
	Requirement of submission of a religious reference.

	Do not ask any questions relating to physical or mental conditions.

Do not ask questions about Workers’ Compensation.

You may ask an applicant to perform a job function for you during the interview.
	Physical Condition
	“Do you have any physical disabilities?”

Questions on general medical condition.

Inquiries as to receipt of Workers’ Compensation.

	Ask open-ended questions that require more than a yes or no answer (i.e., tell me about…)


	Miscellaneous
	Any inquiry that is not job related or necessary for determining an applicant’s eligibility for employment.



Interview Panel Confidentiality Agreement

Full Name: 


________________________________________________

Interview Date:

________________________________________________

As a member of this interview panel:

I agree to adhere to the strict confidentiality of the interview process, which includes names of the candidates, interview styles, resumes, applications, letters of recommendation, interview questions, evaluations, or impressions of the candidates.  I also agree not to contact references of the candidates, nor discuss the candidates with others.
Confidentiality means that after the interview process there are no discussions about the candidates, those advanced/not advanced to the next level, or contacting Board members or the Superintendent to advocate for a specific candidate.

__________________________________

______________________

Signature






Date
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