
G-101:  Personnel Recruitment and Selection 
Approved by:  Governing Council


Effective Date:  June 13, 2005
Revision Date(s): August 09, 2010

POLICY:  East Mountain High School is committed to recruiting and selecting, consistent with all legal, regulatory and Governing Council Requirements, the most capable personnel. 


PROCEDURES:  


The Principal will develop an annual Recruitment plan, outline a process for Personnel Selection, delineate requirements for Pre-Employment and stipulate conditions for Employment Contracts.

Recruitment Plan

1.
FOCUS: The annual Recruitment Plan will focus upon the employment of persons for those positions for which the School has the greatest need and/or has experienced difficulty in attracting and securing candidates with the desired qualifications.  In searching for the most qualified candidate(s), the School shall:

a. SPAN: Extend to as wide a variety of sources, educational institutions and geographical areas as necessary.

b. CAPABILITIES: Focus upon those competencies and qualities most essential to the position vacancy including the possession of a standard license or the ability to secure an approved licensure waiver, if required.

c. INTERNAL CANDIDATES: Consider the talents and potential of individuals currently employed by the School, however, no preferential treatment shall be afforded current employees in the selection process.

d. DIVERSIFICATION: Consider the diversified characteristics of the community served by the School and the need to reflect that diversification in the staffing of position vacancies.

2.
CANDIDATE POOL: The School, at its discretion, may maintain a pool of qualified applicants for any position category in which a number of employees are hired throughout the year.  

3.
VACANCY ADVERTISING: For those vacancies not having a pool from which to draw, the School will advertise each vacancy through a means of communication readily accessible to the general public for a minimum period of two (2) weeks or at the discretion of the administration if there are extenuating circumstances or an urgent need.
4.
VACANCY POSTING: The School shall post a position vacancy at a location within the school that is easily accessible to all employees.

Personnel Selection
1. DISCRIMINATION: The school will not discriminate due to age, sex, religion, race, color, national origin, sexual orientation, or handicap.

2. SELECTION COMMITTEE: The Principal will assemble a committee to interview applicants and make hiring recommendations.  The committee shall include, if appropriate, the supervisor for the vacant position, a faculty member (for a teaching position), a student representative, and other community or staff members
3. AUTHORITY OF PRINCIPAL: Recognizing that the Principal possess the authority for the hiring/firing of school personnel, the final selection of any and all school personnel will be made by the Principal.
4. CANDIDATE INTERVIEW: The school requires that each qualified candidate participate in either a personal or videotaped interview.  

5. CANDIDATE TRAINING: The school shall give prior training on proper interview and rating techniques to all participants in the interview process. 

6. FINALISTS: Once an applicant becomes a finalist, the school requires the applicant to complete and submit to the school a Criminal History Affidavit; EMHS shall conduct background and reference investigations for all candidates being recommended for employment.
7. CANDIDATE TESTS: The school may employ standardized competency tests as part of the selection process.  

8. ConflicT – SUPERVISOR SUBORDINATE: The school will hire no individual if the employment would create a direct supervisor-subordinate relationship with an immediate family member who is also an employee.  Employees who marry or become members of the same household may continue employment; however, EMHS prohibits a direct supervisor-subordinate relationship between the employees.  
9. NEPOTISM: The Principal shall not initially employ or approve the initial employment in any capacity of a person who is the spouse, father, father-in-law, mother, mother-in-law, son, son-in-law, daughter or daughter-in-law of a member of the governing body or the head administrator.  The Governing Council may waive the nepotism rule for family members of a head administrator.” 
(SB257 – 22-8B-10.  Charter Schools – Employees.)
Pre-Employment Requirements

1. NOTE:  FACULTY ONLY  In its teacher selection process, the School will require teacher applicants to provide evidence and/or demonstrate instructional examples consistent with those “41 Key Strategies Identified by Research for Effective Teaching” by Dr. Robert Marzano.  

2. Application: All candidates for employment with the school must complete an approved application form.  Willfully making a false statement on an application for employment, material to his/her qualifications for employment, may be grounds for disqualification or, if employed, termination

3. Health Certification: All employees shall present to the school, upon initial employment, a certificate from a licensed physician stating that the employee is free from all communicable disease in a transmissible stage that are dangerous to the health of students.  Such certificate shall be according to a form prescribed by the Department of Health and approved by the Public Education Department and obtained from a licensed physician not more than ninety (90) days prior to the date of employment. 

4. Certificate of Pre-Existing Impairments:  All new employees must complete and file with the school a Statement of Health to determine pre-existing impairments only after an offer of employment is made.  The school may ask, if deemed necessary, the new employee to provide a physician’s release.  If it is determined that the new employee has a ratable impairment, the School will file a Certificate of Pre-Existing Impairment with the New Mexico State Corporation Commission, Department of Insurance, pursuant to the New Mexico State Corporation Commission, Department of Insurance, pursuant to the New Mexico Subsequent Injury Act.

5. Proof of Right to Work: The school will require all new employees to prove their legal right to work in the United States as required by the U.S. Immigration Reform and Control Act, and as a condition of employment, file with the school, prior to employment, a satisfactory I-9 Form.

6. Verification of Birth Date and Academic and Experience Records: 

a. BIRTH: Each applicant selected for employment shall have on file with the school, prior to the first day of employment, suitable evidence of date of birth.

b. TRANSCRIPT: When required, the employee must file a current, complete an official transcript of the employee’s academic credits or acceptable written verification of an employee’s educational achievements, with the school prior to the first day of employment, or as soon thereafter as possible. The candidate must arrange to have official transcripts mailed directly to the East Mountain High School office by the accredited university, college or post-secondary institution. 
c. EXPERIENCE VERIFICATION: For any applicant to be recommended for employment, the school shall verify prior outside experience to the extent it is needed to meet job qualifications prior to an offer of employment.

7. Licensure/Certification: All of the following shall hold a valid license or certificate from the PED authorizing the person to perform that function:  

a.
any person teaching, supervising an instructional program or providing instructional support services; any person administering; and 
b.
any person providing health care and administering medications or performing medical procedures at East Mountain High School, except for practice teachers as defined by the Public Education Department (PED)., Note: The PED licenses teachers, school administrators, and instructional support providers including, but not limited to, the following: 

i. Educational Assistants
ii. Librarians
iii. School Counselors
iv. School Social Workers
v. School Nurses
vi. Speech-Language Pathologists
vii. Psychologists
viii. Physical Therapists, Physical Therapy Assistants
ix. Occupational Therapists, Occupational Therapy Assistants
x. Recreational Therapists
xi. Interpreters for the Deaf
xii. Diagnosticians
c.
LICENSURE APPLICATION PROOF: Teachers who are not certified in the area in which they are teaching must provide to the Principal, no later than sixty days after the beginning of their contract, proof of application stating that all requirements for licensure have been met. Failure to do so could result in termination, discharge or loss of pay.
d.
CONSEQUENCES OF CONTINUED NON-CERTIFICATION: The school will not compensate thereafter a person performing the duties of a licensed school employee who does not hold a valid license or certificate, or has not submitted a complete application for licensure or certification within the first three (3) months from beginning of employment duties for services rendered until s/he holds a valid license or certificate.  

e.
TERMINATION DUE TO NON-CERTIFICATION: The school shall with just cause terminate or discharge any employee who fails to acquire a valid license or certificate, or show evidence of submission of a completed application for licensure or certification within the first three (3) months from beginning employment duties.  

f.
SUBSTITUTE CERTIFICATION: The PED also provides by rule for the qualifications for substitute teachers.  East Mountain High School will, pursuant to such rule, issue substitute teacher certifications.

Contracts

1.  
FORMS: The school shall require that all employment contracts between East Mountain High School and its employees be in writing on forms approved by the Public Education Department.  The school shall record on these forms information containing and specifying the term of service, salary to be paid, method of payment, causes for termination of the contract, and other provisions required by PED and EMHS.

2. 
LENGTH: The school shall require that all employment contracts between East Mountain High School and licensed school personnel be for a period of one (1) year except:

a. The school will permit contracts for less than one (1) school year to fill personnel vacancies that occur during the year, or to staff programs when the availability of funds for the programs is not known until after the beginning of the school year.  Persons employed under such contracts shall be accorded all the duties, rights and privileges of the School Personnel act.

b. The school will permit contracts for less than one (1) year to staff summer school programs and federally funded programs approved to be conducted for less than one (1) year.

c. The school will permit contracts not to exceed three (3) years are permitted for:

i. Licensed school administrators who are engaged in administrative duties more than one-half of their employment time

ii. Licensed school instructors who have been employed at East Mountain High School for at least three (3) consecutive school years.

3.  
TIMING OF EXECUTION: The school will execute written employment contracts no later than then (10) days before the first day of the school year.

4.
EXTRACURRICULAR: For employees hired because of their abilities or expertise as coaches or extracurricular activity sponsors, the school shall add the terms and conditions of such extended duties to their employment contract.  It is therefore understood that the employee has been employed to perform both the regular contracted duties and the extracurricular duties; that the contract may not be severed or divided between those functions; and that the provisions of the contract apply to both responsibilities.  Causes sufficient to justify termination or discharge may be found in either area of contracted duties.  The school, however, may at its discretion terminate the employee’s extracurricular duties with such action considered separate and apart from the regular contracted duties.  The termination of extracurricular duties, in such case, is not subject to related state law and regulation.  If an employee terminates the extracurricular duties, the employee shall be considered to have terminated the contract and may be considered for reemployment exclusive of the extracurricular duties at the discretion of the Principal.

Reemployment

1. Licensed School Instructors:  At least fourteen (14) calendar days prior to the last day of the school year of the existing employment contract, East Mountain High School shall serve written notice of reemployment or termination on each licensed school instructor employed by the school.  A notice of reemployment shall be an offer of employment for the ensuing school year.  A notice of termination shall be a notice not reemploy for the ensuing school year.  Failure of East Mountain High School to serve written notice of reemployment or termination on a licensed school instructor shall be interpreted to mean that notice of reemployment has been served upon the person for the ensuing school year according to the terms of the existing employment contract except as noted herein, but subject to any additional compensation allowed other licensed school instructors of like qualifications and experience employed by East Mountain High School.  Nothing in this policy shall be construed to mean that failure of East Mountain High School to serve written notice of reemployment or termination shall automatically extend a licensed school instructor’s employment contract for a period in excess of one (1) school year.

2. Licensed school administrators, licensed instructional support providers and non-licensed employees: On or before the last day of the employee’s work year of the existing employment contract or agreement, East Mountain High School shall serve written notice of reemployment or termination on each employee of the school.

3. EMPLOYEE ACCEPTANCE OF REJECTION: Employees who are offered reemployment shall deliver to East Mountain High School a written acceptance or rejection of reemployment for the ensuing school year within fifteen (15) days from the date the written notice of reemployment is served upon the person, or the last day of the school or work year if no written notice of reemployment or termination is served upon the person on or before the last day of the school/work year.
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