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HIRING OF NEW TEACHING STAFF IN THE POTSDAM CENTRAL SCHOOL 

DISTRICT 

 

The following procedures are to be followed when hiring new teaching staff at PCS. The 

procedures apply to all buildings and incorporate the shared decision-making model adopted by 

the District. 

 

I. Application Form: Applicants must complete the attached application form. 

 

II. Preliminary Tasks for Superintendent and Principal: The Superintendent of 

Schools and the Principal will perform the following tasks: 

A. Job Description: A description of the teaching position will be published. 

(As teaching positions tend to have the same general job description, the description 

for a specific vacancy will note those particular items which make that vacancy 

distinct from others. Those items will include grade levels, number of preparations, 

additional duties, etc. if that information is available.) 

B. Applications: Applications will be solicited through an advertising process, 

both internal and external. The advertisement will include a brief description 

of the position, the application procedures, and a deadline date. 

 

III. Advisory Committee Membership: When a teaching vacancy occurs, an advisory 

committee will be established. The committee will consist of: 

A. Building Principal who serves as the committee chairperson 

B. Two Teachers recommended by the Potsdam Teachers’ Association (At least 

      one of the teachers must represent the department – for grades 7-12 – or the grade 

      level – for K – 6 - in which the vacancy exists.) 

C. Two Parents recommended by the PTSA 

D. One Community Member selected by the Superintendent of Schools 

(Note: At the time a vacancy occurs, this standard committee structure may be 

modified with the approval of the Superintendent and Board President or chairperson 

of the Personnel/Negotiations Committee. The full BOE will be apprised of such 

changes at the next regular Board meeting. 

E. If circumstances arise whereby the PTA or PTSA do not recommend names for 

committee membership in the necessary timeframe, the principals will be responsible 

for obtaining teacher or parent members. The principals will notify the PTA and/or 

PTSA and the Superintendent of Schools. The Superintendent of Schools will notify 

the Board of Education. 

 

IV. Advisory Committee Tasks: Once the advisory committee is established, it will 

perform the following tasks: 

A. Chairperson: The principal, as chair, will lead the committee through the 

search. 
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B. Criteria: The Board of Education requires the following objective criteria to 

be considered when selecting candidates for interviews: experience, dual (or 

multiple) certification areas, and academic standing. Because specific needs 

often arise in different schools and in different academic departments, the 

Superintendent of Schools and the Board of Education may require additional 

criteria or may place more value on a particular criterion. The advisory 

committee will establish any additional criteria by which the prospective 

candidates will be measured. Once agreed upon, the criteria must be 

prioritized and followed throughout the process. The advisory committee will 

then deliberate in accordance with these criteria. Criteria provided by the 

Superintendent of Schools and the Board of Education will be considered 

highest priority, unless otherwise authorized by the Superintendent. 

C. Process for Evaluating Candidates: The committee will develop a process 

for evaluating candidates in order to determine which candidates’ names will 

be sent forward to the Superintendent. 

D. Questions: The committee will develop a uniform set of questions to be asked 

of each candidate. The questions will elicit information about each 

candidate’s knowledge, experience, and preparation. The committee members 

should feel free to ask follow-up questions of candidates, based on the 

candidates’ responses to scripted questions. All questions should be within 

the bounds of legality and appropriateness. 

E. Application Review: The principal will do an initial screening of the 

applications in order to identify any unqualified candidates. If asked, the 

principal will provide the rest of the advisory committee with his/her reasons 

for placing candidates in the unqualified pool. All applications for a teaching 

position will be made available to the entire advisory committee should 

committee members wish to peruse them. The committee will review the 

applications of the candidates deemed by the principal to be qualified and 

complete, and will select the interview pool using the agreed-upon criteria. 

The interview pool should be composed of 4–8 candidates – unless 

circumstances dictate a smaller or larger number. If the number is smaller, 

superintendent approval is required. (Committee members should reveal any 

relationships with candidates, so as to avoid even the appearance of a conflict of 

interest. The District’s Conflict of Interest Policy #9120 should be followed in every 

search.) 

F. Principal to Arrange Interviews: Committee members will agree upon times 

and places to conduct interviews. The principal will set up the requisite 

interviews. 

G. Discuss the results of reference checks by principal 

H. Conduct Interviews 

I. Collect Writing Sample: Following the interview each candidate will be required to 

provide a writing sample to a pre-established question provided by the Superintendent.  

The Principal will ensure there is a quiet location on-site for the candidate to prepare the 

written submission. 
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J. Documentation: Full documentation should be kept by the committee on both 

the application review process and the interview process. This documentation 

will not include the personal notes of the committee members. It will include 

the criteria, questions, any follow-up questions which were asked, and 

reference checks. It will also document the recommendations, and the 

committee’s justifications for those recommendations. 

k. Meet to Discuss Recommendations: After the committee has completed its 

interviews and once the Principal has conducted the “touring interview” with 

the candidates, advisory committee members will meet to discuss their 

recommendations. Using the District’s shared decision-making model of 

consensus, the committee will select at least two and no more than four 

finalists (except in unusual circumstances and with the approval of the 

Superintendent and Board). The committee will base its recommendations 

upon a thorough discussion of the candidates’ perceived strengths and 

weaknesses. Upon selection, the principal will notify finalists, make additional 

reference checks, and - if necessary - meet with the committee to decide if the 

finalist list needs to be altered in any way. The names of the committee’s 

finalists will then be forwarded to the Superintendent. (Note: Only committee 

members who have attended all interviews may participate in the recommendation stage.) 

L. Prepare and Submit Recommendations: Each recommendation to the 

Superintendent will be accompanied by a narrative, composed by the advisory 

committee, outlining each candidate’s perceived strengths and weaknesses as 

they relate to the original criteria. In these narratives, committee members 

will present their thoughts about each finalist, but may not indicate a preferred 

finalist, and may not rank the candidates. Should the committee determine, 

before or after the interview process, that there is an insufficient number of 

satisfactory candidates, the principal will notify the Superintendent, who will 

determine a course of action. 

 

V. Building Principal Tasks: The principal will: 

A. Meet with the other members of the advisory committee and, among other 

things, give members a copy of the hiring checklist and the BOE hiring 

exhibit. The principal will explain the confidential nature of the entire 

process. At all times, individuals (i.e. parents, teachers, community members, 

principals, superintendent of schools, and Board of Education members) who are 

participating in the hiring of teachers must respect the confidential nature of the 

process. Members of advisory committees may discuss the proceedings of such 

committees, at any time, with the Superintendent of Schools and/or Board of 

Education members as they share confidentiality and are legally responsible for 

hiring, evaluating, and tenuring teachers. If a BOE member is contacted by an 

advisory committee member, the Board member will apprise the Superintendent of 

Schools or Board President of the situation. If the Board President is not available, 

the chairperson of the Personnel/Negotiations Committee should be contacted. The 

Board and Superintendent will then decide how to proceed. 
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B. Lead advisory committee in the study of applications and in the selection of 

candidates to be interviewed. If a principal determines that a worthy candidate 

has not been placed in the interview pool, he/she may add the candidate(s). A 

written rationale for the addition should be kept as part of the record of the 

hiring process. 

C. Inform semi-finalist candidates they have been selected for interviews and get 

explicit permission from candidates to contact a minimum of two references. 

D. Inform semi-finalist candidates that if they are selected as a finalist, a videotape of 

their teaching is preferred but not required. 

E. Check a minimum of two references on each semi-finalist candidate. (The 

pool of semi-finalists should number 4–8.) The results of these reference calls 

should be shared, within the bounds of confidentiality, with the other 

committee members prior to the interviews. 

F. Set-up and participate in advisory committee interviews (based on agreed - 

upon times and locations), and set-up and participate in the “touring 

interviews.” 

G. Help the advisory committee select the finalists who will be referred to the 

Superintendent of Schools for an interview. 

H. Check the credentials (certification/job history) of each finalist.  

I. Do further reference checking on the finalist candidates. Should these checks 

(H,I) require altering the list of finalists, the principal will reconvene the 

committee and report his/her findings (within the bounds of confidentiality). 

J. Submit the advisory committee’s list of finalists to the Superintendent of 

Schools.  

K. Submit separate recommendations: The principal has the prerogative to 

submit his/her own recommendations if he/she dissents from the committee’s 

recommendations. These recommendations will be sent to the Superintendent 

of Schools and will include the principal’s rationale. 

 

VI. Role of Superintendent: The Superintendent has the authority to reject all finalist 

candidates. By law, the Superintendent has the ultimate authority and 

responsibility to recommend teacher candidates to the Board of Education. 

Thus, the Superintendent will: 

A. Provide any needed instructions to the advisory committee including 

information regarding criteria, and timelines. 

B. Engage in confidential discussions with any member of the hiring committee 

in executive session or elsewhere – should he/she decide the need exists. 

C. Interview all finalist candidates. 

D. Make further credentials and reference checks after consulting the candidates. 

E. Notify the Board President and members of the Personnel/Negotiations 

Committee that the Superintendent’s recommendation(s) are prepared and the 

documentation is ready for their perusal. 

F. Recommend teacher candidates at an official meeting of the Board of 

Education. 
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VII. Role of the Board of Education: NYS Education Law confers Board of Education 

members with complete and final authority on all District educational matters - 

except as restricted by law – and also gives the Board of Education the sole 

authority to appoint candidates to teaching positions. Thus: 

A. Members of the Board of Education’s Personnel/Negotiations Committee may 

review any documentation related to the hiring of teachers and may make 

inquiries directed to the Superintendent of Schools. 

B. Members of the Board of Education will set objective criteria (experience, 

dual/multiple certification areas, and academic standing) and ensure such 

criteria are considered in the hiring process. 

C. Any member of the Board of Education may elect to review documentation 

related to the hiring of teachers, at any point in the process, and make 

inquiries directed to the Superintendent of Schools. 

D. The Board of Education will vote to approve or reject the recommendation(s) 

of the Superintendent of Schools at an official meeting of the Board. 

 

Adoption date: February 22, 2011 

 


