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Hiring of Non-Instructional Staff in the Potsdam Central School District 

 

The following procedures are to be followed when hiring non-instructional staff in the Potsdam 

Central School District. The procedures apply to all buildings and incorporate the shared-

decision making model adopted by the District. 

 

 

  I.  Application Form: Applicants must complete the Support Staff application form. 

 

 II. Hiring Committee Membership: When a non-instructional vacancy occurs, 

      a hiring committee will be established. The committee will consist of at minimum the    

         following: 

 

       A. The Administrator of the department in which the vacancy exists 

       B. An additional District Administrator 

       C. A staff member from the department filling the vacancy 

 

III. Tasks for Committee: The hiring committee will perform the following tasks: 

 

A. Select a Chairperson:  The Chairperson will lead the committee through the hiring  

     process and be the liaison to the Superintendent. 

 

       B. Review/Update Job Description: A description of the non-instructional position will be 

            reviewed and/or updated, if necessary. 

 

       C. Solicit Applications: Applications will be solicited for positions that are non-competitive                      

            under Civil Service Law through an advertising process, both internal and external.     

The advertisement will include a brief description of the position, the application                

procedures, and appropriate deadlines.  For vacant positions that are classified as 

competitive under Civil Service Law, the appropriate list will be canvassed by the 

Secretary to the Superintendent of Schools. 

 

       D. Establish Criteria: The committee will establish a list of criteria by which prospective        

            candidates will be measured. All evaluations of candidates throughout the hiring process   

            shall be in accordance with these criteria.  However, for competitive positions, Civil    

            Service rules require that the district select a candidate on the most nearly appropriate   

            eligible list who is willing to accept such appointment and whose final rating in the  

            examination is equal to or higher than the rating of the third (3rd) highest ranking eligible   

            individual on the list indicating willingness to accept such appointment. 

         

       E. Develop 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.   

 



       F. Review Applications: The hiring committee, taking into consideration the agreed upon  

            criteria, will complete an initial screening of the applications in order to identify any  

            unqualified candidates. The hiring committee will compile a list of qualified candidates.   

            (The hiring 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) 

 

         G. Formulate Questions: The committee will develop a uniform set of questions to 

             be asked of each candidate. The questions should 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 will be within the bounds of 

             legality and appropriateness. 

 

          H. Reference Checks: The Chairperson will check a minimum of three references on each     

                candidate.   At least two checks per candidate will be completed prior to the interviews.  

                The results of these reference checks should be shared, within the bounds of   

                confidentiality, with the other committee members. 

 

          I. Arrange Interviews: The hiring committee will arrange candidate interviews. The  

 Interview pool should be composed of 3–5 candidates – unless circumstances dictate a                            

smaller or larger number. If the number is smaller, Superintendent approval is required. 

 

          J. Conduct Interviews 

 

          K. Prepare Documentation: Full documentation will be kept by the committee 

            during interview process. This documentation will not include the personal notes 

            of the committee members. It will include the criteria, questions, and any follow up 

            questions which were asked. It will also document the recommendations, and 

            the committee’s justifications for those recommendations.   

 

          L. Meet to Discuss Recommendations: After the hiring committee has completed the 

 interviews, members will discuss their respective recommendations. The hiring   

committee will review the reference checks made by committee members. 

            Using the District’s shared decision-making model of consensus, the committee 

 will then recommend to the Superintendent a final candidate(s).   The hiring committee 

will base its recommendation upon a thorough discussion of the candidate(s)’ perceived 

strengths and weaknesses. The agreed upon process for evaluating candidates will be 

implemented, and names of the  candidate(s) will be forwarded to the Superintendent.  

 

         M. Prepare and Submit Recommendations: The recommendation to the 

Superintendent will be accompanied by a narrative, composed by the hiring committee, 

outlining each candidate’s perceived strengths and weaknesses. In these narratives, the 

committee will present its thoughts about each candidate interviewed.   Should the 

committee determine- before or after the interview process - that there are an insufficient 

number of satisfactory candidates, the committee will notify the Superintendent, who will 



determine a course of action. It is important to note that this latter point does not apply to 

the hiring process for the competitive class. 

 

IV. Role of the Superintendent: By law, the Superintendent has the ultimate authority and    

       responsibility to recommend non-instructional candidates to the Board of Education. Thus,  

       the Superintendent will: 

 

A. Provide any needed instructions to the hiring committee including information regarding 

criteria, and timelines. 

 

B. Review the materials used by the committee in making their hiring recommendation. 

 

      C. Discuss the hiring recommendations with the Chair of the committee and other members                              

            of the committee as deemed necessary. 

 

      D.  The Superintendent may conduct finalist interviews particularly in the rare case that  

             more than one candidate is recommended by the hiring committee. 

        

      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 non-instructional candidates at an official meeting of the Board of Education. 

 

V. 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 non-instructional positions. Thus:  

 

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

         review any documentation related to the hiring of non-instructional employees and may    

         make inquiries directed to the Superintendent of Schools.  

 

    B. Members of the Board of Education may set objective criteria 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 non-instructional employees, 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:  June 14, 2011 


