
 

 

COLLINS ELEMENTARY 

CONSULTATION POLICY  

VACANCY COMMITTEE 

For each vacancy at a school, the Council will appoint a Hiring Committee.  The Hiring Committee membership may 

include the principal, at least one parent, at least one certified staff member who will work directly with the person to be 

hired, and reasonable representation of the ethnic diversity of our school community. 

CRITERIA AND STANDARD QUESTIONS 

Within two weeks of their appointment, the Hiring Committee will meet in open session to: 

1. Review the school’s mission and Plan and discuss how the newly hired person will need to contribute to that work. 

2. Review the descriptors for the Standards and Indicators for School Improvement and discuss skills that may be 

needed to move the school toward higher performance. 

3. Determine criteria for a strong candidate (being sure that those criteria do not discriminate based on gender, 

ethnicity, religion, political affiliation, or any other illegal grounds). 

4. List “ability to strengthen our school-wide understanding of cultural diversity” as one of those criteria. 

5. Develop interview questions that fit those criteria. 

6. Identify any other methods they want to use to tell how well candidates meet the criteria beyond the application 

references, and interview.  For example, the Hiring Committee may want to consider asking for writing samples, a 

chance to observe a candidate at work, a written response to a hypothetical work challenge, or some other activity 

to show a candidate’s capacities. 

APPLICATIONS AND INTERVIEW 

Within one week of receiving a list of applicants from the superintendent, the Hiring Committee will meet in closed session 

to: 

1. Review  applications and written references. 

2. Select applicants to interview. 

3. Decide if information in the written application leads to any specialized questions that should be asked of a 

particular applicant. (For example, an application that refers to participating in a special seminar might lead to a 

question about what the applicant learned, or one that shows a gap between leaving one job and taking another 

might lead to a question about what the person did during the intervening period.) 

4. Agree on what, if any, specialized questions will be asked. 

Within a week of the Hiring Committee’s selection, the principal will schedule an interview with each selected applicant at 

a time when majority Hiring Committee members can attend.  The Hiring Committee chairperson will call special meetings 

of the Hiring committee for each of those interview times. 

Each interview will occur in a closed session of the Hiring Committee. The Hiring Committee will: 

1. Ask all the standardized questions in the same order each time. 

2. Ask the specialized questions after that. 

3. Ask any follow-up questions after that. 

DISCUSSION OF THE APPLICANTS AND CONSULTATION WITH THE COUNCIL 

Within a week after interviews are complete, the Hiring Committee will meet in closed session to discuss how well each 

applicant meets the criteria. 



 

 

Within two weeks after interviews are complete, the Council will meet in closed session to receive the Hiring Committee’s 

report, discuss the applicants, offer comments on the contributions each could make, and provide any additional input 

requested by the principal. 

If a quorum of the Council fails to attend a meeting for which consultation is on the agenda, the principal may choose either 

of the following options: 

1. Call another meeting. 

2. Declare an emergency and conduct the required discussion with the members who are present at the meeting. 

SELECTION OF THE PERSON TO BE HIRED 

After considering the Council’s comments, the principal will select the person he or she believes will contribute most to the 

success of the school’s students and notify the superintendent of his or her choice.  The superintendent will complete the 

hiring process. 

EXTRA-DUTY ASSIGNMENTS AND POSITIONS 

Extra-duty assignments include paid or unpaid duties beyond the instructional day and/or 185-day contract.  When only 

persons currently working at our school will be considered, the principal will make the assignment following our policy on 

assignment of staff time.  When persons currently not working at our school will be considered, this policy on consultation 

will be followed by the principal, the Council, and the ad hoc Hiring Committee for each position. 
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