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Employee Requisition and Hiring Process
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Supervisor begins Employee Requisition Document


(Appendix A)





Step 1: 


Supervisor completes all required sections, forwards to Superintendent for Approval.





Step 2: 


Requisition is forwarded to Business Office to ensure sufficient funding.








Step 3:


Human Resources assigns Requisition Doc. a tracking # and forwards to Board for approval








Step 4:


Board approves Requisition document.





Supervisor identifies successful candidate through required hiring process





Step 1: 


Supervisor completes Personnel Action Form (PAF), including proper salary placement; candidate signs PAF.


(Appendix B).








Step 2:


Appropriate Administrator signs PAF








Step 3:


Human Resources reviews PAF for accuracy, compliance, and connection to Requisition; forwards to Board for approval.








Final Step:


Board approves appointment; Candidate is hired for specified duration.
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