Franklin Central Supervisory Union

Superintendent's Office: 28 Catherine Street, St. Albans, Vermont 05478(Telephone: (802) 524-2600

Schools: St. Albans Town Educational Center(St. Albans City School(Fairfield Center School(
Bellows Free Academy Union District #48(Northwest Technical Center
Hiring Process

This process is for the following position openings that occur within the district: replacements, add to staff, long-term temporaries and substitutes. Please speak with your Principal/Director or contact the Superintendent's Office if you have questions or need assistance about this process.


1. Department Heads/Supervisors must first discuss hiring plans with their Principal/Director and/or Superintendent.  In the case of special education openings, the Director of Special Education must also be advised of hiring plans.

2. Department Head/Supervisor must review the most recent job description.  If any changes are necessary or if there is no job description, contact the Human Resources Director for assistance.  All job descriptions should be ADA compliant.

3. If the position should be filled, the Department Head/Supervisor will complete a position requisition form, forward to the Principal/Director for signature who, in turn, will forwarded to the Superintendent's Office.  If the position has not been budgeted for, justification for the position must be made to the Superintendent before any recruitment or hiring.  Once approval has been received, the recruitment process may begin.

4. Recruitment activities including Job postings and placing ads must be coordinated with the Superintendent's Office.  

a. The Principal/Director will coordinate job postings according to contract provisions.  All job posting will be shared with schools across the Supervisory Union.  A copy of the posting will also be sent to the Educator Association President of the school in which the vacancy occurs.

b. Advertising through external sources will be coordinated through the Superintendent’s Office.  Applicants may be sought through advertising on School Spring, in local and state newspapers and trade publications, placement agencies, Vermont Job Service, college placement offices and through other usual recruitment methods.

c. Professional candidates who are under contract at another district must first obtain a release to interview from their current Superintendent/Board prior to any formal interview.  Requests of this information will be coordinated from our Superintendent’s Office.

5. The Principal/Director or designee will select the interview team.  The team may consist of the principal, teachers, parents, students and other interested parties as appropriate.

6. The Principal/Director is responsible for ensuring that legally defensible interview questions are prepared as well as the development of a rating/evaluation scale.  The interview team is encouraged to participate in the question development and the Human Resources Director is available for assistance.  It is required to use the same prepared questions for all candidates vying for the same position.  Each interview must be documented and notes kept in a secured file for three years in the Superintendent’s Office.  Interview notes are not kept in the employee's file.

7. The Principal/Director/Supervisor will review any internal applicants as a result of the job posting.  Those eligible employees who meet the job qualifications will be selected for an interview.  Per contractual obligations, the Principal/Director/Supervisor of any internal candidate should be contacted before scheduling an interview.  Those non-qualified and/or not selected internal candidates must be notified (preferably in writing) of their unsuccessful bid and thanked for their interest.

8. The Principal/Director/Supervisor will be responsible for receiving, reviewing and selecting any external candidates for interviews.  External candidates may be interviewed at the same time an internal posting is circulated, however; no offer of employment may be extended until all qualified internal candidates are considered and the posting deadline has expired.

9. If requested, the Board and the Superintendent will be furnished with the interview schedule and names candidates.  The Superintendent and/or Board members shall be welcomed to participate in the interviews if they are available and will notify the Principal/Director/Supervisor of their interest. 

10. If the candidate has not completed the application process, this must be requested of them prior to the interview.  This will also expedite the hiring process for finalists.

11. Immediately after the interview, the interview team will independently rate each candidate on the evaluation form.  The top finalist will be selected for reference checking.

12. The Principal/Director/Supervisor or designee will contact at least three professional references for the finalist.  Standard forms and procedures are available.  Document the results of the reference checking process.

13. The Principal/Director/Supervisor or designee will review the interview and reference checking outcomes with the hiring committee member(s).  The candidates will be ranked and the information on the top candidate(s) will be forwarded to the Superintendent for a final interview.

14. The Principal/Director/Supervisor will contact finalists to verify availability and interest and to advise them that an offer may be forthcoming, pending Board approval.

15. The Superintendent will present the final candidate to the Board for approval to make a formal offer of employment.

16. If an offer is to be extended to an internal candidate, as a courtesy, the candidate’s current Principal/Director/Supervisor should be contacted after the offer has been extended and accepted.  If an offer is to an external candidate, verbally extend an offer of employment and negotiate a start date.  

17. Once the offer has been accepted, contact the Superintendent's Office. Confirm the rate of pay, start date, job title and status so that an offer letter and contract/agreement (where appropriate) can be drafted.

18. Forward the new employee’s original application and hiring materials to the Superintendent's Office for the employee's file.  All documentation from unsuccessful candidates must also be forwarded to the Superintendent, as this office will be responsible for maintaining the documentation (interview notes and reference checks) of all interviewees for a period of three years. 

19. The Principal/Director/Superintendent is responsible for notifying all unsuccessful candidates that the position has been filled.

20. Once the position has been officially offered and accepted, the Principal/Director/Supervisor or designee must advise the Superintendent’s Office of the start date so that the requisition form is completed and forwarded to the appropriate Central Office personnel.  From this information

a.) The employee file can be set up, and

b.) The business office will be notified to encumber funds, and

c.) Payroll will be informed to begin pay, and 

d.) Benefits will be notified to enroll the new hire, if appropriate, and

e.) Applications will no longer be accepted and the recruiting function ended, and

f.) The employee will be included in any Orientation program offered.
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