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
Internal Job Posting Process

The job posting process helps to identify and place qualified internal candidates in district jobs in an orderly and equitable manner while maintaining contractual obligations.

Posted Positions:

1. Whenever a job opportunity arises, and after the position is approved for refilling, the Principal/Director’s Office will issue a Job Posting.  This posting will be made available in key locations throughout the school and Supervisory Union, as per contractual obligation.

2. Normally, postings will be advertised for a minimum number of working days, as determined by contractual obligation.

Process:

1. The Principal/Director/Supervisor will forward a completed requisition form with budget codes and appropriate signatures to the Superintendent as soon as a need is determined.

2. The Superintendent will review the requisition and will either:

a. Approve the requisition as presented.

b. Amend the requisition and approve a change (after a discussion with the hiring Principal/Director/Supervisor/Supervisor, Director of Special Ed as needed).

c. Deny the requisition and return the requisition to the sender.

3.
The approved requisition will be sent to the Human Resource Director, with a copy to the Business Office and to the Principal/Director/Supervisor.

4.
Once a requisition has been received and approved:

a. The Business Office will encumber the salary amount in anticipation of a new hire.

b. The Principal/Director’s Office will draft a job posting and distribute as required.

c. Human Resources will source external applicants (as requested) through School Spring or other means.

5. Eligible employees are welcomed to apply for job opportunities by returning a job posting application to the hiring Principal/Director/Supervisor.  In order to be eligible, employees must:

· Be in good standing, and

· Be a regular, full or part time employee (substitutes may apply but they are not considered “internal” candidates) and

· Have at least 6 months service in their current position or have their supervisor's approval and

· Apply individually for each job posting opportunity.

6. The Principal/Director/Supervisor is responsible for:

a. Interviewing all qualified candidates and,

b. Advising the applicant of the status of their application, and 

c.  Involving other appropriate persons in the hiring process such as peers, parents, students, Superintendent and the Human Resources Director.

7.
It is expected that the Principal/Director/Supervisor will discuss an internal candidate with the employee’s current Principal/Director/Supervisor prior to contacting or encouraging an employee to apply. 

8. No hiring commitments should be made until the end of the Job Posting period.

9. If an internal candidate is to be hired (transferred), the Principal/Director/Supervisor will negotiate a start date with the employee’s current Principal/Director/Supervisor.

10. For a support staff position, advise Human Resources within 1 business day of making a hiring decision so that contracts may be drafted.  For Educator positions, prior to extending any offer of employment candidates must meet with the Superintendent and obtain Board approval.

11. Per legal requirements, a copy of the applications and interview notes must be maintained on file for three years.  The hiring Principal/Director/Supervisor should forward these to the Central Office for recording keeping and eventual purging.

12 Human Resources will coordinate with the Business Office to discuss wages, benefits and to draft a new contract if necessary.

Applying for Job Opportunities:

1. An eligible employee who is interested in a job posting opportunity must complete the internal job posting form, obtain a signature from their supervisor and send it to the hiring Principal/Director/Supervisor no later than the posting expiration date.

2. Employees are encouraged to attach a recent resume or related documentation when available and appropriate.

3. Employees are welcome to contact the hiring Principal/Director/Supervisor for more information about the position.
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