HILLVIEW  CHRISTIAN  SCHOOL

Procedure for Staff Appointments

1.
Identify Needs

Staffing needs will be identified by informal consultation with existing staff, Board of Trustees and the school community.  Needs to be identified may include:

· Skills required to complement existing staff

· Qualifications pertinent to position

· Area of school with staffing deficit

· Personal qualities sought to complement existing staff

· Gender, ethnicity, age, experience required to balance current staff profile
2.
Advertise Position

2.1
Full time teaching positions will be advertised in the Educational Gazette.  Other positions will be advertised in local print media (such as The Christchurch Press).

2.2
The Principal will write the advertisement outlining the position available and seeking applicants to meet the identified needs.

2.3
An advertisement for a full time teaching position shall allow a minimum of 4 weeks to lodge an application.  For all other positions a minimum of 2 weeks shall be allowed.
3.
Application Process

3.1
An application package will be sent out to all prospective applicants on inquiry to the school.

3.2
For a teaching position this pack will contain:

· A covering letter asking why applicant would choose to apply to a special character school such as Hillview Christian School and supplying further information about the position and details of how to apply

· A copy of a job description

· A copy of the professional standards that will be evaluated.  This includes the "special character" component for our school
3.3
For ancillary staff the pack will contain:

· A covering letter (as above) but including a note that permission is sought to perform a background check 

· A copy of a job description
4.
Shortlisting of Applications

4.1
Initial shortlisting will be undertaken by the principal or appointee of the Principal.

4.2
The Personnel Committee shall then determine those applicants to be interviewed (minimum of 3 applicants).

5.
Interview Process

5.1
Applicants will be contacted by the Principal to arrange an interview time.

5.2
The Selection Committee will consist of a minimum of three individuals comprising the Principal, a proprietor's representative and at least one other from the following:  Personnel Committee, Board of Trustees members and staff members.

5.3
In special circumstances the selection committee may include an expert consultant.

5.4
Interviewees will be assessed by the selection committee utilising standard interview rating forms.

5.5
The outcome of the interview process will be determined by collation of the interview rating forms, discussion and prayer.

5.6
When consensus is reached the Principal will contact the referees of the selected interviewee (unless this has already been done).

5.7 If the referees affirm the decision of the selection committee the position will be offered to the successful interviewee.

5.8
If consensus is not reached by the selection committee or the position is declined by the interviewee, the selection committee may choose to interview other applicants or readvertise the position.
6.
Appointment

6.1
Upon verbal acceptance of the position by the successful applicant the Principal will confirm the appointment in writing specifying the conditions of the job.

6.2
Written, duplicate copies of written confirmation of the appointment shall include an

acceptance statement to be signed and dated by the appointee.  One copy must be returned to the school and the other retained.

6.3
All unsuccessful applicants will be informed of the outcome and thanked for their application.

6.4
In the case of ancillary staff, permission will be sought to undertake a police background check.
7.
Contract

7.1
The Employment Agreement must be signed and dated by both parties and a copy 

retained by each party
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