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RECRUITMENT, HIRING, & BACKGROUND CHECKS FOR NEW CLASSIFIED 
PERSONNEL 
 

HIRING OF CLASSIFIED STAFF  

I. Through its employment policies, the Board will attempt to attract, secure, and hire the 
most qualified personnel for all positions. The selection program will be based upon 
alertness to candidates who will devote themselves to the education and welfare of the 
children attending the public school.  

II. It is the responsibility of the Superintendent (and of persons to whom he/she delegates 
this responsibility) to determine district personnel needs. It will be the duty of the 
Superintendent, Building Principals, Facilities Director and Food Service Director to see 
that persons potentially employed by the school district meet all certification 
requirements and board requirements for the type of position being considered.  

III. Terms of employment for Classified Staff employees are established within the Staff 
Handbook.  

Hiring Procedures for Support Staff Positions  

A. The Facilities Director/Building Principals/Food Service Director/Superintendent will 
determine vacancies that may occur. The Superintendent will need to approve any requests to 
increase the number of Classified Staff positions or increase the hours of present staff during the 
school year.  

B. The Building Principal will conduct the interviews for all Classified Staff positions in their 
building, other than Custodial/Food Service positions. The Superintendent will conduct 
interviews for Central Office positions.  

C. The Facilities Director, Building Principal, Food Service Director, and Superintendent will 
involve a staff member/s from the Department in which there is a vacancy to assist with the 
interview process. Typically, this staff member will be the Head of the Department.  

D. When hiring Head Secretary, or an ILC Coordinator, the Building Principal will have another 
Building Principal assist with the interview process.  
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E. When hiring a Head Custodian, the Facilities Director will have the Building Principal assist 
with the interview process. 

F. When hiring a Head Cook, the Food Service Director will have a Building Principal assist 
with the interview process.  

G. Present staff qualified for a position may apply by sending a letter of application the 
Superintendent. Present staff may be requested to complete an interview.  

To help expedite the hiring process the Building Principals, Superintendent, and a School Board 
Representative would have the option to recommend a candidate to the School Board without 
conducting an interview.  

Present staff will be notified of job vacancies.  

A candidate to be employed by the School District will need to have a State and Federal 
background check completed, with favorable results obtained.  

No candidate is to be employed for, or assigned to, a position where his/her evaluation will be 
made partly or entirely by a person to whom he/she is related.  

Valley City Public Schools is an Equal Opportunity Employer.  

 ______________________________________________________________________  
Complementing NDSBA Templates (may contain items not adopted by the Board) 
• DBAA-AR, Background Screening Procedure 
• DBAA-E, Adjudication System 
• DBAA-E2, Intent to Hire Letter 
• DI, Personnel Records 
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