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CROMWELL PUBLIC SCHOOLS 
 
BOARD OF EDUCATION               PERSONNEL 
                                                              Certified and Non-Certified  

Affirmative Action:  Recruitment and Selection 
Adopted:  6/27/95 
Revised:   1/13/09 
_____________________________________________________________________________________ 
Recommended procedure for hiring: 
 

1. Superintendent of Schools will request and obtain Board authorization to conduct a search and 
will establish qualifications and parameters of the position to be filled.  The qualifications will be 
reviewed by the Board of Education. 

 
2. The Superintendent will post the position according to policy guidelines and state laws, and gather 

resumes, letters of recommendations, certification and any other pertinent documentation deemed 
appropriate. 

 
3. The Chairperson of the Board shall appoint three members of the Board to the Search Committee 

for all certified administrative positions. 
 

 The lead administrator will be the building principal if the position is for an assistant principal 
and the superintendent and/or his designee will be the lead administrator in the search for 
filling principal vacancies and Central Office administrative vacancies. 

 
 The lead administrator will meet with the three selected Board of Education members to pre-

screen all applications to arrive at a working number of applications for further consideration.  
The working number may vary according to response and position. 

 
4. The lead administrator shall appoint to the committee an additional administrator at the same or 

higher position level.  At all search committee meetings, there shall be at least one person from 
both of the categories noted above. 

 
5. The lead administrator will establish a timetable and search committee meeting schedule in 

consultation with and at the convenience of the serving Board members.  The administration will 
also develop the meeting agenda and provide materials and paperwork in sufficient quantity for 
the committee. 

 
6. The initial search committee meeting shall include the following: 

 
a. explanations by the lead administrator of the position and qualifications (both necessary and 

desired), process and timetable; 
b. each committee member shall independently review and rate each applicant; 
c. following a review of the entire committee, the applicant list shall be reduced for interviewing 

purposes.  The number of interviews will be mutually agreed upon and no fewer than five (5), 
if possible; 

d. establishment of a list of questions to be asked in the interview with assignment of the 
questions to each member of the committee; and 

e. establishment of the actual interview schedule. 
 

 
Any candidate whom the screening committee wishes to interview, shall be included in the 
interviewing process. 
 

            



4111 
                     (2 of 3) 
 
 

7. The interview meeting(s) shall include the following: 
 
a. an equal amount of time shall be provided for each applicant.  Each member of the search 

committee will ask his/her designated questions in the same words and in the same order so as 
to provide uniformity and fairness to the applicants; 

b. at the conclusion of all of the interviews, there will be a general discussion of all applicants; 
c. following the discussion, each committee member will independently rate each candidate 

based on a common rating scale.  A final rating will be compiled to arrive at a prioritized list 
of two to four candidates to be recommended for the next step as stated in item eight (8). 

 
8. The lead administrator will conduct reference checks and hold extensive one-on-one interviews 

with the selected candidates.  When appropriate, a visitation will be made to the school site of 
each of the candidates.  The visiting team shall be composed of the lead administrator and at least 
one Board of Education member. 

 
The lead administrator will arrive at a ranking of the candidates based on the visiting team’s 
impressions and the one-on-one interviews.  These results, barring any privileged information, 
will be reviewed and shared with the Board of Education members assigned to the screening 
committee. 

 
9. The Superintendent and Leadership Team will interview the final candidates and submit those 

candidates to the Board for further interviews. 
 

10. The final candidates will be invited to visit the school.  During the visitation, the candidates will 
have the opportunity to interact with students, staff and parent representative(s). 

 
11. The Board of Education will interview each of the candidates following the same interview 

procedures as stated in step seven (7).  Following the interviews, each Board member will rate 
each candidate independently and this will be followed by a discussion of each candidate with the 
Superintendent stating his/her recommendation. 

 
 
 



 
 

Administrative Regulation 
 
The Superintendent and/or designee will prepare documents such as the following: 
 

1. A tabulation of data regarding present staff composition with respect to race and sex for both 
professionals and non-professional. 

2. Data on staff turnover rates, expected retirement, opportunities for career advancement and 
projected staff needs. 

3. Current application forms and job descriptions. 
 
Employment and Placement 
 
The Superintendent or his/her designee will review job application forms and job descriptions and revise 
them as necessary from time to time. 
 
Administrator’s and Supervisor’s Roles in Equal Opportunity:  Interviewing and Hiring 
 
This section provides guidelines to help in interviewing and selecting candidates for positions with this 
school district.  One of the most important factors in any hiring decision is that the applicant be able to do 
the job for which he/she is applying. 
 

Congress did not intend by Title VII, “…..to guarantee a job to every person regardless of 
qualifications.  In short, the act does not command that any person be hired simply because he/she 
was formerly the subject of discrimination, or because he/she is a member of a minority group.   
Discriminatory preference for any group, minority or majority, is precisely and only what 
Congress has prescribed.  What is required by Congress is the removal of artificial, arbitrary, and 
unnecessary barriers to employment when the barrier operative invidiously to discriminate on the 
basis of racial or other impermissible classification…..” 
 

Administrators should follow these rules: 
 

1. Applicants should not be questioned by interviewing supervisors about their dependents, family 
plans or a condition of pregnancy. 

2. When an applicant has a police record, administrators should consider the type of charge, how 
long ago the incident occurred, whether there was a conviction and subsequent conduct. 

3. Supervisors are expected to make some accommodation to the religious needs of applicants when 
this will not have a negative effect on operations. 

4. The applicant must be a United States citizen or he/she must possess a permanent visa to be 
eligible for employment. 

5. It is unlawful to reject an applicant because the applicant’s foreign accent, or lack of fluency in 
English, unless either condition will affect satisfactory job performance. 

6. No inquiry should be made regarding an applicant’s race, color, national origin, ethnicity, or 
martial status, sex or sexual orientation. 

7. Job advertisements will specify that the Board of Education is an equal opportunity employer. 
 
Legal Reference:  CGS 

10-153 Discrimination on account of marital status 
46a-60  Discriminatory employment practices prohibited 
461-81a  Discrimination on the basis of sexual orientation 
Title VII, Civil Rights Act 42 U.S.C. 20003, et seq. 


