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HIRING CHECKLIST FOR BELEN CONSOLIDATED SCHOOLS

· Position was posted a minimum of 10 calendar days prior to interviews
· All candidates applications for the position were reviewed
· Date and times of all interviews are provided to the Human Resource Office (Yvonne Duran), 24 hours prior to interviews
· At least 3 applicants were interviewed/depending on the amount of candidates
· Interview committee consisted of at least 3 members
· Interviews were conducted
· All applicants were asked the same questions by the same committee
· All questions were scored and added to determine best candidate (1-5 scale)
· At least 3 telephone references were called including 1 supervisor 
· Recommendation Form submitted to Human Resource Office with all supporting documents:  Rational Form, Confidentiality Agreement, Resume & Application Scoring Rubric, candidates application, interview questions and scores from all committee members on all candidates interviewed and three Confidential Telephone References
· New hire/current employee packet is complete
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