
Human Resource
Staffing Procedures



• Resignations & Retirements
• Critical Needs/Hard to Fill
• January Hires
• HR Training

January



EARLY RESIGNATION INCENTIVE

• ALL resignations must be
submitted via EMPLOYEE ACCESS!!

• Notification to the principal
/director does NOT constitute
adequate notification.

• Employees who fail to give at least
30 days (60 for admin) notice will
be fined $500.

• This is in Crucial Policies
• DP318/319

RESIGNATION(S) 

January
Resignation/Retirement

Please 
Note!!

• Educators that resign/retire
ONLINE through EMPLOYEE ACCESS and 
give early notification will be eligible for 
a tiered incentive:

• December 15 - $500
• January 15 - $300
• February 15 - $200

• Paid on their final paycheck
• Please let your faculty/staff know



• Math
• Science
• Special Education
• CTE (not Keyboarding)
• Title I
• Turnaround
• Early Childhood
• Speech Language Path.
• Dual Immersion
• Psychologists
• Audiologists

• Must:
• Have a resignation to post
• Post for a minimum of 5 days
• Interview multiple candidates

including any Open Contract
candidates

• Complete background check

January 
Critical Needs/Hard to Fill Hiring
Determined by USBE Index of Criticality & JSD Priority



• Critical need/hard to fill is
NOT determined locally by
individual school need.

• Critical needs positions may
be placed higher on the
salary schedule (DP309 NEG)
by special request using the
“Hard to Fill Request Form”
found on AdminOnly.

• Official Transcripts and VOE
must be received to
determine eligibility.

January
More about Critical Needs



• If hired after Jan. 1 the
position:

• Is temporary – no expectation
of continued employment

• Are NOT eligible to transfer
• MUST be re-posted
• MUST be re-interviewed

• Please make sure your
January hires know.

January 
January Hires



• Licensing
• Expiring Licenses

• Non-Renewals & Extensions
• FTE v2.0
• Transfers
• Leaves

February



• Expiring Licenses
• Renewed or upgraded on or before June 30. Licensure IS a condition of 

employment.
• Do not sign where it indicates “Superintendent or HR”for upgrade 

forms, but please initial next to each box for completion.
• For renewals - the principal can sign the form after initialing each box.
• Please remind your faculty to get this done ASAP.
• Reminder letters will be sent.

Licensing 
February



• Do NOT need to be NON-Renewed.
• MUST post their position in March
• MUST re-interview (the entire process) for their positions.
• They may be re-hired after May 1, provided they have 
complied with all the conditions of the Temporary Employment 
Agreement.

• Schools will receive a list of teachers on a Temporary Employee 
Agreement in February.

• Use the Temporary Employee Posting Notification on 
AdminOnly (Hiring page, UQ section)

February
Licensure Cont. 

ALL “NEW HIRE’s” on a Temporary Agreement



• Letter of Authorization (LOA)
• Only three (3) in a career
• Are provisional
• New Hires placed on an LOA

for licensure will be placed on
a Temporary Agreement (out
of state licenses are the
exception, those having
completed a teacher prep
program)

• Academic Pathway to
Teaching (APT)

• Up to each district to accept or
not

• All APT licensed employees are
placed on a Temporary
Agreement

• Alternate Route to Licensure
(ARL)

• Any new ARL hires are placed
on a Temporary Agreement
(2018-19 or later)

February
LOA & APT & ARL



• Application Requests Due Feb 15
• DP316 NEG – Orderly Termination

• Provisional educators, as defined
under District policy DP313-
Provisional and Probationary
Licensed Personnel, are not entitled
to employment beyond the end of
the term of the present contract, and
may not reasonably expect continued 
employment in succeeding years. 
When the District determines not to 
issue a contract of employment to a 
currently employed provisional 
educator, the educator shall be 
notified in writing at least forty (40) 
working days prior to the end of the 
traditional school year.

• Non-Renewals and early
resignation incentive.

• If the JPAS PDM meeting has not
occurred by the March 1
deadline, the request to non-
renew a status may be denied.

• Completing evaluations in a
timely manner is CRITICAL!

February
Non-Renewals & Extensions



• Concerns and Due Process
• A Non-Renewal meeting should 

NEVER be the first contact you have 
with a teacher about concerns.

• At LEAST 1 letter of concern w/
signatures and a date.

• Completed Form to HR – Due on or 
before February 15, 2019.

• After approvals - issue Non-Renewal 
to the employee NO LATER than Feb 
20th.

Provisional Teachers
Non-Renewal

• Provisional Non-Renewal Form

• http://workatjordan.org/admin-only-non-renewal-provisional-status-extension/



• DP313 – Provisional and
Probationary Licensed
Employees

• The status of a Licensed
Provisional Employee may be
extended for up to five (5) years
in unusual or exceptional
circumstances, upon the written
request of the principal to the
respective Administrator of
Schools for approval. A copy of
this request shall be forwarded
to the Administrator of Human
Resources following a decision
by the Administrator of Schools.

• Evaluations:
• If the PDM meeting has not

occurred by the February 15,
2019 deadline, the request to
extend a status may be
denied.

• Completing evaluations in a
timely manner is CRITICAL!

Provisional Teachers
Extension(s)



• Concerns and Due Process
• A Status Extension meeting should

NEVER be the first contact you have
with a teacher about concerns.

• At LEAST 1 letter of concern w/
signatures and a date.

• Complete the Form to HR– Due on or
before February 15, 2019

• Issue the Extension to the employee
NO LATER than February 20, 2019.

Provisional Teachers
Provisional Extension

• Provisional Extension Form

• http://workatjordan.org/admin-only-non-renewal-provisional-status-extension/



• 2.0 estimates are used to
determine staffing for the
fall.

• Please be CONSERVATIVE

Consider:

¾Follow monthly enrollment
closely to determine patterns

¾2.0 is not a “guarantee” it is an
“estimate” only.

February
FTE v. 2.0 Estimates
Approximately February 11, 
2019



• Transfer Fair
• Encourage attendance – especially for those areas/departments that may

be effected by declining enrollment/program reduction or elimination.
(New Schools)

• Find teachers to fill need
• January Hires and those on a

Temporary Employment Agreement
are temporary employees and must
reapply (not eligible for transfer)

• DP304 NEG

Transfers…

Please let your 
teachers know
and encourage 

attendance!!



• Beginning January 7, 2019 licensed employees may complete
the Teacher Transfer Request form within the Task Manager of
Skyward Employee Access. Submitted forms serve as both a
way to formally express interest in transferring as well as an
application for positions for which you are qualified.

• Principals will receive a weekly Skyward Transfer Request
report that contains the names and information of all the
educators who have expressed interest in transferring.

• Their name on this report is their application for all positions at
your school for which they are qualified.

• Check their evaluation scores & reason (RIS)

Transfers   DP304NEG – Teacher Transfers 



• Prior to hiring a transfer, reference checks 
must be completed.

• To Hire a Transfer from the Transfer Fair:
• Interview Candidate
• Complete References
• Complete Teacher Transfer Approval Request
• Notify current principal of pending offer
• Offer the job to the candidate
• Complete the transfer hire form in Skyward

• Transfer Request Approvals must be 
submitted by February 28
Beginning March 1 positions not filled by the
Transfer Fair will follow normal procedures. 

Teacher Transfer Approval Request



• DP332 NEG – Educational
• By Feb. 1 to HR forwarded to LPIC

• DP333 NEG – Sabbatical
• By Feb. 1 to LPIC

• DP334 – Military
• Upon Orders

• DP336 NEG – Leave of Absence
• Requests given at least 30 days prior to date of anticipated

leave. Good for 1 contract year only.
• Returning sabbatical employees are placed in the

same position at the same school

Leave of Absence (LOA), Sabbatical, Educational, Military
Leaves and Resignations

http://policymanual.jordandistrict.org/policies/dp332_neg.html
http://policymanual.jordandistrict.org/policies/dp333_neg.html
http://policymanual.jordandistrict.org/policies/dp334.html
http://policymanual.jordandistrict.org/policies/dp336_neg.html


DP327 NEG
• Declining enrollment, reduction or loss of a service or program,

shortage of revenue, school consolidation, may require a RIS
• If RIS is necessary – consider:

• Program and staffing needs of the school

• Employee performance evaluation

• We do not place RIS
• Employee must engage in the Teacher Transfer process and

interview at schools.
• Check weekly Skyward Report - RIS & Highly Effective JPAS

teachers must be guaranteed an interview

Guidelines & Policy
Reduction in Staff



• RIS
• Complete “Reduction-In-Staff: 

Licensed Employees” form
• Rubric Criteria can be found in 

the "Reduction in Staff 
Guidelines" link within the 
policy DP327

• Job-Shares
• Not automatically a RIS

RIS cont…



• General Hiring begins DĂƌĐŚ�ϭ
• We are required to be consistent in our hiring practices and� 

procedures.
• Electronic Submissions ONLY –�faxing or “phone” authorizations� 

are not given.
• Send in .pdf or Excel (.xlsx)(.xls) format ONLY.
• NEW for 2019-20 - must interview 3 transfer candidates if 

available (see weekly Skyward Transfer report)

DĂƌĐŚ�
General Hiring & Recruiting 



• Refrain from
• Discussions regarding salary – it 

is online. Anything more specific 
than that they should contact 
HR. 

• Prospective Employee Salary 
Estimate Form in salary section 
of workatjordan.org

• Insurance, payroll, other HR 
questions should all be directed 
to the department.

• Work Experience – please do 
NOT say if something counts. 
Please refer to HR.
College/University work 
experience does not count 
toward preK-12 experience.

• Education questions should be 
referred to HR.

The Hiring Process
In General….



• Complete the “Position 
Advertisement – Licensed” 
Form (fillable pdf) on 
AdminOnly & HR 
Connections

• ALL positions must be 
individually posted. NO
“general or generic” 
postings.

• Send completed form via e-
mail to HR

• newhire@jordandistrict.org

The Hiring Process Cont…
Position Opening

REQUIRED!!



• HR Verifies the position
advertisement – online
resignation*

• NO RESIGNATION NO POSTING
unless authorized by the
Business Administrator

• HR posts on Teachers-
Teachers.com

• Position advertised for 5
business days before a hire may
occur.

• Candidate must complete
teachers-teachers application
PRIOR to Authorization to Hire.

• Interview 3 Transfer
candidates between March 1
& 10 days before New
Teacher Induction

• Incomplete paperwork will be
returned to the school
BEFORE any approvals.

The Hiring Process Cont…
Position Advertisement(s)



• Teachers-Teachers.com
• Check that each candidate you interview has completed their 

application on teachers-teachers
• Prior to an invitation for an interview DOUBLE CHECK the candidates 

application and ensure that there are NO issues with their background 
questions. Candidates with background and/or UPPAC issues must get 
them cleared up.

• Please double-check the nepotism questions – if they have a relative at 
your location they may not work at your location without 
Cabinet approval prior to offer

Candidate Selection
The Hiring Process Cont…



• Candidate screened/chosen from 
Teachers-Teachers.com

• Candidate Interviews
• Use interview rubric, scoring guide, 

and reference check that are found 
on AdminOnly (Hiring Resources)

• Complete and send forms via email 
to: newhire@jordandistrict.org

The Hiring Process Cont…
Candidate Selection



• On AdminOnly - Fillable Excel
Workbook (.xls or .xlsx)

• ONLY the NEW form will be
accepted. (AdminOnly)

• Make sure you list your
questions – do it once, save
it, use over and over.

• If you have other
questions – send to
HR for review and
add to approved
questions list.

The Hiring Process Cont…
Candidate Selection 

Make sure you 

fill this part out.



• Interview summary 
worksheet – fillable and auto-
populates from page 1

• Between March 1 and 10 days 
before NTI at least 3 transfer 
candidates must be 
interviewed if there are any 
for that
grade/subject. 

• (See weekly Skyward 
Transfer Report)

The Hiring Process Cont…
Candidate Selection cont…

Typing your name 

is your electronic 

signature/approval 

when sent by your 

District E-mail.



• The BIG change…
• A reference check needs a

principal/director contact. It is
not enough to just contact an
immediate supervisor.

• Must complete this section.
NO Candidate will be
approved without this.

The Hiring Process Cont…
Candidate Selection cont…



• Fill out 1st – don’t
forget to list the
questions

• All yellow auto-
populates – don’t
forget to type your
name in

• Get principal/director
reference & ask
Questions in red

The Hiring Process Cont…
Candidate Selection Cont…

All three forms are found in the same Workbook on AdminOnly. Send 

via e-mail to newhire@jordandistrict.org



• Send Interview Workbook (including reference checks) to
newhire@jordandistrict.org – this gives an electronic time
stamp.

• Once it is received HR will:
• Check Skyward, CACTUS, Teachers-Teachers.com for background,

license info, completed application, nepotism, etc…
• HR Administrator will give clearance to school to offer

employment.
• This will:

• Ensure procedures and safeguards are followed

• Provide electronic access rather than trying to get someone

on the phone

• Electronically time stamp each document

Candidate Clearance

mailto:newhire@jordandistrict.org


Just for your information….

This is the form that us used 
in HR to authorize a new 
hire. 

This form is to re-check and 
ensure that each candidate 
is in good standing. We 
verify….

Position Advertisement
Teachers-Teachers.com
Skyward
CACTUS
Interview information

Candidate Approvals 



• After clearance is given…
• School offers the position
• When candidate accepts
1. School completes New Hire form

online (Skyward)
2. School marks candidate as

“hired” in Teachers-Teachers or
lets Stacy/Jill know they
accepted.

• Onboarding appointment scheduled
• �Ž�ŶŽƚ�ŽĨĨĞƌ�Ă�ũŽď�ƉƌŝŽƌ�ƚŽ�
ƌĞĐĞŝǀŝŶŐ�ĐůĞĂƌĂŶĐĞ�ĨŽƌ�ŚŝƌĞ͘

• If they are from outside the district�
HR will call the previous district

• We have access to information you�
do not have

• Always let those who were not�
selected know they did not get the�
job. Send letter or call w/ regrets.

• Candidate sent e-mail to complete
New Hire Forms – these are to be
completed PRIOR to Onboarding

• New Hire brings necessary
paperwork to Onboarding
appointment in HR

• After Onboarding appointment –
The candidate is officially hired.

• The school will be notified when
the hire is “official”

The Hiring Process Cont…
Hiring the Candidate



• Written plans for Job Shares
must be� submitted and
approved by� the Principal
and Area� Administrator
before each� new year.

• Job share teachers have no�
expectation of continued�
employment.

• DUE May 1ϰ

• Be careful w/ trade time
• They must complete a

custom calendar with HR
• Please be aware of the

policy.

May
Job Shares



567.8200
567.8224

Questions?

Julie Brown –�Special Ed.   
Brent Burge –�Classified�
EŝĐŬ�,ĂŶƐĞŶ –�Licensed  567.8215
Stacy Krahenbuhl – Elementary  567.8221
Jill Lisonbee – Secondary             567.8227

•Critical Dates



• Formal request by teacher to
change the status of their
contract

• Full to part-time
• Part-time to full-time
• Full-time/part-time  to hourly

Online @ AdminOnly

Employee Contract Change Request
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