Human Resource

Staffing Procedures



January

- Resighations & Retirements
- Critical Needs/Hard to Fill
- January Hires

- HR Training




January
Resignation/Retirement

"EARLY RESIGNATION INCENTIVE_ B "RESIGNATION(S) 2~ —

. Educators that resign/retire - ALL resignations must be

ONLINE through EMPLOYEE ACCESS and submitted via EMPLOYEE ACCESS!!

giv.e early notification will be eligible for - Notification to the principal

a tiered incentive: /director does NOT constitute
. December 15 - $500 adequate notification.

- Employees who fail to give at least

- January 15 - $300 30 days (60 for admin) notice will
- February 15 - $200 be fined $500.

- This is in Crucial Policies N
- DP318/319

- Paid on their final paycheck

* Please let your faculty/staff know




January
Critical Needs/Hard to Fill Hiring

Determined by USBE Index of Criticality & JSD Priority

- Math « Must:

- Science - Have a resignation to post

- Special Education . Post for a minimum of 5 days

- CTE (not Keyboarding) . Interview multiple candidates

. Title | including any Open Contract
candidates

- Turnaround
. Early Childhood - Complete background check

- Speech Language Path.
« Dual Immersion

- Psychologists

- Audiologists



January
More about Critical Needs

. 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.

Human Resources U

LICENSED SALARY PLACEMENT ADJUSTMENT
REQUEST
FOR HARD TO FILL POSITIONS

As per DP 309NEG =Salary Guidelines- Credit will be ined by the of Human Resources. This form is a REQUEST
ONLY. Assurances or promises of salary adjustment{s) should never be given to employees until after this form is approved.

Position:. Location:

To Be Completed by Principal/Program Director

Hard to fill positions may be approved for a higher salary, however placement must be approved by an HR Administrator. Candidates

will be placed on Lane 1 Step 1 until years of service have been verified gnd this request has been approved. Credit cannot be given for
years of service not previously eared.
How often has this position been advertised? (List days or times), Salary Lane/Step Request
How many candidates were qualified for the position? Salary Schedule
How many interviews were conducted? Lane
Step
If you have identified a specific candidate, please complete the following: For Consideration ONLY
Candidate Name Contact Number
Years of Service in Education: Degree(s) eamed:
Does the candidate have experience in a related field? If yes, explain including # of years:
Explain the reason for this adjusted salary placement request:
Principal/Director Signature: Date:
Program Director Signature: Date:
Cabinet Level Signature: Date:
Completed by HR
Criteria used to declare position hard to fil. (Check all that apply)
1. Criticality Report (USOE/ISD Report)
2. Hiring data from previous or current year
3. Position has been advertised with few or no qualified applicants
4. Position advertised multiple times
5. Unique license required
6. Other (i.e.: USOE or District needs causing a unique high demand area) 5
B
HR Administrator Approval  APPROVED [ | DENiED [ | N
Approved LANE & STEP (Pending employment verification(s))  LANE: STEP: I
HR DATE:
Principal Contacted: DATE:




January
January Hires

- 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.

e -




February

- Licensing
- Expiring Licenses
- Non-Renewals & Extensions
- FTE v2.0
- Transfers
- Leaves




February

Licensing

- 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.




February
Licensure Cont.

ALL “NEW HIRE’s” on a Temporary Agreement

- 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 Emplo ment

Agreement.
- Schools will receive a list of teachers on a Temporary E Hoyee

Agreement in February. e
- Use the Temporary Employee Posting Notification on._ | I
AdminOnly (Hiring page, UQ section) | |




- Academic Pathway to
Teaching (APT)

- Up to each district to accept or

. Letter of Authorization (LOA) ISl
- All APT licensed employees are

placed on a Temporary

February
LOA & APT & ARL

 Only three (3) in a career
- Are provisional

Agreement
+ NewHires placed onanLOA | pjtarnate Route to Licensure
for licensure will be placed on
a Temporary Agreement (out (ARL)
of state licenses are the - Any new ARL hires are placed
exception, those having on a Temporary Agreement
completed a teacher prep (2018-19 or later) -

program)




February
Non-Renewals & Extensions

- Application Requests Due Feb 15 - Non-Renewals and early
- DP316 NEG — Orderly Termination resignation incentive.
- Provisional educators, as defined :
Jridter Bsiies elfiey DSz - If the JPAS PDM meeting has not
Provisional and Probationary occurred by the March 1

Licensed Personnel, are not entitled .
to emplovment beyond the end of deadline, the request to non-

the term of the present contract, and renew a status may be denied.
may not reasonably expect continued i ) )
employment in succeeding years. - Completing evaluations in a

When the District determines not to timely manner is CRITICAL!
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. -y




Provisional Teachers

Non-Renewal

. Concerns and Due Process

e - A Non-Renewal meeting should
S ML — 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.

ey B e . After approvals - issue Non-Renewal

Provisional States Nen-Renewal Dened

meslsLLSSS to the employee NO LATER than Feb
\ 20th, .y

* Provisional Non-Renewal Form ! >, %

* http://workatjordan.org/admin-only-non-renewal-provisional-statu

—



Provisional Teachers

Extension(s)

. Evaluations:

If the PDM meeting has not
occurred by the February 15,
2019 deadline, the request to

- 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.

extend a status may be
denied.

- Completing evaluations in a

timely manner is CRITICAL!




Provisional Teachers

Provisional Extension

. Concerns and Due Process

SRR . A Status Extension meeting should

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

e - At LEAST 1 letter of concern w/
E—— V'% signatures and a date.

i an - 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 Extension Form | N~ ,

Tovaied Do Dasesiso W0 sen pre pal S a:kar dgraran 109 drkbai o :l ‘

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




February
FTE v. 2.0 Estimates
Approximately February 11,

2019

. 2.0 estimates are used to
determine staffing for the

fall.
- Please be CONSERVATIVE

Consider:

» Follow monthly enrollment
closely to determine patterns

» 2.0 is not a “guarantee” it is an
“estimate” only.




Transfers...

- 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

Please let your
teachers know
and encourage
attendance!!

2018-19 REVISED
JORDAN DISTRICT
TEACHER
TRANSFER FAIRS

JSD will host multiple teacher transfer
fairs in anticipation of opening 4 new
schools:

« 2new elementary schools In Bluffdale & Herriman
1new middle school in South Jordan
o 1new high school in Herriman
Each school will be represented and
available to receive resumes, conduct

interviews and/or discuss possible
openings for the 2019-20 school year.

Employee choice is valued. No pressure.
Gome explore your options.

linen to all current JSD teachers.
ID Badge is required. Bring resumes.

See DP30ANEG-Teacher Transiers for more information

COME TO ONE OR
ALL OF THESE
EVENTS:

JANUARY 14,2019

West Jordan High cym
8136 5. 2700 W.

West Jordan, UT 84088
12:00-6:00 p.m.

FEBRUARY 20,2019

Fort Herriman Middle teym
14058 $. Mirabella Drive
Herriman, UT 84096
4:30-6:30 p.m.

FEBRUARY 21,2019

Copper Hills High mech Arium
5445 W. New Bingham Hwy
West Jordan, UT 84081
4:00-6:00 p.m.

MARCH 28,2019

Riverton High teym
12416 S. Silverwolf Way
Riverton, UT 84065
4:30-6:00 p.m.




Transfers DP304NEG — Teacher Transfers

- 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 posi |
your school for which they are qualified.

y-————
- Check their evaluation scores & reason (RIS) | \




Teacher Transfer Approval Request

. 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.

Jordan School District

Human Resources U

Teacher Transfer Approval Request

www.jordandi
June LeMaster, Ph.D., Administrator, Human Resources

To Be Completed by School Administration:
1. Submission Date
Date of Transfer Request: {must be before Morch 2)
2. Employee Information

Name:

Current Position:  School Grade/Subject

New Position:  School Grade/Subject

3. Check References

Have you contacted the principal for a reference? Yes |:| NoD
4. Nepotism
Is this person related to anyone at your school? Yes D No D
Procedures:
Submit for Approval

' Submit to this form to newhire@iordandistrict.org
v Please allow 24 hours for HR to review, verify and respond to your request

Final Steps
v Offer the position
v After they accept the position — submit the Licensed Change Form in Skyward
¥ Notify current principal of offer and acceptance

To Be Completed by HR: Processed by: il D ShacyD
® I this teacher currently on a Temporary Agreement? Yes D No D
® s this teacher a January Hire or Intern? Yes D No |:|
Comment ts:
Transfer Approved by HR Admin: Yes D No D

Date Licensed Change Form Received: January 2019




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

- 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 ant|C|pated ,

leave. Good for 1 contract year only.

- Returning sabbatical employees are placed in the /‘i_\ |
same position at the same school ST Py



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

Reduction in Staff
Guidelines & Policy

DP327 NEG

I

|

I : :

I - Declining enrollment, reduction or loss of a service or program,
| shortage of revenue, school consolidation, may require a RIS
|

I

|

I

- 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

N



RIS cont...

- 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

PHONE: 801-

June LeMaster, Ph.D., Administrator, Human R

REDUCTION-IN-STAFF: LICENSED EMPLOYEE

In the event of declining enrollment, the discontinuance or substantial reduction of a particular service or program, the
shortage of anticipated revenue, school consolidation, or other unforeseen circumstances, it may be necessary to initiate a
RIS. -DP327NEG

Instructions:

Complete this form for each licensed employee requested for a RIS. Submit this signed form to your Administrator of
Schools who will forward to Human Resources. The Human Resource Administrator — Licensed will contact you conceming

the approval/denial of the request. If approved the principal will then notify the licensed employee within 24 hours.

School: Date:
It is requested that the following licensed emplovee be declared a Reduction-In-Staff (RIS):
Employee Name: SSN#  xxx-xx-
Reason for RIS: ] Voluntary
] Declining Enrollment
] Loss/Reduction of Funding
] Loss/Reduction of Program or Service
L] School Consolidation
2] New School
] Boundary Change
[ Other (explain):
License Information: [JLlevel 1 [JLlevel I [ Level IIT
[J LOA (Temporary)  [JARL ] ATP (SpEd)

Endor

Rationale: Clearly explam why this licensed employee was determined to be a RIS. If there are other licensed employees that
exhibit similar performance please explain why this teacher was choszen.

Check ALL that apt?l\' AND attach documentation (REQUIRED):
** Employees on probation MAY NOT te aRIS

[[J] Employee Evaluation(s) [TPAS or Interim]

L] Signed Letter(s) of Concem and/or Reprimand

L] Remediation Strategies Suggested Implemented

] Assigned Mentor Teacher

L] Assigned Consulting Educator

[L] Other (explain):

Principal’s Signature: Date:

[CJ RIS Approved
[CJ RIS Approved

[CJ RIS Denied

Admimaweeer of Sthool Daiz

[CJ RIS Denied

Ruman Resousee Administeator Date




March

General Hiring & Recruiting

- General Hiring begins March 1

- 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)




The Hiring Process

In General....

- 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
qguestions 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 A= ., 1
referred to HR. ‘, N :




The Hiring Process Cont...

Position Opening

- 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-
all to HR

- newhire@jordandistrict.org

REQUIRED!!

POSITION ADVERTISEMENT — LICENSE!

Position Advertisements will be posted when 1) the position is new to your school/location or n Online Resignation has been
submitted by the employee, or 2) a Principal/Director Notice of Resignation form has been subnfited. Send this form to HR via e-
mail: newhire@jordandistrict.org.

O New Position  *Al new district pazitions require signature from S or Deputy hiz/her dezignee
*Superi dent/Deputy Superi Date:
O Enroliment Growth

O Existing Position: Replaces: Reason;

Transfer

[}
Is this a temporary or year-to-year contract? DYes DNo [ nNon-Renewal
D Other:
Position Available/Job Title:
School/Location: Position Start Date:  [J
D Upcoming School Year
FTE: [ Fun Time [JPart-Time [CJOther: [ ©n(date)
Funding Source: [ ooso O mitle 1 Cother:
Grade(s): Track: [ a De [Oc [Oo [Jexended
Subject: [ oual Language

Required licensure:  [Jsecondary [JElementary [JCTE [specizied.  [Jece  [Jother

Endorsement(s) required: (Math IIl, Big,, Sci., Mild/Moderate, ECE, G/T, Etc.)

Specific needs/ requi garding the

Other i ion pertinent to the

Would you like this position advertised? (Newspaper(s), Monster.com, etc.) OYes ONo

Please indicate the account code from your location to be used for this adverti Approxi y 5325
FUND | LOCATION | YEAR | PROGRAM | FUNCTION | OBJECT | FTE [ _AMOUNT
[ [ [ | [ ]
Principal/Director Approval: Date:

Typing your name above will serve as your electronic signature approving the posting of this position.

HR USE ONLY

Rec'd on: Resi ion Verification
Posting Date: O Yes [ No
Posted By: Current Job Description
Closing Date: OvYes ONo




The Hiring Process Cont...

Position Advertisement(s)

- 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...
Candidate Selection

- 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




The Hiring Process Cont...
Candidate Selection

.- 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 (.xIs or .xlsx)
LICENSED INTERVIEW RUBRIC FORM Human Resources u
:
- ONLY the NEW form will be
1= Expresses 3 broad idea but lacks specific basic knowledge
& osdes xsmmoies ot ppicaion of kngwlec v teaching ArewereIndicas  rong pedagogy .
o eemeee——o  accepted. (AdminOnly)
Position: 1
l | 1 List Interview Team Member Name(s)
1 -.| <+ Make sure you list your
:_32 :;j g Awg. | Rank] O M
o e ® BEEREREE questions — do it once, save
0]0
0 0 .
s it, use over and over.
o]0
0 0
-+ - If you have other
Record each of the approved questions asked in the interview: ]

Revised date: Dec 2015

.
JORDAN SCHOOL DISTRICT is an equal opportunity employer. Applicants are considered on th@basis of employment qualifications without regard to race, l I e st I O n S — S e n d to
colr, political affiliation, religion, sex, sexual preference, national origin, age, marital statUll medical condition, or disability.
orial
/BTuBZIgUE 107 hd=

HR for review and
add to approved

Make sure you | questions list.
fill this part out.

/




The Hiring Process Cont...
Candidate Selection cont...

- Interview summary
Human Resourcesﬂ

worksheet — fillable and auto-
e | _—populates from page 1

INTERVIEW SUMMARY

Schools must interview a

s / - Between March 1 and 10 days
I __,/" ] before NTI at least 3 transfer
gl o = ca L Y candidates must be
S — interviewed if there are any
: for that
g ac grade/subject.
E * (See weekly Skyward

Candidate Recommended by the Interview Team:

H

Reason for Recommen dation:
Principal's Signature/Acknowledgem
JDRDANSCHDDLDISTRICT q 12l oppor
qualific. wnthou!regavd!o color, pl

conditio d ability.

nity empl y r. Applicants are cons
religion, sex, national

3l affiliat

Transfer Report)

idered on the basis of &
| origin, age, marital status, medica

Typing your name
is your electronic
signature/approval |
when sent by your
District E-mail.




The Hiring Process Cont...

Candidate Selection cont...

LICENSED REFERENCE CHECK

Applicant Name: 0 Position:
School/Department:
Suggested Reference Check Questions:
- Did this candidate function better working alone or as part of a team?
What if anything, distinguishes this person from others who do the same type of job?
Would you enthusiastically recommend this person? Please explain.
How would you compare this candidate's work habits with others?
What are the strengths and weaknesses of this candidate?
Have you personally observed this candidate in the classroom? If yes, what did you observe?
REQUIRED
Principal/Director Contacted: Immediate SUpervisor:  Fype ges o Mo
Organization/District: Start Date: End Date:
Contact made by: Date of Contact:

Specific Questions that MUST be asked to the Principal/Director/Immediate Supervisor. NOT OPTIONAL:
1 Has any action or discipline been imposed against this employee regarding the physical or sexual abuse of a child or student? {Type YESor MO}

(Type YES or NO)

2. Would youre-hire this candidate? Are they eligble for re-hire?

Comments:

Individual Contacted: R ip to Applicant:

Organization/District: Start Date: End Date:
Contact made by: Date of Contact:

Comments:

Individual Contacted: Relationship to Applicant:

|0rganization/District: Start Date: End Date:
Contact made by: Date of Contact:
Comments:

Complete these forms and save a copy as a spreadsheet for your records prior to sending to newhire@jordandistrict.org

~  JORDAN SCHOOL DISTRICT is an equal opportunity employer. Applicants are c on the basis of employment qualifications without regard to race, color,
political affiliation, religion, sex, gender preference, national origin, age, marital status, medical condition or disability.

- 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...

Human Resources U e smmvew sencron

- trpracses  broas don ot nchs 30 bos ¢ bnnsacye
2 <o e umeyles Moy g eviaes oy
per s
..... P — - 2}
e T b
= e | e

Human Resources 0 ..,

T &

- Fill out 15t — don’t
forget to list the
questions

osTRCT

J o
Qi scrs viho 1o d 13 ace. cokor ol Ratcn. ekgcn. ses. racn sl Supn. 430, mantsl e, medcal
coreie o by bl

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

JCECAN KENO0( DETCT & wn efprnts s mpicve: AGDIH] 1 o o P 0 o amplovrns b SIS NN g % 2,
Seltcn pbarion g, e pencw srwemncn, racoe g, B ks coneion - dushim

- Get principal/director
reference & ask
Questions in red

|

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

via e-mail to newhire(@jordandistrict.org




Candidate Clearance

. 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



mailto:newhire@jordandistrict.org

Candidate Approvals

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

Jordan School District 7387 5. Campus View Drive * West Jordan, UT 83084

Human Resources U PN Sou557.3150 . 201572055

June LeMaster, Ph.D., Administrator, Human Resources

LICENSED - NEW HIRE APPROVAL WORKSHEET

Name: Date:
Location: Processed by:  [[] Jill
Position: [] stacy

Position Advertisement
Resignation (Replaces

E Transfer (Replaces )
E Advertisement verified for accuracy

Posted on:

Days posted: ~

Total Applicants:

Teachers-Teachers

Application complete

|: Background Questions OK
]  Licensure Questions OK
[0 Nepotism OK

Verification
[] Resignation Verified/Rec’d
| Employee Access
| Principal/Director Notice of Resignation
New position — Does Not Apply
[] CACTUS Background OK (Other District )
[[] SKYWARD OK
] License Status
| Current License ARL/ATP
LOA Required Out of State
APT Expired/Return to License
Other:

Interview Information
[] Interview Rubric complete
(includes scores, background, License, & Questions used)
[]  Reference Check
Principal/Director contacted
Child Abuse question documented
| Re-hire eligibility documented
Two (2) or more other references contacted

HR Administrator ONLY

Position Ad - OK j Critical Need
Teachers-Teachers OK
Verification OK [[] License Issue

Interview OK

Hire Approved [ Yes
| No  Reason:

Raritod Soptazsber 2016




The Hiring Process Cont...

Hiring the Candidate

- 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/lJill know they
accepted.

+ Onboarding appointment scheduled

- Do not offer a job prior to
receiving clearance for hire.

- 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
o 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 nOtIerd when
the hire is “official”




May

Job Shares

- 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 14

. Be careful w/ trade time
- They must complete a

custom calendar with HR

. Please be aware of the

policy.




Critical Dates

Questions?

Julie Brown — Special Ed. 567.8200
Brent Burge — Classified 567.8224
Nick Hansen — Licensed 567.8215
Stacy Krahenbuhl — Elementary 567.8221
Jill Lisonbee — Secondary 567.8227

Jordan School District 7387 S. Camoaus View Drive « West Jordan, UT 84084
H m n R r 0 PHONE: 801-567-8150 ¢ FAX: 801-567-8056
u a eSO u CeS http://hr.jordandistrict.org
June LeMaster, Ph.D., Administrator, Human Resources
CRITICAL DATES
2018-19

FTE Enrollment/Staffing 14/14™ Day of School o 1%and 14" day enrollment counts.

October 1 ¢ FIE Audits begin in September
January 2

HR Trainings October 25 & Valuing Diversity
January 10 o RIS, Non-Renewal, & Employee Discipline
February 14 o Effective Hiring Practices

Educator Licensing & November 5§ o Educators receive five (5) notifications regarding license

Letters of Authorization January 14 ) .

March 11 o Educators with an LOA are required to show their

. supervisor adequate progress by Feb. 1 to facilitate
April 22 staffing decisions.
o The April 4" Expiring License letter) letter requires a
supervisor and educator signature.

January Hires January 2 & January hires are Temporary Employees
o TitleI & Critical Needs hiring for "true
openings” (must have resignation on file
Provisional Non-Renewals & February 11 ® Requests are submitted to your Administrator of Schools.
Status Ext o Teachers notified on or before Feb 19
FTE v.2.0 Projections Approximately o Use 2.0 projections to determine staffing need(s).
February 11
Elementary Teacher Transfer Fair ~ February 20 & 21 Elementary Transfer Fair @ Fort Herriman 4:30-6:00pm.
February 20, 2019 Secondarv Transfer Fair @ Copper Hills 4:00-5:30pm.
’ Transfer Fair Window o For current JSD employees
Febh.20 — Feh. 28 o The following are not eligible for transfers: Intems,
Secondary Teacher Transfer Fair Jan. Hires, and Temp. Employment Agreements.
February 21,2019 ® Feb 1 - Transfer requests open in Employee Access
Reduction in Staff (RIS) March 1 o Requests are submitted to your Administrator of Schools
» DP327-NEG Reduction in Licensed Staff
Position Advertisements March 1 o For all positions not filled at Transfer Fair
for 2019-20 o Temporary Employees’ (Intemns, Jan. Hires, Underqualified)

positions are considered “open” and MUST be re-posted,
after Mar 1. The employee must reapply for their
position. They are not eligible for transfer.

General Hiring for 2019-20 March 8 o All hiring documents on AdminOnly & sent via
newhire@jordandistrict.org

Underqualified candidates can be hired on May 1

Teacher Transfers for 2019-20 Transfer Window o From March 1-June 1 at least 2 transfer candidates must
March 1 - June 1 be interviewed (if availabie) for open positions at the
school.
o Positions must be posted 5 days.
o The transfer window closes June 1
[ Job Share Proposals for 2019-20 May 14 © Submit to your Administrator of Schools |
[ FTE Staff Reports for 201920 June 14 ¢ Submit to Planning and Student Services (Travis) |

$500 on/before December 15
$300 on/before January 15
$200 on/before February 15

Early Resignation Incentive




Employee Contract Ch

Human Resources U

EMPLOYEE CONTRACT CHANGE REQUEST

Name: Date:

School: Position:

This form constitutes a request by the employee to adjust their current contract. It is recommended
that teachers attend the annual TEACHER TRANSFER FAIR to seek teaching opportunities that best fit
their needs. The submission of this form does not constitute a change in contract until approved by the
school principal. Decisions for contract changes are made by the school principal based upon school
need.

Check one of the following three (3) options and submit to your principal for consideration.

I:I | request to change my contract from a half time contract to a full time contract.
I:I | request to change my contract from a full time contract to a half time contract.
D | request to change my contract to an hourly position from a full time or part time contract.

(Requires formal resignation)

D At the semester b (date)
l:l Beginning of the next contract year (date)

Employee Signature, Date,
AUTHORIZATION OF PRINCIPAL \
I:I Approved
I:I Not approved- Cannot accommodate this request
Notes:
Principal Signature, Date,
e HR ONLY ™\
Received on:
HR Admin:
Approved: O
\ Not Approved: O )
AN J

NOTE: Provide a copy of the c form to the AND forward to Human Resources for processing

8/2014

ange Request

- 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
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