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Hataitai School Personnel Procedures

Appointments Process

Hataitai School will sustain a learning environment that challenges and 
supports every child to develop to their fullest.

Our commitment

The Hataitai School board of trustees supports, develops and maintains a motivated and capable team of teaching and support staff, in order to provide the best learning environment for our students.  We meet all our legislative and contractual obligations in our role as a good employer.

Rationale of Appointment Procedures
The appointment process is designed to recruit and employ the best possible staff for Hataitai School.
Guidelines 
· Construct an ideal timeline for the appointment process.

· Place an advertisement in the Education gazette with a closing date.

· Place a link to the advertisement and application package on the school website.

· Identify the position specifications for the actual position.

· Establish the actual make-up of the appointment committee for this position- in line with policy guidelines.

· Update the school appointment package with the specific details of the position.

· As each application is received remove the EEO form and collate these.

· On the closing date of the application call a short listing meeting of all members of the appointment committee.

· Read each application and sort into three groups- likely, possibility and not considered suitable.

· Depending on the number of applications pare down each group until the committee have agreed to a suitable number for short listing- ideally 3 for one position.

· Contact applicants and invite them for a school visit where they will be given a tour of the school and work with some students on a negotiated task. Negotiate a formal interview time with  a reasonable timeframe of their school visit.

· Contact referees.

· Check teacher registration details.

· Teaching members of the appointments committee observe applicants on the school visit. 

· All of the appointments committee interview the applicant.

· If a suitable candidate is made offer the position, first by phone and then in writing.

· Once an acceptance has been made by the successful applicant notify other applicant of their non-appointment by phone, followed by written letter.

· Written offer must include union information.

· Sign performance agreement.

· Complete Payserve new Employee form.

· Open individual personnel file.
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These procedures were reviewed in July 2007

