
Receive  Resume from 
Applicant1

Send  Acknowledgement 
Letter to Applicant2

Yes: Proceed to Next 
Step

Does Applicant  
Meet Minimum 
Qualification? 

No: HR Sends TBNT 
Letter to Applicant

HR Checks Credentials

Yes: Proceed to Next 
Step

Does the 
applicant have 
the necessary 
credentials?

No: HR Sends Request to 
Applicant for Credentials

Applicant 
Returns 

Credentials?

No: HR Sends TBNT 
Letter to Applicant

Yes: Proceed to Next 
Step

HR Conducts Phone 
Screen

Yes: Proceed to Next 
Step

Does Candidate 
Pass Phone 

Screen?

No: HR Sends TBNT 
Letter to Applicant

HR Sends Candidate 
Haberman Test

HR Sends Resumes & 
Test to School Secretary

1. Resumes may be received from 
various sources (email, schools, 
online applications, job boards)

2. If received by school, school will 
notify applicant of receipt and 
forward to HR; anyone else will 
immediately forward to HR.

***Each step on this page must be 
completed within 48  hours.

Staff Selection Process
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Yes: Proceed to Next 
Step

Will School 
Interview 

Candidate?

No: Send rejects 
Back to HR

HR Sends TBNT Letter 
to Applicant

School Sets Up 
Interviews

1st Interview & Writing 
Sample: Committee

Yes: Proceed to Next 
Step

Did Candidate 
Pass Interview 

#1?

No: Send rejects 
Back to HR

HR Sends TBNT Letter 
to Applicant

2nd Interview: Class 
Demo 

Yes: Proceed to Next 
Step

Did Candidate 
Pass Interview 

#2?

No: Send rejects 
Back to HR

HR Sends TBNT Letter 
to Applicant

3rd Interview: School 
Leader

Yes: Proceed to Next 
Step

Did Candidate 
Pass Interview 

#3?

No: Send rejects 
Back to HR

HR Sends TBNT Letter 
to Applicant

School Leader Makes 
Decision

Staff Selection Process

***Each step on this page must be 
completed within 5 business 
days.

SAMPLE
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School Leader Contacts 
HR & SOM to Initiate Job 

Offer Process

Accepts: HR Sends New 
Hire Packet to Applicant

School Leader 
Sends Offer Letter

Rejects: HR Sends 
Acknowledgement of 

Rejection

Staff Selection Process

SAMPLE
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