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EMPLOYMENT VACANCY PROCEDURES
1. _____Employment Vacancy Form Completed & Given To Director In Employment Folder (Form 1)
a. Position description 
b. Resignation letter
c. Application acceptance & closing dates
d. Advertising ad  run dates
e. Advertising sources
f. Director Approval


2. _____ Applicant list Forwarded To Director In Returned Employment Folder (Form 2)
a. Applications/resumes’ included in folder
b. Recommended interviewees checked
c. Interview questions attached
d. Scoring rubric attached
e. Director approval

3_____ Employee Recommendation Forwarded To Director (Form 3)
a. Applicants & scores noted
b. Interview notes attached 
c. References checked on recommended applicant
d. Director interview
e. Employee packet given to applicant
f. Board approves
g. Starting date established
h. New employee meets with business manager
i. Employment packet on file



*All information relevant to the vacancy and employment process should be placed in an employment pocket folder.  This pocket folder will be transferred back and forth between the department, director, and business manager’s office.  The final destination should be the business manager’s office.
	

