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GUIDELINES FOR SCREENING COMMITTEES

This circular outlines the role of the Screening Committee Chairperson and guidelines for forming Screening Committees, conducting Screening Committee meetings, screening applicant resumes, conducting interviews of applicants, selecting finalists and extending offers of employment.  These guidelines apply to:

· BASAS positions
· Managerial positions
· Special BTU positions, such as promotional ratings
For guidelines related to the screening of teachers, see the Boston Teachers Union contract.  For guidelines related to the screening of Principals and Headmasters, please see Superintendent’s Circular HRS-HS4.

I. Role of the Screening Committee Chairperson

The Responsibility Center Manager or his/her designee will serve as the Screening Committee Chairperson for all vacant and posted positions.  The following is a list of responsibilities of the Screening Committee Chairperson during the screening process:

 FORMCHECKBOX 

Use the Boston Public School (BPS) Career Center, the online applicant tracking system, and have a clear understanding of the guidelines described in this Superintendent’s Circular.

 FORMCHECKBOX 

Develop and/or have a clear understanding of the job description for the position being filled.

 FORMCHECKBOX 

Coordinate the creation of the Screening Committee and ensure that members who have user access to the BPS Career Center are assigned as “Interviewers” to the position.  (The Chairperson may contact their OHR Staffing Manager, or Peter Vaughan at 617-635-9641, for additional guidance).  

 FORMCHECKBOX 

Distribute via paper or email applicant resumes and profiles to any members of the Screening Committee who do not have user access to the BPS Career Center.

 FORMCHECKBOX 

Schedule and coordinate Screening Committee meetings.

 FORMCHECKBOX 

Prepare any forms the Screening Committee may want to use (Optional templates are attached as an appendix to this Superintendent’s Circular).

 FORMCHECKBOX 

Schedule interviews with selected applicants.

 FORMCHECKBOX 

Ensure that accurate notes of each Screening Committee meeting are taken and kept on file for at least one year after the position is filled.

 FORMCHECKBOX 

Utilize the BPS Career Center to document all activities (including interviews, reference checks and final committee selection), including the “Prepare Job Offer” action.  (Once a candidate has been approved for hire, a “rejection” notification will be emailed automatically to any unsuccessful candidate who has not yet been notified.)
 FORMCHECKBOX 

Verbally inform the selected candidate that the Screening Committee is recommending them for hire.  An official offer email will be sent by the Office of Human Resources (OHR) containing instructions regarding paperwork and hiring documents necessary to be approved for hire.

II.  Membership of the Screening Committee
The Chairperson will contact each group identified below to solicit its representative(s) to serve on the Screening Committee.  Each group should submit to the Chairperson the name, address, telephone number and email address of the Screening Committee representative(s) within five working days after receiving the Chairperson’s request.  The Chairperson shall make every effort to ensure that the Screening Committee consists of at least one white, one black, and one other minority representative. 

A.
School-based Administrative Positions 

The Screening Committee shall be composed of:

1. The Principal/Headmaster, who serves as Chairperson for school-based administrative positions (e.g., Assistant Principal/Headmaster, Director of Instruction, etc.).

2. Two BTU teachers from different racial groups selected by the BTU teachers on the School Site Council.

3. One member of the Boston Association of School Administrators and Supervisors (BASAS) selected by the union.

4. Two parents of the school from different racial groups selected by the parents on the School Site Council, but at least one of the parents must be a School Site Council member.

5. One parent of a bilingual student who is a member of the School Site Council if there is one or more English immersion classes in the school.  If there is not a bilingual parent on the School Site Council, the members of the School Site Council will select a bilingual parent who has a student in an English immersion class in the school.

6. One non-Boston Public Schools person with expertise in the area or one business/university partner representative (optional).

B.
Central Office and other Non-School-Based Administrative Positions
The Screening Committee shall be composed of:

1. The Responsibility Center Manager, or his/her designee, who serves as Chairperson.

2. A minimum of two appropriate individuals such as administrators, teachers, parents, or others with relevant experience selected by the Chairperson.

3. A non-Boston Public School person with expertise in the area (optional).

III.  Guidelines for Conducting Screening Committee Meetings 
1. Upon receipt of the membership information, the Chairperson should notify each Screening Committee member at least five working days prior to the first meeting.

2. Quorums for meetings shall be a majority of the members.

· For school-based administrative positions, a quorum must include at least one member from each of the following groups:  parents, administrators, teachers, and minority representatives.  If any group is not represented, the remaining Committee members may, by unanimous vote, decide to proceed with meetings.

· For School Level, Central Office, and other non-school-based administrative positions, a quorum must include at least one minority representative.  If at least one minority person is not present, the remaining Committee members may, by unanimous vote, decide to proceed with meetings.

3. Decisions of the Screening Committee must be made with a quorum present and shall be carried by a majority of the members present at meetings. 

4. All members of the Screening Committee are equal in status and have one vote.

5. Meetings may be monitored by a representative of OHR and/or the Office of Equity.

6. At the Screening Committee’s orientation meeting, the committee will:

· Review the responsibilities and functions of the Committee

· Review the job description including the qualifications needed for the position

· Decide how the applicants will be rated

· Decide how many people will be interviewed

· Determine the length of the interviews

· Develop the pre-screening and interview questions the candidates will be asked

· Review guidelines on the racial composition of the finalists

· Set dates and times for future meetings

· Determine whether the job will be advertised on any additional Internet job sites, newspapers or other print or online publications. (Note: The OHR Recruitment & Selection Team is available to assist with advertisements and provide a list of effective marketing and outreach channels.)

7. 
The Chairperson shall ensure that accurate notes of meetings are kept and shall ensure that all notes will be kept on file for a year after the position is filled, including:

· Name, race, and group of each Screening Committee Member

· Dates and times of meetings

· Attendance at each meeting

· All votes taken and outcomes of the vote

Please note that all applicant profiles and activities associated with the job will be archived in the BPS Career Center and retrievable by the Director of Technology in OHR upon request, but all meeting notes and other files should be kept by the Chairperson.

8.
Information gained during the screening process must be kept confidential, both to ensure the integrity of the hiring process and to protect applicants whose employers may not be aware they are applying for a position.  The criteria used by the Screening Committee to screen resumes and the questions the Screening Committee will ask in interviews must also be kept confidential.

IV.  Screening Candidates
1. Members of the Screening Committee shall have access to all candidate profiles and resumes.  At its first meeting, the Screening Committee shall discuss and set criteria for reviewing candidates.  Criteria shall be based solely on the responsibilities and qualifications established in the job description, and shall be fair and non-discriminatory.

2. If the Screening Committee is dissatisfied with the quality of the candidates or with the minority applicant pool, additional recruitment efforts will be made before the process continues.  The Chairperson will work with OHR Recruitment & Selection Team to more widely advertise the position to a broader pool of potential candidates.

3. Each Screening Committee member will rank order all candidates who the Screening Committee member considers appropriate for an interview.

4. The Chairperson will tabulate the votes that each candidate receives.  The results of this tabulation will determine which candidates will be interviewed by the Screening Committee.

V.  Interviewing Candidates
1. At its first meeting, the Screening Committee should begin to discuss and formulate questions for interviews.  Care must be taken to ensure that questions are non-discriminatory and fair to all candidates, whether they originate from within or outside of the BPS.  The Screening Committee should ask the same core questions in each interview, however, the Committee may ask additional follow-up questions based on the applicant’s answers to the core questions and questions about matters unique to the applicant (e.g., gaps in work history, particular jobs or experiences, etc.).

2. The Screening Committee will set aside the same amount of time for each interview.

3. All interview notes should be documented and kept on file for at least one year.  The BPS Career Center can also store electronic files and notes concerning the interview.

VI.  Selecting and Recommending a Candidate for Hire
1. Members of the Screening Committee shall evaluate interviewed candidates according to the established criteria, but at a minimum they should consider each candidate’s knowledge in the job area, interpersonal skills, oral and written communication skills if relevant to the position, and management, leadership and/or supervisory skills if relevant to the position.

2. Screening Committee members will determine the manner in which they will score the candidates and may use scoring sheets, if desired, to assist them in selecting finalists.

3. Upon completion of the interviews, the Screening Committee may determine the need to conduct second and third interviews with a group of finalists.  The list of finalists should include at least one black and one other minority candidate (unless there are no applicants from the racial group which the Screening Committee considers acceptable).  

4.
The Screening Committee may also decide to invite the Superintendent, Academic Superintendent, Assistant Superintendent of Human Resources, or his/her designee to interview the finalists and provide additional input into the final selection decision. 

5. The Screening Committee shall agree on which candidate they would like to recommend for hire and shall determine, if possible, a second and third choice in the event that the recommended candidate does not accept the offer or does not fulfill the OHR hiring requirements (e.g. clearing a criminal record check, holding appropriate certifications, etc.) or is not approved by the Superintendent or his/her designee.

6. The Screening Committee shall determine a process for checking a minimum of three references for the recommended candidate.  The Screening Committee may also ask candidates to bring or send in letters of recommendation if they so desire.  The individuals listed as references should be contacted by at least one member of the Screening Committee and the conversations should be documented in the BPS Career Center.  The Screening Committee may opt to check the references of other finalists to assist them in making a final recommendation for hire.  

7. The Chairperson should make a verbal offer of employment, contingent upon the successful completion of all hiring documentation and OHR approval, to the selected candidate.  The Chairperson should instruct the candidate to contact OHR and, as instructed in the formal email sent by OHR, complete and submit all necessary hiring documentation. (Note:  Every newly hired employee will be sent an offer of employment via email by OHR, including a link to all hiring forms as well as new employee resources)  

8.  The Chairperson will complete the “Prepare Job Offer” action in the BPS Career Center to notify OHR about the committee’s selection.  The email should indicate desired salary step, if applicable, and start date.  (Any remaining active candidates will automatically receive an email alerting them that the position has been filled. The job will be removed from the online BPS Career Center upon hire.)

Note:  Per Superintendent’s Circular HRS-HS1, no new employee may begin working in the Boston Public Schools until the candidate has been approved for hire by OHR. 

VII.  Complaints
Screening Committee members shall file complaints arising from violations of these guidelines with the Assistant Superintendent of Human Resources, with a copy to the Office of Equity.

For more information about this circular, contact:

	Name:
	Bob Kollar, Acting Director of Staffing

	Department:
	Human Resources

	Mailing Address:
	26 Court Street, 3rd Floor, Boston, MA  02108

	Phone:
	617-635-9617

	Fax:
	617-635-9672

	E-mail:
	rkollar@boston.k12.ma.us


Superintendent Carol R. Johnson






	   Candidates to be Interviewed For _______________________________________


	Name
	BPS

(Y or N)
	Race
	Comments
	Ranking

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


* If the Screening Committee opts to use this or any other paper forms to assist in the screening process, the Chairperson is responsible for keeping all copies on file for a minimum of one year after the close of the process.

Interview Notes

Job Name and Number: ________________________________________

Candidate Name: _____________________________________________

Please check the appropriate box, rating reach response from 1-5, with 5 being the highest score possible.

	Interview Questions
	Score

	
	Excellent
	Very

Good
	Good
	Fair
	Poor

	
	5
	4
	3
	2
	1
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* If the Screening Committee opts to use this or any other paper forms to assist in the screening process, the Chairperson is responsible for keeping all copies on file for a minimum of one year after the close of the process.

