THE LIGHTHOUSE SCHOOL
Hiring Process

{originated 3/2019)
(Revised 6/2019) added the application screening rubric
(Revised 10/2019) made language corrections
(Revised 5/2020) added exceptions to select interview team section
{Revised 6/2020) revised interview question rubric from 5 categories to 4
(Revised 7/2021) added character trait rubric
(Revised 7/2023) removed Board Member participation per OSBA
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Recruitment

The Lighthouse School understands that it has a unique rural community that requires that we hire
individuals that are interested in the opportunities it provides. With its rural nature it is often
difficult to find qualified staff who are well matched for our area and school. In addition, the hiring
market in education is an especially difficult one. As a result, the school must be thoughtful and
strategic with its recruiting practices and timely with its processes.

Establishing Need:

It isimportant to establish the need and parameters of the position required to ensure that recruiting
practices are targeted and the school follows all applicable laws and union agreements. The process
inctudes:

1. Determining position type (Administrative, Confidential, Licensed, Hourly)
2. Consideration of the Union contract language (as applicable)
3. Establish position parameters (schedule, calendar, hours, salary range)

Recruiting Practices:
Recruiting strategies must be targeted to the individual position and yield the most qualified candidates

for the position. This process should consider the following when recruiting:

1. Best methods to recruit for the position (Website, Word of mouth, Advertisement, Job Fair, Agency etc.)
2. Ensure thatthe job posting/descriptionare up to date and in line with current
industry standards

Recruitment Strategies:

1. Based on the desired start date the timeline should include:
a. Atleast 14 days of job posting

2 days to determine an interview panel

1 day to screen & score applications

1 day to verify references (if applicable)

2-5 days to determine interview questions

-0 oo o

2 days to coordinate an interview schedule depending on the number of
qualified applicants
i. (5orless)one day to conduct interviews
ii. (6-10)two daysto conduct interviews
g. 1dayto evaluate the applicants scores
h. 2daysto check references (if this has not been done before interviews)
i. 1dayto notify the panel of the selected applicant(s)
j- 1 day to notify all applicants
k. Report to the board at the next regularly scheduled meeting the applicant selected



Screening

The purpose of the screening process is to obtain the necessary information from
potential candidates to see if they are properly qualified to interview for the
posted position. The interview process takes a great deal of time and investment,
and it isimportant to have the right people at the interview table. it is also

important that we interview the most qualified applicants for the position.

Applications:
1. At least two members of the Admin team will review incoming applications
2. Each application will be scored using the screening rubric
3. Scores will be recorded on the pre-interview evaluation score card
4. A scoring threshold will be determined for each position to determine candidate selection



Interview

The Lighthouse School has spent a great deal of time developing a hiring process and determining the
best practices that will successfully apply to our environment. We believe that the first interaction
with the potential employee must be organized, professional and welcoming if we are to attract the
best candidates. In addition, for those candidates that are selected it begins the employment
relationship in a positive manner and sets the stage for future professional engagements.

Develop Interview Questions:

Good interview questions are the key to obtaining the right information necessary to make informed
decisions about the candidate. We need to digin to what we really want to know and design questions
that get to the heart of that concept. Yes/No or regurgitation of information that the candidate has
learned as a result of their training does not tell us how they use and apply the knowledge they have.
Interview questions should meet current best practices as follows:
1. A minimum of two non-scored "getting to know you" questions
2. 10-25 scored questions
a. Questions should be directly related to each segment of the Essential Functions of the job
description.
b. Questions should be scored based on an established rubric
3. An aptitude test or follow up questions will be scored and based on the duties reasonably expected
and generally recognized by the profession.
4. Interview questions will be advanced in nature.

Interview team:

Each year employees are invited to sign up for teams and committees, including the interview
team. Having multiple members on the team allows the school flexibility in scheduling
interviews with candidates. Depending on the open position(s), the appropriately
knowledgeable panel of team members to interview the candidate will be selected. No more
than 6 panelists will be selected for an interview. The Lighthouse School interview panel will
include the following:

1. Director

2. Business Manager/Human Resources

3. One Member of the Union

4. Up to 3 additional members of the Administration depending on position type
EXCEPTIONS:

a. If the open position is for the director role
i. The Director's evaluation team will sit on the interview panel along with:
1. Curriculum Coordinator
2. Business Manager/Human Resources

3. No union staff members will sit on the interview panel
b. Ifan internal candidate has appliedfor another open position

i. Existing coworkers or union members will not sit on the interview panel



c. If arelative of someone on the interview panel appliesfor an open position

i. Thatindividual will not sitin on that specific interview and their
scores will be subbed out with an alternative

d. If a member of the interview panel has a personal relationship with an applicant
i. That individuals scores will be subbed out with an alternative

e. Ifthe open position isfor the Business Manager/Human Resources,

Curriculum Coordinator, or Administrative Secretary
i. Amember of the Board may be asked to sit onthe panel
Interview Day Procedures:

in order for all practices to be legal, uniform interview tools, rating practices and scoring rubrics will be utilized.

1. All panel members will be trained on interview tools
2. In person interviews:
m  Questions will be asked in a round table fashion
3. Virtual Interviews:
® Questions will be asked by HR and an alternative will be chosen in

advance in cases of technical issues
4. During and after the interview, panelist will score the questions usingthe scoring rubric
In addition, the panelists will score character traits

Panelists will discuss the candidate and determine what (if any) follow up
guestions would assist them in making a final determination for hiring

7. At the conclusion of the interviews, HR will gage the panelists for their
impressions of all candidates fit for the position.

Reference checks:
References are collected at two points in the process and verification checks are completed for specific purposes
to include:

1. Pre Interview References: Applicants are asked to submit references with their
resume, transcripts and completed application at the time they apply for a position
with The Lighthouse School. The idea is to get the basic reference information to help
us determine quality interview candidates and save the detailed questions for after we
have interviewed the candidates.

2. Post Interview References: State and Federal laws have made reference checking
much more difficult for organizations in recent years. Questions are limited to yes/no
answers and often leave potential employers with more questions than answers. That
is why it is important to consider questions asked to previous employers carefully. The
goal is to get information about lingering questions from the interview and/or specific
information that would assist the team in determining if the candidate is the best fit
for the position and the school.



Candidate Selection Process

The Lighthouse School strives to select the best candidate for the position and the school. The
selection process is a culmination of various scoring rubrics and personal interaction with

each applicant.

All applicant scores will be put into the scoring rubric

2. Human Resources will then share the applicant scoring with the hiring panel

3. The team will consider, based on the unique circumstances of each candidate, the
best fit for the position

4. Human Resources will use the applicants experience and education, along with
applicable laws, to determine salary placement.

5. The Director in collaboration with Human Resources will determine/confirm the

compensation package, before it is presented to the candidate.
6. Human Resources will prepare and send the offer letter and speak with the candidate.
7. After confirmed acceptance of the offer, Human Resources will reach out to the

applicant to schedule onboarding, with both the Director and Curriculum
Coordinator.



The L
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chool Applican reening Rubric

Hiring Rubric

Possible
Points

Points

Pre-qualified
conditions

Veteran's preference per the Veteran's preference
guidelines,

(5) Veteran - (10) Disabled Veteran
Internal Candidate preference (10)

10

Writing Sample

Cover letter
Letter of Interest

Should be professional

Written in an easy readable format
Conveys personal message of interest
No more than a page long

Should be free of spelling, grammatical and
punctuation errors

15

Resume’

* & o ®

Should be professional

Designed in an easy readable format
Details work history

No more than two pages long

Should be free of spelling, grammatical and
punctuation errors

15

References

Should be supplied with application

Shouid be relevant to the position the applicant is
applying for

Applications

Should be filled out completely
Should be legible

Should contain complete sentences or a bullet point
method to convey information effectively

Should contain detailed work history and previous
job duties performed

Should be free of spelling, grammatical and
punctuation errors

10

Experience &
Qualifications

As indicated on the job posting and application

Previous experience: has the applicant held a prior
position that is equal to the posted position

Applicable experience: has the applicant acquired
experience in performing the job duties related to

the position they are applying for

Does the applicant meet all of the requirements
listed on the job posting

Does the applicant have any prior or pending
litigations that could hinder a background check,
licensing or employment

14

Total points

65




Score card

65

Pre-gualified conditions:

Applicant Name:

FMO Gender

PRE-INTERVIEW EVALUATION SCORE CARD

1. Veteran: yes (5) no (0)
2. Disabled Veteran: yes (5) no (0) 10
2. Internal Candidate: yes (10) no (0)
Cover Letter/Letter of Interest no (0)
4. Neatness and professionalism: 1 2 3 4 5
5. Spelling/Grammar/Punctuation: 1 2 3 4 5 15
6. Length & Relevant Content: 1 2 3 4 5
Resume’ Provided: no {0)
7. Neatness and professionalism: 1 2 3 4 5 15
8. Spelling/Grammar/Punctuation: 1 2 3 4 5
9. Length & Design: 1 2 3 4 5
10. References provided: ves (1) no (0)
1

Application submitted: no {0)
11. Neatness and professionalism: 1 2 3 4 5
12. Spelling/Grammar/Punctuation: 1 2 3 4 5 10
Experience & Qualifications:
13. OR TSPC Licensed: yes (1) no (0) (in process) (expired) (out of state) (needs education)
14. CPR Certified ves (1) no {0) Willing to become certified ves (1)
15. Previous experience: yes (1) no (0)
16. Applicable experience: ves {1) no (0)
17. Previous or Pending litigation: yes (0) no (5) 14
18. Does the applicant meet the job requirements?

Yes {5) partially: 1 2 3 4 no (0)
Interview candidate: YES NO  Not interested letter sent: / /
Reasons:
Interview score: Knowledge test score:
Employment offered: / / Phone Email In Person
Accepted: / / Declined: /




‘uoiyisod ay) 104 pasnbal
S|iniS palosdxa a8yl 4O %0S
uety} ss9f shejdsip/siomsue

Ajnissaoons a1epIipue.

‘uoisod auy 1o}
paJdinbais sjiis pajoadxa ay) jo
%G/ %-%0G shejdsip/siomsue

Ajnjssaoons alepipue)n

.

"uoilisod sy 1oy

pasinbai s|is psjoadxs auj o
%G/ 1529 je sAejdsip/siamsue
Ajinissaoons sjepipuen)

‘uosod ayj Joj

paJinbay siiis pajoadxe ay) 4o

%456 1sea| e sAe|dsip/siomsue
AlINjSS800NS S1EPIPUBT) »

sabejuaoiad Buimoyol

o} uj 9oepd 2wOS 21098
pInoys siomsue sajepipued
payHenb e jjeasaQ

uolsanb ayj o}
IaMsuR JUSIsyod pue iesp e
spincid jou pip ueoydde ay .

uoneonps
0] urelad Asy] se smej

Vd¥d34 10 VddiH syeaiqiey;
Jjamsue ue aaeb Jueoydde ay] .

uonssanb ayj 0}
Suiunenad asusuadxa Buiaey
10U papiuipe weoydde ay | .

Buoim
paiamsue sem uonssnb oy .

suonejoadxe Jo sjeob s jooyss
3U) J99W JOU S0P JOMSUR BY |«

payse uonsenb

8y} jo Buipuelsiepun ou
0} o1l papircid sey juedijddy.

anbea

uonduosap

gof ayj jo suoiouny jenuasse
au} jo abpajmow ajelisucwap
JOU SB0p 18MsuUE ay |

MOJI0}

0} Ases Jou pue paziuebioun
sem Jamsue ay} Ing ‘vonsenb
3y} pajemsue jueoydde sy |

L)

uoysanb
ay} o} Bututepad asusuadxe
WU SB}RDIPUI JOMSUR SU | »

1021100 Ajjened Ajuo
pajemsue sem uonsenb sy «

suoneoadxe
pue sjeob s jooyos ay) sjeaw
Ajjensed AjUo Jomsue sy «

‘passmsue Aj@jenbape jou
g ‘passaippe ase sjuiod Asy

pajels
Aesidwion o aasusysidwod

uonduosap gof syl Jo suonouny
[eljuassa 8y} Japun pajsy se
uoisod sy} Joj sjuswainbal
WINWIIUIL 8Y) s1eswl

weoydde sy} a1e21pUl SIOMSUY

uopsenb ayj o} Buiweuad
aousisadxa sey jueoydde
2] seledipul JaMsue 3y |

Aoaui00
palemsue sem uonsanb sy

suoneedxs pue sjeob
$,/00U0S BU) S}OBLL JISMSUY

pajels Ajgienbepe
pue passaippe alam sjuiod Ay

uondunsap gol ay; Jo suonouny
|BIJUSSSD 8Y] SpeaIXa pue
uotisod sy} Jo saijigisucdsal
8y} swnsse o] Apeal s
jeoidde syj ajedipul SIOMSUY «

uonisod

8y} Joj palinbai st uey

aousiiadxa slow sey jueoydde
8U} 12U SIEASUOLLISD SIBMSUY »

MOJ|0} 0] Asee
pue ‘padojarap Ajjualayod
‘paziuebio ||aM S| JOMSUR 3] »

payoddns
1M pue aaisusyaidwo
'J081I00 SBM JOMSUB BY]

suonepadxe
pue sjeob s jooyos
BU] POPBI0XD JISMSUE BU|

uojBLWLIoN jeuolIppE
papiacid jng uonsanb ay}
poojsiapun Ajuo Jou juesyddy .

pajedionue
Jou sjiejap feuonippe jsued ay}

"049Z aq pjnoys uonssnb
1By} JO} 21098 oY} ‘Jomsur
ey Buiaib sme) ydu3d
10 VddiH 9404q juedijdde
ay3 Ing payijenb Ajeunuiw
Jopun sjujod g shy
uonsanb ay ;epdwexs jo4

"SafLIejUNS

JSow ay} ase alay)

aleym AsobBajes ay) esooys
‘saiofajes om] usamjaq
S1 JOMSUR UR UBYAA
"siamsue s jueondde

i} sl }seq Xoq yotym
SOA[OSWIBY] }Se pinoys
sisijaued ayl "punu ui
elajuo Buimolio} oyl yim
pabeB aq pjnoys Jomsue

10 3)19jdwooul 818 SISMSUY. 10U BiE SIBMSUY » aleidwiod aJie siamsuy anib pue s}e|dWos aie SIBMSUY » uofisanb majalajul yoeg
Buiussiog
0 I z ¢
peyend JoN/eousedx oN pauieny Ajjewiuin pauiend paytiend Ajlubiy

UGN UOHISaND MIIAIBU]




sjuiod ajqissod g

syuiod sjqissod g

sjuiod sjqissod ¢

sjulod sjqissod g

sjujod ajqissod g

10}
BuiAjdde uoneziuebio
By} Ul 9|0 MIOM JIdY}
noqge sjeuoissed

Ajpuinusb seppe

uiea} e jo yed e aq 0}
2Jis9p 8y} passaldxge

Ajunyoddo

weswiojdwe

u abueyo e 10y
uise|snyjus pajigiyxe

BoUBJAYIP B aMew 0)
3Jisep e passaldxJe

3}J0M 8y} Joj uoissed
passaidxa Ajjeqione

ajeudoidde
pue jeuoisssjoid
S19M SBLIOSSI0Y @

ajeudoidde
pue jeuoissajoid sem aujy ¢

Jeam jo
subis Jayjo pue siesa) ‘ssjoy
JO 981} ‘US| Sem BUIYIo|D e

pawoolb [[opn e

Uea|0 SEM JjoS e

pajejs Aj@jenbape pue
pessaippe alom spuiod Aoy e

104 Buifidde uonisod ayy
0] pajejal sulia} papnjoul
pue aimnjeus sem AIB[NGEOOA o

S90UBJUBS ||} Ul pue
8)9|dL0D SJaM SIBMSUY

ysibuz
jeuolssajold plepues
Ul seapi passaldxg e

Apounisip pue Ajjesio ayodg

Joy Buifdde
uotlisod sy} Jo} paousiiadxs
a1am Asyj pajesjsuowa(d e

uayods
|lem pue saisusyaidwod
‘asioaid sepp @

Jo} BuiAidde uoiyisod
ayj jo Buipuesiapun
pajesisuowae

pasod suoysanb
0} ||am papuodsaye

abenbuej Apog
sjeudoidde pajesisuowaqe

diysiapesy jo suoinisod
J8yjo Jo uoiisod ay)
10} adsal pajelisuoiuac] e

sseualeme
-jjes psjelisuowac e

$19U}0
10} Ayjeduia pajesisuouwa] »

uoiyisod ay} 0}
Buiurepad 3 jo souepodu
ay) pue Ajigixaly

passaldxa i0 pajesjsuowa e

uolsod auy; jo
saijijiqisuodsal ay} awnsse
0} Apeal st jueojdde

By} 9}BeDIpUI SISMSUY o

‘Jesijdde yoes a109s aseajd mojaq auqgny ay) buisn
"ules ueod jueoljdde ue suiod sjqissod G ale aiay] salobaled Jel| Jsjoeleyn) ayj Jo yoes uj

SMIINGFLNI 04 O1ddNy LIVH1l 4310VHVHO




