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	Human Resource Services

	
	Interview Schedule

	
	Principal and Assistant Principal Positions


	Position: 

	Date: 

	Interview Location: 


Activity/Interview 
Time
Overview of the Process (30 Minutes)

Candidate


Candidate

Candidate


Candidate

Candidate

Lunch

Candidate

Candidate


Candidate

Candidate

Candidate


Discussion and Recommendations
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	Human Resource Services

	
	Selection Process

	
	Principal and Assistant Principal Positions


· Area Assistant Superintendent and his/her Designee develop separate principal or assistant principal profiles with staff, parents, and students (high school level only).
· Merge data from the above profiles into one principal or assistant principal profile.
· Use profile to select candidates from Human Resource Services recommended list.
· Develop interview questions in alignment with each strand of the profile.
· Generate a score sheet in alignment with questions.
· Form interview panel/committee consisting of two parents (School Site Council [SSC]/Parent-Teacher Association [PTA] representative and another parent), two teachers (one could be the faculty advisor chair), a non-instructional staff member, Human Resource Services Director, one community member, Area Assistant Superintendent and/or Designee, and one student (high school only).

· Create interview packets for panel member: PSL-F254 Interview Schedule and Selection Process, PSL-F255 Interview Panel Report and Recommendation(s), PSL-F075 Interview Panel Confidentiality Agreement, PSL-F256 Profile, and for each candidate: Resume, PSL-F257 Interview Questions, PSL-F258 Interview Summary Score Sheet.
· Provide a 30-minute orientation to panel/committee members prior to the start of the interviews. Walk panel/committee members through the Interview Packet, discuss the protocol of the process, and answer questions.
· No conversation takes place in between interviews; this is reserved for the end, during the discussion-recommendation phase.
· Interview panel/committee recommends the top two candidates (provides pro’s and con’s of each candidate) to the Superintendent.

	


· Area Assistant Superintendent shares profile with approved principal or assistant principal.
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