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POLICY

Determine Staffing needs and hire qualified staff. Qualified staff is hired as outlined in the Personnel Policies and Job Descriptions.

PROCEDURE
· Positions are advertised internally and/or externally with the approval of the Head Start Director. Qualifications are included & submitted by the applicant.

· For positions requiring a High School Diploma or GED applicant will be required to produce documentation within 45 days of hire. Policy council gives preliminary approval for the hire. Documentation reviewed by the Human Resources Manager.  

· Applications are reviewed by the selection committee consisting of the Manager or Supervisor for that area and Policy Council Representative.

· The selection committee selects applicants for interviews.

· Policy council members are called to set up a day for interviews. The interview team including the supervisor interviews the applicants.

· References are checked for selected applicants by the Director or area Manager.

· The Head Start Director approves the selected applicant.

· The Head Start Director recommends the hire to Policy Council.

· Once an applicant has accepted the position, all applicants who were interviewed are informed of the decision.

In some cases Policy Council may approve hiring an applicant for a vacancy via a phone pole. In these cases the Director informs Policy Council of the hire at the next meeting.

Relevant Program Information:  Compensation for Staff -- Training Plan – Staff Development Training Plan -- Personnel Policies

This policy complies with Head Start Performance Standard 1304.52 (b)(1)(2)(c)(d)(1)(2)(5)(7)(e), 1306.20, 1306.21 § 1304.52 Human resources management.
§1306.2 Effective dates.

