Principal Resource Guide for
Effective Site Selection

Principals and Site Selection teams should use this guide to plan and execute an effective site selection process for all teacher
and school counselor candidates. This resource guides you from identifying your opening 1o onboarding your new hire.

Start
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forward in selling your school to candidates.

Review the Overview of Site Selection with your team to refresh yourselves on the process.

Gather start date, grade level, subjects, class size, classroom supports, etc and send to your Talent Partner.
Connect with your Talent Partner to ensure the role is open and posted with these details on the Taleo Job Board..

Always be selling your school! Review the Recruitment and Talent Best Practices so you are putting your best foot

CONTINUOUSLY ENGAGE CANDIDATES THROUGHOUT THE INTERVIEW PROCESS
Recruitment never stops, and you should be continuing to sell the best aspects of your school and follow up fast with
candidates to keep them engaged with your school. Use the School Branding Resources for Principals to help you.

Review and
Screen

Candidates

' [J Streamline process
for candidate
tracking and
screening in Taleo

[J Conduct initial
phone screens to
weed out poor fits

[] Delegate to your
Site Selection
team/others
wherever possible

Resources

e Taleo Steppers for
HMs

e Resume Review
Guide

e Email Templates
e Phone Screen

Template
e Candidate Tracker

O

Delegate interview
scheduling to a
team member

Choose activities
that evaluate hard
skills (e.g. lesson
planning) and soft
skills
(perseverance)

Confirm a
committee &
representative site
selection team

Avoid Unlawful
Questions

Resources

Building
Competency
Based Process

Interview Rubric
Interview
Questions
Interview Tips
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[1 Prepare logistics

ahead of time

[J Streamline

‘ scheduling by
! doing demo
lessons in bulk
or alongside
interview

[l Be clear with

and look fors

[1 Efficiently
debrief demo
lessons

, Resources

Lesson Guide

e Demo Lesson
Guide with
Email
Templates

using resources

team on purpose

e Teacher Demo

Resources

Always check |
references (esp. !
current/former !
manager) :
|
|
|

Make offer over
the phone,
provide timeframe
for acceptance

|
|
!
Upload site :
selection form & |
change statusin |
Taleo |
!
|

Send rejections to -
interviewees, keep!
in touch with
promising
candidates

Taleo Steppers
for HMs

Reference Checks
Site Selection
Form

Rejection Email
Template
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Track new hire
onboarding via
Taleo report from
Talent office

Welcome
employee by
reaching out
through summer

Share details about
first day, including
expectations and
when/where to
report

Create on-site
orientation

Resources:

Onboarding PD

Creating an
Orientation

Calendar
Touchpoints with
New Hires



https://aa080.taleo.net/careersection/sdp+-+teacher+talent+pool/jobsearch.ftl
https://docs.google.com/document/d/16UCe4R7AYLp4axEyANYkSAHR02CE_Qw0r2DzO1-xFUY/edit
https://docs.google.com/document/d/1hrSpznK2mJNR9iB0RXng1Qo3OsvI4l4S--n7cAL8f80/edit
https://www.philasd.org/erphelp/taleo/
https://www.philasd.org/erphelp/taleo/
https://drive.google.com/file/d/1BEFfMhYs1hFre28-nK1A3BrpoFw4BCa0/view?usp=sharing
https://drive.google.com/file/d/1BEFfMhYs1hFre28-nK1A3BrpoFw4BCa0/view?usp=sharing
https://docs.google.com/document/d/17WQqheKLOPpzdPWqn-vkGSle5fe0Xcv7s4OtQvcy7AY/edit
https://docs.google.com/document/d/1fIL8t26E1oijQ8bICwmclK-Lay-9D1mcOEB-h47HnXQ/edit
https://docs.google.com/document/d/1fIL8t26E1oijQ8bICwmclK-Lay-9D1mcOEB-h47HnXQ/edit
https://docs.google.com/spreadsheets/d/1EMOC64Pla9Y1te5UTC2m3NBn4HvZcUaucV4rPGbpBww/edit#gid=0
https://docs.google.com/document/d/18tl3WFlN_gCxHzn9sFWD0AWs0wwQ3dxU/edit#heading=h.gjdgxs
https://docs.google.com/document/d/18tl3WFlN_gCxHzn9sFWD0AWs0wwQ3dxU/edit#heading=h.gjdgxs
https://docs.google.com/presentation/d/12sLGCutjDU27wLVJkKSoI7nYeqM-bbFNhdqLD_kMThU/edit
https://docs.google.com/presentation/d/12sLGCutjDU27wLVJkKSoI7nYeqM-bbFNhdqLD_kMThU/edit
https://docs.google.com/presentation/d/12sLGCutjDU27wLVJkKSoI7nYeqM-bbFNhdqLD_kMThU/edit
https://drive.google.com/open?id=1GqWYUUtavPt94dKhcJa2sR4-5E0yXvSlFW_LacDTbLM
https://drive.google.com/file/d/11n4RTkAAdRAmhYvKlGEz5DheudFtC-4x/view?usp=sharing
https://drive.google.com/file/d/11n4RTkAAdRAmhYvKlGEz5DheudFtC-4x/view?usp=sharing
https://www.betterteam.com/how-to-interview-candidates
https://docs.google.com/document/d/1BnvMyxqTOQc3EWswBqjSo6M4TJbJA1g8/edit
https://docs.google.com/document/d/1BnvMyxqTOQc3EWswBqjSo6M4TJbJA1g8/edit
https://tntp.org/assets/tools/Effectively_Use_Demo_Lessons_TNTP_3JUN2013.pdf
https://tntp.org/assets/tools/Effectively_Use_Demo_Lessons_TNTP_3JUN2013.pdf
https://tntp.org/assets/tools/Effectively_Use_Demo_Lessons_TNTP_3JUN2013.pdf
https://tntp.org/assets/tools/Effectively_Use_Demo_Lessons_TNTP_3JUN2013.pdf
https://www.philasd.org/erphelp/taleo/
https://www.philasd.org/erphelp/taleo/
https://drive.google.com/open?id=1JeOh_FhyLo5RLlTHYg1Gv_Dh3UQSTn0Kf-A0J9GYdh8
https://www.philasd.org/jobs/wp-content/uploads/sites/47/2021/02/2021-2022_Site_Selection_Form_Final.pdf
https://www.philasd.org/jobs/wp-content/uploads/sites/47/2021/02/2021-2022_Site_Selection_Form_Final.pdf
https://docs.google.com/document/d/17WQqheKLOPpzdPWqn-vkGSle5fe0Xcv7s4OtQvcy7AY/edit
https://www.philasd.org/communications/resources/#1563986317826-e1137840-11db
https://docs.google.com/presentation/d/1A70bX-z_v_RRjDTxWnY0DwQCxspYsUiIbd3lkRkfQ3s/edit#slide=id.p16
https://docs.google.com/document/d/165iKmaTCUZ7QYYGnU5FkW4twLJgNuteK_Vj7yLwc81I/edit
https://docs.google.com/document/d/165iKmaTCUZ7QYYGnU5FkW4twLJgNuteK_Vj7yLwc81I/edit
https://docs.google.com/document/d/1GaTawyBR7TjTpvaaGANduuDn7ADSDmNzn6VtJyg0RVU/edit
https://docs.google.com/document/d/1GaTawyBR7TjTpvaaGANduuDn7ADSDmNzn6VtJyg0RVU/edit
https://docs.google.com/document/d/1GaTawyBR7TjTpvaaGANduuDn7ADSDmNzn6VtJyg0RVU/edit

