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CPSD SUBSTITUTE Hiring Checklist
1/30/13
Screening Substitute Applications
Interview
References
Recommend to Hire
* New employees cannot report for duty until proof of fingerprinting is on file with HR, and a drug test taken (if applicable).
HR
l  Initial screening of applicant disclosure.  Weekly emails to department with new applicants.
DEPT ADMIN
l Interviewees are selected based on consistent criteria for all applicants.
DEPT ADMIN
l Interview team signs Confidentiality Form.
DEPT ADMIN
l Can be scheduled via phone, email, TalentEd.
DEPT ADMIN
l Ensure same team/questions are used for each candidate.
DEPT ADMIN
l At least one reference from a recent supervisor.
DEPT ADMIN
l Complete each section of online form, and choose respective work flow.
DEPT ADMIN
Offer
l Administrator may tell candidate they have been recommended, but not offer employment.
HR
HR
Substitute Paperwork
DEPT ADMIN
l Department will receive copy of email to substitute, and may email substitute department orientation information.
DEPT ADMIN
HR
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