Steps necessary to fill a position or to assign additional duties:

1. Telephone call to Spitler requesting authorization.  This will cause us to generate the “Budget Sheet” which is used to track employee positions.
2. Spitler will contact administration with approval or denial.  We will do this usually to contacting you via e-mail, followed with a copy of the “Budget Sheet”.  Use the budget sheet to communicate with your interviewees the wages, hours, and benefits.
3. If approved, begin interview process.  Detailed information regarding the position will be sent to you, so that you can accurately answer candidate questions regarding pay, benefits, etc.

4. Fill out Candidate Recommendation Form and submit to Superintendent.

5. If approved, Offer of Employment will be sent to new employee and administrator will be contacted.  If this position is filled through PCMI, then a “PCMI Candidate Recommendation” will be sent to PCMI for processing.

6. Once paperwork is completed, administrator will be notified so that employee can begin work.  Do not allow employee to work until you receive approval from Spitler.

7. District will issue contract upon receipt of favorable results of all pre-employment checks.
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