Recruitment Policy                                                                                                                                                                     Employees are the district's most valuable resource. The professionalism and qualifications of our employees have led to a successful learning environment.  The district's goal is to attract and retain employees who meet the requirements of the position and who are committed to the school district’s values:
· a sense of responsibility, good citizenship, and accountability;
· a respect for and an appreciation of our world, its resources, and its      diverse people
· having a positive and equitable approach to teaching and learning;
· an emphasis on critical thinking skills and problem-solving techniques; and
· an involvement by faculty, staff, parents, and the community in the learning process.

The district believes that the core values of our employees contribute to the quality of education offered to our students. Therefore, referrals submitted by employees should result in an interview when the referred candidate meets the required qualifications.

We believe that the quality of the district's employees in large part determines the quality of the education offered to the district’s students. The school district will provide and maintain qualified and certified instructional and support personnel to carry out the educational programs of the district. We will work to give access to employment opportunities to individuals referred to the district.

This recruitment policy applies to all departments and hiring managers at the district and covers all hiring processes, including full-time, part-time, per diem, and contract roles. It also applies to internal recruitment and promotions, ensuring that current employees have fair opportunities for advancement. By setting clear guidelines, we aim to support transparent, efficient, and successful hiring practices that align with our operational needs and academic goals. 

The district is an Equal Employment Opportunity employer. District employment applications and pre-employment inquiries conform to the guidelines of the New Jersey Division of Civil Rights. All employees, and applicants for employment, are afforded an equal opportunity to receive equal and fair treatment in all terms and conditions of their employment without regard to race, color, creed, national origin, religion, ancestry, gender identification or expression, age, gender, social or economic status, disability, marital status, affectional or sexual orientation, sex, or gender self-identification.
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· [bookmark: _heading=h.5zdb5bu1sfi5]Each hiring request begins with a detailed job analysis conducted by HR to determine specific job requirements, skills, and qualifications.

Job Posting and Sourcing   
· Job descriptions will be posted on the district website as well as externally.  When a posting goes out, there will be added verbiage that shares that referrals from employees in relation to positions are welcomed and encouraged.
· All job candidates are evaluated based on the same standards. The same posting would be externally disseminated through job boards, professional networking sites, social media, recruitment agencies, and other relevant platforms to reach a diverse range of qualified candidates.

Eligibility to refer candidates:
All district employees are eligible to participate in the referral program.
Referral process:
The referral process should be communicated so that all employees feel comfortable informally (email, phone call, face-to-face conversation) making referrals for positions available within the district.  
· Employees would be required to include the following information: job title referring for and relationship to the employee.
· All candidates of referrals should meet the specific requirements of the posted position.
· Candidates will designate in Applitrack/Frontline that they have been referred by an employee.
Referral Application Screening 
If a referred candidate meets position requirements, they will receive an interview. If they do not qualify for the position, a referred candidate can take advantage of a courtesy meeting/phone/Zoom call to assist in helping them to understand why they didn't qualify for the position.   
                                        
Reward structure for successful referrals:                                                                       After successful hire and upon one successful academic year and renewal of employment with the district, the referring staff member is eligible for an incentive: free-floating PBD for staff, gift card, and recognition.    
Confidentiality:
Refer to established district guidelines for protecting candidate information shared through referrals.
Track and measure success of referred candidate:
District administration will monitor the effectiveness of the program by tracking  the number of referrals, interviews from referrals, and hires from referrals. 
Policies That May Relate
1000 ADMINISTRATION                                                                                                1523 COMPREHENSIVE EQUITY PLAN                                                                1530 EQUAL EMPLOYMENT OPPORTUNITIES                                                   1550 EQUAL EMPLOYMENT/ANTI-DISCRIMINATION PRACTICES
3000 TEACHING STAFF MEMBERS                                                                      3125 EMPLOYMENT OF TEACHING STAFF MEMBERS
