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HIRING PRACTICE FOR FULL AND PART-TIME CLASSIFIED EMPLOYEES

This policy is intended to be more restrictive than the State nepotism law requires where
relatives of the Board and administrators are concerned.  It is designed to eliminate public
relations problems that emanate from the implied use of influence.

It is the policy of Nebo School District not to discriminate on the basis of age, sex, race,
color, national origin, religious creed, or disability in its educational programs, activities,
admissions, access, treatment or employment practices. 

Definitions Full and part-time, classified employees shall include:

1.  Bus drivers and mechanics 10.  Sweepers
2.  Custodians and matrons 11.  Helpers
3.  Maintenance/other skilled workers 12.  Seasonal workers
4.  Media technicians 13.  Aides
5.  Teacher/educational technicians 14.  Para-professionals
6.  School lunch managers and cooks 15.  Lunch workers
7.  Secretaries 16.  Technicians
8.  Bus aides 17.  Campus monitors/supervisors
9.  Maintenance helpers 18.  Security personnel

No relative of any member of the Board of Education or administrator will be hired to fill the
jobs listed above.  Relative, as referred to in this policy, shall include father, mother,
husband, wife, son, daughter, sister, brother.

When job openings have been approved, the appropriate principal/supervisor will contact
the Office of Human Resources.  The Office of Human Resources will advertise for
applicants through Job Service, local newspapers, and the District bulletin.  The District will
require that all job applicants be screened by Job Service.  Applicants having met all
predetermined requirements will then be recommended to the appropriate department for
further interviews.  Each new hire will be informed that their employment is conditional until
approved by the Board of Education. 

Employees currently hired in the job classifications listed under definitions above will not
be affected by this policy. 

Approved: 7-10-96
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HIRING PRACTICE FOR CLASSIFIED PERSONNEL

1. A roster of qualified applicants will be on file in the Office of Human Resources
(OHR).  All properly submitted applications will automatically be eligible for job
consideration in the specific field applied for.  Application files must be up-dated
yearly by March 1.

2. Job openings will be advertised by the OHR.  The notices will be placed at Job
Service, in the three local newspapers and in the weekly Nebo Bulletin.
Principals/supervisors should call the secretary in the OHR with specific details
about the position being advertised.  All applicants must be registered with Job
Service.

3. All applicants meeting the requirements of the advertised position will constitute a
pool of candidates for said position.  It is unnecessary for applicants to call the
principal, supervisor or the OHR since all applicants in the District job pool will be
considered.

4. Each principal/supervisor  with a job opening will contact the OHR, review the
applications in the District candidate pool, and select the most qualified applicants
for the interview process.

5. Job interviews should be done by the supervisor/principal.  Interviews by committee
are not recommended because of the increased risk of inappropriate interactions.
A committee, including an administrator, could be used for a “paper screening”
process and their recommendations for interview could be reviewed by the
principal/supervisor.

6. The principal/supervisor may not tell the prospective employee that he/she
will be recommended to the Board for hiring approval.  The
principal/supervisor can only say that they will be informed when a hire
decision has been made.  Once a candidate is selected, the principal/supervisor
will send the necessary information on the authorization to hire form (pinkie) to the
secretary in the OHR.  Please fill out section A with all needed information!  The
recommendation will be reviewed for approval by the appropriate district personnel.
Once approval is given, the principal/supervisor will be notified by the OHR that the
prospective employee is hired pending completion of the hiring process.  The
principal/supervisor will notify the prospective employee that he/she is hired pending
approval by the Board of Education. Work should not begin before the
prospective employee meets all job requirements (fingerprinting, TB tests,
etc.) in the OHR.  A copy of the completed authorization to hire form will be
given to the prospective employee and work can begin as soon as this form
is presented to the principal/supervisor.  The original copy of the hire
authorization form will be sent to the Business Administrator and payroll department
so that the payroll process can begin.  Final approval always rests with the Board
of Education.
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7. After the new employee has been properly approved by the principal/supervisor and
the staff at the District Office, and the hiring process is complete, except for Board
approval.   Unsuccessful applicants will be notified as soon as possible.

8. Any person who has retired from the Utah Retirement System will not be given
credit on the classified salary schedule for more than five (5) years of job-related
experience without the approval of the Nebo School District Board of Education. 

Approved: 1-24-01


