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BOARD OF TRUSTEES 

 
COLIN KELLY      DATE:  NOVEMBER 21, 2014 
TRUSTEE OF THE BOARD 
 
PRESENTED BY: DONNA BARRETT, SUPERINTENDENT OF SCHOOLS 

  

SUBJECT: PROCEDURE 404 – RECRUITMENT AND RE-ASSIGNMENT OF 
CERTIFICATED STAFF 

  

ORIGINATOR: WESLEY OGINSKI, DIRECTOR OF HUMAN RESOURCES 

 

 

RECOMMENDATION 
 

That the Board of Trustees receive as information, the attached changes to Procedure 404 – 
Recruitment and Re-Assignment of Certificated Staff to align with recommendations from the 
Northland School Division Inquiry Report and revised division priorities.   
  

 
********** 

 

CURRENT SITUATION: NSD has operated under the direction of the Northland School Division 
Inquiry Team Report recommendations since November 2010.  NSD 
priorities and goals have changed to reflect the recommendations, and 
relevant procedures and policies have been revised as needed. 

  

BACKGROUND: Procedure 404 – Recruitment and Re-Assignment of Certified Staff has 
not been revised/modified since 2004.  In that time, NSD has changed 
and modified its priorities and goals to align with the 2010 Northland 
School Division Inquiry Report.   
 
Proposed changes are meant to reinforce the recommendations: 
     3: action oriented leadership 
     4: improve parent/community engagement 
   19: leadership with FNMI heritage and aboriginal language 
   21: staff development/skills 
   22: HR management 
These changes will also reinforce the proposed Recruitment Strategy.   
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Background 
 
The selection and appropriate assignment of certificated staff members is 
essential to providing a high quality educational program to the students of the 
division. As certificated staff will be working in local communities it is also vital 
that opportunities for community input into the selection process be provided. 
 
Wherever possible, the Board will provide opportunity for local interviews of 
certificated staff. 
 
Procedures 
 
1. The superintendent shall ensure that an effective recruitment process is 

developed and implemented in order to ensure that quality applicants are 
attracted to the division. 

 
2. Advertisements for vacant positions shall be posted within the province of 

Alberta. Advertisements will be made outside of the province, if necessary. 
 
3. All advertisements shall provide some background information about the 

division and/or a specific location where a specific vacancy may exist. In 
addition advertisements shall describe the multi-cultural nature of the 
division. 

 
4. Applicants shall be directed to submit their application to the 

superintendent, or designate who will ensure that all applicant files are 
carefully reviewed for interviews. 

 

5. The review of the applicant’s file for teaching positions shall consist 

of a consideration of: 

5.1 Academic preparation, including overall achievement and program 
content. 

5.2 Coursework in English as a Second Language Learning, 

multicultural indigenous education, experiential 
learning, inclusive instruction and individual differences. 
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5.3 Competency in the Alberta Teacher Quality Standard, 
including classroom routines and management, teacher/student/ 
parent relations, and lesson development and delivery. 

5.4 Proficiency, knowledge and or skills in a First 
Nations, Métis and Inuit language and cultural 
settings.   

5.5 Previous employment history based on assessment reports and letter 
of recommendation. 

5.6 Overall suitability based on areas of expertise and personal 
background including philosophy of education, extracurricular and 
community interests.  

 
6. Candidates that have been selected for a preliminary interview shall be 

provided with a career information package that will be updated annually 
and contains: 

6.1 A map of the Northland School Division. 

6.2 Information of the governance and administrative structure. 

6.3 Information on school facilities and the curriculum being offered. 

6.4 A copy of the Collective Agreement outlining salary and benefits. 

6.5 Information on selection procedures 
 

7. Preliminary interviews shall be conducted by interview teams approved 
by the Superintendent in order to determine the overall suitability of 

each candidate. Interview teams shall be representative of 
the Division’s and/or community’s FNMI makeup.  A 

summary statement of each interview shall be submitted to the human 
resources department. 

 
8. The principal may, in consultation with the Local School Board Committee, 

advise the human resources department of any special qualifications or 
considerations for vacant positions prior to the selection of candidates for a 
local interview. 
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9. Suitable candidates, as well as teachers currently on staff seeking 

reassignment, may be given a local interview. Whenever possible, it is 
desirable to have three applicants for each position attend a local interview. 
 

10. A Local School Board Committee may recommend a 
teacher for a position in the school using the process 
outlined. 

 

11. Local interviews for certificated staff shall be conducted in the 

following manner: 

11.1  Whenever possible, interviews shall take place on a 
face-to-face setting.  Should face-to-face setting 
not be available, then alternate media such as 
video-conferencing or teleconferencing shall be 
used.  A Northland senior administrative officer may accompany 

qualified candidates to the local interview. 

11.2 The interview shall be conducted by a committee consisting of the 
principal and Local School Board Committee members. At the 

discretion of the Superintendent (or designate) and/or 

Local School Board Committee, a representative of any respective 
First Nations Band, Local Métis Settlement and/or Local Community 
Association may be present. 

11.3 Any individual that is in a conflict of interest with any of the 
candidates shall be excluded from the interview and selection 
process. 

11.4 Interviews need to occur in a timely manner.  The 

Principal or a Northland senior administrative representative shall 
notify all of the members of the interview committee of the interview 
date and time once it has been agreed to by the chairperson, 
principal and senior administrative staff. 

11.4.1 Should a date be set and the Interview 
Committee members not be available, the 
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interviews shall proceed as scheduled with 
the principal and senior administrative staff, 
who will then inform the Local School Board 
Committee of the recommendation. 

11.5 The interview committee will recommend in order their 
preferred a candidates to the superintendent for employment 

based upon overall suitability. The interview committee 
shall, where all other factors are equal, preference 
will be given to candidates with the requisite FNMI 
language and cultural skills and/or knowledge.  
Whenever possible, the recommendation should be arrived at by 
consensus. In the event that this is not possible, the 
recommendation will be based upon a majority vote. 

11.6 Interviews are part of the recruitment and 
assignment process.  The Superintendent will make 
the final decision based on: 

11.6.1  The needs and priorities at the Division and 
the school; 

11.6.2  A Local School interview committee 
recommendation; and 

11.6.3  The candidate(s) have a verified and 
reviewed resumé and references.  

 

12 A Local School Board Committee may nominate a teacher for a position in 
the school in accordance with the following: 

12.1 The nominated candidate will be required to submit a complete 
resume to the human resources department. 

12.4 The resume will be reviewed and references checked. 

 
12. The superintendent will review the recommendation of the local interview 

committee and make the final determination.  
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13. The superintendent shall make the written offer of employment which will 

include: 
 

13.1 Assignment; 
13.2 Salary range, estimated allowance and benefits; 

and 
13.3 Start date. 
 

14.  For all staff new to the division the offer of employment shall not exceed 
one full school year. 
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