Administrative
Procedure 400.301

Hiring Practices for Support Staff
September 2023

Background

Prairie Land Public School Division will hire the most suitable candidate for the position.
The qualifications of the person selected will have the best possible fit of knowledge,
skills and attitude necessary to fulfill the requirements of the position.

The Board of Trustees of Prairie Land Public School Division will establish a salary grid
which will reflect the qualifications and experience of support staff.

Principles Related to the Hiring Practices

1. Generally, candidates who have provided satisfactory service to Prairie Land Public
School Division will be given preference to candidates new to the Division.

2. Consideration will be given to the length of service and qualifications, provided that
the candidate’s evaluations have been satisfactory.

3. It is anticipated that the candidate will continue to develop the skills, knowledge and
attitudes necessary to meet the changing demands of the position.

4. The Division’s practices are to provide opportunities for current staff to move to
similar positions with more hours or to change assignments when desired and
practical.

5. Members of the support staff will be provided with tentative hours of work for the
next school year at the earliest possible date.

Hiring
1. The Principal or Supervisor will ensure that a job description is developed for new
openings.

2. Members of the school staff may have input in the development of the position
profiles.

3. The Principal, Vice Principal or Supervisor must check references before an Offer of
Employment is sent to a candidate.

4. The successful applicant must submit a current Criminal Record Check with
Vulnerable Sector Check and a current Child Intervention Check as a condition of
employment.
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Roles in Hiring

1. The following table outlines the persons responsible for the hiring and placement of

support staff.
Position Person(s) Responsible

Education Assistant Principal, Vice Principal and/or designate
Learning Commons Principal, Vice Principal and/or designate
Technician/Libraria
n
Office Assistant/School Secretary Principal, Vice Principal and/or designate
Food Services Worker Principal, Vice Principal and/or designate
Bus Driver Transportation Coordinator or designate
Custodian Principal and Director of Plant or designate
Mechanic, Mechanic Apprentice Transportation Coordinator or designate
Maintenance Staff Director of Plant or designate
Central Office Administrative Secretary-Treasurer or designate

Assistant, Payroll/Benefits Officer,
Accountant, Accounts Payable Clerk

Central Office Executive Assistant, Superintendent or designate
HR Administrator, Director of Plant

Career Practitioner, Network System | Chief Deputy Superintendent or designate
Analyst

Family Resource Worker, Youth Superintendent or designate
Wellness Worker, Speech Language
Pathologist, Safety Officer

2. The Principal or Supervisor forward a request to the Superintendent to advertise for
the position. A job posting will be prepared from the formal Job Description located
in the Job Description Manual.

3. The Selection Committee established to fill support staff positions might seek input
from teachers and other members of the support staff. Furthermore, teachers may
be involved in the interview process.

4. The decision on whom to hire should be based on information verified from the
resume, reference checks and the interview process.

Reference:  Protection of Privacy Act
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