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TOOL: SELECTION ACTION CHECKLIST 
Note: See the selection toolkit webpage for tools that accompany each of these steps.

Step 1: Determine Selection Criteria 
Job Descriptions
☐ Identify roles needed for recruitment and hiring
☐ Set diversity goals
☐ Edit standard job descriptions, if needed, to fit district roles
☐ Add unique information, such as pay and reporting supervisor
Competencies for Selection, Evaluation, and Development
☐ Confirm competencies that will be primary and secondary in selection process
Step 2: Begin Recruitment
☐ Plan ahead to launch recruitment by March, at latest
☐ Follow the steps in the Recruitment Toolkit 
Step 3: Conduct Initial Screening
☐ Identify the methods of screening for each role (human resources)
☐ Identify the criteria and sorting categories for screening with applications and phone calls (human resources)
☐ Identify who will screen (principals or human resources, or both)
☐ Develop a database with the categories for sorting applicants, or load needed categories into your human resource information system
☐ Develop and implement an online application with all needed sections
☐ Based on online applications, identify candidates who warrant short outreach phone calls to extremely high-potential candidates or those applications that need an element explained or put into context (optional)
☐ Sort applicants into categories based on online applications and, if applicable, outreach calls
Step 4: Conduct Advanced Screening
Phone or Video Pre-Screen Interview (Optional)
☐ Determine which type of candidates will have phone/video pre-screen interviews—all from pre-screened pool, out-of-town, high-priority, etc.
☐ Determine the purpose of the interviews—further screening for certain qualities, marketing to high-priority candidates, etc.
☐ Identify the characteristics and information you will gather data about in the interview
☐ Develop questions and scoring rubrics (or use existing rubrics) and/or edit forms for recording responses to each question
☐ Identify who will interview and ensure that each person is trained in or familiar with the interview questions and scoring rubrics
☐ Ensure that the categories of information to be gathered are in your database or human resource information system
☐ Clarify interview mechanics: phone or video technology; number and roles of interviewers; location of interviewer(s); length, times of day, and dates; scheduling responsibility
☐ Conduct interviews
☐ Further sort applicants into categories based phone/video interview outcomes

In-Person Interview (BEI)
☐ Determine competencies to assess in interviews for differing positions, if not done already
☐ Determine scoring rubric, who will score and when (right after interviews? Later based on transcripts?)
☐ Determine questions to ask for each competency or set of competencies and priority order
☐ Determine who will conduct interviews and how many people in each interview 
☐ Clarify interview mechanics: live or by video; number and roles of interviewers; location of interviewer(s); length, times of day, and dates; scheduling responsibility; whether interviews will be scored live or recorded and scored later
☐ Ensure that the categories of information to be gathered are in your database or human resource information system
☐ Ensure that interviewers know how to conduct past-event structured interviews and are familiar with the questions and rubrics
☐ Conduct interviews, determine scores for each interview 
☐ Record scores in database or human resource information system
☐ Further sort applicants into categories based on interview outcomes
Skills Demonstration
☐ Determine if skills demonstration screening is warranted 
☐ Determine the purpose of the skills demonstration—further screening for certain qualities, opportunity to assess additional qualities
☐ Identify the characteristics and information you will gather data about during the skills demonstration
☐ Identify who will observe and score skills demonstration, and ensure that each person is trained in or familiar with scenario instructions and scoring rubrics
☐ Clarify skills demonstration mechanics: number and role of observers; location of skills demonstration; length, times of day, and dates; scheduling responsibility; whether skills demonstration will be scored live or recorded and scored later
☐ Ensure that the categories of information to be gathered are in your database or human resource information system
☐ Invite candidates and provide clear expectations for the skills demonstration
☐ If videotaping, ensure any required consent forms (consult your legal department) are completed
☐ Conduct the skills demonstration; determine scores for each candidate
☐ Further sort applicants into categories based on skills demonstration outcomes
Reference and Background Check
☐ Confer with legal department before proceeding to determine existing protocols (state and local statutes) for conducting background and/or reference checks
☐ With approval from the legal department, develop the process for conducting the background and/or reference checks to ensure consistency 
☐ Determine how the information will be collected, stored, used, and secured
☐ Prepare and train those conducting the checks on protocols for completing, reporting, and recording the results
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