CANUTILLO INDEPENDENT SCHOOL DISTRICT

Canutillo, TX

Department for Human Resources

APPLICANT REFERRAL FLOW CHART

Vacancy Occurs

Vacancy Notification Form
submitted to Human Resources

Request for Advertisement
(Website, Newspaper)

Executive Director.

HR Executive Director

creates finalists for interview

Applications are received on-line and screened by the HR
Applicants are preferred by Principal/Supervisor and notifies ¥

HR Executive Director screens preferred applicants and

Principal/supervisor selects screening committee
and arranges interviews with selected applicants.

Interview Process

Principal/Supervisor approves applicant
for employment completes the online

Non-selected applicants will

recommendation®
(*Employment is not offered at this
time)

Human Resources telephones applicant

receive a letter of Thanks.

Applicant declines.

to offer employment; follows up in
writing

Applicant accepts. (Human Resources will
notify Principal/Supervisor)

Employee completes paperwork
required for employment.

Employee reports to duty. |

(Human Resources will notify-
Principal/Supervisor)

*Exceptions Approved by the Executive Director for Human Resources
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