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Section 1
New Internal Applicants and New Applicants
***(Includes all internal applicants who are not current principals)
and all external applicants)

Step 1: Advertisement and Application Process

* A generic advertisement for elementary, middle level, and senior high principals positions
will be placed internally in Jeffco and externally on the CASE website and in Ed Week.
Specific school openings will not be advertised for new candidates. An updated list of school
openings can be accessed through the district website by viewing the weekly Messenger.

¢ Internal/External Applicant Requirements and Process
Jeffco employees aspiring to the principalship and all outside applicants

Requirements:
*  Minimum 3 years successful teaching experience
* 3-5years current experience in a leadership role
* Colorado Principal License

Process
1. Submit an online application (This is required)

a. Attach appropriate job number to application

b. Attach current resume (as a word document)

c. Attach Letter of Interest (as word document)

¢ The letter of interest should answer the question,

“What can you contribute to Jefferson County Schools as
principal?”

2. Submit 2 Letters of Reference
a. One must be from immediate supervisor
b. Letters submitted must be less than one year old and should be scanned
and attached to your online application or submit copies of letters to:

Principal Pool
c/o Administrative Employment Office
1829 Denver West Drive
Golden, CO. 80401

3. Application material will be reviewed/screened after position closes.
a. Applicants selected for an interview will be contacted to schedule a screening
interview.
b. Applicants not selected will receive written notification.

4. Screening interviews will be conducted at the District level.
a. Applicants will be notified in writing whether or not they are selected for the

pool.

5. Principal pool candidates remain in the pool until September 1, 2007.



Step 2:

Step 3:

Step 4:

Screening Process

All applicants will be “paper screened” by the Community Superintendent Team
based on specific criteria related to school leadership and district needs.

Reference checks will be conducted for outside applicants during the screening process.

Community Superintendent Team will conduct paper screening, reference checks, screening
interviews, and create a pool of candidates for openings in Jefferson County.

The Confidential Reference Profile will be sent to the applicant’s current supervisor by the
Community Superintendent’s office after the paper screening process.

Additional screening interviews may occur as needed when additional candidates submit
applications or unexpected openings occur.

Placement Process

Throughout the hiring season, Community Superintendents will meet with school
communities to determine specific needs for each opening.

The Community Superintendent will form a School Community Committee to collaborate
with the Community Superintendent and/or Executive Director of School Management in
in recommending a final selection for each school. At least one member of the committee
shall be a minority, or the Community Superintendent will appoint an additional minority
representative to the committee. The committee shall include:

> At the Elementary and Middle Levels:
* 2 Licensed Staff Members
¢ 1 Classified Staff Member
¢ 2 Parents
¢ 1 Principal from the Articulation Area
¢ 1 Principal from the Same Level as the opening

» At the Senior High Level:
* 3 Licensed Staff Members
¢ 1 Classified Staff Member
¢ 3 Parents
¢ 1 Principal from the Articulation Area
¢ 1 Principal from the Senior High Level
¢ 1 Student

Filling specific school openings can occur in three ways through collaboration with the
School Community Committee:

o The Community Superintendent could recommend to the Superintendent that
a current principal be placed in the opening (see transfer process).

o The Community Superintendent could recommend to the Superintendent that
a candidate form the pool be placed in the opening.

o The Community Superintendent could identify a group of candidates including
new applicants from the candidate pool and transfer applicants to be interviewed
by the School Community Committee. The Community Superintendent will
recommend one or more candidates to the Superintendent.

Final Interviews



The Community Superintendent and/or Executive Director of School Management and the
School Community Committee will interview the candidates selected by the Community
Superintendent.

The Community Superintendent and/or Executive Director of School Management in
collaboration with the School Community Committee will make a final recommendation for one
or more candidates to the Superintendent.

The Superintendent will conduct final interviews before any candidate is offered a position.

The Community Superintendent will inform the candidate of his/her selection.

The Community Superintendent will recommend the final candidate to the Board of Education.

Employment Services will determine salary according to policy.



