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Work Flow – TUSD Hiring Process for 
Certified and Classified Employees

Site or Department Administrator 
submits Recruitment Action Form to 
Position Control (Finance) HR posts job Candidates apply

HR staff paper screen
applications for 

minimum qualifications, 
including HQ Status

Eligible candidates 
are referred to hiring

manager

Site / Department leader/
team review applications 

and screen for 
preferred qualifications based
on application or supplemental

questions..

References of top 
candidate(s) are 

called by hiring manager
using template 
provided by HR

HR sends letter to 
successful candidate.  
Requires attendance at 
New Hire Orientation 

prior to starting

HR Employment Analysts
review hiring

process for quality 
and completion

Position Control reviews
and approves 

Candidate attends 
orientation; completes 
in-processing; released

to begin work

Personnel Agenda presented 
to Governing Board 

for approval

FTE 
approved

If not 
approved, 
Finance to 
send back 
to site/dept.

Interviews conducted;
may include assessments

(in-basket exercises,
demonstrations)

Interview panel is 
developed based on Bargaining 

Unit Agreements, School Council 
By-laws; panel to represent 

diversity of community

Hiring manager makes 
recommendation and 

completes action form and 
report of reference checks. 
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