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SUPERIOR-GREENSTONE DISTRICT SCHOOL BOARD 



3.1 All valid applications must be received, in the board office, by the Human 
Resources Administrator, on or before the due date.  As determined by the 
Human Resources Administrator, some applications may be directed to the 
appropriate supervisor. 

 
 
4.0  Formation of Selection Committee 
 

Purpose: The Selection Committee will be responsible for the selection process, 
from the establishment of the Selection criteria through to the selection 
and recommendation to the Board of the successful candidate. 

 
The Human Resources Administrator will be responsible for establishing the Selection 
Committee in consultation with the immediate supervisor. 





 2. The candidate will be asked to provide evidence of a recent criminal Reference 
Check. 

 
 3. The unsuccessful short-listed candidates will be notified by telephone by the 

Chair, (or designate) of the selection committee that the position has been filled. 
 
 4. The chair will be responsible for the recommendation in writing to the Human 

Resources Administrator by way of the “Recommendation for Appointment” form 
(Appendix D).  

 
  



APPENDIX A 
Superior-Greenstone District School Board 

 
REFERENCE CHECK FORM 

 
Applicant Name  

Position Applied For  

Reference Name/Position  

Company Name  

Telephone Number  

 

Were/are you the candidate’s immediate supervisor? 
  - YES    NO    Other (pls. describe) _____________________________________ 
 
_____________ indicates that he/she held the position of__________from the period of ___________ to 
_____present______ with the following duties (describe duties): 
 

Can you confirm this information?  - YES    NO   Comments: ________________________ 
 

Given the criteria “Excellent, Good, Average, Poor”. please rate and comment on the 
following: 

 Excellent Good Average Poor N/A Comments/Examples 

Quality of Work 
(compared to 
others doing a 
similar job) 

      

Quantity of work 
(compared to 
others doing a 
similar job) 

      

Written 
Comm. Skills 

      

Verbal 
Comm. Skills 

      

Capacity to learn 
 

      

Dependability 
 

      

Flexibility 
 

      

Attendance 
 

      

 



 

What would you consider to be (name) strengths: 

Comments:  
 
 
 

 

How would you rate (name) ability to manage his/her time and workload? 

 - excellent  good  poor 
 

Comments:  
 
 
 

 

What was (name) like in a team? How did he/she get along with other team members? 

Comments:  
 
 
 

 

How does (name) deal with conflict? Would you say he/she: 

A)     Problem solves to find a mutually beneficial solution 

B)     Avoids conflict 

C)     Forces others in an effort to win 

D)     Yields to others 

             E)     Compromises to middle ground 

Comments:  
 
 

 

Was there any area (s) where you felt 





 

 

What would you consider to be (name) strengths: 

Comments:  
 
 
 

 

How would you rate (name) ability to manage his/her time and workload? 

 - excellent  good  poor 
 

Comments:  
 
 
 

 

What was (name) like in a team? How did he/she get along with other team members? 

Comments:  
 
 
 

 



 

 
 

Would you rehire?    - Yes    No 

Comments:  
 
 
 

 

Are there any other comments you would like to make? 

Comments:  
 
 
 

 
 

Person requesting the Reference:  

Signature  

Title  

Date  

 



APPENDIX B 
 

Short List Template 
 

Point Count Explanation 
  
 



Short List Template 

Applications for the position of   

 
 

NAME 
 

RESUME 
(0-3) 

 
EXP 
(0-2) 

 
ED 

(0-3) 

 
SKILLS 

(0-3) 

 
 

 
 

 
AD 

(0-1) 

 
REF 
(0-2) 

 
TOTAL 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

  



Short List Template 

Applications for the position of   



APPENDIX C 
Board Timed Interview Template 

 
 

(Name of School) 
 

(Position Title) Interview - (Date) 
 
PREAMBLE BY: (Chair's Name) 
 
(Candidate's Name) 
 
1.0 Introduce the candidate to the interview panel.  Clarify position and school for which they 

are being interviewed. 
 
2.0 You will have a maximum of ____ minutes for the formal portion of this interview. 
 
3.0 There are a series of prepared questions - ____ in all -, which are the same for all 

candidates.  Members will be recording your answers for later reference. 
 
4.0 You are working within a time limit.  It is important to keep this time limit in mind as you 

answer the questions. 
 
5.0 At the conclusion of the formal questions, you will have an opportunity for a brief (maximum 

of two minutes) summary or closing statement if you wish. 
 
6.0 The formal portion of this interview will now begin and will conclude at ______ whether or 

not all questions have been answered. 
 
CONCLUSION BY: (Chair's Name) 
 
(Candidate's Name) 
 
a) The formal questions are now concluded. 
 
b) You have an opportunity to make a brief summary statement to a maximum of two minutes, 

after which you will be provided with details regarding the selection process, etc. 
 
c) Position → Permanent ________ temporary ______  

→ Effective ________ 
 
d) Process → Decision ________ 

→ Recommendation to the Board on ___________ 
 


