Tip Sheet for Principals
The Staffing Process

Staffing your building with outstanding and committed employees is one of the key aspects of your role as principal.  This is one of the most important chances, as Jim Collins says in Good to Great, “to get (or keep) the right people on the bus, get the wrong people off the bus, and get the right people in the right seats.” The following collection of tips and best practices is only a starting point in this important job. Remember to follow the guidelines, timelines, and expectations as outlined in the staffing memo you receive with your initial allocations.
· Refer to the staffing grid that was received from OSP for the current school year. Look at it carefully to make sure you understand exactly what each line represents and who currently serves in each position. Annotate it with specific names and notes. Then compare the current grid with the newly received grid so that you can determine either increases or decreases in each line and category and which staff members are affected.
· Contact the Division of Long Range Planning if your enrollment projections seem incorrect. 

· Determine what allocations you currently have and the ones you may need to request to keep or increase for next year.  

· Review the February update of the projected enrollment figures for next year. If you are an elementary school principal and feel your projected enrollment figures are not what you are expecting, get feedback from your community concerning any students who will be attending as well as those who will be leaving. Work with the attendance secretary to make certain you get a response from every family. This gives you important concrete data that can be shared if you need to request additional positions. 
· Meet with your attendance secretary or registrar and begin a system of monitoring entrance and withdrawal information. It is important that you have an accurate accounting of your numbers for the following year. If you are a secondary principal, work with your feeder schools to investigate the reasons for any discrepancies.
· Review the staffing memo as soon as it comes in the pony. Make sure to read it very carefully to understand how positions are allocated and the processes that must be followed.
· Remember that community superintendents meet every week from the beginning of the staffing season until the fall. Make sure any requests you have concerning staffing are communicated to your CS prior to that meeting.  

· When requesting a position, make sure you have a strong written justification and have attached a current and proposed organizational grid. If you are denied the first time, continue to monitor your numbers. Be prepared to submit another request if your situation changes. You will not get staffing unless you make those requests based on accurate, updated information.

· If you need to request additional ESOL and/or Special Education staffing, make sure you copy your CS on all communication with the directors of those departments. These offices are part of the discussion concerning staff requests that takes place every week at OSP.
· Discuss with your leadership team what is working and what is not working with your current level of staffing. Engage them in a dialogue about the organizational plan and what you believe, as a team, you need to improve student performance. Carefully consider master schedule implications for staffing as well as your facility and room usage. Include a discussion on the selection process for Team Leaders. 
· Share with your staff possible ways to utilize the allocations. Whenever possible seek their input. This will make the process transparent and help to minimize rumors and decrease anxiety.
· In preparation for the job fair, ask current staff to complete a form indicating their preference for next year. You want to communicate to staff both publicly and with individuals that you intend for the staffing season to be a collaborative, transparent process with outcomes that are win/wins for both individuals and the school. Remember to communicate that all decisions about assignments are based on what is best for the children.  

· Have staff members provide you with their thinking if they are considering or requesting retirement, part time employment, differentiated positions within your school, transferring to other schools or leaving the profession. You want to avoid any surprises, especially at the last minute.  

· Be open with your staff concerning any changes that may occur in your staffing. If you are considering moving a teacher’s grade level or subject matter, communicate your thinking up front and early in the process. You want your teachers to be able to attend the job fair if they do not want to make the change you feel is necessary or best for your students.

· Plan to touch base with all staff individually when you receive their form indicating their preferences. Talk to them about options: other positions in the school, other possibilities in other schools, promotional opportunities and the paths that they need to take, or other career options. Put them in touch with other MCPS staff who may be able to advise or assist them. 
· As per the contractual procedures, identify involuntary transfers and notify them in the designated time periods. Send their names to the Office of Human Resources. Provide guidance and support to any personnel who are being placed on the involuntary transfer list. Explore involuntary transfer options for both professional and supporting services staff. Inform your staff of the Involuntary Transfer meeting time, date and location. 
· Publish vacancies on the Vacancy Database.

· Identify your Team Leaders. 

· Thoroughly review the list of involuntarily transferred staff. You may find excellent candidates who were placed on the list due to changing enrollment in their schools. You may also find someone whose skills are a good match for your school’s needs. If you take a person off of the involuntary list, inform HR and your community superintendent so that you are credited with helping to reduce the list.

· Meet with your secretary to create a schedule for the job fair. Have your secretary schedule appointments and request resumes in advance to identify viable candidates for positions. 
· Prepare for the Job Fair:

· Identify interview team(s).

· Collaborate to identify questions for each open position.

· Identify information handouts to bring with you to the Fair.

· Create the interview schedule. 

· Have your secretary schedule appointments and request resumes when candidates call. 

· Examine resumes and consider reading files before the Fair. 

· Consider making a capture sheet so that each member of the team is recording information using the same format. This will make comparing the information later much easier and ensure a fair review.

· Be honest with your colleagues who call about transfer candidates. Ask yourself: Would I hire this person? The respect of your colleagues and your credibility are on the line when you complete a reference or review an employee’s performance. And the same is true for your colleagues’ credibility when they respond to your questions about a prospective employee. 
· If you still have openings at the end of the transfer season, attend the placement meetings.

· View open contract folders and schedule interviews as soon as possible. When interviewing open contract (and all other) candidates, consider using a small panel that includes staff who will be working with the potential new hire. Include teachers, supporting services and administrators on this panel. Using a panel in this way has two advantages. First, candidates are more likely to choose your school if they experience an inviting, collaborative climate and have already been introduced to some of the people. Second, staff are more invested in a new employee’s success if they helped to hire the person.
