Using MCPS Careers to Recommend Employees for Hire

The voluntary transfer season for teachers begins Tuesday, April 26, 2011 and continues until Tuesday,
May 31, 2011 at 5:00pm. The voluntary transfer season reopens on June 20, 2011 for areas in which
there are no remaining priority placements and closes again on July 20, 2011. Principals make staffing
recommendations to the Department of Recruitment and Staffing via MCPS Careers. A vacancy must
have been posted by creating a requisition with MCPS Careers in order to make a staffing
recommendation. The Office of Human Resources and Development (OHRD) will process staffing
recommendations only if a valid vacancy exists.

Staffing recommendations will be reviewed by OHRD staff to determine if the employee is eligible for
hire. Employees who are returning from leave may not be recommended unless the vacancy
certification requirements are the same as the employee’s certification and sufficient vacancies exist for
all involuntary transfers within that certification area. OHRD will work with schools on a case by case
basis to determine eligibility of those employees due to return from leave. Should you have questions
about an employee and their eligibility for a specific vacancy, please contact your staffing coordinator.
(http://www.montgomeryschoolsmd.org/departments/personnel/transfers/assignments.aspx)

Below are specific directions for how to use MCPS Careers to make a recommendation for hire. Once
you recommend a candidate, the OHRD staffing coordinator listed on your requisition will receive an
email requesting that the hiring transaction be completed. You will receive an automatic email from the
system when the staffer has validated the eligibility of the recommended employee. Employees will
also receive an email when the transaction has been processed directing them to inform their principal
of their new assignment.

1. Login to MCPS Careers/Applicant Tracking System using the hiring manager login page
(http://www.montgomeryschoolsmd.org/departments/personnel/hiring/)
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7.

8.

If the incorrect candidate has been recommended to OHRD (either by mistake or due to the fact
that the candidate has opted to accept an offer at another school), please revert the candidate
and contact your staffer. Follow the directions above to select the correct candidate.
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