PERSONNEL POLICIES
VACANCIES - POLICY GCCA
It is the intent of the Carteret County Board of Education that all vacancies shall be announced and posted at the administration building, each school, and other appropriate locations throughout the system.  Recruitment and advertising are also appropriate means to build and expand an applicant pool.

The Superintendent or his designee shall select candidates for vacancies from among the applicants ensuring the selection of the best qualified personnel available.  The Carteret County Board of Education, acting on the recommendation of the Superintendent, has the authority for the final employment of all personnel.

REGULATION
If the applicant pool in the Personnel Department is not sufficient, vacancies may be filled in one or more of the following ways:

1.  
Recruitment.

2. 
Vacancy announcements may be posted in all Carteret County Schools and offices. 

3.  
Ads may be posted in appropriate newspapers or professional journals.

4.  
The Employment Security Commission may be notified. 

5.  
Vacancy announcements may be sent to Career Development offices at regional, public, 
and private colleges and universities.

Employees interested in any vacant position are asked to forward a written statement to the Office of Human Resources and complete any additional paper work as required.

Employees' suggestions of qualified applicants are encouraged.

When vacancies occur, principals or division heads should use Exhibit GCCA #2 to notify the Office of Human Resources of such vacancies.
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EXHIBIT 1
VACANCIES
FLOW CHART EMPLOYMENT PROCESS

Vacancy Occurs:                                         



new funding, new position
resignation, etc.
interim
     
Principal/Supervisor sends Vacancy Notice to Office of Human Resources

     
Personnel Director sends Notice to Payroll

     
Personnel Director screens and interviews applicant

Personnel Director sends Supervisor/Principal 5 applicants where possible (3 working days turn-around from written vacancy notice)

           Principal/Supervisor Interviews

     
Principal/Supervisor Recommends to Personnel Director

     
Personnel Director meets Board Committee Member

            Personnel Director Notifies


Payroll  
Principal/Supervisor Board         New Employee

                


(call)                                       (letter)

             

Notifies all                                  He/she calls for

                                
interviewees                               appointment to

                                  
position is                                  sign-up

                             
filled  

 
Personnel Department

         
Signs-up Employee and                                         






Information sent to Payroll/Insurance Clerk

       
Approval Contract/Official Letter of Employment is sent
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EXHIBIT 2
VACANCIES
To:  Office of Human Resources

From:                                
Date:                                
POSITION VACANT 

Location                         
__Full-time  
__Part-time

                                   



          %

CHECK ONE (1) item below to indicate reason for vacancy:

         
__
New Position

             
Beginning Date               
         
__
Transfer

             
Name of Employee Leaving                        Last working day              ____

         
__
Resignation/Retirement/Non-Reappointment

             
Resignation letter attached __Yes  __No

              
(Must be received before processed)

             
Name of Employee Leaving                         /Last working day            ____  
         
__
Leave:

             
Name of Employee Leaving                               Type of Leave                          
             
Last Working Day _____________

             
Return Date __________________

Complete the following for all teaching positions:
Grade Level(s)

Circle:

K 1 2 3 4   
4 5 6           
   6 7 8 9         
     9 10 11 12

            
(subjects)     
   (subjects)     
     (subjects)

           

__________      __________       __________ 

           

__________      __________       __________

           

__________      __________       __________

Applicants I want to interview: 
                                             _           

                                                         
                     ____________   
INSTRUCTIONS TO ORIGINATOR: Keep one copy.

Send original to the Personnel Department.

                                            


C.O. USE ONLY

                                            


BUDGET CODE FOR:

                                            


NEW POSITION:

                                           


_______________

                                            


CERTIFICATION/

                                            


BUDGET CONSTRAINT

                                            


_______________
