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EXECUTIVE SUMMARY

BACKGROUND TO THE STUDY

During the 1991-19%2 school year, the former president of
the New York City Board of Education (BOE), H. Carl McCall, and
former Chancellor Joseph A. Fernandez issued Circular 21, which
stated that there was a systemic under-utilization of minorities
and women in pedagogical administrative/supervisory p051tlons. “
The circular specified an Equal Employment
Opportunity/Affirmative Action (EEO/AA) plan that included
system-wide actions to be taken to increase the number of women
‘and minorities eligible to apply for administrative/supervisory
positions.

Chancellor Fernandez requested that the Office of
Educational Research (0.E.R.) design an evaluation to determine
the school system’s progress in implementing the EEO/AA plan.
The Assistant Principals Internship Program (APIP) is one of
several programs designed to increase the number of minorities
and women in administrative and supervisory positions in the
school system. Therefore, this evaluation report partially
fulfills 0.E.R.’s evaluation mandate.

APIP graduates compiete 21 credits of BOE~tuition-
reimbursed course work at the City College of New York, and a
semester-long full-time internship at host schools within
participating community school districts. Successful completion
of APIP leads to eligibility for New York State School
Administration and Supervision (SAS) certification.

During the Fall of 1993 O.E.R. staff reviewed program
documents and, in collaboration with representatives from the
Division of the Human Resources’, Office of Recruitment,
Placement, Assessment and Licensing, and the Office of Equal
Employment Opportunity, designed a questionnaire to be sent to
the 60 1991-1992 program graduates. Questionnaire items were
designed to determine the number of graduates who were hired in
administrative/supervisory positions, and graduates’ perceptions
of whether their APIP participation assisted them in securin
administrative/supervisory positions. In addition, graduates’also
were asked to assess the Board of Education’s interview process
for pedagogical administrative/supervisory positions, the
placement assistance they received from BOE central offices, and
their overall program experience. Of the 60 questionnaires sent,
22 (37 percent) were returned completed. This evaluation report
was written based on these 22 respondents.
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PROGRAM FINDINGS

The program was st.ccessful in increasing the pool of
qualified minorities and women for administrative/supervisory
positions in the New York City public schools:

e Eighty-two percent (18) of the respondents were certified in
School Administration and Supervision.

e Eighteen respondents took examinations for 14 different
Board of Education administrative/supervisory licenses. One
hundred percent of the respondents in 12 out of the 14 (86
percent) license areas secured licenses. - A total of 41
licenses were awarded including 17 principal and 19
assistant principal licenses. .

e Two (9 percent of the total) respondents were employed in
Board c¢f Education administrative/supervisory positions
which required S.A.S. certification--i.e., a District
Director of Instruction and Professional Development and an
Interim-Acting Assistant Principal. Both of these
respondents were femaies and one was African-American and
one was white.

e Six (27 percent) respondents were working in an out-of-
classroom supervisory capacity--two were Special Assistants
"to their principal, one was an Interim-Acting Program
Director, and one other was a Cluster Administrative
Assistant. The number of respondents in these positions
from each ethnic group was: four whites, three African-
Americans and one Latinos/Hispanic. In addition, all of the
five respondents with complete data were females.

e Six of the eight (75 percent) respondents in either BOE or
out-of-classroom administrative/supervisory positions
credited the program for their obtaining their positions.

Despite the fact that only a minority of respondents obtained
administrative/supervisory positions which required SAs
certification, participants maintained a favorable opinion of the
program. Graduates gave high ratings to the quality and utility
of the course work and seminars and their internship experience.
However, data regarding expectations about being hired in
administrative or supervisory positions revealed some pessimism
among gradutes. In fact, recommendations for program
improvement and placement assistance focused on Board of
Education central offices’ providing more assistance both during
and after the progxam, and also with the selection process for
BOE pedagogical administrative/supervisory position.
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CONCIL.USTIONS

Graduates were generally pleased with their program.
experiences and displeased with the placement assistance and
administrative/supervisory position selection and interview
process. :

RECOMMENDATIONS

In light of these findings O.E.R. recommends that:

¢ BOE program administrators continue the Assistant Principals
Internship Program;

¢ BOE central offices and program administrators provide more
administrative/supervisory placement information and
assistance throughout their program experience and also
after their graduation; and

¢ program administrators endeavor to modify the pedagogical’
administrative/supervisory selection and interview process
to increase graduates’ employment in BOE administrative/
supervisory titles.
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I. INTRODUCTION

BACKGROUND TO THE STUDY

During the 1991-1992 school year, Special Circular No. 21 was
issued by H. Carl McCall, then-president of the Board of
Education (BOE) of the city of New York, and former Chancellor
Joseph A. Fernandez, specifying the equal employment opportunity/
affirmative action plan (EEO/AA) for that school vear. The
circular indicated that there has been a systemic under-
utilization of minorities and women in pedagogical administrative
and supervisory positions. Moreover, it also specified 16
responsibility centers’ within the public school system that
needed to improve their efforts in hiring minorities and women in
administrative/supervisory positions. This was to be done by
canvassing eligibility lists and revising their approved EEO/AA
plans and programs. System-wide and responsibility center
actions to be taken to increase the number of women and
minorities eligible to apply for administrative/supervisory
positions included:

...coaching for prospective applicants for superv1sory

licensing examinations and selection interviews, convening

borough-wide Job Fairs hosted by the targeted responsibility

centers, and establlshlng mentor relationships with retirees,

current supervisors, and representatives of community

organizations and professional groups.

Special Circular No. 21, 1991-1992, pg.4

The circular detailed various monitoring and data collection

activities which the Office of Equal Employment Oppor.unity would

'The cited responsibility centers were: Community School
Districts (CsDs) 2, 10, 14, 17, 18, 19, 20, 21, 22, 24, 25, 26,
28, 30, and 31, and the DlVlSlon of ngh Schools—-l e., all hlgh
school superintendencies.
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implement to ensure that the system was adhering to the
circular’s mandates. |

Chancellor Fernandez requested that the Office of Educational
Research (0.E.R.) design an evaluation to determine the progress
of the school system and the Responsibility Centers in
implementing these actions. The Assistant Frincipals Internship
Program (APIP) was one of several progfams designed to increase
the number of minorities and women in administrative and
supervisory positions in the school system. Therefore, this
evaluation report partially fulfills 0.E.R.’s evaluation
mandate.’

PROGRAM DESCRIPTION

The program was estaklished in 1989-90 under former
Chancellor Richard Green and is funded by the Board of Education
of the City of New York. Successful completion of ATIP leads to
eligibility for New Ycrk State School Administration and
Supervision (SAS) certification.

Teachers and guidance counselors who hold a Masters degree
from an accredited institution of higher learning and a current
appointment in participating BOE community school districts

(CSDs) are eligible for program enrollment. APIP graduates

complete 21 credits of BOE tuition-reimbursed course work at the

‘Additional O.E.R. reports generated in compliance with this
mandate include: Evaluation of the Superintendents’/’ 1992-1993
Assessment of the Assistant Principals Internship Program, The
Evaluation of the 1992-1993 Superintendents’ Assessment of the
Principals Institute, and The 1992-1993 Follow-Up Evaluation of
the Principals Institute Graduates.

2
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City College of New York (CCNY), a semester-long full-time
internship at host schools within participating CSDs, and attend
seminars to prepare them to successfully take state and city
administrative and supervisory position examinations.
EVALUATION METHODOLOGY

During the 1992-1993 school year, O.E;R. daveloped the 1991-
1992 Assistant Principals Internship Program Graduate
Questionnaire in collaboration with representatives from the
Division of Human Resources’ Office of Recruitment, Placement,
Assessment, and Licensing (ORPAL) and the Office of Eqgual
Employment Opportunity. It was designed to determine: 1) the
extent to which involvement in the program helped graduates
obtain Board of Education of the City of New York admin-
istrative/supervisory positions; 2) graduates’ perceptions of the
utility of the program in obtaining these positions; and 3) which
situations, if any, gave rise to unmet expectations L APIP
graduates. Questionnaires were sent to all 1991-1992 program
graduates during the Spring of 1993.

SCOPE OF THIS REPORT

Chapter II presents the major evaluation findings in this
study. Chapter III provides O.E.R.’s conclusions and

recommendations.




IT. EVALUATION FINDINGS

RESPONDENT CHARACTERISTICS

Of the 60 questionnaires sent to APIP graduates, 0.E.R.
received 22 (37 percent) completed questionnaires’. Nineteen
respondents (86 percent) were ‘'women. As per progran
requirements, each participant had a Masters degree, and seven
respbndents (31 percent) had either a second Masters or
additional graduate credits. Fifteen respondents (68 percent)
were either African-American, Latino, or Asian/Pacific Iélanders.

SOURCES OF PROGRAM INFORMATION

When asked how they found out about the APIP, respondents
identified numerous sources. Most respondents (77 percent) found
out about APIP through a BOE Circular. (See Table 1 for more
data.) In addition, nine respondents reported knowing someone who
had graduated from the program and found an administrative/
supervisory position in the BOE.

ADMINISTRATIVE/SUPERVISORY EXPECTATIONS

Twenty respondents assessed the validity of their
expectations for securing administrative/supervisory positions,
as a result of their APIP participation. Regardless of how
certain graduates were that they would secure desired positions,
most (72 percent) felt that their expectations for being hired

were realistic. Six of the most optimistic respondents felt this

‘ An additional two were returned to 0.E.R. unopened due to
failure to locate the graduates.
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Table 1
Sources of Information
on the Assistant Principals’ Internship Program'

Information Source N %
Board of Education Circular 17 77
A teacher or school administrator S 12 54
A district/superintendent staff member 2 9
A colleague who was/is enrolled in the 6 27
Assistant Principals Internship Program

Participant’s own enquiries 2 9

Graduates provided more than one source of information about
the Program in response to this question. Hence, responses
total more than 22, the total number respondents in the
sample, upon which percentages in this table are computed.

. Seventy-seve,n percent of the respondents found out about
APIP through a Board of Education Circular.

way because either they had already secured a position (three
respondents), or felt that they were adequately prepared and
confident in their abilities to obtain a job (three respondents).
The three respondents who were the least optimistic about
obtaining positions also felt their expectations were realistic,
citing the lack of opportunities, and the fact that older interns
were still not placed, as reasons for their pessimism. The six
respondents who had no expectations cited the complexity of the
interview and selection process for BOE pedagogical admin-
istrative/supervisory positions® (the C-30 process) or the fact

that they had no job offers as reasons why they had no

' See Appendix A for a detailed description of this process.
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expectations.

Four APIP graduates (eighteen percent) felt that their
expectations for being hired in an administrative/supervisory
position were not realistic. Each of these graduates felt that
in retrospect, their expectations were too high and was
disappointed because he/she had not yet obtained a position.
Some also commented that the C-30 interviewing process was slow
or that district politics made obtaining positions difficult.

CERTIFICATION AND LICENSURE EXPERIENCE

Since graduating from the Assistant Principals Internship
Program, 21 of the respondents (95 percent) filed for School
Administration and Supervision certification and most of them
(18, or 82 percent) were certified.

When respondents were asked to list the BOE administrative/
supervisory licenses they held, most (86 percent) reported having
an assistant principal’s license, and many (77 percent) held a
principal’s license. Seventy-two percent of graduates held both
of these licenses since graduating from the APIP. In addition,
two graduates held an Education Administrator’s license and one
had a Guidance Supervisor’s license. (These data are summarized
in Table 2).

GRADUATES’ EMPLOYMENT STATUS

Position Types

All program graduates were still employed by the BOE at the
time of this research. Nine of the respondents (41 percent) were

working as teachers, one respondent (5 percent) was working as an

16
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Attendance Improvement Drop-out Prevention (AIDP") program
facilitapor or a job developer, and three respondents (14
percent) were working as guidance counselors. Eight respondents
(36 percent) were working in administrative/supervisory
positions. (See Table 3 for more data.) Eleyen graduates (50
percent) reported that they were still seeking
administrative/supervisory jobs in the BOE.

Ler. th of Time in Positions

The length of time graduates had spent in their current
position varied from one month to 25 years; the mean length of.
time spent in their current job was five-and-a-half years. As
would be expected, teachers were in their positions the longest
of all graduates, an average length of eleven years. Those in
admihistrative or supervisory positions had held these jobs for a
briefer period of time, an average of two years.

ADMINTISTRATIVE/SUPERVISORY POSITIONS

Profile of Respondents®’

Seven of the eight graduates (88 percent) who obtained an
administrative/supervisory position were female. All of the
respondents with complete data had at least one BOE admin-
istrative/supervisory license--seven held assistant principal

licenses and six held principal licenses. 8Six of these

.respondents credited their obtaining their positions to their

AIDP is a student support services program for students
with chronic school attendance problems.

One respondents’ ethnicity, gender, and other demographic
data were missing and therefore were not included.
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APIP participation. 1In addition, four of the eight respondents

were non-white~~three African Americans and one Latino.

Moreover, only two graduates- (nine percent of the total) cbtained
a BOE administrative/supervisory position: one was a District
Director of Instruction and Professional Development, and the
other was an Interim-Acting Assistant Principal. The remaining
six respondents were working in an out-of-classroocm
administrative/supervisory capacity. (See Table 3 for specific
position titles.)

Administrative/Supervisory Responsibilities

The main duties and responsibilities that the eight
administrative/supervisory respondents selected from a forced-
chéice questionnaire item were:

L] Supérvising teachers, 8 respondents (100 percent).
e Supervising students, 8 respondents (100 percent).

e Coordinating projects for the BOE, 8 respondents (1(3)
percent) .

. Coordinéting grade level or subject area classwork, 6
respondents (75 percent).

e Supervising individuals with administrative or supervisory
titles, 3 respondents (36 percent).

e Supervising student teachers or those enrolled in a teaching
or administrative practicuum, 1 respondent (13 percent).

In addition, five respondents (63 percent) reported other
responsibilities, which included writing curriculunm, éoordinatiné
conflict resolution programs, community-based work programs,

Chapter I reading programs, and drug prevention programs.

10




Graduates’ C-30 Experience

Chancellor’s Regulation C-30, dated May 1, 1993, governs the
selection, assignment, and appointment of pedagogical interim-
acting and appointed Board of Education supervisors and
administrators.” This regulation was developed to ensure that
the selection process of these personnel is equitable and based
on the principles of merit and fitness. Whereas parents,
teachers, school administrators, and superintendents are involved
in the screening and interviewing of candidates, positions can
only be awarded by community school boards, executive directors
of central and district offices, and/or the Chancellor. (See
Appendix A for a complete description of the C-30 process.)

Ten graduates (46 percent) said that they had applied for
Board of Education administrative/supervisory positions.
Graduates applied in districts 1, 2, 3, 5, 6, 7, 10, 11, 12, 15,
1%, 20, 21, 24, 25, 28 and 31. District 31 received the most
applications (four), while the others received only one or two.
Of these 17 districts, eight (47 percent) were cited as
responsibility centers in need of more minorities and women in
administrative/supervisory positions. When graduates- were asked
for their reactions to the C-30 interview process, only 8 of the

22 respondents (36 percent) felt that it was fair and impartial.

‘These are the positions for which the APIP graduates are
eligible after they cbtain SAS certification and a Board of
Education supervisory license.

11




GRADUATES’ PLACEMENT AND PROGRAM ASSESSMENT

Placement Assessment

Twenty of the APIP graduates had different views of when the
Bureau of Recruitment (BOR) and other BOE central offices could
best assist them in finding jobs:

¢ 12 respondents (54 percent) said that the BOR could best
assist them when districts and superintendencies assess

their needs for the following year;

® three others (13 percent) felt that the Bureau could best
help prior to graduation from APIP;

® two other respondents (9 percent) wanted help during the
internship and course work program phases;

e one other respondent (3 percent) said that the Bureau
should provide assistance when applicants apply for
positions; and

e one respondent believed that Bureau could best assist
applicants during the C-30 interview process.

Whe graduaﬁes were asked how the BOR could better assist
them in finding administrative/supervisory positions, 11
respondents (50 percent) offered suggestions, with six
suggestions focused on giving priority consideration to APIP
graduates among candidates for positions. Comments in this
category included: "If an intern has been selected to
participate [in APIP], then school districts should assume the
responsibility to provide administrative positions;" and
"Superintendents should make a commitment to hire interns after
graduation." Anofther participant suggested inviting a
representative from each district so that graduates may be
interviewed. Two graduates suggested that letters of

recommendation be attached to APIP graduates’ job applications,
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and another two graduates suggested being kept informed of
available jobs through on-going meetings «: forums with
superintendents where overviews of the various school districts
and positions vacancies throughout the city could be discussed.

Graduates’ Program Assessment

Graduates’ program assessment of the quality and utility of
various aspects of APIP were quite high. Sixteen respondents (72
percent) felt that the course work was on the appropriate level,
and 16 respondents (72 percent) thought it was instructive and
useful. Moreover, 16 respondents (72 percent) felt that their
internship did not duplicate their prior work experience, with 20
respondents'(so percent) indicating that their internship
provided "real world" administrative experience. Howevaer, four
graduates (22 percent) reported that they did not find the
internship useful or instructive. They also felt that they did
not receive the skills and knowledge necessary to secure an
administrative/sqpervisory position. On the other hand, most (86
percent) graduates in the Assistant Principals’ Internship
Program felt that the topical seminars provided +hem with useful
job-seeking strategies, and 16 respondents (72 percent) felt that
the program provided them with the skills and knowledge necessary

for an administrative/supervisory position.
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ITII. CONCLUSIONS AND RECOMMENDATIONS

CONCLUSIONS

The Assistant Principals’ Internship Program was essentially
successful, based.on the high.ratings graduates gave.the program,
and the numbers of graduates who secured SAS certification and an
administrative/supervisory position. The program also succeeded
in increasing the number of women and minorities eligible to
apply for administrative/supervisory positions. However, data
regarding graduates’ expectations about being hired in
administrative/supervisory positions, revealed some pessimisn
among graduates about their job prospects. This was apparent in
a core of respondents who felt that the C-30 process was neither
fair nor impartial and also in the graduates’ recommendations for
placement assistance before, during, and after program
participation.

RECOMMENDATIONS

In light of the above findings, 0.E.R. recommends that:

¢ BOE program administrators continue the Assistant Principals
Internship Program;

¢ BOE central offices and program administrators provide more
administrative/supervisory placement information and
assistance throughout their program experience and also
after their graduation;

¢ program administrators endeavor to modify the pedagogical
administrative/supervisory selection and interview process
to increase graduates’ employzent in BOE administrative/
supervisory titles; and

¢ program and BOE central offi~es develop a referral mechanism
for program graduates to be .nterviewed in thLe cited
responsibility centers.
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1. Introduction

This regulation incorporates and supersedes regulat{ons and procedures
contained in Special Circular 30-R (1977-1978), and ts supplements and
related circulars. Nothing contained herein shall be deemed to abridge the
Chancellor's authority under state law, or collective bargaining agreements to
transfer supervisory personnel, ,

A. This regulation governs the process leading to the assignment of acting
supervisors and appointment of licensed supervisors and sets forth required
standards and procedures, It is intended to ensure that the selection pro-
cess is equitable and based on the principles of merit and fitness. Col-
lective bargaining agreements may also contain provisions pertinent to the
selection process.

The procedures contained in this regulation are to be used by community
school districts, high schools, specfal education programs and central
headquarters' offices to select personnel for appointment or for assignment
to budgeted pedagogical supervisory positiens in schools, district or divi-
sional offices or at central headquarters, School-based supervisory titles
such as principal and assistant principal shall not be used at district,
divisional or central headquarters off ices except when used pursuant to the
guidelines contained in Personnel Memorandum No. 35 (1986-1987). Headquar-
ters supervisory pedagogfcal licenses such as director, assistant director,
assistant adminfistrative director and education administrator shall be used
wherever appropriate.

B. It is Board of Education policy not to discriminate on the basis of race,
color, creed, religion, natfonal origin, age, handicapping condition,
marital status, sexual orfentation or gender, Neither shall there be dis-
crimination on the basis of unfon or non-unfon affilfation. Pursuant to
the policy of the Board of Education, each district, central headquarters
office and division is required to .submit an Affirmative Action/Equal
Employment Opportunity Plan for Supervisory/Administrative Selections and
sust adhere to this plan when fi11ing such positions.

C. For the purposes of this regulation, a vacancy is defined as a position
that is newly created or that {s unfilled because of the transfer, resigna-
tion, retirement, terminal leave, promotion, termination or death of the
incumbent and which has not yet been filled pursuant to the provisions of
this regulation. This regulation does not pertain to the filling of vacan-
cies pursuant to lawful excessing procedures which are governed by provi-
sfons of state law and unfon contract. Excessing is monitored by the
0ffice of Personne) of the Dfvision of Human Resources (hereinafter
referred to as the Office of Personnel).

D. Whenever possible, a vacancy should be anticipated and the selection
process conpleted by the time the vacancy actually occurs. I1f this is not
possible, an interim acting supervisor may be temporarily assigned. Since
a1l vacancies must be filled promptly, the authority to continue interim
acting assignments in vacancies shall terminate 1n six (6) months and shall
in no event be used to delay the proper f{lling of vacancies. Interia
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acting assignments may be made by community superintendents subject to
district procedures or by executive directors.

Interim acting supervisors must possess the appropriate state certification
and meet any experience requirements for the positfon. For schoo! based
interim acting assignments, parent assocfations must be notiffed concerning
the person chosen by the superintendent and the approximate duration of the
assigament, Districts and divisfons must notify the Off {ce of Perssnnel
regarding 211 interim acting assignments by submitting form OPS6A within
one week of the effective date of the assignment,

E. Al1 vacant positions must be advertised as indicated in Sectfon III and the
selection process must adhere to the procedures contained herein. If a
district or division determines to eliminate a specific non-mandated
vacancy, 1t must notify the Supervisory Staffing Unit of the Office of
Personnel in writing and must take appropriate action to eliminate the
position from the budget. An eliminated position may not be restored to
the budget within one calendar year without the express approval of the
0ffice of Personnel,

REQUIRED STANDARDS AND PROCEDURES

When the Board of Examiners promulgates a supervisory eligible 1ist in a
specific license area and licenses are issued by the Chancellor, only those
who hold valid extant licenses in that license area may apply for positions
and be appointed upon selection. However, if there are fewer than three (3)
licensed applicants for a position, after everyone on the 1ist has been con-
tacted (herefnafter referred to as canvassing of the 1ist), unlicensed appli-
cants who hold appropriate New York State Certiffcation and meet any experi-
ence requirements may be considered. (Please refer to VII, B.)

Unlicensed applicants who are properly selected shall be assigned as acting
supervisors until the Chancellor {issues licenses based upon the next promul-
gated eligible 11st in that license area. Acting supervisors who have been
issued appropriate licenses will be appointed to their positions. Acting
supervisors who do not receive licenses based on the next 1ist which is pro-
mulgated must be replaced iy properly selected licensed personnel. (For com-
plete information regarding eligibil{ty requirements for supervisory posi-
tions, please refer to Chancellor’'s Regulations C-260, 261, 273 and 274.)

The selection of personnel to f111 supervisory vacancies must be made from
appropriate eligible lists within six months of the date the vacancy occurs,
but the assignment of staff to the vacancy may be delayed until the beginning
of the next school year following the expiration of such six-month period.
Individuals whose names appear on eligible 1ists which are issued subsequent
to the expiration of the applicable six-month perfod may not be considered.
Compifance with this regulation will be subject to enforcement by the
Chancellor pursuant to the powers and duties vested in the Chancellor by law.
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I11. NOTICE OF VACANCY

A. The Office of Personnel, the Parent Assocfation, the U.F.T. District
Representative and C.S.A. District Chafrperson shall dbe notified of a
vacancy within ten (10) working days after the responsibility center learns
of the vacancy. The Office of Personnel shall issue circulars listing all
vacancfes. These circulars shall constitute the required notice of vacancy.
To expand the pool of applicants, advertisements may be placed fn newspa-
pers, magazines, etc. To enable potentfal candfdates to learn of vacancies
and have reasonable time to submit applications, a minimum filing period of
thirty (30) days s required. - The selection process may not commence
during %nis period.

B. Prior to the beginning of each school year, the Gfffice of Personnel shall
promulgate a schedule indicating the opening and closing dates for super-
visory vacancy circulars for the coming school year. Community School Dis-
tricts shall coordinate with the Office of Personnel to ensure that adver-
tisements placed by districts contain the same final date for receipt of
applications.

C. A1l advertisements must state the deadline for receipt of applications and
the address where applications must be filed, Advertisements may include
the eligibiifity requirements for the position, selection criterfa and pro-
vide & brief description of the duties of the position, or an indication of
where the requirements and def ined duties may be obtained.

D. Parent associatfons of schools with vacancies shall be encouraged to
announce such vacancies in parent association newspapers or flyers.

E. If the position to be advertised is a singular headquarters' position, the
responsihility center should submit the selection criteria and duties of
the position to the Offfce of Personnel so that this information may be
included in the vacancy circular,

F. A1l vacancies shall be posted centrally at 65 Court Street, Brooklyn, at
other headquarters' locations and at all schools aqd district offices.

6. Yacancies must be posted for.the entire filing period.

H. In order to increase the pool of applicants, vacancies may also be
advertised in the following manner:

For all positions -

- Newspapers of general circulationt, ethnic and local press and other medfa
- Commmunity and school pudlicatfons, conference notes, parent association
bulletins, etc.

* The advertising agency which has the Board of Educatfon contract must be utilized.
The Office of Recruitment and Counsel’ng 1s available to offer assistance
regarding newspaper advertising.
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- {ivil Service newspapers
- - Appropriate professional journals
- College placement directors
- Community-based organizations and special interest groups

- (onventions and conferences

1. For positions for which licensure is required, eligible lists may be
canvassed during the filing period. Such lists may be obtained from the
?:pe;visory staffing Unft, Room 600, 65 Court Street, Brooklyn, New York

201,

IV, SELECTION CRITERIA

A. In addition to the minimum eligibility requirements established by the
thancellor, the selection criteria used by the Screening Committee and
established in accordance with Section I1X of this regulation must be:

1. developed in written form prior to review of resumes and sent to
applicants upon request; :

2. job-related;

3. developed by individual screening committees specifically for the
position to be fil1led and relevant to the needs and priorities of the
school or office where the vacancy exists;

4. approved by the community sdperintendent for district positions and
approved by the executive director or director as appropriate for
central headquarters positions.

8. Selection criterfa should include attributes, qualities and experience that
the Screening Committee belfeves are essential to the successful performance
of the dutfes of the position. If such attributes, qualities and experience
are mandatory, they may not be waived and must be applied to a1l candidates.
For example, 1f secondary school teaching experience is mandatory for &
position, applicants who lack this specific experience may not be consid-
ered.

V. FILING PROCEDURES

A. Candidates who wish to apply for & position advertised in any Supervisory/
Administrative Yacancy Circular must submit two copies of the application
form (see attached sample) on the first occasfon that they are applying for
a supervisory position, One copy must be forwarded to the Supervisory
Staffing Unit, 65 Court Street, 6th Floor, Brooklyn, New York 11201, where
ft will be kept on file and an application number assigned. The application
number, which was formerly called a personal profile number, must be
fncluded on a1l subsequent applications. The second copy of the applica-
tion must be forwarded by the candidate to the responsibility center {ndi-
cated in the Supervisory/Administrative Yacancy Circular. Candidates
should send all subsequent applications for supervisory/administrative
positions directly to the appropriate responsibility center, Candidates
who wish to update their applications should send revised copies to the
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- Supervisory Staffing Unft. Each applicant should attach to the application
a copy of the appropriste license or state certificate, whichever {s
required for the position. In addition, 8 completed Personnel Information
Form must be attached to each application. Applications should be matled
directly to the responsibility center.

YI. APPLICATIONS
A. The responsibility center must acknowledge every application 1t receives.

B. A1l applications and other written communications concerning the
application shall be referred to the Screening Committee for review.

C. An applicant may obtain a copy of the job description for education
administrator positions from the responsibility center, prior to filing an
application.

D. The appropriate superintendent, executive director or designee must screen
every application for licensure or minimum eligidbility pursuant to
Chancellor's Regulations C-260, 261, 273 and 274. An applicant who does
not meet the eligibility requirements may not be considered for the posi-
tion and shall be so notified in writing. This notification shall state
that the applicant must notify the responsibility center in writing within
ten (10) days {If the applicant disagrees with this determination.

VII1. PRE-SCREENING PROCEDURES

A. At the close of the filing perfod, the responsibility center shall detach
each of the Personnel Information Forms and prepare the Summary Log Sheet(s)
1isting every applicant for the position. The responsidility center shall
forward the Summary Log Sheets to the Supervisory Staffing Unit, 65 Court
Street, 6th Floor, Brooklyn, New York 11201, for review within ten (10)
days following the close of the filing perfod. If a license {s required
for the position, the responsibility center must verify that cach applicant
has the appropriate license and note this on the Log Sheet,

B. Within one week after receipt of the Summary Log Sheet, the Office of
Personnel shall review.the applicant pool and notify the responsibility
center, in writing, as to whether or not the pool 1s spproved. The
screening of applications cannot commence until written approval has been
granted by the Office of Fersonnel, If the Office of Personnel does not
approve the pool of applicants, the responsibility center will be required
to canvass eligible 1ists or use other procedures to increase the pool.

The responsibility center may also canvass eligible 1ists, if it determines
that the pool {s inadequate. Canvassing of lists or other procedures util-
fzed to fncrease the pool of applicants must be completed within the appli-
cable six-month period. Amended Sumsary Log Sheets must be subaitted if
additiona) names are added to the pool pursuant to these procedures,
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YIIT. TRANSFERS

A. Application For Transfer To Advertised Yacancy In License Area

The Screening Committee must interview the five (5) most senfor supervisors
who apply for transfer to an advertised vacancy in the license area in which
they are serving. This transfer provision {s governed by Article 1X-A of
the agreement betwaen the Board of Education and the Council of Supervisors
and Administrators (C.S.A.).

B. Supervisory-Pedagogical Intra-District Transfer Plan

Article IX-C of the Agreement between the Board of Education and C.S.A.
permits the establishment of a pool of supervisors who may be transferred
within their districts. Inclusion in the pool shall be on a voluntary
basi{s and shall be for a two (2) year period, and is renewable for addi-
tional two (2) year perfods. Supervisors may reject a transfer only once
during the two (2) year period and may opt out of the pool only at the time
they reject a transfer. For details of this Supervisory Pedagogical Intra-
District Transfer Plan please refer to Personnel Memorandum #55 (1987-1988},
dated June 14, 1988. Transfers pursuant to Article IX-C of the agreement
are not subject to the selection procedures set forth in this regulation.

C. Transfers of Principals by the Chancellor

Pursuant to an agreement between the Chancellor and the C.S.A., transfers
of principals shall be at the discretion of the Chancellor, based upon cri-
ter{a established by the Chancelior in consultation with the C.S.A. The
Chancellor must determine that such transfers are {n the best interest of
the school system. The procedures will {nclude parent consultation and
reasonable notffication and review procedures.

IX. SCREENING & SELECTION COMMITTEES

A. The selection process for every position covered by this regulation shall
consist of three steps: Screening and Level I, Level 1I, and Level 11,
with final selection to be made by the Level 111 committee. There shall be
one joint committee for screening and Level I interviews, which establishes
selection criteria, screens, interviews and recommends candidates from the
pool of eligible applicants. This committee recommends a minfimum of five
candidates to Level 1I, unless there are fewer than five (5) eligible
applicants. The Level 1I Comnittee recommends a minimum of two (2) candi-
dates to the Level 11l Committee, which makes the final selection.

-_—

The responsibility center shall convene the Screening and Level 1 Committee.
Prior to the start of the screening process, the comittee members' names
must be sent to the Office of Personnel for approval. The State Division
of Human Rights Manual must be consulted for appropriate interviewing tech-
niques. (See Attachment No. 7) A copy of this circular should be made
available to all committee members. The superintendent or executive direc-
tor must ensure that the process comvences in a timely manner. Efforts
must be made to ensure that the Comittee be appropriately representative
in ethnicity and gender.
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= 8. Composition of Committees

No one may serve on & screening or selection committee if he/she is a close
relative or member of the household of any applicant for that position.

1. Composition of Committee for Positions Within Community School Districts

2. School Based Position

1) Screening and Level |

- Principal of the school for an assistant principal position;
assistant principal or other supervisor from the school for &
principal position.* If there is no other supervisor in the
school, a principal from another school in the district shall be
designated for a principsl position. (See Section IX, D.)

- Two (2) teachers from the school* (See Sectifon IX, D.)

- Minimum of six (6) to maximum of ten (10) parents**r of students
attending the school (See Section IX, E.) '

- Superintendent or designee (non-voting)

- Centrally assigned neutral observer+*+ (non-voting)

- Community school board members (non-voting)

Except for the neutral observer, &11 of the committee members
screen and interview Candidatas. The neutral observer is respon-
sible for observing the process in order to assure that all appli-
cants recefve fair and equitable treatment.

A minimum of ten (10) applicants must be interviewed for each
vacancy, unless “here are fewer than ten (10) eligidble applicants,
in which case ail shall be interviewed. The superintendent may
require the Screening and Level ] Comuittee to interview up to two
(2) additional applicants from the eligible pool. After interviews.
have been completed, the Screening Committee, as a whole, shall
discuss the merits of each applicant interviewed. The superinten-
dent or designee shall chair the committee but shall not vote on
the candidates. The community school board members and the neu-
tral observer are also non-voting members. The voting members of

* Candidates for the position may not serve on the Comittee.

*+ Parents should be representative of varfous groups in the school, e.g. Special
Education and Bilingual Education. If the district {s unable to obtain six (6)
parents, a request may be made to the Chancellor to have fewer parents serve on
the committee. Parents may not serve on 8 comuittee in any school in which they
are employed. Parents who are eaployed in other schools within the community
school district, high school borough superintendency, or special education
borough, are eligible to serve on screening cosmittees unless the parent's
fomedfate supervisor 1s a candidate for the position.

w++ The Office of Personnel will determine when participation of a neutral observer
is required. . .
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2)

3)

the committee will be the parents, teachers and supervisor, The
committee shall recommend 3 minimum of five () applicants to
{evel 11, unless there are fewer than five (5) eligible appli-
cants, in which case, all eligible applicants shall be recommended
in rank order.

Level 11
- Community Superintendent

The superintendent shall evaluate candidates recommended by the
Level | Committee, and shall recommend & winimum of two (2) candi-
dates to the community school board. The superintendent my util-
fze various professional evaluation techniques other than written
tests.

1f the superintendent evaluates applicants and determines that no
recommendation can be made to the school board, the superintendent
may require that the Level I Comittee consider making additional
recommendations from among those interviewed. The superintendent

. must advise the committee of the reason why none of the initially

recommended candidates was satisfactory. If the committee cannot
recommend additional candidates from smong those interviewed, it
may interview additional applicants from the original pool. If
the superintendent is still unadle to recommend candidates, the
eligible 1ist may be canvassed, provided that selection can be
completed within the legally mandated time limit. If there is no
eligible 1ist for the position, the superintendent may request
that the position be readvertised in 8 Supervisory/Administrative
Vacancy Circular provided that the selection can be completed
within the time frame,

Level 111

- Comsunity School Boaﬁj Hesbers

The commnity school boerd shall consider the candidates
recomsended by the superintendent, shall interview thesm at its
discretion and shall select one for sppointment or assignment. If
the community school board cannot select a candidate from those
recomended by the superintendent, the board may request that the
superintendent reconsider other candidetes who were recommended by
the Level 1 Comittee. If the superintendent determines that no
additional candidates can be recosmended to the board froam those
recommended at Level I, the superintendent may require that the
Screening Committee consider other applicants from the original
pool, If the superintendent cannot recomsend any of these candi-
dates, the eligible list may be canvassed, provided that selection
can be completed within the legally mandated time limit, If there
is no eligible 1ist for the position, the superintendent may
request that the position be readvertised in a Supervisory/Adnin-
{strative Yacancy Circular provided that selection can be com-
pleted within the legally sandated time period.

¢ E[ST [
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b. Community School District Office Positions

1) Screening and Level |

3) School Relatec Pedagogical Positions

- Minimum of six () to maximum of ten (10) parents**

= Two (2) teachers and a supervisor who all possess technical
expertise in the fielgde

- Superintendent or designee (non-voting)

- Centrally assigned neutral observert** {non-voting)

- Community school board members (non-voting)

b) Non-School Related/Confidential Pedagogical Position

- Superintendent or designee

- Personnel director or director of operations

- Technical expert

- Community school board members (non-voting)

- Centrally assigned neutral observer** (non-voting)

¢) All comittee members except the neutral observer participate
in screening and interviewing of candidates. The superintend-
ent or designee will chair the Committee but shall not vote on
candidates ; neither shall the community school board members or
the neutral observer. All other members of the committee shall
vote. The neutral observer {s responsible for observing the
process in order to assure fair and equitable treatment of all
spplicants. A minimum of ten (10) applicants must be {nter-
viewed for each vacancy, unless there are fewer than ten (10)
eligible applicants, in which case all shall be interviewed.
The superintendent or designee may require that the Screening
Comittee. interview up to two (2) additional eligible applicants
from the original pool. Following the close of interviews, the
Screening Committee, as a whole, shall discuss the merits of
each applicant interviewed. The Level ] Comaittee shall recom-
mend 8 minimum of five (5) candidates to the superintendent,
unless there.are fewer than five (5) eligible applicants, in
wh;:h case, all elfgible applicants shall be recommended in
rank order.

2) Level 11

- Commnity Superintendent

The superintendent shall evaluate candidates recommended by the
Level 1 Comittee, and shall recomsend a minimum of two (2) candi-
dates to the community school board. The superintendent may util-
1ze various professional evaluation techniques cther than written
tests. If the superintendent evaluates applicants and deems none
of them satisfactory, the superintendent may require that the
Level 1 Committee consider making sddit{onal recommendations from
among those interviewed. The superintendent must advise the

37

All




REGULAL JON GOVERNING THE SELECTION, ASSIGNMENT AND Page 11 of 19
APPOINTMENT OF PEDAGOGICAL SUPERVISORS AND ADMINISTRATORS Issued 5/1/90

committee of the reason why none of the fnitially recommended

- candidates was satisfactory, If the committee cannot recommend
additional candidates from among those interviewed, it may inter-
view additional applicants from the original pool. If the super-
intendent s still unable to recommend additional candidates, the
eligible 1ist may be canvassed, provided that selection can be
completed within the legally mandated time limit. If there is no
eligible 1ist for the position, the superintendent may request
that the position be readvertised {n a Supervisory/Administrative
Vacancy Circular provided that selection can be completed within
the legally mandated time period, ‘

3) Level 111
- Community School Board Members

The community school board shall consider the candidates
recommended by the superintendent, shall interview them at {its
discretion and shall select the candidate for appointment or
assignment., If the community school board cannot select a candi-
date from those recommended by the superintendent, the board may
request that the superintendent reconsider other candidates who
were recommended-by the Level I Committee. If the superintendent
determines that no additfonal candidates can be recommended to the
Board from those recommended at Level I, the superintendent my
require that the Screening Committee consider other applicants
from the original pool. If the superintendent cannot recommend
any of these candidates, the e!iaib!e 1ist may be canvassed, pro-
vided that selection :an be completed within the legally mandated
time linit. If there is no eligible list for the position, the
superintendent may roquest that the position be readvertised in a
Supervisory/Administrative Yacancy Circular provided that selec-
tion can be completed within the legally mandated time period.

2. Composition of Committees for Positions under the Jurisdiction of the
Chancelior :

8. School Based Positions

1) Screening and Level I

8) Principal position

- Supervisor from the school, or if :.here is no assistant
principal or other supervisor in the school, a principal
from the borough or regfon*

- Two (2) teachers from the schoolt

- Minimum of six (6) to maximum of ten (10) parents** from
the school

= Designee of the approprizte high school superintendent or
the special education superintendent (non-voting)

= Centrally assigned neutral observer*** (non-voting)
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committee of the reason why none of the initfally recommended
candidates was satisfactory, If the committee cannot recommend
additional candidates from among those interviewed, it may inter-
view additional applicants from the original pool. If the super-
intendent 1s still unable to recommend additioral candidates, the
eligible 11st may be canvassed, provided that selection can be
completed within the legally mandated time limit. If there is no
eligible 1ist for the position, the superintendent may request
that the position be readvertised in a Supervisory/Administrative
Vacancy Circular provided that selection can be completed within
the legally mandated time period. '

Level I1]
- Community School Board Members

The ‘community school board shall consider the candidates
recommended by the superintendent, shall interview them at jts
discretion and shall select the candidate for appointment or
assignment, If the community school board cannot select a candi-
date from those recommended by the superintendent, the board may
request that the superintendent reconsider other candidates who
were recommended by the Level I Committee. If the superintendent
determines that no additional candidates can be recommended to the
Board from those recommended at Level I, the superintendent may
require that the Screening Committee consider other applicants
from the original pool, If the superintendent cannot recommend
any of these candidates, the eliﬁible 1ist may be canvassed, pro-
vided that selection can be compieted within the legally mandated
time limft. 1If there is no eligible 11st for the position, the
superintendent may request that the position be readvertised in a
Supervisory/Administrative Vacancy Circular provided that selec-
tion can be completed within the legally mandated time period.

2, Composition of Committees for Positfons under the Jurisdiction of the
Chancellor .

8. School Based Positions

1) Screening and Level 1

a) Principal position

= Supervisor from the school, or if there s no assistant
principal or other supervisor in the school, & principal
from the borough or regfon*

- Two (2) teachers from the school*

= Minfmum of six (6) to maximum of ten (10) parents** from
the school

= Designee of the appropriate high school superintendent or
the specfal education superintendent (non-voting)

= Centrally assigned neutral observer+*t (non-voting)
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b} Assistant;principalApésition

- Appropriate superintendent or designee for high school or
special education division

- Designee of the Executive Director of Human Resources

- Person designated by appropriate executive director who
possesses technical expertise in the field

Superintendent or designee will chair the Committee. All
committee members will vote and will recommend 2 minimum of
two (2) candidates to the executive director.

3) Level 111

3)

b)

Principal position
- Chancellor

A¢sistant principal position
- Executive director of the division (high school or special

education) shall select a candidate subject to the
Chancellor's approval.,

b. Other Than School Based Pedagogical Positions

1) Level !

3)

b)

Education Administrator - Levels 11l and IV, Director - for
School Related Positions

- Two (2) teachers with technical expertise in the field*

- Supervisor with technical expertise in the field*

- Mintoum of six (6) parents to maximum of ten (10) parents*+

- Designee of executive director of division, appropriate
chief executive or deputy chancellor (non-voting)

- Centrally assigned neutral observer*+* (non-voting)

The designee of the executive director of the division or of
the chief executive or of the deputy chancellor will chair

the comnittee but will not vote, neither will the neutral
observer. The voting members of the committee will be the -
parents, teachers and supervisor and they will recommend a
muiniour of five (5) candidates to Level 11, unless there are
fewer than five (5) eligidle applicants, in which case, all
eligible appliicants shall be recommended in rank order.

Education Admninistrator - Levels I and 1I, Assistant
Director, A.A.D. Supervisor of Subject Area - for School

Related Positions

- Two (2) teachers with technical expertise in the field*

- Supervisor with technical expertise in the field*

- Minfoum of six (6) parents and maximum of ten (10)
parentse+ .
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- Director of office in which positf&n is located
(non-voting)
- Centrally assigned neutral observer+++ (non-votira)

The director of the office will chair the committee, but

~will not vote, neither wiill the neutral observer, The

c)

voting members of the committee will be the parents,
teachers and supervisor who will recommend a minimum of five
(5) candidates to Lev>1 1I, unless there are fewer than five
(5) eligible candidaetes, in which case, a1l eligible appii-
cants shall be recommended in rank order.

fducation Administrator - Levels I, Il, TII and IV, Assis~
;angteirector. A.A.D. - For Non-School Related/Confidential
osftions

- Designee of appropriate chief executive/deputy chancellor
or designee of executive director of division

- Technical expert where appropriate

- Desfgnee of Executive Director of the Division of Human
Resources

A1l members of the Committee will vote and will recommend &
mintmum of five (5) candidates to Level I1, unless there are
fewer than five (5) eligible applicants, in which case, all
eligible appliicants shall be recompended in rank order.

2) Level 1]

3)

b)

Educatfon Administrator - Levels III and 1V, Director for
School Related Positions

- Executive director of the division or designee or
appropriate chief executive/deputy chancellor or designee

- Executive Director of Division of Human Resources or
designee

- Person with technical expertise designated by the
executive director of the division, or appropriste chief
executive/deputy chancellor

- Chancellor's representative

A1l mebers of the comaittes shall vote and recomend 2
ainioum of two (2) candidates to the Chancellor,

Education Administrator - Levels 1 and II, Assistant
Director, A.A.D. for School Related Positions

- Appropriate high school superintendent/Special Education
Superintendent for Citywide Programs or designee of
Executive Director of Special Education

- Person with technical expertise designated by executive
d;:ect?; of division or appropriate chief executive/deputy
chancellor

41

AlS




ReaveA  wN GOTIRNIAS THE SELECTION, ASS;GMMINT AND Page 15 of 19
APPOINTMENT OF PEDAGOGICAL SUPERVISORS AND ADMINISTRATORS Issued 5/1/90

- Designee of Executive Director of Division of Human Resources

All members of the Committee shall vote and shall recommend a
minimum of two (2) candidates to the executive director.

¢) For Non-School Related/Confidentia} Positions

1) Education Administrator - Levels I and I¥, Director

- Appropriate chief executive/deputy chancellor or execuytive
director of the division or designee

- Executive Director of Division of Human Resources or
designee ,

- Person with technical expertise designated by the
executive director of the division

- Chancellor's representative

A1l members of the Committee shall vote and recommend a
minimum of two (2) candidates to the Chancellor wherever
possidble,

2) Education Administrator - Levels I and 11, Assistant
Director, A.A.D.

- Appropriate high school superintendent/Special Education
Superintendent for citywide programs or desfgnee of
Executive Director of Special Education :

- Person with technical expertise designated by executive
director of division _

- Designee of Executive Director of Division of Human
Resources

All meabers of the Committee shall vote and shall recommend
a afnfmum of two (2) candidates to the executive director.

3) Level 111
a) Educatfon Administrator - Levels III and 1V, Director
= Chancellor will select from among recommwended candidates

b) Education Administrator - Levels I and 11, Assistant Director
and A.AD,

= Executive director of division or chief executive or deputy
chancellor will select from among recommended candidates

C. A1] matters regarding the selection of candidates are of a highly confiden-
tial nature. Informatfon concerning applicants shall not be revealed
either during or after the selection process except as may be required by
law, Deliberations of the Screening and Interview Comittees are to be
treated as confidentfal, however, they may be the subject of {nquiry by
appropriate legal authorities.
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- v 1. Interviews shall not be scheduled during periods when applicants or
committee members areé unavailable because of religious observance.

2. Level 1 {nterviews must be conducted after school hours.

3. Written records shall be kept of interviews.

4. Interviews may be scheduled during the summer provided thst all commit-
tee members and those applicants to be interviewed are available.

D. Faculty lavcivement

1. Teachers and supervisors may not serve on selection committees for
specific positions for which they are applicants or vote in the selec-
tion of faculty who participate on the selection committee. A1l faculty
nominations must be in accordance with guidelines established by the
Division of Human Resources. :

2. Teachers

a. For positions in schools, all faculty serving in the school who are
represented by the U.F.T. will elect the two teachers in an election
conducted by the Chapter., The election procedures must be kept on
£11e at the school and must be available upon request., For selection
of an Assistant Principal (Supervision) - Day High School, one (1) of
the designees must be from a department which is directly supervised
by the assistant principal.

b. The U.F.T. District Representative shall nominate the two (2)
teachers who will serve on the Level I Committee for distri.t office

positions.

c. For positions at headquarters, all faculty represented by the U.F.T.
who serve in central headquarters positions will elect the two
teachers who will serve on the Level 1 Committee in an election Con-
ducted by the Teacher Assigned Chapter. Election procedures must be
kept on file with the Chapter leader and must be available upon
request.

3, Supervisors

3. The principal of the scﬁool will serve on the comittee for selection
of an assistant principal {n that school.

b. For the position of principsl, {f there is more than one supervisor
in the school, all faculty serving in the school who are represented
by the C.S.A. will elect the supervisor who serves on the committee
in an election conducted in the school. A record of the election
must be kept on file, If there {s no supervisor from the school, 8
principal from the community school district, or from the borough
{for high school and special education positions) will be nominated
by the C.S.A. District Chairperson to serve on the committee,

¢. The C.S.A. District Chairperson shall nominate the supervisor who

will serve on the Level 1 Committee for district office positions,
For positions at headquarters, a)l staff represented by C.S.A. who
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- serve 1n headquarters positions shall vote in an election conducted

by the C,S.A, Headquarters® Chairperson. A record of the election
must be kept on file and must be availadble upon request.

E. Parent Involvement

1. Al parent representatives must be parents or guardfans of children
currently attending & pubiic school which falls under the jurisdiction
of the responsibility Center where the vacancy occurs. Parent represen-
tatives for Screening Committees shall be selected by the membership of
the appropriate parent association for school based positions.

For district or borough positions, screening committee representatives
shall be selected from parent associations withia that district or
borough. ,

For headquarters positions, parent representatives shall be selected
from among parent associstions and members of the Chancellor's Parent
Advisory Council,

2. For school-based positions, each appointing authority must provide the
parent association of the school with:

a, written notification of the vacancy no later than ten (10) working
days after its occurrence in those cases where the vacancy has not
been anticipated.

b. notification of the selection within five (5) days after action has
been taken, . '

3. The involvement of parent assocfatfons in the selection process shall be
:: agcord:nce with the policy statement entitled Parent Assocfatfon and
e Schools., .

X. CONDITIONS UNDER WHICH POSITIONS MAY BE READVERTISED

A. Positions in license areas in which licenses have not been {ssued b{ the
Chancellor since January 1, 1981, may be readvertised under the following
conditions, provided that the selection process is completed within the
time prescribed by law:

1. When the community superintendent, executive director, or appropriate
Chief executive/deputy chancellor believes that the pool of applicants
s insufficient.

2. When the Office of Personnel does not approve the overzil pool of
applicants. '

3. Upon request of the community superintendent, executive director, or
appropriate chief executive/deputy chancellor when the Screening
Committee fails to recommend a minimum of five (5) applicents for
Level Il Interviews.
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4. Upon request of the community superintendent or executive director, wnen
the Level Il Committee {s unable to make a recommendation for assignment
to the position from the pool of applicants.

5. Requests m:st be made in writing to the Offfce of Personnel to
readvertise the position,

B. Positions in which licenses have been fssued since Jaruary 1, 1981, may not
be readvertised except under the following condftions:

1. If a position is advertised and licenses are {ssued from a newly promyi-
gated eligible 1ist within the legally mandated six-month period, the
new 1ist may be canvassed to include :upplicants from that 1ist provided
that the selection process may be completed during the six-month period,
After canvassing, if the total pool of eligibles s fewer than three
{3), the position may be readvertised as an "open pool® position.
Unlicensed but appropriately certified and quaiified individuals may
apply. If any unlicensed person is selected, he/she will be assigned 1in
an acting capacity and must take and pass the next examinat{on in the
}1cen§e a;ea or will be replaced by a properly selected 1icensed

ndividual, ' '

2. If the pool of licensed applicants is two (2) or fewer, the 1ists must
be canvassed.” 1f after canvassing there are still two (2) or fewer
applicants the position may be readvertised as an ®open pool® position.
(Please refer to X-B, 1.)

XI. POST SCREENING PROCEDURES

When an applicant is selected to f111 the position, applicants who ‘were
interviewed and a1l members of the Screening Comafttee shall be notified of
the outcome of the selection process.

X11. APPOINTMENT OR ASSIGNMENT

Attachment 5, OP30, shall be submitted to the 0ffice of Personnel prior to
‘action by the appointing authority, This form will certify that the dis-
trict or division has complied with all the procedures outiined in this regu-
‘lation., A special Conflict of Interest form regarding relationship to commun-
fty school board members must b2 subaitted to the Inspector General's Office _
by any candidate being recommended to the school board, prior to school board
action. No appointament or assignment shall become effective without written
acknowledgment by the Office of Personnel. In addition, written acknowledg-
ment from the 0ffice of the Inspector General s required for community school
district positifons. Once these written acknowledgments are received, hiring
authorities may proceed with the appointment or assignment of a supervisor.
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XII1. SERVICES PROVIDED BY CENTRAL HEADQUARTERS
A, Office of Personnel shall: “

- In conjunction with the Office of Equal Opportunity, work with districts
and divisions to implement their Affirmative Action Plans. '

- Act as the agent of the Chancellor concerning citywide standards and
selection procedures.

- Be available for consultation on the use of advertising, special circu-
lars, information regarding vacancies, training programs, workshops, etc.

- Provide information regarding the status of eligible lists and provide
labels for the canvassing of lists. _ '

- Determine when neutral observers are to be assigned and assign them.

B, Community school boards wishing to avail themselves of assistance provided
by the Division of Human Resources should contact:

- The Division of Human Resources regarding supervisory selection
procedures and canvassing of eligible lists.

. = Executive Director of the Division of Human Resources or designee
regarding interpretation of this circular, assignment and role of neutral
observers, problems arising out of these procedures which are not handled
by any other office of the Board of Education. \

C. The Office of Equal Opportunity in conjunction with other offices will
provide training for all people serving on Screening, Interview and
Selection Committees. This will include:

- technical assistance and training in the conduct of bfas-free interviews
"~ and development of non-biased selection criteria,
- training sessions on pertinent civil rights laws and equal employment
opportunity rules and regulations, .
- trafning and orientation sessions for neutral observers and other members
of screening committees. R

D. Grievance Procedures
These procedures are not intended to modify or waive any grievance
procedures which are part of collective bargaining agreements.

1) Community school district positions

- Any grievance concerning the selection process shall be referred to
the community school board. Any grievance not resolved satisfactorily
at the community school board level shall be appealed to the
Chancellor,

2) Positions under the jJurisdiction of the Chancellor

- Any grievance concerning the selection process shall be referred to
the Executive Director of High Schools for high school positions, to
the Executive Director of Special Education for special education
positions, or to the appropriate chief executive/deputy chancellor for
positions vnder their Jurisdiction. '
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