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 Hiring, Selection, Evaluation and Dismissal of Classified Staff 

 
Classified employee means any district employee not required to hold a licensed position.  The 
superintendent or designee will designate classified employee positions.  The essential job functions, and 
titles and examples of work performed, are to be prescribed in a written job description for each position 
classification.  Some non-licensed positions may be determined to be confidential; therefore, exempt from 
other classified positions. 
 

Hiring 
 

Classified employees shall be hired and assigned by the superintendent.  However, the administrator 

responsible for the classified position in question shall be consulted before a final decision is made.  

Employment of every full-time and regular classified employee shall be approved by the Board.   

 

The administration will perform these special functions regarding classified employment: 

 

1. Develop and maintain job classifications; 

 

2. Establish requirements for employment; 

 

3. Recruit personnel for filling vacancies; 

 

4. Maintain personnel records; 

 

5. Determine the suitability of all transfer’s, promotions and separations; 

 

Selection 

 

The district shall select for classified positions those persons who appear to be the best qualified and who 

will give conscientious attention to their duties and to the welfare of the students of the district. 

 

An applicant shall be notified and assigned by the superintendent.  An Employment Authorization letter 

signed by the superintendent will be sent before employment begins.  All terms of employment will be 

included and it shall serve as an agreement between the district and the employee.     

 

The employment date is the date the employee is authorized by the superintendent or designee to begin 

work. 
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Evaluations 

 

All newly hired classified employees shall work a six month probationary period, formally evaluated by 

their direct supervisor on district evaluation forms, with Formal Evaluations performed a minimum of 

twice within the first six months of employment.   

 

At the conclusion of the six month employment period, or earlier if applicable, a final review with 

recommendation of Continuation/Non-continuation shall be submitted to the Superintendent.  

Recommendations of Non-continuation shall include factors and reasons pertinent to the determination for 

Non-continuation, but are not subject to the Regular Employee Dismissal Process. 

 

All Evaluations of Classified Staff shall be Cc (copied) to the employee Personnel File.  

 

Dismissal of Classified Staff 

 

Classified employees will be subject to dismissal if, in the judgment of their direct supervisor or other 

administrators with associated responsibilities, said employee is not performing their job(s) satisfactorily.   

 

Such dismissal will follow established Due Process procedures. 

Guidelines for dismissal consideration should include: 

1. Consideration of sufficient training relative to the job assignment; 
 

2. Evaluations and recommendations for improvement were provided; 
 

3. Reasonable time for change and improvement were allowed, followed with performance reviews; 
 

4. Documentation was provided in written format; 

 

Criminal Behaviors or Charges may allow for immediate dismissal or placement upon Administrative 

Leave pending investigation by District Officials.  

 

END OF POLICY 

_____________________________________________________________________________________ 
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