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g.  Candidate Interviews - Applicants will be short-listed by the hiring committee and 
interviews conducted by a committee of not less than 2 persons. Applicants must bring a 
driver’s abstract to the interview. 

 
4. CUPE Staff 

a. Position Advertising – All position vacancies will be emialed to all CUPE staff and advertised 
within the Union for a minimum of 5 working days. Unfilled positions will then be advertised 
to the public. 

b. Applications – All applications must be in writing and be accompanied by a complete 
resume or divisional application form. Applications must be received by the pre-established 
due date and time in order to be considered. Driver’s abstracts are required if the position is 
assigned a company vehicle. 

c. Transfers – Staff currently employed by the Interlake School Division have the opportunity 
to request a transfer to an open position that they are qualified for. Transfers will occur on a 
seniority basis. Current years of service will be maintained. 

http://applytoeducation.com/
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6. School-Based Administrators 

a. Position Advertising – Vacant school administrator positions will be posted in all schools in 
the Division and emailed to all ITA staff.  

b. Applications – Applications must be in writing. Applications must include a letter of 
application, resume and the names of three references. Applications must be received by 
the pre-established due date and time in order to be considered. 

c. Candidate Interviews – The Superintendent/CEO or designate will create the interview 
guide, schedule the interviews with the candidates and conduct the interviews. The 
selection committee will include selected trustees.  

d. Candidate Selection – The local Parent Advisory Council, school staff and student council (in 
high schools only) will be surveyed prior to hiring of school principals. Their responses will 
be taken into consideration in the final selection of the candidate. See Survey - Hiring of 
School Administrator. 

e. The Superintendent/CEO will bring a hiring recommendation forward to the Board.   

/wp-content/uploads/2022/07/AP-8140-F1-Survey-Hiring-of-School-Administrator.pdf
/wp-content/uploads/2022/07/AP-8140-F1-Survey-Hiring-of-School-Administrator.pdf
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d. Substitute Support Staff List – A list of substitute support staff is maintained in the sub-
booking program system.  

 
9. Substitute Custodial Staff 

a. Position Advertising – Advertisements are periodically run online and in the local newspaper 
and are always listed on the Division website. 

b. Applications – Applications must be made on the divisional custodial application form. 
Applications are accepted on an ongoing basis. 

c. Candidate Interviews – Interviews will be conducted by the Maintenance Supervisor or 
designate and one additional person. 

e. Substitute Custodial List – A list of substitute custodial staff is maintained at all times and is 
made available to the schools.  

 

C. Selected Candidates 

All selected candidates must comply with the following criteria prior to final hiring.  
 
1. Child Abuse Registry and Criminal Record/Vulnerable Sector Checks – A criminal 

records/vulnerable sector verification and child abuse registry check are required for all 
successful candidates. The cost of these checks is the responsibility of the applicant. Offers of 
employment are contingent upon having these checks performed with satisfactory results. 
Candidates whose checks are not clear for any reason require Superintendent/CEO approval 
before employment can commence. 

 
Candidates who supply self-checks must produce original documents for inspection. Checks 
must hav G
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6. Probationary Period 

 

Employee Group Probationary Period 

Non-Union 1st 3 months of employment 

IANTE 1st 60 days of employment 

ISBDA 1st 6 months of employment 

CUPE 1st 3 months of employment 

 
The Division has the option to extend this period. 

 
D. Disposition of Resumes/Reference Checks/Interview Guides: 

 Resumes of successful candidates are to be forwarded to the Division Office for placement in 
personnel files.  All other resumes for posted or advertised positions, reference checks and 
completed interview guides are to be retained at the hiring school/office for a minimum of two 
years.  At the end of two years, they are to be confidentially destroyed. 

 
Unsolicited resumes are to be retained by the recipient school/office for a minimum of one year.  
At the end of one year period, they are to be confidentially destroyed. 

 


