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Hiring Policy and Procedures

Coral Academy of Science Las Vegas (“CASLV”) believes in promoting from within whenever possible and
is committed to employing the best candidates for approved positions. CASLV engages in effective
recruitment and selection practices in compliance with all applicable employment laws and provide
equal employment opportunity to all applicants and employees.

Purpose

The purpose of the Job Posting Policy is to ensure that all employees are aware of open positions and
that they have equal opportunity to apply for those positions in which they are qualified for.

Scope

This policy applies to all CASLV positions. Human Resources (“HR”) may elect not to post certain
positions when there are lawful, nondiscriminatory bases for doing so and with the approval of the
Executive Director & CEO (“CEQ”).

Personnel Requisitions

Requisitions must be completed to fill CASLV positions. Requisitions must be initiated by the hiring
manager, i.e. campus principal, and approved by both the Chief Financial Officer (“CFO”) and CEO before
being forwarded to the HR Department.

Job postings

Once a requisition has been approved, the Chief People Officer (“CPO”) will create the job posting, via
our online Application Tracking System (“ATS”), that briefly describes the job opening (i.e. qualifications,
experience, duties, salary, etc.) and communicate CASLV’s brand. To expedite the process all job
openings will be posted both internally and externally. Jobs will remain posted until the position is filled
but will be reposted every 30 days to ensure the vacancy does not get buried in newer postings.

The HR Department will be responsible for tracking all applicants and retaining applications and resumes
as required.

Eligibility for Internal Applicants:
To be considered for an open position, you must:

1. Have worked for CASLV for at least 12 months and have been in their current position for at
least six months (two years in their current position is required for administrative level
positions). These requirements can be waived if the positions are within the same campus.

2. The consent of the employee’s current manager and the CPO is necessary for employees with
less than 12 months of employment with CASLV or less than six months in their current position
(two year if currently in an administrative position) when the current and new positions are not
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within the same campus. If there is a discrepancy between the current manager and CPO
regarding the eligibility requirements, then the CEO has the discretion to make the final
decision.
3. Have received a rating no lower than “meets expectations” on their most recent performance
review and must not currently be on a written performance improvement plan.

4. Meet the minimum requirements for the job and be able to perform the essential functions of
the position, with or without reasonable accommodation.

All internal applicants must immediately notify their current manager that they have applied for a
position at any of the campuses, including the Central Office. The hiring manager will immediately notify
the current manager when a decision has been made to interview an internal candidate. No interview
shall take place unless this communication between both managers has taken place.

If hired for the position, the current and the new manager will work together to determine an
appropriate transfer date. The transfer date should not occur earlier than 45 days from the date the
offer has been made and accepted. If the position is for an administrative level position, the transfer
date will become effective no earlier than August 1° of the following school year. If all cases, this time
frame can be waived if both the current and new manager agree on an earlier transition date.

Interview Process
Application Screening

The Talent Acquisition Specialist (“TAS”) will screen all submitted applications and resumes prior to
scheduling interviews.

Phone Screening Interviews

All qualified Phone Screening Interviews are conducted by the TAS and will be conducted within one
week of the initial application. A consistent set of questions will be used for each respective position and
will include a brief introduction of CASLV. The TAS will make an initial decision as to whether the
candidate moves forward. The TAS will notify all candidates (including internal candidates) within three
(3) business days of the phone screening, whether they have been selected to move forward to an in-
person interview with the hiring manager.

Note: All internal employees that meet the qualifications of the position and in accordance with the
hiring policy will be granted an opportunity to schedule a phone screening interview.

In-Person Interview Scheduling

TAS will forward the top three (3) or predetermined number of candidates to the hiring manager. This
will be done within one (1) week of the phone screening. The hiring manager will conduct the in-person
interview(s); therefore, all communication with the candidate from this point, regarding the interview,
occurs between the candidate and the hiring manager and will include, the hiring manager’s availability,
calendar invite, where to report for the in-person interview, etc.
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At least two members on the Panelist Team** should interview the candidate. Each member of the
team will take an active part in asking questions from the approved interview guide. All questions from
the interview guide must be asked. Each panelist must notate his/her own responses and scores on the
interview guide. At the end of the interview, a discussion among panelists should occur about the
reasoning for each scoring. A candidate who scores below “average” should not move forward in the
recruitment process. The interview guides will be uploaded to the candidate’s file in the ATS.

The hiring manager will notify all applicants (including internal candidates) who were interviewed but
not selected for the position at CASLV.

Note: For internal candidate, the hiring manager will provide explicit reasons in which they were not
selected. This is to help ensure internal candidates know which areas they need to improve in before
applying to a similar position.

Job offers

|ll

After a decision has been made to hire a candidate, the hiring manager will “Recommended to Hire” via
the ATS. The CPO will review the applicant file for hire, i.e. background check, references, transcripts,
etc. and notify the hiring manager of a status within one (1) business day of a “Recommendation to
Hire.” When the hiring has been approved by the CEO, the hiring manager will make the offer to the
candidates and inform the CPO of acceptance or declination. If the candidate has declined the position,
the hiring manager will inform the CPO of the reason(s).

For approved hires, the CPO will provide the candidate with an offer letter that outlines the details of
employment. A candidate will have seven (7) calendar days to accept the offer. The employment
agreement must be signed and returned to the CPO before the new employee’s start date. Once the
agreement is signed and returned to the CPO, the candidate is marked as hired and will receive an
applicant tracking link for the remainder of the new hire paperwork. CASLV accounts, i.e. an email
account will also be created.

Note: If a candidate fails to accept an offer of employment within seven (7) calendar days, the offer may
be rescinded by the CPO.

Reference checks

The TAS will conduct professional reference checks, as needed, once a recommendation to hire has
been made. At least one professional supervisory reference (from a business email address) is required
from each candidate.

All external candidates will have seven (7) calendar days, from their start date, to complete any
fingerprinting requirements for a background check and the forwarding of official transcripts.

*The hiring manager will assume the role if there is no TAS.

CASLV reserves the right to change this at any time and for any reason and to grant exceptions to this
policy based on business needs as set by the CPO and the CEO.
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** Recommended Panelists Team to Appoint From...

Positions:

Administrative Level (principal and higher)
Assistant Principal

Teachers

SPED Teachers

Front Office Staff (receptionist, registrar, etc.)
Facilities/Maintenance

Lunch Porters

IT Specialist

Interventionists

Paraprofessional

Pre-K

Panelists:

Senior Leadership Team (“SLT”)

School Principal, SLT

Asst. Principal, Principal

Asst. Principal, Principal, SPED Director

Asst. Principal, Principal, Head Registrar

Asst. Principal, Principal, Operations Director,
Asst. Principal, Principal, Lunch Coordinator
Asst. Principal, Principal, IT Director

Asst. Principal, Principal

Asst. Principal, Principal

Asst. Principal, Principal, Pre-K Coordinator
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