
 

Hiring Process and Timeline 
Suggested Process and Timeline 
 

Activity How Long What Day Who? 

Candidate Referred  1 HR 

Referral Reviewed 10 min 2 AP 

Resume Review 15 min 2 AP 

Candidate contacted for phone 

interview 

 2 Admin. Assistant 

Phone interview conducted 30 min 4 AP 

Candidate contacted for school-site 

interview 

 4 Admin. Assistant 

Student data exercise reviewed and 

evaluated 

15 min 7 AP 

School tour 20 min 7 AP 

Demo lesson completed and 

evaluated 

30 min 7 Hiring Team 

Interview conducted and evaluated 60 min 7 Hiring Team 

Candidate is rejected or offered 

position 

 8 Principal 



 

Your Process and Timeline 

Use the chart below to map out the process and timeline for your school. Remember to be realistic about how much time activities will take to complete and 

evaluate. Determine who on your staffing team will be responsible for each step. 

 

Activity How Long What Day Who? 

    

    

    

    

    

    

    

    

    

    

    

 

 

 



 

Terms of Use 

These tools and resources are provided for informational or educational use only and are not intended as a service. Unless otherwise indicated, the resources provided on the Teacher 

Talent Toolbox are licensed under the Creative Commons Attribution Non-Commercial Share-Alike license and are subject to the copyright rules under that license. 

Commercial use of the materials is not allowed without explicit written permission from TNTP, Inc. Unless otherwise noted, any distribution of materials posted on this website must 

credit TNTP, Inc. as follows: 

From Teacher Talent Toolbox (2020) by TNTP, Inc., available at https://tntp.org /toolkit/teacher-talent-toolbox/ 

Permission to copy, use and distribute materials as described above shall not extend to information housed on the Teacher Talent Toolkit and credited to other sources, or information 

on websites to which this site links. 
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