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Recruitment and Selection Template 

This document is a general template that can be used by executive leaders to guide the 
recruitment and selection of any role or position. This template should be used to develop 
recruitment and selection processes specific to each role. 

Recruitment 

There are two options for recruitment of staff. One option is the development of a job posting, 
aligned to the job description for the role, followed by an application process. 

The second option is identifying existing staff who possess the necessary qualifications and 
skills outlined in the job description, have adequate time to complete responsibilities and may be 
interested in the role. 

Directions: Document the option that will be used for recruitment, as well as any additional 
guidelines for how staff will be recruited for the role. 

Selection 

There are two options for selecting staff. One option is to interview each candidate, using a set 
of standard questions to examine the candidate’s strengths and areas needing further learning 
and practice. Standard interview questions include role-specific questions, a performance 
assessment (e.g. role play, scenario, assignment) with feedback, and general questions to 
gauge interest and ensure mutual understanding of the role. 

The second option is to have a formal conversation with the candidate(s) to discuss the role, 
answer any questions, and secure a mutual commit to fulfill the role. 

Directions: Document the option that will be used for selection, as well as any additional 
selection decisions. If candidates will engage in an interview process, develop and include the 
standard set of interview questions to be used. 

Post-Selection 

Following selection, staff will need additional support to ensure they have the skills necessary to 
fulfill the role. An individualized learning plan is developed to address the professional learning 
needs of the candidate identified during selection. The plan should include a description of 
professional learning activities, timelines for completion, individuals assigned to support, and 
preparation required. 
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Directions: Develop a general learning plan with options for professional learning activities 
specific to the role and link to this document.  This plan will used as a template and 
individualized based on needs identified through the selection process. 

Michigan’s MTSS Technical Assistance Center is funded by the Michigan Department of Education 
and the U.S. Department of Education, Office of Special Education Programs. 
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