
PRINCIPAL SEARCH TASK FORCE 
GENERAL EXPECTATIONS 

 
Thank you for dedicating your time and expertise to the principal search process.  The School 
Committee and Superintendent believe that the diversity and skill set you bring to the screening 
committee will have a positive effect on the outcome of the search. 
 
Commitment 
 
Interviews of up to 10 candidates will be conducted on June 6, 2018 and June 7, 2018.   The 
Search Task Force must commit to attending an initial organizational meeting and every 
interview.  There will be no exceptions as each candidate deserves an equal opportunity with all 
members of the Task Force. 
 
Confidentiality is Key 
 
In your role, you will be reviewing confidential application materials and interviewing 
candidates.  When you leave the screening session and each round of interviews it is vital that 
you do not discuss the candidates or interviews.  CONFIDENTIALITY is an absolute must. 
 Candidates expect their names and personal application information will be kept confidential 
until they become finalists.  Task Force members should not conduct reference checks or similar 
inquiries.  That responsibility rests solely with the Superintendent.  Breaches in confidentiality 
reflect poorly on a community and can cause candidates to withdraw, leaving the District in an 
embarrassing position and potentially compromise the candidate’s standing within their current 
educational community.  Casual conversations can sometimes provoke unintended 
consequences.  If you have any concerns, contact the chairman of the Task Force. 
 
Setting the Tone 
 
A welcoming atmosphere will put candidates at ease.  They, too, are nervous about the process. 
 Do your best to make them feel comfortable.  SELL your community!  We all tend to forget that 
although we believe any candidate would want to work here, candidates may not be familiar with 
the many attributes of the town and the schools.  At the beginning of an interview, the chair of 
the Task Force should take a few minutes to let candidates know what makes your community 
the unique place that it is!  Remember, deciding to become the new principal is a significant 
professional and person decision that sometimes involves leaving a successful and secure job as 
well as possibly uprooting and moving a family. 
 
Structuring the Interview 
 
Use your time wisely.  The interview will last less than an hour, opening statements from the 
candidates are unnecessary.  Most of the information they would cover in an opening statement 
is covered in the application materials.  It is important for the chair to let the candidate know at 
the beginning of the interview how many questions will be covered in the time allotted.  Be sure 
to keep the Task Force on track moving the questioning forward when necessary.  Otherwise, 



you may not have enough time for all of your questions.  Assuring all candidates an equal 
opportunity for consideration as a finalist is essential. 
 
The committee should try to drill down into actual skill and experience.  Ask the candidates to 
site examples to support their responses. 
 
Completing the Task 
 
At the conclusion of the interview process, you will be voting to send the names of 1 or 2 
candidates in alphabetical order to the Superintendent for further consideration.  No ranking of 
candidates will be done.  Your responsibility is to narrow the pool candidates who by consensus 
of the Task Force represent who would be best suited for the job.  Finalists will be visiting the 
school district and the Superintendent will conduct a site visit to the finalists’ current school 
district.  
 
As soon as you have completed your deliberations and a vote has been taken, the Chair will 
contact the Superintendent informing him of your choices.  There should be no discussion about 
the content identity of the candidates until the Superintendent has made the names public.  Prior 
to that time, any inquiries should be directed to the Superintendent. 
 
Thank you again for being part of this important process.   
 


