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NEW HIRE PROCEDURE   
 
Online Job Posting 
A job ad is posted depending on the available positions 

♦ Substitute Program Leader 
♦ Program Leader 
♦ Site Director 
♦ Specialist  
♦ Program Coordinator 

  
Online Screening 
ICES Staff screens candidates’ resumes and properly selects those who match the qualifications in the job 
description. 

♦ Candidates submitting college transcripts with at least 48 units completed will be preferred; candidates 
without the required units will be requested to take a district test.   

  
Phone Interviews 
Once screening has taken place, the ICES staff will call each active candidate to briefly describe the ICES Extended 
Day Program in addition to the days and times the program runs. If the candidate shows further interest in the job 
position then an interview is scheduled. 

♦ After scheduling an interview with the candidate over the phone an email is sent to them with the location 
and time of interview. 

  
Face To Face Interviews 
Face to face interviews are conducted by Program Coordinators and other members of the management team who 
are experienced with the after school program. 
After interviews take place, selected candidates will be informed of the shadowing process.  Shadow candidates 
will complete six (6) hours of non-compensated (volunteer) time.  In order to shadow, they first will be required to 
complete/submit the following: 

♦ Government-issued Identification (list of acceptable documents included in packet) 
♦ Current TB test results 
  

Shadowing 
Shadow candidates will be assigned to three school site locations and will be scheduled 1-2 hours at each site to 
complete the minimum of six hours. During these six hours the candidate will experience the daily routine and 
interact with staff and students in the program.  
  
Candidates that are deemed a good fit for the program will be contacted to schedule an appointment to pick up a 
new hire packet at the ICES Main Office. This process is designed to find the best fit for qualified new hires so that 
they can effectively serve our diverse student populations across the organization. 
  
New Hire Paperwork 
Candidates will be able to pick up a new hire packet from the office during regular business hours (Mon.-Fri., 9AM-
5PM). The following is included in the new hire packet: 

1. ICES Employment Application 
2. W-4 Form  
3. Live Scan Form- Live Scan fingerprinting is the required background check method to ensure a safe 

environment for the children in the program. 
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Additional Request 
♦ Unofficial College Transcripts—Candidates who have successfully completed a minimum of 48 college units 

are exempt from taking the LBUSD personnel exam. 
  
When a candidate’s fingerprints/background check is cleared, ICES will contact the candidate to schedule an 
appointment to submit the complete new hire packet. At the time of the appointment, new hires will be given final 
employment paperwork to complete that includes the following: 

1. I-9 form 
2. Workers Comp Booklet and Acknowledgement Form 
3. Employee Agreement 
4. Clothing Agreement- ICES T-shirts or polo’s must be purchased 
5. A picture will be taken to create an ID badge 

  
Once all new hire paper work is complete and has been received by an office representative, employee is cleared to 
begin work. 
  

*All forms located in the ICES Main Office* 
 

 


