
Welcome to this Public Meeting of the Hood River County School District Board of Directors
February 28, 2024 – 6:30 p.m. Nathaniel Coe Administration Center, 1011 Eugene St

6:30 PM I SPECIAL BOARDMEETING

WELCOME & CALL TO ORDER
Board Chair: Chrissy Reitz, Vice-Chair: Brandi Sheppard;
Board Members: Julia Garcia-Ramirez, Barb Hosford, Jen Kelly, Dave Stuben, and Corinda Hankins Elliott.

Chrissy Reitz

6:31 PM II REVIEW/REVISION OF AGENDA Chrissy Reitz

6:32 PM III HUMAN RESOURCES REPORT/PERSONNEL ACTION Gus Hedberg

6:33 PM IV SUPERINTENDENT APPLICATION SCREENING TRAINING Milt Dennison

8:00 PM V EXECUTIVE SESSION
Employment - ORS 192.660 (2)(a)

Chrissy Reitz

8:30 PM VI ADJOURN Chrissy Reitz



February 28, 2024

To: Board of Directors

From: Gus Hedberg – Human Resources Director

Re: Personnel Report

EXPLANATION:

Attached is the Personnel Report of personnel actions for the February 28, 2024 board meeting.

Presenter: Gus Hedberg – Human Resources Director

Supplementary
Materials: Personnel Report

Recommendation: Request board approval of the attached Personnel Report

ProposedMotion: I move to approve the Personnel Report as presented on February 28, 2024



Hood River County School District
Human Resources Office

1011 Eugene Street ● Hood River, Oregon 97031 ● (541) 387-5012 ● (541) 387-5099

February 28, 2024
NEW HIRES (Approval Needed) - NUEVAS CONTRATACIONES (Se Necesita Aprobación)

NAME POSITION BUILDING COMMENTS

Rebekah Ratliff Temporary 3rd Grade Teacher Parkdale Elementary School Replacing Findeisen leave

Patricia Carpenter Temporary 6th Grade Teacher Hood River Middle School Replacing S. Rolen leave

RESIGNATION/RETIREMENT/TERMINATION - RENUNCIAS/RETIROS/DESPIDOS
NAME POSITION BUILDING COMMENTS

Terry Draper Head Custodian I (8 hours/day) Parkdale Elementary School Retirement effective June 30, 2024

Elaine Walker Media Assistant (7 hours/week) Mid Valley Elementary School

Retirement effective February 29, 2024, for
PERS purposes; requesting to finish the
school year as a Temporary Completing
Retiree

Judy Miller Social Studies Teacher Hood River Options Academy

Retirement effective March 31, 2024 for
PERS purposes; requesting to finish the
school year as a Temporary Completing
Retiree

REQUESTS FOR LEAVES OF ABSENCE - SOLICITUDES DE AUSENTISMO
NAME POSITION BUILDING COMMENTS

ADVERTISED VACANCIES (Information Only) - POSICIONES VACANTES (Solo Información)
OPEN POSITION BUILDING STATUS COMMENTS

Speech Language Pathologist Pool District-wide services Open until filled Replacing vacancies

Family Engagement Paraprofessional
(8 hours/day) Westside Elementary School Open until filled Replacing Benavides transfer to May

Street Elementary

Instructional Assistant (7.5 hours/day) Hood River Valley High School Open until filled Replacing Patterson transfer to SS Dept.

Superintendent (1.0 FTE) District Office Closing February 23, 2024 OSBA is running the recruitment process

Instructional Assistants (2 positions) Westside Elementary School Offers pending Replacing vacancies

Chief Financial Officer District Office Open until filled Replacing Holmes

Bus Driver Pool (4 hour minimum) District Transportation Open posting To fill various vacancies

Temporary Teacher Pool - Full and
part time District wide Open posting To fill long-term assignments for teachers

on leaves of absence

2/21/2024







 

 
 

Confidentiality Agreement 

I understand that, 

 

 

 

 

 

Therefore, I agree as follows:  

 

 

 

 

 



Superintendent vacancy 

Invites applications for the position of 

SUPERINTENDENT 

�� 
HOOD RNER COUNTY 

SCHOOL DISTRICT 

The Hood River County School District Board of 

Directors seeks a visionary leader with proven 

expertise in educational administration, exceptional 

communication skills, and an unwavering commitment 

to advancing student success. The successful 

candidate will start on July 1, 2024, to play a pivotal role 

in fostering academic excellence, engaging diverse 

communities, and advocating for the district's needs. 

Location: Hood River, Oregon I Enrollment: 3,800 students 

Salary: $170,000 to $185,000 annually, plus benefits 

The school district is an equal opportunity employer and educator. 

Closing Date: Feb. 23, 2024 I Start Date: July 1, 2024 



The Position 

The successful candidate must hold or qualify for an Oregon 

superintendent's license. 

OUT-OF-STATE CANDIDATES 

To ensure eligibility for an Oregon administrator license, direct inquiries to: 

Oregon Teachers Standards and Practices Commission (TSPC), 

Phone: 503-378-3586 I Fax: 503-378-4448 I www.tSP-C.state.or.us 

The successful candidate will also have the following personal and 

professional qualities: 

• Demonstrates unwavering

integrity, strong core values,

and a commitment to

advancing student success

• Communicates a visionary

approach for academic

excellence, engaging

diverse communities and

becoming an integral part of

the locality

• Possesses exceptional

communication skills,

fosters collaboration, and

engages stakeholders

effectively

• Incorporates integrity

into decision-making

processes, values

diverse perspectives,

and adeptly resolves

conflicts

• Advocates for the

district's needs,

engaging with state

level decision-makers,

and staying updated on

educational trends

• Preferred proficiency in

English and Spanish

communication



The Hood River County School District serves approximately 3,800 students 

in five elementary, two middle, one high school, and one K-12 online program. 

The district employs a staff of 324 licensed employees, 294 classified 

employees, 9 confidential employees, and 30 administrators. 

The school district has a general fund budget of approximately $63 million, one 

outstanding general obligation bond from 2016 for $65,670,000 and a local 

option renewal levy that passed on May 16, 2023. 

The Hood River County School District is deeply committed to academic 

innovation and proudly implements a district-wide AVID program as a 

cornerstone of our current strategic plan. Additionally, it boasts strong and 

expanding CTE programs, providing students with valuable skills and 

opportunities for future success. The district's dual credit program further 

enriches the educational experience, offering students the chance to earn 

college credits while still in high school. 

To learn more about the District, visit 

Hood River CountY. SD website 

The Community 

The Hood River County School 

District is nestled in the picturesque 

landscape of Hood River, Oregon. 

The community offers a unique blend 

of natural beauty, economic vitality, 

and cultural richness. Located in the 

heart of the Columbia River Gorge, 

the town features stunning vistas of 

majestic mountains and the winding 

Search Calendar 

Feb 23, 2024 

Close applications 

• Feb 28-Mar 4

Review applications

• Mar 7- 12

Begin background checks

• Mar 13-18 (TBD)

Conduct initial interviews

Search Calendar 

The District 



Columbia River. Beyond its scenic 

allure, Hood River is a hub of 

economic activity, featuring a diverse 

array of industries from agriculture to 

tech. 

Outdoor enthusiasts will find endless 

recreation opportunities, including 

world-class windsurfing, hiking, and 

skiing in the nearby Mt. Hood region. 

The town is alive with a vibrant 

cultural scene, hosting art galleries, 

music festivals, and a thriving local 

food scene. With its charming 

downtown, friendly community spirit, 

and a plethora of outdoor 

adventures, Hood River beckons as 

an ideal place to live, work, and 

embrace a fulfilling lifestyle. 

For more information about the 

area visit: 

CitY. of Hood River website 

Hood River CountY. Chamber of 

Commerce 

• Apr 2-4 (TBD)

Finalist forum in district

• Apr 10

Announce selection

July 1, 2024 

Begin employment 

Application Requirements 

• Completed Application form

• Current resume

• Cover letter of interest

• 3-5 current letters of reference

• Copy of administrator license

or proof of eligibility to obtain

• A statement about how you

meet the qualities and

qualifications set by the Board

(in narrative form, no longer

than 500 words)



The Hood River County School District provides equal opportunities in 

employment and does not discriminate based on race, religion, color, national 

origin, sex, sexual orientation, age, marital status, veteran status, genetic 

information, or disability under state and federal law. Consistent with the 

Americans with Disability Act (ADA), applicants may request accommodations 

needed to participate in the application process by contacting Vince Adams at 

1-800-578-6722.

How to submit an application 

Application packets are submitted at the link below. 

All applicants will submit a candidate profile (completed when you create your 

Revelus account) and a completed application, as well as upload the other 

application material documents to the application portal. 

The application packet must be submitted by 5pm Pacific Time on the 

closing day. 

Click here to submit your Hood River County SD Supt Application 

More information regarding the position and the 

application process, contact: 

Jenn Nelson, OSBA Senior Board Development 

Administrative Assistant 

jnelson@osba.org I 503.485.4810 I 800.588.2800 

Copyright© 2024 Oregon School Boards Association, All rights reserved. 

Equal Opportunity Employer 



Hood River County School 
District 

2023-24 Executive Search Calendar 
 

DATE B CONSULTANT 
*Nov 8 
 
Reg. Public 
Meeting 

 Approve Search 
Contract with OSBA 

 Declare vacancy 
 Approve executive 

search process 
calendar 

 Facilitate board approval of search 
calendar 

Nov 28 – Dec 8 Online survey 
available 

 

*Dec 13 (scheduled 
meeting) 

 Discuss and adopt desired 
qualities and 
qualifications 

 Set dates, times and 
location of screening 
committee training 

 Identify potential 
screening committee 
members. 

 Present public input report to board 
 Facilitate conversation on screening 

committee and salary range 
 

Dec 14-Jan 2  
 
 
 

 Develop professional recruiting electronic 
flyer 

 Develop notice of vacancy 
 Advertise position 

Jan 2   Begin accepting applications 

 Jan 10 (Scheduled 
Meeting) 

 Select screening committee 
members 

Regular public meeting 

 

Jan 2- 
Feb 23 

Eight Weeks  Receive applications 
 Recruit candidates/respond to inquiries 

Feb 23   Applications close 
 Review all applicant submissions; prepare 

for screening 

*Feb. 28    TBD  Attend screening committee 
training 

 Review list of candidates 
Special public meeting/executive 
session 

 Train screening committee on screening 
process, tools and timeline 

 
 

Feb 28-March 4 
  TBD 

 Screen applications and 
submit rankings 

 Assist with ranking process as needed 



March 6  Select candidates to interview 
 Develop interview schedule 
 Develop interview questions 

 
Special public 
meeting/executive session 

 Present screening committee/board 
ranking results; facilitate board’s selection 
of candidates to interview 

 Train board on interview procedures 
 Train board on proper internet & social 

media check protocols 
 Provide interview questions for review 

and facilitate consensus on interview 
questions 

March 7-12    Conduct internet & social 
media checks on upcoming 
interviewees 

 Schedule initial interviews with candidates 
 Assist with internet & social media checks, 

as needed. 

*March 13-18 (T.B.D.)  Debrief results from internet 
& social media checks 

 Conduct interviews 
 Select finalists 
Special public 
meeting/executive session 

 Attend last interview and facilitate 
selection of finalists 

 Train board on conducting in-depth 
reference checks and site visits 

March 19-25  Conduct in-depth 
reference checks and site 
visits 

 Schedule finalists’ interviews 
 Assist with reference checking and site visits 

as needed 
 

*April 2-4 (T.B.D.)  Hold finalists forum/“Day in 
the Community” 

 Debrief reference checks and 
site visit information 

 Conduct final interviews 
Special public 

 Develop finalist forum schedule, if needed 
 Moderate community Q&A as needed 
 Attend final interview and facilitate 

consensus on “first choice” candidate 

April 8-10  Negotiate contract 
with “first choice” 

 

April 10 (scheduled 
meeting) 

 Vote to hire 
candidate/approve 
contract in open public 
meeting 

 Announce selection 

 Develop press release, if needed 

Before July 1  Create 
transition plan 
for new 

 Meets with the new executive & board to 
create transition plan 

July 1  New executive begins  

After July 1  COSA mentoring program 
provided to the new 
executive 

Acts as a liaison between school 
district/executive and COSA as needed. OSBA 
provides part of the content for this 
mentoring program. 

 
 



 

 
 

Confidentiality Agreement 

I understand that, 

 

 

 

 

 

Therefore, I agree as follows:  

 

 

 

 

 



 

SCREENING DO’S AND DON’TS 
DO’S: 

Do read every application carefully. 

Do keep an open-mind. 

Do look for the candidates who match the qualities and qualifications adopted by the board. 

Do look for current letters of reference. 

DON’TS: 
 Don’t make any decisions based on any of the below criteria, that is discrimination.  

Age 
Economic Status 
Familial Status 
Gender  
Gender Identity 
Marital Status 
Mental Disability 

National or Ethnic Origin 
Physical Disability 
Pregnancy 
Race 
Religion 
Sexual Orientation 
Veterans’ status (except when applying veterans’ preference) 

 

Don’t build excuses for people who do not meet the requirements the Board has established. 

Don’t eliminate candidates just because they have more qualifications than you expected — or 
because they currently make more money than your district is offering. 

Don’t dismiss someone who is “upwardly mobile.” A person who has higher goals must give his/ 
her best in every position to be successful. 

Don’t dismiss someone who is more mature than you might expect. It takes time to gain the 
experience and skills you want. 

Don’t turn down candidates who are from out-of-state simply because you think they might not be 
like Oregonians. Remember, everyone should get the same review. 

Don’t nit-pick over little things. Real people make mistakes. 

 Don’t contact candidates or references — or make any information or materials you receive  
 available to anyone outside of the screening committee. 

Don’t share information about candidates you might know personally until they become finalists. 
If you feel you can be fair, rate the candidate. If you feel you cannot be fair don’t read the file. Let 
others make the decision. 

IMPLICIT BIAS REMINDERS 
Bias may occur intentionally or unintentionally. Be aware of how bias may affect your decision-
making during the interview process.  

Recognize your biases, then eliminate them.  

Be as objective as possible.  

Focus on content.  

Dispel first impressions.  

Rate candidates against job competencies or an ideal candidate profile – not against one another.  

Justify your decisions and be able to articulate your reasons. 

* For additional details and information on implicit bias, see the attached Bias Awareness Guide. 



SAMPLE JOB 
APPLICATION 
MATERIALS

OSBA EXECUTIVE SEARCH SERVICES



John Smith 
123 Any Street Salem, Oregon 

97308 
(503) 555-1212

OSBAsampleapp2020@yahoo.com 

Objective: Superintendent of Schools 

Education: University of Oregon, Eugene, Oregon 1992-1994 
Administrative Program 

University of Oregon, Eugene, Oregon 1990-1993 
Masters Degree - Education 

Oregon State University 1983-1987 
Bachelor of Science - Psychology 

Professional 

Experience:   Spray School District ADM: 65 July 2007 to Present 
Superintendent/Principal 
• Responsible for overseeing district finances, a budge of $4.1 million; evaluation of all

teachers and classified personnel; district planning; public relations for the district;
policy development; advisement and collaboration on curriculum alignment and
adoption; oversight of district assessment and data analysis; evaluation of curriculum
efficacy district-wide

• Implemented one-to-one laptop program district-wide; dramatically increased the use of
various classroom technologies to improve both curriculum and instruction; switched
district to Google Apps For Education to improve communication, instructional efficiency
and student technology literacy

• Responsible for budgeting, scheduling, supervision of coaches, program planning,
evaluation of programs and employees

Condon School District ADM: 85 July 2004 to June 2007 
Elementary Principal 
• Responsible for budgeting, student discipline, scheduling, assessment, and

employee evaluation for Middle and High Schools
• Oversaw and advised the realignment of Math curriculum

• Implemented teacher-directed system of evaluation which enhanced professional
development for teachers

• Worked closely with the board in application, creation, and revision of policies.

Smith Education Consulting Aug. 2002 to June 2004 
Owner 

Cascade School District ADM: 2250 July 2000 to April 2002 
Superintendent 

Sept. 1997 to June 2000 

Sept.1995 to Aug 1997 

Sept. 1988 to June 1995 

Centennial School District   ADM: 6400 
Human Resources Director 

Centennial School District ADM: 1000 
Middle School Principal 

Centennial School District ADM: 1000 
Teacher 

Professional 
Affiliations: 

1995 to present 
2004 to present 

Confederation of Oregon School Administrators 
Eastern Oregon Reading Foundation Board Member 

Community 
Activities: 

2000 to present 
2000 to 2002 

Rotary Service Club (various cities) 
Salem Chamber of Commerce 



SAMPLE LETTER OF INTEREST 

December 21, 2018

Sarah Herb, 
Executive Search Consultant 
Sample School District Superintendent Search 
c/o Oregon School Boards Association
1201 Court Street NE, Suite 400
Salem, OR 97301

Dear Ms. Herb and Screening Committee Members:

I am pleased to submit this formal letter of application for the position of Superintendent of the 
Sample School District. I have over 20 years of experience in the education field, 10 years as an 
administrator. As you review my materials you will find I have the vision and leadership to guide the 
Sample School District to the next level.

In my most recent position as superintendent/principal of the Spray School District the school went 
from receiving a “low” rating on the statewide report card to a “satisfactory” rating.

I began my career teaching middle school English in an urban center near Portland, Oregon. I have 
served as an elementary and middle school principal as well as a Human Resources Director for a 
large district. As a result, I have broad experience in what is important in educational management 
and teaching and learning. My breadth of experiences are meaningful preparation for the career 
opportunity that Sample School District offers.

With my leadership as Superintendent, I believe that the Sample School District will see significant 
gains in student achievement. I am confident in my ability to work with the Board of Directors, staff, 
students, parents and community members to produce these results and to lead the Sample School 
District during these challenging times.

I look forward to talking with you in the near future.

Sincerely,

John Smith 
123 Any Street
Salem, Oregon 97308 
johnsmith1357@yahoo.com 
(503) 555-1212



SAMPLE LETTER OF INTEREST 

December 21, 2018

Sarah Herb, 
Executive Search Consultant 
Sample School District Superintendent Search 
c/o Oregon School Boards Association
1201 Court Street NE, Suite 400
Salem, OR 97301

Dear Ms. Herb and Screening Committee Members:

I am pleased to submit this formal letter of application for the position of Superintendent of the 
Sample School District. I have over 20 years of experience in the education field, 10 years as an 
administrator. As you review my materials you will find I have the vision and leadership to guide the 
Sample School District to the next level.

In my most recent position as superintendent/principal of the Spray School District the school went 
from receiving a “low” rating on the statewide report card to a “strong” rating. The district also met 
Annual Yearly Progress for the first time this past year. I was able to accomplish this through strong 
leadership and a focused and dedicated staff.

I began my career teaching middle school English in an urban center near Portland, Oregon. I have 
served as an elementary and middle school principal as well as a Human Resources Director for a 
large district. As a result, I have broad experience in what is important in educational management 
and teaching and learning. My breadth of experiences are meaningful preparation for the career 
opportunity that Sample School District offers.

I am very familiar with your community and know the strong support and value of education, as well 
as creativity, innovation, entrepreneurial spirit and livability that exists in Sample, Oregon. Working 
as an educational leader for the Sample community would be a wonderful marriage of opportunity 
and good fortune in that I would be able to live, work and participate in the advancement of a 
community I would enjoy.

With my leadership as Superintendent, I believe that the Sample School District will see significant 
gains in student achievement. I am confident in my ability to work with the Board of Directors, staff, 
students, parents and community members to produce these results and to lead the Sample School 
District during these challenging times.

I look forward to talking with you in the near future.

Sincerely,

John Smith



SAMPLE LETTER OF REFERENCE

January 10, 2019

Re: Letter of Recommendation for John Smith

To Whom it May Concern:

It is indeed a pleasure to write this letter of recommendation for John Smith. I have known John for 
the last 17 years, first, as a school principal and then as a district superintendent. I’ve had the privilege 
to work with him closely for six years as the Superintendent of the Sample Education Service District.

I can say without hesitation that John was one of the best superintendent’s in the state of Oregon. His 
reputation precedes him and he has been successful in any administrative position that he has held 
within the state of Oregon. John is the kind of person that can move into a school district,
work with the board and community and staff to provide the best possible education to the children 
in that community. He has an exceptional ability to communicate with a wide-array of people and is 
willing to listen and work with those people to come to a consensus on the direction needed to solve 
any type of problem. He has a vision of where education should go. He communicates effectively with 
folks and works with his staff and community to move towards meeting that vision. 
He is a strong leader, but he involves lots of different players in the decision making process.

John is the kind of person that brings high energy, integrity and ethical behavior to the job and is 
someone who is accessible at all times. He gets highly involved in the community he is living in and he 
is one those superintendents you will see taking that next step needed for his community by dealing 
with legislative issues when it is appropriate during the legislative sessions. His last few years of 
working for the Spray School District has expanded his skill set and makes him even more valuable as 
an educational leader. He understands K-12 school districts, education service districts and state level 
agencies. This understanding would make John an outstanding superintendent candidate in all three 
levels of education.

I cannot think of a person who would be a better candidate for any superintendency. 

John is a GREAT one! 

Sincerely,

Jim Doe Superintendent Sample ESD



SAMPLE LETTER OF REFERENCE

January 10, 2019

To Whom it May Concern:

I worked under Mr. Smith for the past three years. During this time, I have seen him from both the 
teacher and administrator point of view. The first year I was a fifth grade teacher. Mr. Smith led our 
school district through a rise in student population. Our school was greatly affected by an increase 
in student numbers. Mr. Smith worked with the school board to address our overcrowding issues 
by bringing in modular buildings and by adding staff. This allowed us to keep our class sizes to a 
manageable level and to meet our students’ academic needs.

Two years ago, I became an administrator under Mr. Smith. He provided assistance to me as I worked 
a teacher through the Plan for Improvement process. I learned the importance of documenting the 
procedures and he provided resources that helped gain the desired results.

Our district continues to work toward academic excellence. Mr. Smith has suffered some difficulties 
regarding the district not meeting Adequate Yearly Progress for the last two years. However, I believe 
that he has made the right adjustments and has put the Sample School District in the right position 
for attaining Adequate Yearly Progress next year. 

If you have any further questions, you can reach me at (503) 555-1212. 

Sincerely,

Joe Doe Principal
Sample School District



RATING SHEET
Name of Candidate     

 

Current Position   

 

School District/Organization     

 
EDUCATION  
 
School Level of Educational Training 

☐ ☐ ☐ ☐

 
LICENSURE 

 ☐ ☐

EXPERIENCE NO YES YEARS 

QUALIFICATIONS  
 

 

‐

‐ ‐

OVERALL 1 2 3 4  



RECOMMENDATIONS 

 ONLY
NOT

Recommendations - Are they from  

☐ ☐ ☐ ☐

☐ ☐ ☐ ☐

☐ ☐

Exceeds 
Expectations 

Meets 
Expectations 

Meets Most 
Expectations 

Below 
Expectations 

AWARDS/LEADERSHIP POSITIONS/NOTABLES   

COMMENTS

 

 
 
 
 

I RECOMMEND THIS CANDIDATE FOR AN INTERVIEW ☐ ☐ ☐



GUIDE TO REVIEWING

APPLICATION 
PACKETS

USING  
REVELUS

QUESTIONS?
Contact Jenn Nelson at OSBA  

jnelson@osba.org | 503-485-4810

OREGON SCHOOL BOARDS ASSOCIATION



VISIT OREGONSCHOOLBOARDS.MYREVELUS.COM

CLICK “LOG IN” IN THE UPPER RIGHT-HAND CORNER OF THE SCREEN:

OREGON SCHOOL BOARDS ASSOCIATION



Type in your EMAIL ADDRESS and PASSWORD

CLICK “Log in”:

OREGON SCHOOL BOARDS ASSOCIATION



Your DISTRICT’S SEARCH will come up
immediately and you will see the list of applicants.

CLICK on the name of the applicant
to view their application materials:

OREGON SCHOOL BOARDS ASSOCIATION

[YOUR DISTRICT NAME]

John Doe Example School District #1 Superintendent 2020-07-01

Brad Brown Example School District #3 Superintendent 2020-07-01

Connie Miller Example School District #4 Superintendent 2020-07-01

Jimmy Adams Example School District #5 Superintendent 2020-07-01

Jane Smith Example School District #2 Assistant Superintendent 2020-07-01

Robert Sample Example Public Schools Interim Superintendent 2020-07-01

Jeff Sample Example Public Schools Principal 2020-07-01



To display the INFORMATION under each application section,
CLICK on the section name or the plus sign on the right:

OREGON SCHOOL BOARDS ASSOCIATION

Example School District #1 
Current District

Superintendent 
Current Title

John Doe
Superintendent 
Example School District #1
Submitted 1/8/2020



To view each 
APPLICANT’S RESUME and LETTER OF INTEREST,

CLICK on the PDF document on the right-hand side of the screen:

OREGON SCHOOL BOARDS ASSOCIATION

Example School District #1 
Current District

Superintendent 
Current Title

John Doe
Superintendent 
Example School District #1
Submitted 1/8/2020



Example School District #1 
Current District

Superintendent 
Current Title

John Doe
Superintendent 
Example School District #1
Submitted 1/8/2020

To display EACH LETTER OF REFERENCE,
CLICK on “Files-Upload at least 3 reference letters”

or the plus sign on the right:

OREGON SCHOOL BOARDS ASSOCIATION



Then, CLICK on each PDF to read the
INDIVIDUAL LETTERS:

OREGON SCHOOL BOARDS ASSOCIATION

Example School District #1 
Current District

Superintendent 
Current Title

John Doe
Superintendent 
Example School District #1
Submitted 1/8/2020

Name - Letter of Recommendation - Reference Letter
Name - Letter of Recommendation - Reference Letter
Name - Letter of Recommendation - Reference Letter





To view the statement regarding how the applicant meets the 
qualities and qualifications of the position, CLICK on the

“APPLICATION QUESTIONS”
section or the plus sign on the right:

OREGON SCHOOL BOARDS ASSOCIATION

Example School District #1 
Current District

Superintendent 
Current Title

John Doe
Superintendent 
Example School District #1
Submitted 1/8/2020



Then, CLICKon the PDF document to the right of
“UPLOAD A STATEMENT DESCRIBING HOW YOU 
MEET THE QUALITIES AND QUALIFICATIONS OF 

THE POSITION…”:

OREGON SCHOOL BOARDS ASSOCIATION

Then click on the pdf 
link to the right of the 
“Upload a statement 
describing
how you meet the Qual-
ities and Qualifications 
of the position…”:

New opportunity 
to lead the School 
District.



This section is also where you will read the applicant’s 
REASON FOR LEAVING THEIR LAST POSITION or
DESIRE TO LEAVE THEIR CURRENT POSITION:

OREGON SCHOOL BOARDS ASSOCIATION

Then click on the pdf 
link to the right of the 
“Upload a statement 
describing
how you meet the Qual-
ities and Qualifications 
of the position…”:

New opportunity 
to lead the School 
District.



Once you have reviewed all applicants’ materials, you need to 
RATE YOUR TOP TEN APPLICANTS.

The rating tool is found on the bottom of each applicant’s form. 

CLICK “Save” when you are done rating each applicant:

OREGON SCHOOL BOARDS ASSOCIATION

Then click on the pdf 
link to the right of the 
“Upload a statement 
describing
how you meet the Qual-
ities and Qualifications 
of the position…”:

My Feedback
Comments

Rating

Save Preview

- None -



OREGON SCHOOL BOARDS ASSOCIATION

ADDITIONAL INSTRUCTIONS
DO NOT USE THE “MY FEEDBACK” SECTION. 
Make all your notes on your paper ratings sheet.

DO NOT RATE MORE THAN ONE APPLICANT 
THE SAME NUMBER.

YOU MUST RATE A TOTAL OF TEN APPLICANTS.
If you do not, then your ratings will not be considered.

1

2

3

QUESTIONS?
Contact Jenn Nelson at OSBA  

jnelson@osba.org | 503-485-4810

rev 3/2020



INTRODUCTION
To ensure culturally responsive hiring practices, it is essential to address 
the issue of bias in employment candidate selection. Interviewing is one 
of the most important processes in hiring. In addition to conducting 
interviews by a panel of diverse participants, OSBA is providing bias 
awareness training. 

One of our goals is to make organizational changes that will disrupt 
the tendency to use stereotypes as shortcuts when evaluating and 
selecting candidates to interview and hire. We all have biases. They are 
not generally an indication of our beliefs and values but are more likely 
to influence and occur in quick decisions when issues are ambiguous or 
when we don’t have enough context or information. 

BIAS
AWARENESS

GUIDE

The content of this document has been adapted from the City of Portland – Bureau of Human Resources and Canby School District.



2

WHAT IS BIAS? 
First, it’s important to understand what bias is 
and why we all have biases. 

Bias is often regarded negatively. For the 
purpose of this discussion, we consider bias in 
the context of partiality, preconceived notion and 
predisposition. The reality is that biases naturally 
come from our brains’ use of schemas. A schema 
can be described as a template of knowledge. 
We use schemas to process the information that 
bombards our senses every moment of every 
day. This is simply a way for us to sort information 
into categories that make sense to us. We have 
schemas about objects, processes and other 
human beings. 

For example, our brain uses a schema to assign 
the category of “chair” to an object based on its 
flat seat, back and legs, even though the chair 
might be plain wood or lavishly upholstered. 
We may have a negative bias about plain wood 
chairs because we have had the uncomfortable 
experience of sitting in one for an extended 
period of time. We have a schema for the process 
of ordering food at a restaurant. We know 
what it means when a smiling person hands 
us a laminated document with descriptions of 
various dishes and prices. And, by observing 
assorted traits, we use schemas to naturally 
assign people into categories such as age, 
gender, race and role. 

There are two types of bias, explicit and implicit. 
Both types of bias include stereotypes and 
attitudes. 

STEREOTYPES are traits that we associate with 
a category. These associations may arise from 
direct personal experience or they might be 
relayed to us through stories, media and culture. 
“Elderly people are frail” is an example of a 
stereotype.

ATTITUDES are overall evaluative feelings that 
are positive or negative. If we meet someone who 
graduated from the same university, we tend to 
feel more at ease with that person.

WHAT IS  
IMPLICIT BIAS? 
Implicit biases are those we carry without 
awareness or conscious direction. It is the 
result of our human brains using schemas 
to organize information into categories. 
Most of the work our brains do occurs on 
the unconscious level. Implicit bias does 
not mean that we hide our prejudices. We 
are unaware of these biases and they are 
generally not an indication of our beliefs 
and values.

This is important for interviewers to 
understand because without awareness 
we cannot know if we are acting on hidden 
biases. Implicit bias is also referred to as 
hidden or unconscious bias. 

WHAT IS  
EXPLICIT BIAS?
In contrast, explicit bias means that 
we are aware that we have a particular 
thought or feeling. It sometimes means 
we understand the source of that thought 
or feeling. If you have an explicitly 
positive attitude toward chocolate, you 
consciously endorse and celebrate that 
preference. 
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WHY DO BOTH TYPES OF BIAS MATTER IN THE 
INTERVIEW PROCESS?  
IMPLICIT BIAS IN THE INTERVIEW PROCESS 
Implicit bias is problematic in the interview process because we are unaware of certain preferences 
or attitudes. Use every opportunity to consider your reasons for a particular rating and challenge 
your thinking. Talk over your reasons with other interviewers. Try to avoid using the terminology of 
a candidate being a “better fit” over another candidate. Without this reflection and questioning, we 
cannot identify hidden biases and eliminate them.  

EXPLICIT BIAS IN THE INTERVIEW PROCESS 
How many times have you heard this before? “I always look for a candidate who makes direct eye 
contact. People who don’t look straight at you don’t make good employees in the long run.” This is 
an example of explicit bias. The speaker is stating a known preference. In the context of candidate 
evaluation, the reason this bias is problematic is because in some cultures direct eye contact is 
considered to be rude and disrespectful.  

EXAMPLES OF BIAS 
To reduce the possibility of making a poor decision in the interview process, raters must make a 
conscious effort to recognize biases, both implicit and explicit, and eliminate them. Following are 
examples of bias which may be explicit, implicit or both.  

AVERAGE/CENTRAL BIAS
Rating all candidates the same, or tending to give all candidates the middle rating (e.g., a 3 on a 5 
point scale).  

CONTRAST
When you compare/contrast one candidate against another rather than comparing candidates 
against an ideal, you may get skewed results. Example: a candidate appears stronger than they should 
because they followed two weak candidates. Evaluating the candidate against the qualifications and 
competencies will help mitigate this bias.  

CULTURAL NOISE
Cultural noise occurs when the candidate provides socially acceptable responses – telling the 
interviewer what they believe the interviewer wants to hear – rather than factually-based responses.  

FIRST IMPRESSION
Many people think they can accurately assess someone within the first few minutes of meeting them. 
Making up your mind so soon is a bias that corrupts overall judgment.  

HALO EFFECT/HORN EFFECT
The interviewer favors the candidate due to one good or positive trait or characteristic, sometimes 
despite several negatives (halo effect). Alternatively, the interviewer allows one negative trait or 
characteristic to be a disqualifier (horn effect). 



4

KNOWLEDGE-OF-PREDICTOR
When an evaluator has foreknowledge of how the candidate has performed on another test or 
interview and allows knowledge of previous performance (good or bad) to influence rating. 

LENIENCY
A rater who tends to give inflated ratings and who is not critical enough.  

NONVERBAL BIAS
Body language, eye contact or lack thereof, etc. Consider cultural differences and avoid overemphasizing 
nonverbal behavior in responses. See also “Business Etiquette” in the next section.  

RECENCY
A bias toward the candidate seen most recently because he/she is at the forefront of your mind. A 
solution is to always write down notes or scores immediately and score all candidates against the 
“ideal candidate” qualifications and competencies.  

SIMILAR-TO-ME
This occurs when an interviewer identifies with the candidate on a personal level instead of evaluating 
based on job-related criteria. For example, many people will subconsciously favor a candidate with 
whom they share a characteristic, hobby, alma mater, opinion, etc.  

STEREOTYPING
As previously described, this bias happens when the rater makes an assumption about a candidate 
based on race; national or ethnic origin; color; sex; religion; age; sexual orientation; gender expression 
or identity; pregnancy; marital status; familial status; economic status or source of income; mental 
or physical disability or perceived disability; or military service. Stereotyping is influenced by both 
implicit and explicit bias. 

OTHER CONSIDERATIONS 
What other candidate characteristics must we be aware of?  

EXTROVERT VERSUS INTROVERT
Half of all humans are introverts. Extroverts may tend to perform and relate better to interviewers 
even if they are not as qualified as other, more introverted candidates.  

COMMUNICATION STYLES
Circular versus linear, direct versus indirect, emotionally expressive versus restrained, etc. 

BUSINESS ETIQUETTE
Nonverbal behavior: handshakes, distance, gestures, eye contact, clothing choice, etc. 

SOCIAL VALUES OR NORMS 
Individualistic versus collectivistic, competitive versus cooperative, authority-oriented versus 
democratic, etc.
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1.  Don’t rush. Our biases are more likely to 
show up when we hurry or are stressed.

2.  Openly discuss stereotypes about 
different groups to face unconscious 
assumptions. Cultivate knowledge of 
differences. A “colorblind” mentality 
increases implicit bias because of the 
mental effort to suppress stereotypes.

3.  Have interviewers take an Implicit 
Association Test (IAC) online to 
acknowledge their own biases prior to 
screening or interviewing applicants. 
https://implicit.harvard.edu/implicit/ 

4.  Reduce ambiguity as much as possible 
when assessing candidates. Bias is more 
likely to show up when we are making a 
judgment call based on vague criteria.

5.  Take time to be deliberate in decision-
making and unpack biases along the 
way. Talk about the reasons behind 
preferring or dismissing a candidate.

6.  Identify and remove distractions or 
anything that may increase stress in 
the decision-making environment. For 
example, ask the interview team to turn 
off their phones and not look at any 
calls or emails between interviews.

7.  Increase exposure to stigmatized 
groups and actively pursue counters to 

stereotypes. Practice thinking about 
messages or people that counter 
stereotypical roles.

8.  Remove testing requirements or reduce 
the weight of testing. Stereotype threat 
research has shown when a person is 
asked to perform and that performance 
is tied to a stereotype for their group, 
they will experience anxiety and not 
perform as well as they could. Research 
shows that some people of color do 
not test well despite knowing the 
information because of the mental labor 
of trying to prove the stereotype wrong. 

9.  Have someone of a similar racial 
background or same gender on the 
committee if possible. Even one 
other person reduces the threat 
of representing all people from a 
stigmatized group.

10. If someone is a non-native English 
speaker or belongs to a group 
stereotyped as “inarticulate,” recognize 
the pressure of articulating their 
perspectives in an interview may 
make it more difficult to speak clearly 
or choose precise vocabulary. Avoid 
jargon and speak plainly to promote 
clarity and understanding.  

10 STEPS  
TO COUNTER IMPLICIT BIAS IN HIRING

r
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Hood River County School District Board of Directors Executive Session
February 28, 2024 – 8:00pm Location: Nathaniel Coe Administrative Center

8:00 PM EXECUTIVE SESSION Chrissy Reitz
Employment - ORS 192.660 (2)(a)

The Hood River County School District Board of Directors will meet in an executive session on
Wednesday, February 28, 2024, for the purpose of discussing the employment/hiring of a public
officer, employee, staff member or individual agent. Only applies to original hiring of employee, not
rehires, and not the filling of board vacancies as provided by ORS 192.660 (2)(a).

Executive Sessions are closed to the public. Only designated staff shall be allowed to attend the
executive session.

No decisions may be made in the executive session.

ORS 192.660 (2)(a): Employment: to consider the employment/hiring of a public officer, employee,
staff member or individual agent. Only applies to original hiring of employee, not rehires, and not the
filling of board vacancies. This does not apply to hiring a chief executive officer (e.g. superintendent)
unless specific requirements have been met.

______________
BN:mw 2/28/2024


