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Account Setup: New Applicant

¢ Go to: https://hcbe.schoolspring.com/

H@ SchoolSpring

Enter your email address to log in

[ Email address™

Y- YoY Ml Sign In / Register | Admin

Don't have an account) Sign up

+* New Applicants: Choose “Sign up” |

Q:Q Follow the prom ptS: Trying to b? Sign in as an employer

g trouble logging in?

=
. SchoolSprin
. HJ@ SchoolSpring HS pring
SchoolSpring
Create Your Account Check your inbox to login
Create Your ACCOUHt Set your password for PowerSchool to continue to
SchoolSpring
Sign Up to PowerSchool to continue to u
SchoolSpring ’
TestApplicant@Test.com Edit
Email address*

To complete registration and log in, click the
| Password verification link in the email we have sent to
testapplicant@test.com

. ‘Your password must contain
Continue : _—
v Alleast § characters Resend Verification Link

Already have an account? Log in { Continue to Job Board I

Continue
Use Another Account

Already have an account? Log in



https://hcbe.schoolspring.com/

Logging In: Returning Applicants

**Returning Applicants: Follow the login prompts.

**Forgot your password? Follow the directions below.

HJ@ SchoolSpring

Enter Your Password

Enter your password for PowerSchool to continue
to SchoolSpring

‘ TestApplicant@Test.com Edit

Password* @

Reset password

Don't have an account? Sign up

HJ@ SchoolSpring

Forgot Your Password?

Enter your email address and we will send you
instructions to reset your password.

Email address™
( [TestApplicant@ Test com

H@ SchoolSpring

Enter your email address to log in

Email address™

( TestApplicant@Test.com ‘

Don't have an account? Sign up

Return to Login

Check Your Email

Please check the email address
TestApplicant@Test.com for instructions to reset

your password. |

Resend email

HJ@ SchoolSpring

Enter Your Password

Enter your password for PowerSchool to continue
to SchoolSpring

‘ TestApplicant@ Test.com Edit ‘

Password*

{ ......... ® ‘

Reset password

Don't have an account? Sign up




Finding a Job:

s Click on “Find a Job” on the top left side of the screen

**Then click on “Search Jobs” and type in the first few letters of the desired position and then

“Enter”.

**When you find the position, you are interested in click on the position.

** Then click on the “Apply for this job!” to the right of the position. This will take you into the

application.

m@ SchoolSpring

“@ SchoolSpring
Q

Find a Job
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My Profile
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Special Education Interrelated Teacher (WRHS)
WARNER ROBINS HIGH SCHOGL O
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Middle Grades ELA Teacher (HCWA)
HOUSTON COUNTY WIN ACADEMY )
Warner Robins, Georgia =
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Find a Job
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Submissions
m
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-]
My Profile
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18 results H .
- Special Educa

Houston County Schools

v
Narner Rabins, Geargia
Jun 18, 2026 4:00 AM (UTC)

Special Education Paraprofessional - Thomsan Middle
THOMSON MIDDLE SCHOOL

Centerville, Georgia
Jun 18, 2026 4:00 AM (UTC)

JobID: 5783131
Application Deadline: Fosted until




Completing An Application

¢ Each section of the application has “REQUIRED” information that must be completed to move to the
next section.

** When you have completed the section, click on “SAVE and CONTINUE” in the bottom right-hand corner
of the page.

+*» If you have missed information or have not used the correct formatting, you will receive a message at
the top of the page. You must make correction to move to the next section. When you have made your
corrections, choose “Save and Continue” to move to the next section.

Personal Information

¥ General Information

How did you learn about this posit

0

| United States % ‘

| can be reached at this address until: [ reaures

| Indefinitely ‘




Work History

Present Position:

s If you are currently unemployed you will need to list all information in the “Required” boxes

as “NA”. Be mindful of the format of the information. Dates, phone numbers and emails must
be formatted correctly.

Work Experiences:

* It is recommended to begin your list with the most recent position

s»List as many Work experiences as you would like. Most positions have a total of five available
work experience slots available.

*Important Information to include:

¢ Be sure to include your supervisor’s information (phone number, email)
+*» Job Duties and Responsibilities
* May we contact this Employer?



References:

Every Application REQUIRES, at least, three Professional References. When you submit your application, an email will be sent to your
chosen references. It is important that all information listed for references is accurate.
+» Choose “Add References” and fill in the required information.

Required Information for References:

+* Name

** Phone Number

«» Email Address

*» When you have entered at least three professional references, click on the box next to their name.

+* Then click on “Save and Continue” to move to the next section.

Note :The reference surveys are not set up for character references

@ Personal Information References

e —
Add References

Cl 0 the names of 3 references to be included with this application,

@ HCBE Employment
@ HCSD Background Disclosure ‘
Job performance

@ Paraprofessional Qualifications PROFESSIONAL REF #1
@ Employment History
@ Salary info PROFESSIONAL REF #2

& Education
PROFESSIONAL REF #3

L |

Education Continued

@ Jaob Skills PROFESSIONAL REF #4

© SPED Parapro Save and continue

@ Para qualifications questions

@ References

Artachments



Attachments:

A variety of attachments may be needed for applications. Be sure to read all sections of the
application to verify what documents you will need to upload.

*Click on “Upload”, another box will populate. If you are on your own device, you can choose to

“Upload from Device”. If you have set up a profile and have added the necessary documents to
your profile, they will be available in the “Existing Documents” tab.

**When you have uploaded your documents, you can “Save and Continue”

Note: You will not be able to move to the next section until you have uploaded the “required”
documents.




Submitting an Application:

** When you have completed the application, you will have the opportunity to “Review and Submit” it.
+*You will need to read the statements, check the box, type your initials and then click on “SUBMIT”.
+* You will receive an email confirmation as soon as you submit your application.

+* Your references will be sent a survey when you submit your application.

© Personal Information Review and Submit

© HesE Employment

OpiEmisenb e Personal Information ,

© Job performance

© Pareprotessional Quaifications HCBE Employment 7

© Employment istory

© saaryinto HCSD Background Disclosure /

© caucation

© Education Continued Job performance y

© Jobsiits

I Crruiesane Paraprofessional Qualfications y

© Para quatificatons questions

© References Employment History y
Disclaimer

The Houston County Board of Education is an equal opportunity employer and does not discriminate on the ba

Application Confirmation Statement

District Policy (1) By submitting my application for employment, | authorize the school district to conduct an investigation of candidate pursuant to *0.C.G.A. 20-2-211(e)(1) or **0.C.G.A. 35-3-24.2 to determine whether candidate has been convicted of any criminal or drug offenses
s set forth in such statute, and, UPON request, agrees to execute an investigation authorization form as a condition for candidate's employment. (2) By submitting my application for employment with the Houston County Board of Education, | understand that any
> The Board of Education believes that a program of active recruitment of professional personnel is essential in 2 misrepresentation or omission of fact on this application is cause for termination. (3) My signature constitutes a release for the Houston County Board of Education to request evaluation documentation from previous school systems or employers.
administration to seek personnel with the highest qualifications for all positions. Heroageaioidn ©
1agree to the terms above

Application Confirmation Statement Your Initials (s

(1) By submitting my application for employment, | autharize the school district to conduct an investigation of ¢ [ Test-ponoTuse
as set forth in such statute, and, upon request, agrees to execute an investigation autherization form as a cond

Today's Date
misrepresentation or omission of fact on this application is cause for termination. (3) My signature constitutes : BT

Please agree for below (N}

@ pgree to the terms above
Your Initials | sequres

(o | I

oday's Date

06/22/2026



Application Updates

There are several reasons you may need to update your application. See the following sections
for guidance on updating your application.

m@ SchoolSpring

Q

Find a Job

1. Updating Information within the Application:
¢ Login to your SchoolSpring account at https://hcbe.schoolspring.com/

Application Status

Documents
References
2. Select the Submissions menu and choose Application Status: M e
My Jobs . VY
m
3. Click onthe three dots (...) to the far right of the applicable application PO e | intemaljobs | Apout
"J@SchoolSpring @ (EJ _
:O Submitted Applications Search Jobs
‘”E‘”“ , | an v |
- ——— >

4. Choose “Update”

Journeyman

Substitute Teacher 2025-2026 8.18.2025 Houston County Schools Application Received ~ 08/21/2025 e
ms Houston County Schools Application Received 08/21/2025 Update
Road Primary, Houston County Schools Position Filled/Closed 02/28/2025 Withdraw

Lead Custodian - La



https://hcbe.schoolspring.com/

Application Updates cont....
5. Choose Continue.

Any changes saved will:
= Update your information shared to Houston County Schools
= Update your SchoolSpring profile

6. Youwillclick on “UPDATE and CONTINUE” until you reach the section of the application that needs to be updated.
Once you have completed your update select “UPDATE and CONTINUE” until you reach the Review and Submit.

peg premrge ey -: It is recommended you review your entire application to
there professional references. In adition, due tothe volume of submitted applicatians, | understand that e n S u r e a C C u r a Cy a n d C 0 m p l_e ti O n O f a l_l S e C ti O n S )

Ves. understand that




Application Updates: Documents

You can update References and Documents within the Application Status update, but it is recommended that

you choose them individually to make any adjustments.

. . . . Q -
Updating Documents for Active Applications: Findajob | _soplcston s

Documents

References

—
1. Select the Submissions menu and choose Application Status:

Screening

~ . v

My Jobs
2=]
My Profile
Jobs Internal Jobs About
2. Clickonthe “-” icon to the right of the document Sesrn oes
you would like to update.
Test,::\:me.pdf Updated on: 06/22/2024 &
Resume_Test.docx Updated of. e 2025 & &
&
Upload from Device | fChoose from Existing Documents
3. Choose the way you will upload the new document. s crom o e e
1. Upload from Device —you must be on your personal device to use this option.

2. Choose from Existing Documents —you will choose from previously uploaded documents in your profile.

Cancel




Application Updates: Documents cont....

4. When you have successfully uploaded a document, it will appear at the bottom of the box.

Upload attachment

Upload from Device | Choose from Existing Documents

5. Choose “Save” to complete the document upload.

Drag and drop or browse file

Application Update [fj

6. The documentis now available to hiring managers to view.

Submitted Documents Documents from HR

You can view and update the documents submitted to th

Test_Resume.pdf

Resume_Test.docx

Application Update.docx

Other Documents



Application Updates: References

H@ SchoolSpring

Updating References: 0,
ind aloh Application Status
1. Goto “Submissions” and then choose “References” | g | e
Submissions
Screening
My Jobs
=
My Profile
Jobs Internal Jobs About

Search lobs

ﬂ@ SchoolSpring

2. To add new references, choose “Add References”.

Submitted References

You can view and update the references submitted to the employer. The status will be updated to Returned

sdter the referrer completes the reference check form.

Add References

P PROFESSIONAL REF #

[” icon

3. Toupdate areference, choose the “penci

My Jobs

2= » PROFESSIONAL REF #4 Manage jobs | /

My Profile

4. To send a survey reminder, choose “Manage Jobs” —0

» PROFESSIONAL REF #2 Manage jobs



Application Updates: References cont.....

+»» Adding References allows you to add additional references. Once you have added a reference you will follow the
directions for sending a reference survey reminder.

*» Updating References allows you to access an existing reference’s information and update it. Once you have updated a
reference you will follow directions for sending a reference survey reminder.

Manage Jobs:

This function allows you to see which references have completed the survey(s) sent to them and send reminders to the
references if they have not completed the survey(s).

** When you select “Manage Jobs” a box will open Linkedjobs  Other obs
+» Reference Status tells you if the survey has been completed:

Search Q
+* Pending — Needs to complete the survey
¢ N/A-has previously completed the survey JobTie R REL
% Returned - survey has been completed senocttutrition Food Asssiant

Close

*» If the status is “pending”, the “paper airplane” icon will be blue and can be clicked. Clicking the icon will send the survey
link to the reference.




Application Updates: References

Reference Reminders...

s Professional References are needed for the application. Co-workers, managers, supervisors, etc., individuals that
can attest to your work history and work ethic.

*»* The applicant will need to monitor their account for completion of the surveys.

s References used on multiple applications, may receive more than one survey. It is recommended they complete
both surveys.

+ If a reference is having difficulty with completing a survey, make sure they are using a compatible device. Surveys
CANNOT be completed using a phone. References will need to use a laptop, desktop or a tablet to complete the
survey.

** When a reference successfully completes a survey, they will receive an email confirmation within a couple of
minutes.

¢ If they do not receive a confirmation, the survey did not submit successfully.

% Itisrecommended they try clearing the cache and cookies on the device they are using. They can then use the same link to
attempt the survey again.

IMPORTANT: your references will need to communicate with you about any difficulty with the survey. The applicant
can reach out to Human Resources, if the above information does not provide a resolution.

NOTE: Human Resources is not permitted to discuss an applicant’s information with anyone other than the applicant.
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