
 Create a Hiring Committee  
Create a strong hiring committee to divide interview 

responsibilities among administrators, teacher leaders, 
and content area specialists. Including multiple           

perspectives on your committee allows you to better 
judge candidate potential. 

Best Hiring Practices  

     Use a Selection Model 

 

Market Your School  

Create marketing materials that highlight school 

strengths to your candidates, e.g. flyers,           

brochures, school website, etc. 

Identify someone on hiring committee devoted to 

“candidate cultivation,” responsible for             

developing candidate interest, greeting             

candidates on interview day, following up with 

phone calls, etc.   

Remember: Interviews work both ways, and you        

should be working to impress the candidate.  If 

your hiring process screams chaotic or               

disinterested, you will not attract top talent.  

To recruit top talent, it is imperative that you market 

the strengths of your school, treat your interview as a 

two-way process, and find innovative ways to attract 

candidates. One national study, for instance, found that 

92% of companies use social media to attract talent.  

Schools that use a selection model with multiple 
measures to assess candidates typically hire better 

teachers because they see a more comprehensive pic-
ture of candidate ability. One study on a subset of urban 
schools that used multiple measures to hire found that 
nearly 90% of their new hires were effective teachers.  

Hire Early 
The best talent gets hired early. Based on a study          

conducted in a large, urban school district, 60% of         

candidates hired in March-May were highly effective 

teachers. Just 40% of those hired in June-August were 

equally effective. 

Identify your vacancies early by sending out     

intent surveys to current faculty members asking 

their plans for the upcoming school year. 

Conduct follow-up conversations with faculty 

members to retain high performers or push for 

early notification of separation.   

Once a vacancy is identified, hire quickly to      

capitalize on when the candidate pool is      

strongest.  

Identify administrators, teacher leaders, and   

content experts among your current staff.  

Outline roles and responsibilities for an efficient 

hiring processes, from reviewing resumes to 

scheduling interviews to marketing your school.  

Devote time to hiring committee training to make 

sure all members are aware of responsibilities.  

In addition to an interview, have candidates      

perform a hiring exercise or sample lesson to     

enable you to see them in multiple contexts      

performing the skills they will need to demonstrate 

in the classroom.  

Create interview questions and hiring exercises 

that assess for the competencies and traits you’ve 

identified.  

Identify the most important competencies and 

traits necessary to be an effective teacher at your 

school. 



 Hiring Committee Resources 

Create a strong hiring committee to divide interview 
responsibilities among administrators, teacher leaders, 

and content area specialists. Including multiple           
perspectives on your committee allows you to better 

judge candidate potential. 

Hiring Resources  

      Selection Resources Marketing Resources 
To recruit top talent, it is imperative that you market 

the strengths of your school, treat your interview as a 

two-way process, and find innovative ways to attract 

candidates. One national study, for instance, found that 

92% of companies use social media to attract talent.  

Schools that use a selection model with multiple 
measures to assess candidates typically hire better 

teachers because they see a more comprehensive pic-
ture of candidate ability. One study on a subset of urban 
schools that used multiple measures to hire found that 
nearly 90% of their new hires were effective teachers.  

Early Hiring Resources 
The best talent gets hired early. Based on a study          

conducted in a large, urban school district, 60% of         

candidates hired in March-May were highly effective 

teachers. Just 40% of those hired in June-August were 

equally effective. 

Open these attachments in the left side bar. If the 

attachment list is not visible, click the paper clip on the 

left bar.  

Resources: The Hiring Committee Worksheet will help 

you identify the right people and roles for your school 

hiring committee to ensure that your hiring process is 

efficient and effective.  

Resources: Have your candidates perform the Demo 

Lesson Exercise during their interview to get a more 

comprehensive picture of their abilities.  Use the TKES 

Interview Question Bank to select interview questions 

aligned to the TKES evaluation tool.  

Resources: Use the School Marketing Flyer Template 

to create a school flyer highlighting your school’s 

strengths. Send this to your candidates to cultivate 

their interest in your school.  

Resources: Using the Declaration of Intent Form with 

your teachers can help you identify your teaching 

vacancies earlier.  The Early Hiring and Selection Timeline 

will help you plan out your teacher hiring timeline.  

Open these attachments in the left side bar. If the 

attachment list is not visible, click the paper clip on the 

left bar.  

Open these attachments in the left side bar. If the 

attachment list is not visible, click the paper clip on the 

left bar.  

Open these attachments in the left side bar. If the 

attachment list is not visible, click the paper clip on the 

left bar.  
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Declaration of Intent Form



Name: 	______________________________________				Date:	______________________________________


To continue the progress that we’ve made this year, we need to ensure that <school> is staffed with excellent teachers next year.  Studies have shown that schools are able to get the best teachers if they are able to hire early.  Completing this Declaration of Intent will help us determine if the school will have any vacancies and accomplish our goal of hiring outstanding colleagues.

Declaration of Intent

Please select the one option that best matches your plans for the coming school year.

· I intend to continue in my current position at <school>.



· I am applying for a new position at <school>, such as a Math or Literacy Coach.

Describe:   _______________________________________________________________________________________________________

· I am applying for a different position at the district-level or one that may be at another location, such as an AP, Professional Development Specialist, etc. 



Describe:   _______________________________________________________________________________________________________



· I intend to retire at the end of this school year.



· I intend to resign at the end of this school year. (Please submit your letter of resignation.)



· I intend to apply for a transfer to another school within our school district.



· My plans are uncertain.  I am currently considering:



· Retiring



· Resigning



· Transferring



· Another position or promotion



Teaching Preferences:  For the upcoming school year, please list up to 3 subjects you are interested in teaching, in order of preference, for which you will be highly qualified and licensed:

		Subject

		Grade
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Demo Lesson Exercise





		

Summary



		

This activity allows a principal to assess how a teacher would deliver instruction by having the candidate teach a shortened lesson to the hiring team or group of students. 





		







Overview

		

Candidate presents a short 5-10 minute demo lesson in front of the hiring committee or students, and then receives 1-2 pieces of concrete feedback from the hiring team. Following 5 minutes of preparation, candidate then re-teaches their demo lesson, incorporating the feedback received. This exercise allows a principal to assess a candidate’s fundamental teaching abilities as well as their ability to grow and develop as a teacher based on evaluation and feedback.





		



TKES Standards Assessed

		

1. Professional Knowledge

2. Instructional Strategies

3. Differentiated instruction

4. Assessment Strategies

5. Positive Learning Environment

6. Academically Challenging Environment

7. Professionalism





		

Estimated Time



		

 25 minutes














Instructions

Prior to day of demo lesson

1. Send candidate pre-work (included at end of document) to prepare candidate for demo lesson. We recommend that you provide at least 48 hours, if possible.  

a. (Optional): If you would like to see the candidate’s lesson plan, you may modify the pre-work to request that they bring this lesson plan with them. Feel free to consider asking them to use your school’s lesson plan template if it can be adapted to fit this short 5-10 minute format.  

Day of demo lesson

2. Set up room for demo lesson. Be sure board and writing materials are provided.

3. Tell candidate that they will present their short 5-10 min demo lesson that they have prepared and then receive 1-2 pieces of concrete feedback. They will then have 5 minutes to prepare to incorporate the feedback before re-teaching their revised demo lesson.

4. Before starting, allow candidate to ask any questions. When they are ready and have prepared their materials, have them begin. 

During demo lesson

5. Take notes during the lesson and think of 1-2 very clear concrete actions they should take to improve their instruction. Be sure that it is something that they can incorporate given the limited time and resource constraints. See feedback examples under step 7 below.

6. During the demo lesson, you or someone from your hiring team (establish who beforehand) should deliberately misinterpret or misunderstand something to see how well the candidate responds and adjusts their instruction based on student misunderstanding. 

After demo lesson

1. When lesson is complete (or when you call time if they go too long), ask the candidate how they thought the lesson went and what, if anything, they want to change for the re-teach. Record their response here:

		





  

2. For the re-teach, you may opt to have the candidate incorporate their own self-reflection on areas to improve, or you may provide them with your feedback to incorporate. If the latter, provide them with 1-2 pieces of very clear, concrete feedback. For example: 



· Use more precise language when explaining __________ (fill in blank).

· Define new terms.

· Deliver step-by-step directions when asking candidates to __________ (fill in blank).

· Stick to the critical information. Do not include unnecessary information about __________ (fill in blank).

· Explain __________ (fill in blank) in more than one way.

· Check for student understanding by doing __________ (fill in blank).

· Correct wrong answers or misstatements made by participants.

· You had times when you were not teaching and student were not participating (i.e., dead time). Eliminate any unnecessary wait time. Do not pause when delivering your lesson (or use um, like, etc.).

· Do __________ (fill in blank) to begin your lesson (or conclude it).

· Ask the students to __________ (fill in blank).

· Give students an opportunity to practice __________ (fill in blank).



3. Allow them to ask any questions, and give them 5 minutes to prepare their re-teach to incorporate the feedback given. Note: if you have a very novice teacher, you may opt to give them additional preparation time to plan their re-teach.

a. During this preparation time, assess their initial demo lesson on the modified version of the TKES rubric below (do not assess the Professionalism standard or any of the standards on which you have given them feedback. These will be assessed during their re-teach).  

b. The TKES rubric below has been modified to assess for those TKES standards and indicators that can be capture in this shortened demo lesson format. 

4. After 5 minutes, have the candidate re-teach their revised demo lesson. 

5. Use your rubric to assess the Professionalism standard as well as any standards for which you provided feedback.

6. (Optional Question to assess for Academically Challenging Environment) 

a. Ask the candidate “How could you have made this lesson more rigorous to stretch the thinking of your students?” Record response here: 

		







7. When complete, thank them and transition to your interview or inform them of next steps.









Demo Lesson Rubric

		Performance Standard 1: Professional Knowledge 

The candidate demonstrates an understanding of the curriculum, subject content, pedagogical knowledge, and the needs of students by providing relevant learning experiences. 





		High Potential 

In addition to meeting the requirements for Satisfactory… 



		Satisfactory Potential

Satisfactory is the expected level of performance. 

		Developing Potential 

		Minimal Potential  



		- Displays extensive content and pedagogical knowledge in a way that enriches the lesson.

		-Demonstrates accurate, deep, and current knowledge of subject matter 



-Exhibits pedagogical skills relevant to the subject area and best practice based on current research.



		-Demonstrates mostly accurate, deep, and current knowledge of subject matter 



-Exhibits some pedagogical skills relevant to the subject area and best practice based on current research.

		-Does not demonstrate accurate, deep, and current knowledge of subject matter 



-Does not exhibit pedagogical skills relevant to the subject area or best practice based on current research.



		Performance Standard 3: Instructional Strategies 

		 The candidate promotes student learning by using research-based instructional strategies relevant to the content to engage students in active learning and to facilitate the students’ acquisition of key knowledge and skills. 











		High Potential 

In addition to meeting the requirements for Satisfactory… 



		Satisfactory Potential

Satisfactory is the expected level of performance. 

		Developing Potential 

		Minimal Potential  



		-Facilitates students’ engagement in metacognitive learning, higher-order thinking, and application of learning in current and relevant ways.





		-Engages all students in active learning and maintains their interest



-Often reinforces learning goals throughout the lesson.



-Communicates and presents material clearly, and effectively checks for understanding 



- Engages students in authentic learning by providing real-life examples and interdisciplinary connections



		-Engages some students in active learning and maintains interest 



-Rarely reinforces learning goals throughout the lesson.



- Communicates and presents material mostly clearly, and rarely checks for understanding 



-Attempts to engage students in authentic learning by providing real-life examples and interdisciplinary connections, but does not do so effectively

		- Does not engage students in active learning and maintain interest.



-Does not reinforce learning goals during the lesson.



-Does not communicate or present material clearly, or check for understanding 



-Does not attempt to engage students in authentic learning by providing real-life examples and interdisciplinary connections



		Performance Standard 4: Differentiated Instruction 

The candidate challenges and supports each student’s learning by providing appropriate content and developing skills which address individual learning differences. 





		High Potential 

In addition to meeting the requirements for Satisfactory… 



		Satisfactory Potential

Satisfactory is the expected level of performance. 

		Developing Potential 

		Minimal Potential  



		 -Continually facilitates high level critical and creative student thinking

















-Effectively uses purposeful misunderstanding as a learning opportunity to push student thinking further. 

		-Effectively differentiates instruction to meet individual developmental needs of students.







-Develops significant critical and creative thinking by providing activities at the appropriate level of challenge for most students.



-Effectively adjusts to the purposeful misunderstanding by the hiring team.

		-Attempts to differentiate instruction to meet individual developmental needs of students, but does not do so entirely effectively.



-Develops some critical and creative thinking by providing activities at the appropriate level of challenge for some students.



-Somewhat effectively adjusts to the purposeful misunderstanding by the hiring team.

		-Does not differentiate instruction to meet individual developmental needs of students.







-Does not develop critical and creative thinking for students.







-Does not effectively adjust to the purposeful misunderstanding by the hiring team.



		Performance Standard 5: Assessment Strategies 

The candidate systematically chooses a variety of diagnostic, formative, and summative assessment strategies and instruments that are valid and appropriate for the content and student population. 





		High Potential 

In addition to meeting the requirements for Satisfactory… 



		Satisfactory Potential

Satisfactory is the expected level of performance. 

		Developing Potential 

		Minimal Potential  



		-Assessment technique is creative, engaging, and motivating. 





		-Uses an effective and appropriate assessment technique for the time given to determine whether students mastered the objective

		-Uses a somewhat effective and appropriate assessment technique for the time given to determine whether students mastered the objective



		-Does not assess for student mastery or assessment technique is inappropriate and ineffective. 





		Performance Standard 7: Positive Learning Environment 

The candidate provides a well-managed, safe, and orderly environment that is conducive to learning and encourages respect for all. 





		High Potential 

In addition to meeting the requirements for Satisfactory… 



		Satisfactory Potential

Satisfactory is the expected level of performance. 

		Developing Potential 

		Minimal Potential  



		-Collaborates effectively with students and encourages them to take ownership of their learning behavior

		-Responds to disruptions, if any, in a timely, appropriate manner. 



-Provides clear instructions and expectations, and enforces them consistently



-Models caring, fairness, respect, and enthusiasm for learning. 



-Actively listens and pays attention to students’ needs (if applicable)

		-Mostly responds to disruptions, if any, in a timely, appropriate manner.



-Provides mostly clear instructions and expectations, and enforces them occasionally



-Mostly models caring, fairness, respect, and enthusiasm for learning.



-Mostly listens and pays attention to students’ needs. (if applicable)

		-Does not respond to disruptions, if any, in a timely, appropriate manner.



- Instructions and expectations unclear or non-existent. 





-Does not model caring, fairness, respect, and enthusiasm for learning.



-Does not actively listens or pay attention to students’ needs. (if applicable)







		Performance Standard 8: Academically Challenging Environment 

The candidate creates a student-centered, academic environment in which teaching and learning occur at high levels and students are self-directed learners. 





		High Potential 

In addition to meeting the requirements for Satisfactory… 



		Satisfactory Potential

Satisfactory is the expected level of performance. 

		Developing Potential 

		Minimal Potential  



		 -Actively and effectively encourages students to set their own challenging goals and tackle challenging material

		-Maximizes instructional time.



-Effectively uses mistakes or misunderstandings as teachable moments 



-Communicates high, but reasonable, expectations for student learning. 





-Asks rigorous comprehension level questions that require student analysis or evaluation. 

		-Mostly maximizes instructional time.



-Somewhat effectively uses mistakes or misunderstandings as teachable moments 



-Communicates somewhat high or reasonable expectations for student learning.



-Asks knowledge level questions only that require a low-level of rigor.

		-Does not maximize instructional time.



-Does not mistakes or misunderstandings as teachable moments 



-Does not communicate high or reasonable expectations for student learning.



-Does not ask students questions to gauge their understanding. Rigor is minimal or non-existent. 





		Performance Standard 9: Professionalism 

The candidate exhibits a commitment to professional ethics and the school’s mission, participates in professional growth opportunities to support student learning, and contributes to the profession. 





		High Potential 

In addition to meeting the requirements for Satisfactory… 



		Satisfactory Potential

Satisfactory is the expected level of performance. 

		Developing Potential 

		Minimal Potential  



		-Self-identifies areas for improvement and demonstrates enthusiasm for continually learning and growing as a teacher

		-Is open to feedback and effectively incorporates it into re-teach in such a way that lesson is improved



		-Is open to feedback, but does not effectively incorporate it into re-teach

		-Is not open to feedback and does not attempt to incorporate it into re-teach









Demo Lesson Pre-Work

Fill in the template below and send the following pre-work, including the logistics and lesson objective sections, to candidates at least 24-48 hours in advance to prepare them for their demo lesson. 



Dear [name],

We are impressed by your qualifications and would like to invite you to interview and present a short sample [grade/subject area] lesson to the hiring committee at [school]. The sample lesson allows you the opportunity to demonstrate your teaching abilities before school leaders to aid them in their hiring decision. 

Your interview and sample lesson will take place at:

· Location/address 

· Date and arrival time



Your sample lesson should adhere to the following:



· Your sample lesson should be no longer than 5-10 minutes and should be specific to the grade and content area for which you are applying. 

· During your 5-10 minute sample lesson you must: 

· Present your lesson objective (i.e. what you expect your students to be able to do or know by the end of the lesson). See Lesson Objectives below for additional information. 

· Teach your material to the school’s hiring committee or a group of students. 

· Engage your audience with questions to ensure understanding.

· Provide a quick assessment, whether formal or informal, to gauge audience mastery of your objective.

· Following the sample lesson, be prepared to interview with the principal or hiring team. 





Please let us know immediately if you have any conflicts. Note that it is extremely difficult to reschedule interviews and sample lessons. 

You will find further details regarding the interview below. If you have any questions or concerns, please reach out to [contact name and email address/phone number].

Best,

[contact name]

Logistics: 



Once you arrive at the school, please check in at the office. You will then lead a short 5-10 minute sample lesson in front of the principal and hiring committee, who will act as your “students” during the lesson. Following the sample lesson, the hiring team will provide you with 1-2 pieces of feedback. You will have five minutes to prepare, and then will be asked to reteach your sample lesson, incorporating the feedback you received.

Prepare your sample lesson in advance. You may create your own grade- and subject-appropriate lesson, or choose a topic from the list below. A successful lesson will be organized around a clear learning objective and include an appropriate manner of gauging whether students have mastered the objective. Five to ten minutes pass quickly. Make sure that your learning objective can be achieved during this limited time. 

It is acceptable for you to assume prior knowledge in your “students.” For example, you may communicate this by beginning your lesson with a reference to an earlier lesson (e.g., “Yesterday we began talking about similes. Today we’re going to continue talking about similes and learn about another literary device called a metaphor.”)

Please note: writing materials such as chart paper, a whiteboard/chalkboard, and markers/chalk will be provided for your lesson. You should plan to bring any other materials needed to teach your sample lesson. Please let us know if technology will be required for your lesson. 

Lesson Objectives:

A lesson objective is what you expect your students to know or be able to do by the end of the lesson. For your sample lesson, select an objective from the list below or create your own. You should select an objective from within the content area for which you are applying. If your assigned subject area isn’t listed in the chart below, please use the following guidance:

· Middle School candidates should choose a an objective under English/Language Arts, History/Social Studies, Math, Biology/Life Science, or Chemistry depending on their area of focus

· ESL candidates should choose an objective either under the Early Childhood Education/Elementary Education subject area or the English/Language Arts subject area.

· Special Education candidates may select and/or modify any of the objectives below.

· All other subject area candidates should create their own objectives.



		Subject Area 

		Teaching Sample Objectives (Students will be able to…)



		Early Childhood Education/

Elementary Education

		· Define and identify subjects and objects in a sentence.

· Use a table of contents to locate key facts or information in a text.

· Describe the difference between a hard vowel sound and a soft vowel sound.

· Determine the proper punctuation to use in both exclamatory sentences and questions.

· Identify geometric shapes and structures in the environment.

· Use the symbols <, >, =, and �‚ to compare whole numbers, fractions, OR decimals.

· Determine the sum of a two digit number and a one digit number that involves carrying.



		English/Language Arts 

		· Define “dangling modifiers” and correct them in sentences.

· Define alliteration, hyperbole, OR metaphor and identify examples in a poem.

· Identify and describe the five stages of a story’s plot.

· Identify and use parallel structure.



		Foreign Language

		· Explain the origin and meaning of an important custom from a country that speaks the language.

· Conjugate a verb - regular or irregular (Spanish example: "hablar" or "ser").

· Express feelings or emotions in the target language.

· Use comparative words in context to describe different objects



		History/Social Studies 

		· Use the scale on a map to calculate distance.

· Identify the steps necessary to amend the US Constitution.

· Compare and contrast the characteristics of the US House and the US Senate.

· Determine the message communicated by a political cartoon.



		Math

		· Calculate the area of a triangle, quadrilateral, circle, OR other shape.

· Plot positive and negative coordinates on a coordinate plane

· Demonstrate how to multiply two binomials.

· Use probability to evaluate outcomes of decisions.



		Biology/Life Science

		· Describe taxonomic rank and give examples.

· Identify and describe the stages of mitosis.

· Describe the process of human circulation or respiration.

· Arrange components of the food chain according to the flow of energy.



		Chemistry

		· Use the periodic table to identify metals, semimetals, nonmetals, OR halogens.

· Compare and contrast the states of matter (gas, solids, liquid).

· Identify characteristics of protons, neutrons, and electrons.

· Describe the structure of an atom.







Remember these key points for an effective sample lesson:

· You will be given no more than 5-10 minutes.

· Lessons should have a clear beginning, middle and end and be organized around a specific learning objective (i.e. what students should be able to do by the end of the lesson).

· Teachers should communicate and work with “students” to demonstrably achieve the learning objective in the time given.

· Be sure to engage participants in the lesson.

· Lessons should be interactive and age-appropriate for the grade and subject level for which you are interviewing.

· Principals will be looking for those qualities that are evaluated in the Teacher Keys Effectiveness System (TKES), the teacher evaluation tool used in Georgia. Principals will only be looking for those qualities that are appropriate to this short sample lesson format. You will not be evaluated on anything that cannot be demonstrated in this time or format.

We look forward to your interview and sample lesson!






Early Hiring and Teacher Selection Timeline

As a school administrator, it is critical that you identify your vacancies and hire early in the spring hiring season when the talent pool is strongest. Because there is such fierce competition amongst schools and districts for top talent, most of the best teachers will have already been hired by time summer arrives. If you typically wait until the summer months to hire, you are likely not picking from the best available talent. See chart below for evidence. 

Average Effectiveness by Date of Hire 

[image: image002]AAvafadd



Above: The chart above shows the average effectiveness score of teachers in a large urban school district by date of hire. You can clearly see that early hires were significantly more effective than later hires on average. Scoring is on a 1-5 scale where 1 = Significantly Below Expectations, and 5 = Significantly Above Expectations. 



Keys to Early Hiring

1. Identify your upcoming retirements and resignations early. Between January and March, share the early hiring data above with your teachers to explain why it’s critical that they provide early notice of retirement or resignation (answer: so that you can hire a replacement teacher when the talent pool is strongest). Then have your teachers fill out a Declaration of Intent form to indicate their plans for the coming year. Follow up with any of those who indicate that they considering retirement to make an official decision. Resource: 





2. Hire Efficiently. Because early hiring is so important, it is critical that once your vacancy is approved for hire you act quickly to fill the position. A goal to hire within ten days of position approval is generally a good goal to drive your hiring process forward quickly. Follow the timeline and use the resources below to ensure you hire early and efficiently in order to maximize the hiring talent pool for your school or district. 

Teacher Selection Timeline

		Step

		Task

		Timeline



		1

		Identify your teaching vacancy (e.g. teacher is retiring).

		NA



		2

		Collect separation paperwork and submit vacancy for district/budget approval

		Within 24 hours of vacancy ID



		3

		Vacancy is approved and posted for hire

		NA



		4

		Begin reviewing resumes of interested candidates and determining who to invite for interview. 

		Within 48 hours of vacancy approval



		5

		Begin interviewing candidates

		Within 5 days of vacancy approval



		6

		Make hiring decision (unless no suitable options)

		Within 10 days of vacancy approval
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[bookmark: _GoBack]Declaration of Intent Form





Name: 	______________________________________				Date:	______________________________________



To continue the progress that we’ve made this year, we need to ensure that <school> is staffed with excellent teachers next year.  Studies have shown that schools are able to get the best teachers if they are able to hire early.  Completing this Declaration of Intent will help us determine if the school will have any vacancies and accomplish our goal of hiring outstanding colleagues.


Declaration of Intent


Please select the one option that best matches your plans for the coming school year.


· I intend to continue in my current position at <school>.





· I am applying for a new position at <school>, such as a Math or Literacy Coach.


Describe:   _______________________________________________________________________________________________________


· I am applying for a different position at the district-level or one that may be at another location, such as an AP, Professional Development Specialist, etc. 





Describe:   _______________________________________________________________________________________________________





· I intend to retire at the end of this school year.





· I intend to resign at the end of this school year. (Please submit your letter of resignation.)





· I intend to apply for a transfer to another school within our school district.





· My plans are uncertain.  I am currently considering:





· Retiring





· Resigning





· Transferring





· Another position or promotion





Teaching Preferences:  For the upcoming school year, please list up to 3 subjects you are interested in teaching, in order of preference, for which you will be highly qualified and licensed:


			Subject


			Grade
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[bookmark: _GoBack]Hiring Committee Roles and Responsibilities



When establishing hiring processes within your school, one of the most important pieces of the model is a strong and consistent hiring committee. With a strong hiring committee in place, all the responsibilities of a thorough interview can be divided among expert advisors and content area specialists. Streamlining this process not only makes interviewing candidates more efficient, but it also provides school administrators and hiring committees the opportunity to identify more highly qualified candidates.  Establishing an effective hiring committee will allow you to consider multiple perspectives which are extremely valuable when selecting a candidate. 







School: _________________________   Principal: ________________________   County: ________________







Below, identify the faculty and staff members in your school that will serve on the hiring committee. List their position within the school, as well as the role you would like them to play as a member of the committee.

		Name 

		Position/Title at School 

		Hiring Committee Role & Responsibilities



		

		 

		 





		

		 

		 





		

		 

		 





		

		 

		 





		

		 

		 



















Hiring Committee training will be held: ______________________________________________







Below is a list of suggested roles and responsibilities that can help to ensure the interview and hiring process is completed efficiently. Assign each member of your hiring committee, including yourself, to the roles below to ensure all tasks are completed and each member knows their responsibilities.





		Step

		Responsibility

		Committee Member



		1

		Collect separation paperwork and submit vacancies (note: this is time sensitive - the pool is strongest early in the spring and gets progressively weaker)

		



		2

		Determine and communicate interview format (e.g. interview and sample lesson) 

		



		3

		Identify and pull in content specialist(s)

		



		4

		Screen candidates to determine who to bring in for interview (note: this is time sensitive; should be done ASAP in order not to lose out on the best candidates)

		



		5

		Coordinate interview schedule with candidate and committee (note: this is time sensitive; should be done ASAP in order not to lose out on the best candidates)

		



		6

		Send candidate interview pre-work, if any, and school marketing info highlighting a few of the exciting reasons to consider your school; serve as contact person if candidate has any questions prior to the interview 

		



		7

		Prepare interview/exercise materials and candidate set-up for day of interview and/or hiring exercises

		



		8

		Meet candidate upon arrival to cultivate their interest in your school, show building, and set-up for interview

		



		9

		Facilitate interview

		



		10

		Take notes

		ALL



		11

		Fulfill hiring exercise responsibilities, if any (e.g. role play, purposefully misunderstand something, act out behaviorally)

		



		12

		Post-interview debrief with hiring team

		ALL



		13

		Follow-up with selected candidate to make offer and cultivate candidate interest

		



		14

		Follow up with non-selected candidates to politely reject

		



		15

		Enter notes/data and make recommendation 

		







		Possible Roles



		Committee Lead (CL)

		Hiring Coordinator (HC)

		Candidate Coordinator (CC)

		Content specialist(s) (CS)








[bookmark: _GoBack]Introductory text:



Block of text about the school—should be motivating and positive, highlighting any overarching themes or goals that are original to the school.



     

School Name







Photo/graphic: 



-Your school exterior



-Photo of students and/or teachers







School motto or slogan





School Name

School Address

City, State  10002

(212) 555-5555

www.website.com















Message from the Principal

· Highlight yourself as a leader

· Include a short message or quote







“Quote from a teacher about working in the school” 



-Teacher Name, teacher at School since 2001





General information:



Use this section to highlight something that you feel is unique and important to your school environment. This is a good place to address potential concerns





· Concerns about neighborhooddemographic profile of area with map of school

· Concerns about new teacher supportmentoring/support services for new teachers













	









School information and statistics:



· Bullet: General school information

· Bullet: Demographics/ student population

· Bullet: Test scores/student achievement data

· Bullet: Educational goals/aims specific to school

· Bullet: New or exceptional facilities and/or programs









	







Personal profile:



Highlight an interesting piece of the school’s culture that prospective candidates can easily relate to.



· Teacher profile

· Student profile

· Quotes from various teachers or students about the school

















Include contact information and/or link to 








   

                                                                 







		

TKES Question Bank





		

Summary



		

Principals can use this bank to select TKES-aligned questions to incorporate into their teacher hiring interviews. 





		



Overview

		

Each of the TKES standards is accompanied by several questions a principal or hiring team can use during the interview process. There are also questions that allow a principal to gauge school fit and extracurricular leadership. 





		



TKES Standards Assessed

		

1. Professional Knowledge

2. Instructional Uses

3. Instructional Strategies

4. Differentiated instruction

5. Assessment Uses

6. Assessment Strategies

7. Positive Learning Environment

8. Academically Challenging Environment

9. Professionalism

10. Communication





		Additional Competencies Assessed 

		1. School Fit

2. Extracurricular Leadership





		

Estimated Time



		

 Will vary



















TKES Aligned Question Bank

		Standard

		Questions



		

Professional Knowledge

 The teacher demonstrates an understanding of the curriculum, subject content, pedagogical knowledge, and the needs of students by providing relevant learning experiences.



		

· What makes you passionate about teaching {X-enter subject area}?



· Discuss what qualifications make you an expert in {X-enter subject area}?



· Georgia educators receive guidance on their scope and sequence from a curriculum map.  If you had full autonomy to develop the curriculum map for your students, describe any key concepts/skills that you would include? 

· Follow-up: Why did you sequence concepts in that way?



· What would be your content specific year-end goal for your students? Mid-year goals?

· Follow-up: Who would you communicate your goal(s) to and why?



· What is your teaching philosophy?  How is it evident in your classroom?



Alternate route questions



· What experiences have you had that will make you a strong  [subject area] teacher. 

· What makes you an expert in [subject area] and why do you think you will be successful teaching [subject area]?





		

Instructional Planning

 The teacher plans using state and local school district curricula and standards, effective strategies, resources, and data to address the differentiated needs of all students.



		

· Please walk me through all the elements you consider when planning your lessons?

· Follow-up: What tools have you used, or plan to use, that will direct your lesson planning? Give specific examples.



· How do you plan to ensure that you reach all of the students in your classroom? 



· What specific sources of data do you reference when planning your lessons? 



· When planning lessons, how do you select content that is personally relevant to your students? 



· How do you incorporate student input when planning?



· What’s one specific objective that you are excited to teach this year? What activities might you use in that day’s lesson to provide your students with the practice necessary to master that objective?



· What are your goals for your students and what challenges do you foresee that may prevent you from hitting these goals? 

· Follow-up: How could you plan to best avoid some of these pitfalls?



· Tell me about a time when you didn’t plan your teaching effectively. What did you learn from this?



· How does instructional planning affect student outcomes?



· What are the elements of a good long term plan?



Alternate Route Questions



· Explain a big project you have completed and how you planned/organized tasks to complete the project on time. 

a. How would you approach planning a unit plan as a teacher? In other words, what are the key things you would think about to create your plan?



		

Instructional Strategies

The teacher promotes student learning by using research-based instructional strategies relevant to the content to engage students in active learning and to facilitate the students’ acquisition of key knowledge and skills.



		

· Please provide an example of how you have helped students connect current lessons to prior knowledge or real-life experiences.



· Tell me about a time that you ensured that your students understood how a particular objective or activity related to their overall course goals? 



· When teaching a lesson, how do you explain or demonstrate concepts in a way that actively involves students in the learning process?



· Describe how you incorporate resources, other than the textbook, into your lessons.



· During a lesson, how do you use check-for-understanding strategies to strengthen your lesson in the moment?

· Follow-up: If students do not understand the material, how would you change your approach?



· Tell me about a time when you have had to present an objective that was not interesting to your students.  How did you engage students in learning this material? 



· What is one fundamental concept that is crucial for your students to understand?  Can you explain that concept to me as you would to your students?



· Tell me about a time that you effectively engaged students in learning through using real world examples or interdisciplinary connections.



· Tell me about a time that you successfully developed higher order thinking in your students. 





Alternate route questions

· Describe a time you have had to give a presentation on a topic that wasn’t very engaging. How did you make it interesting for the audience?



· Describe a time you taught someone something they didn’t know. What and how did you teach them? How were you sure they understood?





		

Differentiated Instruction

The teacher challenges and supports each student’s learning by providing appropriate content and developing skills which address individual learning differences.



		

· What strategies help you identify the learning levels of all students in your classroom?



· Provide an example of a lesson in which you adapted activities for audio, visual, and kinetic learners. 



· When teaching a lesson, how do you ensure the material being covered is reachable for students at every level of learning?



· What does differentiated instruction look like in your classroom? Please give specific examples.



· Provide an example of a concept and how you would teach it to students on different academic levels. 



· Tell me about a time you stretched the thinking of a high performing student.



· Describe what you feel is the ideal balance between teacher-directed instruction and student-centered learning.



· Tell me about a time you made a difficult concept or project accessible, yet challenging, to a low performing student.



· Tell me about a time when a student, even after remediation, could not understand a concept. How did you address this student? 

· Follow-up: What did you do to ensure he/she was successful at mastering the objective?



· I’m a novice when it comes to [subject area]. Can you explain a basic concept to me in such a way that I understand?  

· Possible follow-up: Say I didn’t understand that; could you explain it to me again in a different way?



Alternate Route Questions

· Describe a time you have been misunderstood when explaining a concept. How did you explain it differently so that it was understood?





		

Assessment Strategies

The teacher systematically chooses a variety of diagnostic, formative, and summative assessment strategies and instruments that are valid and appropriate for the content and student population.



		

· In detail, outline the different methods of assessment you used to assess your last group of students. How did these assessments impact how you delivered instruction?



· Describe how you have used both formal and informal assessments in your instructional lessons. Provide specific examples.



· Can you walk me through the process you undergo when developing your assessments?



· What would serve as a signal that a student needs more rigorous assignments?



· Tell me about a creative approach you used to assess students in the past. Was this method effective? Why or why not?



· What’s one objective that you plan to use in your class this year? How would you assess your students to determine if they had mastered this objective?





Alternate Route Questions:

· How has your professional performance on a project or task been assessed in the past? Do you feel that this was an effective way to assess your performance? Why or why not?

· What elements would you consider when designing assessments for your students?





		

Assessment Uses

The teacher systematically gathers, analyzes, and uses relevant data to measure student progress, to inform instructional content and delivery methods, and to provide timely and constructive feedback to both students and parents.



		

· When you get a new group of students, what resources do you use to determine where to begin your instruction with them?



· How do you use student data and other information to drive your lessons?



· How do you monitor progress towards your end of year goals? How have your students monitored their own progress?



· Excluding report cards, how are students and parents made aware of student progress in your class?



· In the middle of delivering a lesson, you realize most of your students are not mastering the objective. What would you do next?



· During a lesson, what check-for-understanding strategies do you typically use?  Why these strategies?



· After grading mid-semester exams, you realize your students’ progress is significantly off track. Describe what your immediate next steps would be.  



· With your last group of students, how did you determine when to scaffold material for them?



· What are all the strategies you use to determine if your students are on track, both short and long term?



· How do you use data to track mid-year and end-of-year success? How does this affect your planning?



· How do you know your goals have been met? How would your students know?



Alternate route questions

· When setting goals or managing a project, how do you determine that you are on target to be successful? 





		

Positive Learning Environment

The teacher provides a well-managed, safe, and orderly environment that is conducive to learning and encourages respect for all.



		

· Tell me about any set classroom routines or procedures that would be implemented in your classroom.

· Follow-up: How do you get students to buy-in/comply with the routines and procedures that you present?



· What are your classroom rules?

· Follow-up: How do you communicate and enforce these rules consistently?



· How do you reward students for positive behavior?



· Explain how you build relationships with students. 



· How do you promote respect for student diversity?



· Describe the physical layout of your classroom and why you choose to organize your classroom this way. 



Alternate route questions

· Tell me about a time that you’ve had to create rules and routines to be successful with something. Ideally, this would be a group situation. 



· Tell me about your experience working with diverse populations or with a group who had opinions very different from your own.





		

Academically Challenging Environment

The teacher creates a student-centered, academic environment in which teaching and learning occur at high levels and students are self-directed learners.



		

· A lesson you are teaching takes less time than expected. How do you spend the remaining class time?



· In evaluating your lesson plan format, how should time be distributed to each section?



· After discovering the majority of your students did not complete a mandated homework assignment, how would you address the class? 

· Follow-up: What would you say to address this with your class? 



· How do you challenge students to respond beyond simple recall?

· Follow-up: What if you try that and it does not work? What would you do next?



· During a student conference, you learn this student is discouraged from taking another exam because he/she failed the last test horribly. What, explicitly, would you say to this student?   



· Tell me about a time when you stretched the thinking of a high performing student. 



· If you were to ask a student [insert subject-area specific question that a teacher might ask a student (e.g. what’s the square root of 4?, what is the first person “I” form of the verb jugar?)] and the student were to respond with [insert a correct but basic answer (e.g. 2, juego)], how would you stretch or extend their thinking in that moment?



· Please discuss the different techniques/strategies you have used to engage unmotivated students.



Alternate route questions

· Describe a time when you were successful stretching someone’s thinking on a topic. What strategies did you use?

 

· Describe a time you encouraged someone that was unmotivated. How did you motivate them? Did their performance/attitude change?



		

Professionalism

The teacher exhibits a commitment to professional ethics and the school’s mission, participates in professional growth opportunities to support student learning, and contributes to the profession.



		

· Tell me about a specific instance when you have had an encounter with a difficult parent. 

· Follow-up: How did you respond in the moment? In hindsight, is there anything you would have done differently? 



· Reflecting on your own teaching ability, what are your areas of strength? Areas of weakness? 

· Follow-up: How would you go about improving in your development areas?



· After the district levels staff personnel to align with student enrollment, our school has to make shifts in the schedule to accommodate these changes.  As a result, you now have to teach a section of both x grade and x grade. How do you address this change?



· At your last school assignment, were there other activities you participated in other than teaching your students?



· How would you look to serve as a support to other teachers or staff in this position?



· What strategies have you used in the past to improve yourself as a teacher?



Alternate route questions

· Based on past experiences, what strengths do you think you will bring to a classroom? What weaknesses?

· Follow-up: What would you do to improve those weaknesses?



· Aside from teaching, in what other ways would you hope to be involved within our school (i.e. coaching, sponsoring clubs, tutoring, etc.)?

· Follow-up: What previous experience do you have that would make you well-suited for an additional role within the school?





		

Communication

The teacher communicates effectively with students, parents or guardians, district and school personnel, and other stakeholders in ways that enhance student learning.



		

· Describe the strategies you used to ensure that the parents of your last group of students were aware of their child’s progress. 



· How do you create a climate of collaboration and accessibility for your students and parents?



· Imagine that you have three students: one who showed tremendous gains on a standard, one who showed losses on a standard, and one who consistently falls asleep in class. Who would you communicate each of these developments to and what means of communication would you use for each (e.g. phone call, letter home, etc.)?



· Tell me about a time that you had a disagreement with a principal, administrator or past manager.  How did you address the situation?



Alternate route questions

· Tell me about a project you worked on in which you had to keep people informed.  How did you accomplish this?



· Tell me about a time you have needed to provide critical feedback to a supervisor/authority figure. Were you able to provide that feedback? If so, how was the feedback provided? What was the outcome?





		

School Fit

		· Why, specifically, do you want to teach here?



· What challenges do you think you might face in this school that you might not face in other schools?

· Follow-up: What experiences have equipped you for these challenges?



· [Principal should list a few of the challenges at the school]. Given these challenges, how should we adjust the expectations for our students as compared to those for students in other schools?



· [Principal should list a few of the specific highlights or challenges of the school]. Given the nature of our school, why do you think you would be a good fit to teach here?

· Follow-up: What would you most need to improve on in order to be successful here?



· [Principal should list a few of the positives and very real challenges of the school]. We believe in school fit, not just whether a teacher fits the school but whether the school fits the teacher. Knowing the very real challenges that you would face here, is this a school that you would want to work in and see yourself thriving in? Please explain.



· Please describe how much you, as a teacher, are responsible for the success of your students? Why?

· Follow-up: How does this change if the students have behavior problems and their parents and administration are uninvolved?



· Give specific examples of how you have incorporated technology into past lessons. 



· We ask all teachers to incorporate [insert specific school requirement (e.g. technology, group work)] into their lessons. Describe, in detail, how you have used or would plan to use this in your lessons?



· Our school is big on {insert specific type of collaboration (e.g. team, grade level, content)} collaboration. Provide an instance where you have had to collaborate with team members in a similar way.



· Tell me about a time you successfully used collaboration to improve student outcomes?



· Tell me about a time when you and a team member had a disagreement. What happened ultimately?

· Were you satisfied with result?



		Extracurricular Leadership

		· Why do you want to be the coach/sponsor of …?

· What strategies would you use to recruit students to the team/club?

· How do you plan to engage and motivate the students once on the team/club?

· Can you provide an outline of your team/club calendar for the school year?

· How does a typical week look?

· How does student involvement in extracurriculars support their academic learning?

· Tell me about a time when a member/player was failing academically. How did you address this issue?

· If in the middle of the season your team is not doing well, how would adjust your coaching strategies?

· Specifically, how do you plan to build teamwork within the club/team? How would you build leadership?

· How do you plant to invest parents in the club/team?









