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OHAPTER I
INTRODUCTION

The question of the method of teacher selection is
one of more than academic interest to all ecitizens in this
American democracy. The guality of a school 1s determined
by the quality of its faculty. While fine buildings and
adequate equipment and supplies are highly desirabdle, they
do not in themselves assure a good school. The selection
of the competent teacher, therefore, becomes a question of
prime importance.

Another reason for care in the selectlon of teachers
is that the teacher is often a long-term employee. The
professional teacher spends several years in preparation and
tralning. He makes an investment in his education. The
community which employs him likewise makes an investment.
The community hires the teacher for a long term of service.
It follows, therefore, that due care should be exercised by
those who have the responsibility for teacher selection.
Only those applicants who are well qualified by character,
natural ability, education, training, and experlence should
be chosen.,

0f the multifarious, varied, and difficult tasks of

administering the schools, there 18 no task whose proper
performance begets greater benefits for those for whon
the schools primarily existee-namely, the pupils--than

the selection of competent teaching personnel. Brains,
not bricks and motar make an efficient school (19:89).




In this study an attempt was made to survey the
procedures presently being used by administrators in the
selection of new teaching personnel. It was intended to be
of value to those professional people who wish to improve or

develop thelr own selection procedures.
I. THE PROBLEM

Statement of the problem. It waes the purpose of this
study to determine the ethical and most efficient steps in
the important problem of teacher selection. HMore specifi-
cally, this study considered the following guestions:

l. With whom does the responsiblility of teacher

selection rest, and to what degree of authority?

2. How does the administrator decide upon the type
of people needed to f1ll certaln resource gaps?

5. #What are some of the procedures which the adminis-
trator may use for the purpose of locating
possible teaching candidates for the established
positions?

4, Vhat procedures, for gathering information about
candidates, are presently being used, and of
what value are they to the interviewling adminise
trator?

5. What consitutes ethlical procedures with respect

to the complete process of teacher selection?




6, What seems to be the present trend of school
districts in the State of Washington with respect

to selection processes?

Organization of the study. References for this study
were obtalned in the Central Washington State College Library.
Most of the texts were found in the reserved area. The
remaining reference materials were obtained in the bound
volume area of the reference section, By referring to these
bound volumes of journals, etc., it was possible to obtaln
information which was written and published within the past
three years., It was then possible to compare recent litera-
ture with material which was written by established, well
known authors. These comparisons resulted in establishing
certain trends which were organized into a sequentlal arrange-
ment which should be beneficial to the adminlistrator in the
State of Washington.

In an attempt to gain information as recent as possible,
a survey of several administrators was conducted., This was
made possible by the help of the Central Washington State
Oollege placement office and placement personnel. Many school
district representatives appear on campus during February
and Harch for the expressed purpose of teacher selection.

By contacting these pecople, it was possible to galn some
insight into teacher selection procedures which are presently

belng used in this state, For the questions asked during



these interviews and the resulting summations, consult

Appendix B.

Limitations of the study. At the present time there
are many methods of teacher selection which are being used
by administrators from coasteto-coast. Although many of
these have merit, this study was limited to some of those
presently being used in the State of Washington. (See
Appendix E), Also as the title of the study indicates,
reference will be made only to those procedures which are
considered by various authors as being good. Any procedure
which is theoretically but so far not practically sound was

by-pasased in favor of the generally more successful methods.
II. DEPFINITIONS OF TERMS USLD

Credentials. A file containing information such as
letters of reference, student teaching reports, ratings from
pravioué teaching experience, and a general information
sheet, which i1s in the placement office and can only be seen

by college faculty members or school district personnel,

Candidate. A person who meets state certification
requirements, and who seeks or is proposed for a teaching

position in a school district.

Personnel. That group of people, employed by a school

district as teachers, who meet the state and local school



district qualifioation standards.



CHAPTER II1
LEGISLATIVE AND EXECUTIVE PUNCYPIONS

Recommended procedures for the important task of
teachar selection will now be considered. These procedures
involve the adoption of policy by the board of education, and
the administration of that policy by the superintendent and

his associlates.
BOARD POLICIES

Basic employment policles upon which the board of
education may be expected to take action refer to such ltems
as minimum preparation, minimum experience, and limits as
t0 the employment of local candidates.

It 18 very important for every school board to
presceribe in 1ts rules and regulations the procedures by
which teacher selection should be conducted. Then there
wlll be no misunderstanding on the part of the board members
or the administrators. Such rules and regulations would
include the follouing points.

1. The ohief administrator must nominate all
employees for election.

2. The board of education must not elect any
employee without the recommendation of the chief
admini strator,

3, The board of education may reject a person
recommended for a particular position and request
the administrator to make a second recommendation.



4, All persons seeking employment in the school
gysten nmust attempt to gain such employment by
recourse to the superintendent of schools or
one designated by him and not to the members
of the board of education (11:228).

ADMINISTRATIVE PROCIZDURE

Within the limits of board polliey, then, the selec-

tion process becomes an administrative procedure.

This procedure 1s ordinarily made up of four steps,
as follows: Job descriptions, seeking candldates,
gathering data about candidates, and recommending
candidates to the board of education for election
(243222)&

Because of his professional preparation, his educa

tional experience, and especially because of the position

of educationsl leadership which he holds, the superintendent
of schools, with the co-operation of his principals and

other administrative co-workers, should be delegated the funcw-
tlon of the selection of teaching personnel.

The gathering of ilnformation regarding applicants and
the appralssl of merit and fitness 1s the specific
regponeibility of the superintendent or of those persons
?g gg?m this duty is lawfully delegated or assigned

For an 1ndipation as to the relationship of the board

of education to the superintendent with regard to selection

policies and procedures, consuli Appendix U and E£.
SCHOOL SYSTEM REGULATIONS

Each school system should formulate and adopt seversl
gulding principles for use in the selection process and
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include them in the personnel policies of the school system.
They may be published in the riles and regulations of the
board of education or as & handbook for all employees.

These principles should be expressed not only in general
terms but, at the same time, they should be specific enough
to be meaningful. The following are examples of principles
which might be included:

1. Teachers should be selected to fit the needs of
the school.

2. A fairly well-balanced staff should be malntained
wlth respect to age and sex.

3. The residence of a person should not be a factor
in selectlng a teacher.

* 4, The marital status of & person should not be a
factor in sslecting a teacher,

5. The selection of a person for s position should
be from as many appllcants as possibdle.

6. 7Teachers should be selected early in the year.
(The date set will be determined by many local
factors.,)

7. The board of education should budget money for
selection (11:227).

It goes without sayling that qualifications should be
the only ceriterion for determining who shall be selected for
8 teaching position. Any rule which prevents the obtalining
of the most competent teacher should be removed from the
procedure of the selection of teaching personnel. There
should not be any discrimination as a result of sex, marital
status, religion, politics, or geographical location (23:194-
195) .



CHAPTER III
SELEOTION PROCEDURES AND APPRAISAL DEVICES

Practlice teaching, competitive examinations, and even
the most reliable sources of data on prospective teachers
have weaknesses, which may 1065 to teacher fallure, Probably
the mdst important quality a teacher can have--a capaclity
for growth--is very difficult, if not impossible, to detect
in a young or prospective teacher,
Any method that purports to evaluate human behavior
(and seleocting successful teachers is that, par excele
lence) can only be an approximate Judgment of behavior
up t¢ the moment.-what happens after 1 cannot be
predicted with any degree of certainty (7:17).

The first step in the seleotion of teachers is to draw

up the specifications of the position to be filled.
STUDY OF STAFF RESOURCES

Pactors such as health, kinds of experience, scholar-
ship and prbfesaianal preparation, intelligence and person-
ality scores, and trﬁining should bhe a matter of record.

Farther reqnirem&nta peculliar to the individual school
oxr system should be considered. Specifications for these
can be prepared by a committee of teachers, principals, and
supervisors in cow~operation with the superintendent., The
ability and experience of teachers should not be overlooked
here, for they are especlially qualified to deal with this
matter,
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Committees such as the one mentioned have occasione

. ally formulated detailed statements of teacher qualifiocations,
The Bronxville, New York, Public School System has given
thoughtful consideration to the type of person the district
wants. Ag a gulde in selecting new teachers, the board of
education and staff working together developed a 1list of
qualifications which are listed in Appendix A (10:60-62),

Such a list should be helpful to administrators in
gelecting teachers, Without some such gulde the process is
- likely to be haphazard and the results disappointing. Such
. &8 1ist should help the superintendent to make an analysis of
existing ataff resources, The collection and interpretation
of personnel information is obviously an essential step in
deciding what the needs really are.

With adequate information on file, the superintendent
can make an analysis which will show the distribution of
teachers by states and regzions, by sex, and by teacher
preparatory institutions; he can assees the work experi-
ences of his staff as well as their prior teaching
experience; he can study the distribution of his teachers
by ages--in short, he oan galn knowledge and insight
which will enable him over the years to fill in the
resource gape in the present staff (9:71).

Ohildren in. the elementary schools and youth in the
secondary schools profit from & normal distribution in the
age and backgrounds of teachers, Therefore, a superintendent
should analyze the age, tenure, and training of present staff

members before selecting new teachers.
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BEED POR EXTEKSIVE SEARCH

As early as January or February, the superintendent
will probably know of several positions in his school
system whioh must be filled next school year, at which time
he should begin his scouting for the necessary teaching
talent,

It is very essentlial that a thorough search be made
for qualiflied persons to fill vacancies. Close personal
contacts should be eastablished with the directors of placew
ment bureaus in several teachers colleges and universities.
This will probably mean the angariﬁtandaﬁt will have to
travel far and wide., A wide variety of backgrounds provide
the opportunity for a richer progxam of instruction than
that which results when lecal or even regional candidates
congtitute the only source of supply.

PROVIDING INFORMATION TO PROSPECTIVE CANDIDAIES

Any program of teacher selection will be greatly
supported 1f adequate information about the school systenm
is provided to prospective candidates before the interview
takes place, An attracttva well planned folder will serve
both to heighten the interest of the applicant in the
vacancy and to answer many of the questlions about the school
system which nearly always arise in the mind of the typical
 candidate., Several possible elements for sucsh a folder may
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. be found in Appendix B (14:27-32), under the headings
vommunity factors, factors related to persemnel policies
_ and practices, and factors related to persomnel,

Although the present pamphlets designed for applicants
vary conslidsrably in format, the contents usually are
quite similar. They are likely to include a brief degw
oription of the community, the qualifications required
for teaching, the salary schedule, the school calender,
absence r&gﬁi&&iona,'ﬁ&a work and organization of the
looal teachers' association, living sccomodations, and
recreational epportunities fl&:?B).

These folders could then be distributed to the
instituticns and placement bureaus preceding the acheduled

interviews, for use by prospective teaching candldates.
APPLICATION FORM

The spplication blank is a means of getting complete
;gfﬁigztgggngza?iliggl??ndiaatas in a conoise and
An application form filled out in the candidate's
handwriting is a fairly common requirement in selecting
teachers, The information sought on these forms varles
- sonsiderably from school system to school system. Most
application forms in present usage have many good features
and it may‘ﬁell be that no such thing as the ideal applicas
tion form is possible except in terms of its utility in
meeting the requirements of certain localities, For an
indiecation of possible elements for use in the application
form consult Appendix O {1:85.86).,
| Whatever the nature of the form, it has no value
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unless intelligent use is made of the information wWhiok it
~contains, The data can often be reviewed with profit as a

basis ror-quéationing the candidate in an arﬁi interview, |
| Séhoai districts in the 3tate of Washington generally use
the application form as a follow up of the interview, as
noted in Appendix B, This would be done only by those candie
dates who may be interested in a particular distriet,

APPRAISAL OF CANDIDATE'S CREDENTIALS

Upon arrival at the placement office, the interviewer
will be assigned a falrly private room at which time he will
receive a time schedule with candidates names llsted. He
then would be provided with the credential files for posaibly
the first ten or fifteen scheduled interviewing candidates,
Before each candlidate enters the office, the interviewer should
quickly, yet carefully, consult the credentials. He should
try to interpret the material in such a way as to form a
nental pictura of the candldate as far as his background and
training are connernéd. During this time, the interviewer
should keep in mind certain responsibilities of the employer.
These may be noted in 4ppendix D.

Ag far as appraisal of the candidates' credentials is
concexrned, different interviewers place a varying amount of
emphasis on various paris of the files. Therefore a critical
evaluation of the sections of the credentials will not be
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Ancluded in this study, For further information on this
topic consult Appendix E whioh 1ists the procedures found
to bhe of present use by several distriots in the State of
Washington.,



CHAPTER IV
NATURE AND ADVANTAGES OF THE PERSONAL INTERVIEW

(ne of the best means of obtaining information cone
cerning a candidate is through a personal interview, and
there are few instances when teachers should be employed
without having this interview, The purposes to be achieved
through the interview seem to vary somewhat in the minds of
administrators, although there are a few common aims upon
which a large percentage of superintendents are 1ln agree-
ment., The National Education Assocliation ooﬁduoted a survey.
of these purposes in 1952. PFor the results of this survey,
consult Appendix F (18:18).

The major purposes of the interview seem to be to
provide opportunity:

1. to make a general appraisal of the candidate's
personality. ’

2. to gain some insight inte the candidate's
educational philosophy and professional outlook.

3. to evaluate the candidate's voice and physical
characteristics.

4, +to learn of the candidate's ambitions and plans
for the future.

5. to get information of the candidate's education
and experience (10:78).

| A good interview should consist of giving as well as
securing information. Not only does the school system need
to know what qualifications the candidate possesses, but the
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candidate needs equally as much to know the answers to many
questions about the job and the school system. NMoreover, a
good interview should serve to establish a friendly relation-
ship between the school system and the candidate.

There are then two elements in every interview: (1) the
mutual impact of the participants and (2) the actual
material discussed. Schoolmen will profit by taking
neither for granted, by continually improving their
interviewing techniques, and by reappralsing and recons
sidering the content of the interview, For these

contacts with prospective teachers are both important
and expensive (21:54).

TYPES OF INTERVIKWS

Interviews vary from the unplanned, haphazard, nondi-
rective discussion between interviewer and interviewee,
ending in an uncontrolled and purely sublective Jjudgment on
the part of the interviewer, to a carefully prepared planned
examination procedure wherein all candidates appear under
like conditions and where all examiners are briefed carefully
so as to establish nearly identical criteria of success.

A few superintendents favor the unplamned or unstructured
interview, relying largely on their ability to Judge the
candidates personality by certsin physical manifestations or
mannerisms, Although some superintendents are unquestionadly
gifted in making quick "size ups" of candidates, there is
little evlidence to support the unplanned interview as a sound

means of selecting high guality personnel (10:80).
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Hondireotive interview, Somewhat similar to the
ﬁnntrumturad type just mentioned is the nondirective inter-
views, It consists of a conversational type of listening
along with little if any dirsction. It can be especially
effective in revealing personallity traits, if it is conducted
by a skillful Ainterviewer. However, in the hands of an
untrained interviewer, it is likely to prove disappointing.

Flanned Interview. With respect to the planned
interview, questions are carefully prepared in advance,
printed forms containing specific items to be covered are
used, a uniform method of recording information and making
Judgements is followed, and prepared manuals that describe
the interview procedure are placed in the hands of intere
viewers and are studied in advance., The individual adminis
trator will need to plan the interview carefully. But he
need not follow to the last detall any standardized plan,

Probably most school systems would do well to follow

2 mlddle course betwesn a nondirective interview in
which everything hinges on how the candldate feels and
what he chooses to talk about, and the standardized or
patterned interview where everything is lald out in
black and white and nothing is left to chance (10:81).

It 1s obvious that individual differences in the backe
grounds of candidates will be apparent from reading the appli-
cation blanks and letters of recommendation already on file,
 Pallure to bulld gquestions around information gathered from

these soureces would appear to be inefficient.
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BLEMENTS OF A GOOD INTERVIEW SITUATION

Begardless of who does the 1nter;iwwing and what type
of interview plan ig selsoted, there are several teaturea
that characterisze a good interview situation. Chief among
them are the following:

1., The interview should be private and free from
interruptions.

2. The candidate should be put at ease in a natural
manner,

3. The interviewer (or interviewers) should follow
a well concelved plan ineluding a baslc framework
for securing the informatlon and for Judging its
gslgniflcance once it has bheen obtained.

4, Znough time should be provided for each interview
to secure adequate coverage of items included in
the interview plan.

5. The interviewer should give the candidate enough
information about the vacancy and the school
system to enable the candidate to ask pertinent
questions.

6, An ample opportunity should be provided for an
exchange of ideas between interviewer and candie
date., (Consult Appendix B)

T. The interviewer asks many open ended questions,

8+ The interviewer doesn't mislead the candidate
into thinking he is hired before a definite
decision has actually been reached.

9. The interviewer respects the personallity of the
candidate and makes the experience a constructive
one (10:83).

A candidate should leave an interview wilth his self.

respect unimpaired and with the feeling that his treatment

at the hands of the interviewer had been considerate and fair.
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FOLLOW~UP OF THE INTERVIEW

. Whlle 1t 1s not usually consldered desirable to write
down the answers to questions put to candidates during an
oral interview, the responseg should be recorded lmmediately
following the interview. Suffiolent time should be allowed
for recording information between interviews to permit the
~interviewer to make s careful review of the situation and to
state his present estimate of the qualifications of the
candidate for the vacant position., Several districts in the
3tate of Washington use a rating sheet, Interviewers fill
in the general iufo:mation;;n the presence of the candidate,
and walt untll the candidate has left the office before
actually rating the person. An example of a possible rating
blank may be seen in Appendii Ge

It will pay school adminisirators to review their

conference techniques and become aware that they are
neglecting certsin content areas that may provide
considerably more insight into the individual's worth
than 18 gained by discussing routine topics (21:54).

For an indication of some of the methods of follow
up presently being used in the State of Washington, consult
Appendix E.

Hames of those peeople which the interviewers have
ratéd as good prospects f#r £filling a teaching position in
thelr particular school district, should be placed on an
eligibility 1list. Separate lists by types of position are

usually maintained. This list should be listed in order
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from the highest rﬁtinga~§n tay‘ta“thailoﬁantvxgtinga toward
| thn bottom, From this list, will come revcem@naatioﬁs‘ to
' %he board of education from the superintendent or the director
of personnel, If s recommendation is rejected by the board
of education the superintendent may then choose the next
name, etc, until a candidate is picked., After subsequent se-
lection and appointment, contact should immediately be made
with the eandidate to see 1f he is stlll interested and |
éllgible. If he i8 not, or has already been employed, another
nane must be plcked and the process would repeat 1ltself, As
found in the survey listed in Appendix £, districts in the
State of Washington are not too concerned with this, as
school boards generally considér their teacher selection

people as capable of making wise and beneficial cholces.



CHAPTER V
SUMMARY

The literature is net entirely silent on the subject
af teacher seleection, dut the paraoﬁ who ig looking for
selection devices that have betn validated agalnst accepted
eriteria might as ﬂﬁll,abundan the smearch. Such selection
devices are quite scarce. | |

At the bottom of the teacher selectlion problem lies
our inability to identify with precision the charscteristics
of effective teaching, and until this is done, there will
be no completely matisfactory method of measuring the validity
of the various selection p#naaduroa.'
| Teacher selection is an exacting responsibdility
calling for professional competency of the highest order,
Limited as our pr&a#nxkxnouieage is, we know enough about the
selection of teachers to make obeolete and inexcusable the
practices that were common & few years ago--and that are
8till too common even today.

Whatever the procedures used in the selection of
teachers, there 1s no substitute for wisdom on the part of
the superintendent of schools if good results are to be
obtained, Paper qualifications, oral examinations, and
letters of recommendation by former employers regarding
personality traits are worth 1ittle unless the superintendent

can evaluate the relation of these facts to future success
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in the local school system, He must have the ability to
assess everything he hears, aaes, and reads about the andx.
date, Otherwise his nominations to the baara of education
aru 1likely to prove disappointing.

CONCLUSIONS

In conclusion, the procedures which a school system
should employ in trying to find gifted teachers are many and
varied. If the best results are to be obtained, the most
essentisl steps ave: |

1. 7To make detalled studies of the resources of
pregent staff periodically in order to discover
what the sechool system most needs; conslderation
can then be given to resource gaps in appointing
new teachers. "

2. To make a wide search for csndidates., This implles
vworking in close cooperation with placement offices
scattered widely throughout the United States.

It means ﬁxt&neive travel and an increased budget
for teacher selection, and the preparation and
publication of an information bulletin for
prospective candidates.

3. To gather as much information on the candidate and
his bdackground as is reasonably possible and to
check and double check the applicants credentials.
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4, To eliminate the sghort, haphasard interview and

replace 1t‘uith well-planned expertly oconducted
individual interviews, The oral interview, if
well planned and conducted, will reveal strengths
and weaknesses that are not likely to appear in
the written sources.

From what has been sald, it should be noted that
many uncertainties are encountered in the aelection of
teachers, since no one device or approach has been found to
be foolproof. Although there will always be an element of
risk lnvolved, selectlon can be a much more sclentific
process than it usually is 1n'praatiee; Each school systenm
should, therefore, continually strive to improve their
" teacher selection procedures and not hold on to a particular
method simply because of tradition.
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QUALIFICATIONS OF PROSPEOTIVE PERSONNEL

1. The superior teacher 1s a person in his own rightee
l. He has deep personal integrity.
2. He has pride in his profession.
3« He has inner resources,
4, He enjoys his work,
5. He 1s actively interested in others and is a
sympathetic listener,
6., He helps each person to discover the best in
himgelf,
7« He has many and varied interests.
8. He maintains a balance of work and recreation.
Il. The superior teacher is committed to the democratic
ideal e
1., He respects the personality of each individual
with whom he works, reco zing and cherishing
differences as well as similarities in people.
2. He understands that freedom depends upon the
individual's ability and willingness to accept
the responsiblility entaliled by that freedom.
3« He sees his own contribution in relation to
education as a whole.
4, He works to improve the opportunities for good

learning and living in the school.

III. The superior teacher gives unmistakable evidence of
professional competentew=

1.

2.
S
4,
5.
6.
T
8.
9
10.

He reacts with understanding to differences in

human behavior.

He stimulates all children to work at their

maximum capaoclity.

He considers moral growth intrinsic in a child's

development,

He inspires a desire to learn.

He promotes a feeling that learning is a jJoint

vgntura to which each individual bdbrings a unique

slant.

He 1s an acknowledged master in his chosen fleld

of specialization,

He subjlects his methods and materials of instruce

tion to constant evaluation.

He understands approved methods of educational

measurement and guldance.

He recognizes hls responsibility for improved

attitudes, work hablits, and skills.

He invites pupil partieipation in discussion and

%goiaicn of issues which are of vital concern to
€1 «
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11, He includes his pupils in the formulation and
understanding of his teaching purposes,

12, He sims to ensure the greatest possible seanrity
and emotional stabllity ror his pupils.

13. He recognizes the pupils' need for a balanced
program of work and relaxation.

14. He welcomes the ald of parents, staff members,
school records, and all available sources of
information in understanding children,

15. He respects the confidence of pupils, parents and
other staff members, and protects personal and
confidential data.

16. He accepts responsidility in routine matters,
necessary in the successful operation of the
school,

17, He 18 able to explain an educational point of
view clearly and convincingly.

The Bronxville Public School, Bronxville, K. Y. The
Bronxville School Salarz Schedule, Its Objectives and Make-
Up. Adopted May 17, 19 8, PPe 24 3.

Elgbree, Willard S, and -<eutter, Edmund E. Jr. gafr
P§§sa%ge; n the Public Schools, (Englewaod Cliffs, N,
ntice-Hall, inc., %5 s PP. 60-62,
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CRUCIAL SITUATIONAL FAOTORS OF INTEREST
70 CANDIDATES

During an interview there are many facts of which a
candidate may ask. It may be wise for the interviewer to
have a general knowledge of such facts. Following is a list
of one hundred items which may be asked and therefore should
be prepared for by the interviewer. These factors are
divided into eight general categories for the convenlence
of the reader,

COMMUNITY FACTORS

1. B5ize of the community and i1ts location in rela-
tion to other population centers.

2, Population characteristics such as distribution
of family income levels and achieved educatlonal
levels.

3+ Attitude of the population toward education.

4, Cost of living in the community.

5. Types, adequacy, and cost of housing facllities.

6., Nearmess of available housing facilities to the
school(s).

7. Types, adequacy, and cost of transportation
facilities.

8. Types, adequacy, and cost of restaurant services.

9. HNumber and diversity of organized soclial groups,
service groups, clubs, and fraternal orders in
the community.

10. Types and frequency of social functions taking
place in the community.
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1l. Opportunities for teachers to participate in
the social 1life of the community.

12, Type of structure, and operation of the local
government,

13, Avallabllity of facilities for cultural-educa~
tional presentations, motion picture houses,
theaters, museums, zoos, forums, galleries,
concert halls, and meeting halls,

14, 1Iypes and frequency of cultural educational
presentations offered in the community.

15, NKumber of radlio stations and talevision channels
received and quality of reception.

16, Adequacy of library facilities available,

17. Location in relation to colleges, universities,
and other institutions of higher education.

18. XNumber, types, and cost of recreational facilitles.

19, HNumber, types, and cost of health service
facilities.

20. Opportunities to participate in the religious
life of the community.

2l. ©Special repressions and demands by the community
on teacher oconduct.

22, Status of teachers in the community.

25, Attitude of the community toward educational
issues.

FACTORS RELATED TO THE INSTRUCTIONAL PROGRAM

24, Statement of philosophy and objectives of educa-
tion of the school or school systenm.

25, Recommended and/or prevailing teaching methods
utilized in the school or school system.

26, Teacher freedom to experiment in the classroom
with instructlional methods and content,
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27. Number and diversity of instructional programs
and courses offered in the school oxr school
system,

28, Personnel responsible for the selection and
organization eof courses, content, units, and/or
experiences composing the curriculum,

29, Availability and flexibility in the use of
currioulum guides,

30, Opportunities for teacher participation in
curriculum planning.

31, Staff personnel responsibilities related to the
"extra-curricular” program.

32. Sufficlency, diversity, and appropriateness of
materials of 1nstruction.

33, Organization for identifying, selecting, pro=-
curing, distridbuting and sharing materiale of
instruction,

34, 3Special arrangements and procedures for the
utilization of audio~visual materials of
instruection.

35, Number and types of avallable community resources
for instruction. :

36. School rules and regulations related to
discipline,

37. Special responsibdbllities of teachers related to
discipline.

38, Special services availadle for the facilitation
of discipline.

39, Personnel responsidble for the evaluation of
puplil progress.

40, Methods of testing pupil progress.
41, Kethods of reporting pupil progress to parents,

42, Policies and practices related to promotion in
the school.
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43, General rules and regulations related to classe
Troom management,

44, Role of the teacher in determining rules and
regulations related to classroom management.

45, Policlies and practices related to student
grouping.

46, Procedures and criteria utilized in the evaluae
tlon of the instructional program.

47, Responsibilities and degree of participation by
school personnel in the evaluation and planning
of the instructional program.

PACTORS RELATED TO0 ORGANIZATION, ADMINISTRATION .
AND SUPERVISION OF THE SCHOOLS

48, Philosophy and stated purposes of school adminis-
tration and supervision.

49, Availability of code of administrative aund
supervisory policles and practices.

50, Opportunities for teacher participation in the
administrative progress.

51. Bumber, types and functions of administrative
positions.

52. Number, types and function of supervisory
positions,

53+ Lines of authority and communication between
school positlions.

54. School policies and practices related to class
load, extra assigmnments during the day, after
school assignments, faculty committees, and
speclal responsibilities of staff members.

55. 3chool policles and practices related to length
of the school year, lengih of the school day,
number of sessions”per day, time and length of
teacher lunch period, and school holidays.

56. Time alloted for attending professional conferences,
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57. Humber, purposes, organigzation, and scheduling
of faculty meetings,.

58. Teacher responsibilities related to faculty
meetings.

59, HNumber and types of clerical duties and reports
requlired of teachers.

60, Statement of school policles by the Board of
Education.

FAOCTORS RELATED TO PERSOKNEL POLICIES
AND PRACTICES

61. Salary ranges and size and number of increments.

62, HMerit increments, bonuses, and salary incentives
for evlidence of professional growth,

63, School policies related to extra pay for extra
assignments,

64. School policies and practices related to teacher
security and welfare--tenure, retirement and
pension, health and 1ife insurance, dlstribution
of teacher "load", handling of teacher grievances,
and provision for planning and rest periods
during the school day.

65. School policies and practices related to leaves
of abmsence-~sick leave, maternity leave, leave
for religlious purposes, leave for personsl
business, leave to attend professional meetings.

66. Procedures and criteria utilized in the selection
of school personnel.

67. Procedures and criteria utilized in the evalua~
tion ¢f teacher competence.

68, Special responsibilities and degree of staff
participation in the teacher evaluation process,

69. School policies and practices related to promo-
tion of staff members within the school systen,



70,

T1.
72,

T3

T4

75+

76.

78,
79.

80.
81,
8z,

83,

37
School policles and practices related to assigte
ing worthy staff members to achleve recognition
and advancement within the profession.

Avallabdbility of ingtitutions of highar educa-
tion for further study.

Types of activitles constituting the teaoher
in-gervice training program.

School policles and practices related to intro-
ducing new teachers to the total school program
and to their particular responsibilities.
School policles and practices related to introe
duc new teachers to the community and
faolllitating initiasl teacher adjustment to the
community.

Contractual represaions and guaranteas related

tc teachers' activities as members of the pro-
fesslonal staff and as members of the community.

FACTORS RELATED TO PERSONEEL
Distribution of pupil intelligence quotients and
other test scores,
Record of pupil achievement and performance.

Pamily backgrounds of pupll population.

Record of truancy and delinquency on the part of
the pupil population.

Distribution of speclallzations of staff members,
Experience bdackgrounds of staff members,
Organized soclal and professional activities
engaged in by the staff,

FACTORS RELATED TO SCHOOL PLANT

Current condition of school building(a) and
grounds,



87,

88.

89.

90,

91,

92.

93.

94,
95.
96.
97
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Humber, diversity and condition of clasarooms,
special purpose rooms, and speclal areas.

Size, location, and suitabdbllity of classrooms
and speclal purpose rooms. \

Appropriatensss and flexibllity of furniture
and equipment for instruction,

Adequacy of heating, cooling, lighting, and
ventilation systems,

Duties and responsibilitles of custodial staff

and custodial smtaff cooperation with profes-
glonal staff.

FACTORS RELATED TO SPECIAL SERVICES
Teacher responsibilities related to the guidance

program.

Teacher responsibilities related to the heélth
services program. ,

Teacher responsiblilities related to the psychoe
logical sexrvices program.

Teacher responsibilities related to the school
lunch program.

Teacher responsibilities related to pupil trans-
portation services.
FACTORS RELATED TO SPECIFICS OF THE
PARTICULAR POSITION

The specific teaching load lnvolved.
Asslgned duties during the school day.
Assigned éxtra duties after school hours.

Assigned dutles related to the "extra-curricular”
program,.
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98, Number and types of committee assignments.
99. Adequacy of room assignments.,

100. Administrative and supervisory persomnel to
whom you are directly responsibdle,

Kleinman, L., "New Dimension in Teacher Selection,"

ggg;g%gjgg Educational Sociology; Vol. 34, September, 1960,
PP -



APPENDIX C



SUGGESTED CHARACTERISTICS OF PROSPECTIVE TEACHERS
WHIOH CAN BE RATED IN THE ORAL INTERVIEW

1. 1Is he emotionally stable? Is he gquiet, at ease,

calm, selfepossessed, poised in conversing with others?
Does his voice reflect stabllity? Is he easily disconcerted?
I8 he under strain? Nervous? Are there evidences of

neuroticism?

2. Is his personal appearance sultable? ‘Ie he .

dressed appropriately? Is he well groomed?

3. 1s his social behavior suitable? Are you

consclious of him as a person? Is he ineffectual, without
force, anxious to please? Friendly, pleasing, dynamic? Does
he possess a sense of humor, enthusiasm, force, vitality,
energy, animations? Would this peraon be likely to appeal

to the children of the age group he wishes to teach?

4., Is he logieal in his thinkinz? Are his answers
evasive, aimless, wandering, or too lengthy? Does he show

evidence of adaptablility and ingenuity? Does he grasp the
signl ficance of a question promptly and give evidence of

selecting his answers in the light of the total situation?

5. How cultured does his background appear? What
is his breadth of view resulting from reading, general knowledge,

travel and other areas? Does he show refinement in manners
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and speech?

6.
appear to seek appointment mainly to receive a monthly pay

check? Is he using teaching as a stepping stone to some
other profession? Does he honestly see teaching as a noble,
challenging although sometimes discouraging service calling
for skill, honor, patience, and hard work?

7. Has he had adequate community contacts? What
affiliations does he have? Does he understand the contri-~

butions which the community may make to the school and the
help the school may be to the community?

8. How adegggte are his "outside" interests?

Attendance at sporis, theaters, lectures, concerts? Does
he have interests or hobbies which might contribute to the
enrichment of the lives of the pupils?

Is he one-sided in hls interests? Does he know what is
going on in the world about him, nationally and internation-
ally?

10, Is his philosophy of educatlon desirable? 1Is he

ineclined to quote authoritles excessively, or does he have

& real, workable philosophy of education?
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Arowth? Does he recognize the value of professional litera-
ture, of affiliations with professional organlizations, and |
of further study?

l2. 1s he interested in children and/or youth? 1Is
he interested in youth or child problems? Is he able to
apply psychologlcal principles to practical situations?
Does he have any insight about what youth think and how
they act?

13. 1s he democratic in his outlook? Does he show
conformity to American ideals? Does he believe in democracy

in education and in 1life situations?

American Assoclation of Examiners and Administrators

of Educational Personnel; Principles Progedures of
Qggg%§§,§g;gg§§gg; Cinecinnati; - %%% 0ffset éa.,gféslg
PPs .
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RESPONSIBILITY OF THE EMPLOYER

The education and welfare of Ameriosn youth are both
the primary and the ultimate concerns of teacher placement
and employment., These concerns may beat be cxpraasethy
smployers in an atmosphere characterized by the following:

l. A desire to discover and use the highest quality

gfggtﬁcement and employment services and pracw

2., The highest standards of personal and professional
integrity and responsibility.

D Mﬁtual respect, cooperation, confidence, and good
faith,

4, Courtesy, promptness, and efficiency.

To achieve such an atmosphere employers should follow
the practices and pgopedures listed below.

It is the resbonaibility of the employer:

l. To provide placement offices with current and
complete lnformation about existing vacaneles,
explaining all conditions of employment clearly.

2. To provide placement offices with accurate
informational material about the employing
organization and the community.

3« To arrange for campus interviews from two weeks
to a month in advance, indlcating time of arrival
and departure, desired length of interview, how
many interviewers will be present, and any other
information that will promote efficiency in
interview scheduling.

4, To carefully follow the interview time schedule.
5 To request placement credentials only for applie

A»eangs who will be given conslderation for employ=-
mentv., .
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6. To keep placement credentials absolutely confi-
dential.

T« To request applicants to travel long distances -
for interviews only when there is a strong likew
I%hcod that such interview will result in a Job
offer.

8. To respond promptly to an applicant's inguiry
concerning his employment status,

9. To offer employment only after the placement
credentials have been examined, and only when
such action will not encourage breach of contract.

10. To employ only on the basis of merit.

l1l. To consider an oral offer and acceptance ae
binding, and to be as specific as possible with
respect to when the contract will be sent,

12. To grant the applicant reasonable time to consider
the job offer.

13. To inform the placement office of offers made to
any of 1ts applicantsu

14, To change the teaching assignment which wag the
basls of employment only after consultation with
the applicant concerned.

15. To write letters of recommendation for teachers

which are complete, accurate, and honest evaluae
tions.

muende

Heo Practicesn Teacher Plae
: yRent, 2 ﬁ%veiopei'%? a SaInf E'gif%%gg %%grasenting
Nortl went Institutional Teacher Placement Assocliation
and the North West Asscclation of School Personnel Adminis-
tration (Bellingham, Washington: Western Washington State
College, 1961), pp.s 3S=4.
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RESULTS OF INTERVIEWS WITH SEVERAL ADMINISTRATORS
IN THE STATE OF WASHINGION

In an attempt to discover what procedures are presently
being used in the State of Washington, a survey of several
administrators was condu&tad, A series of six questione was
asked of the interviewer(s) who came to the placement office
during February, 1962, Anmong the districts questioned were
six of the larger more progressive districts, as well as
several smaller districts. The names of the interviewer(s)
and the districts will not be mentioned since the only
information of interest at this time wné general 1n nature,

Pollowing are the questions asked along with the data
which is pertinent to this particular study, The data listed
will not be quoted since no names will be used. The data
will be a summation of the answers given by the interviewer.
If there were any pertinent reasons, they will follow the

summation.

Question 1

Who makes the deoision as tc what teachers are needed
and as to the type of persons needed for the Job?

S t 1
The lack of any committee usage was very noticeable.
Usually the prineipal made the initial evaluation
upon which he placed his recommendations to the superintendent,
or director of personnel if one was employed.

As to the type of persons needed, it was generally left
up to the individual interviewer.
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question 2

Do you place more importance on the personal inter
view or on the persons' credentials? Why? ‘

3 ation 2

There seemed to be some variance in respect to the
individual interviewer. If the interviewer was an older more
experienced person, he seemed to rely more upon the personal
interview., In some cases the interviewer placed as high as
80% on his judgment of the interview, The less experienced
people usually counted the credentials as more important.,

Reasons 2

The reason usually given for more importance being
placed on the interview was that the interviewer felt he
had enough contact with people to be able to rate the people
by the way they handled the interview,

Other reasons were: other materlal could be less
truthful; human element is very important; credentials can
be misleading; etc,

The less experienced people reasoned that due to the
lack of experience on thelr part, they had to rely on the
credentials for indicative features,

Most interviewers stated, however, that there was no
gset per cent of divislon but instead they varied from inter-
view to interview,

guestion 3

Does your school district ever use written tests such
as the national teacher tests? wWhy?

Summation 2

This question received a unanimous answer of "no'",
and was usually followed by the remark that they may use
them in the future, but as of now, there is no need for
them.

Heasgons 2

The credentlials available in the State of Washington
are sufficient enough in giving a true picture of each
candidate's previous training and background.
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Question 4

Do you make the final decision on hiring an indl-
vidual or does the board of education have any authority?

Summation 4

In most cases the superintendent is given complete
authority and may even offer contracts before a board
meeting 1f he has a promising candidate whioh he can't
afford to lose,

By state law, the school board may veto a contract
in such a case but usually they respect the jJjudgment of the
administrator.

guestion 5

How do you proceed after you have found a promising
candidate?

Summation 5

In most cases at least two interviews are required
before hiring. Then upon the ratings of the two interviewers
as compared with other candidate ratings, selectlon may take
place, provided the candidate has formally applied in writing.

Juestion 6

0f the materlals in the credentials, on which do you
place the greatest emphasis?

Summation 6

If the candidate had taught previously, emphasls was
greatest on letters of recommendation from these employers,
If the candidate had no experience, emphasls was greatest on
the student teaching report.

The other materlals were rated in such a varying
order, that a definite pattern could not be established,
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SURVEY BY THE NATIONAL EDUCATION ASSOCIATION
REGARDING PURPOSES OF THE INTERVIEW

This survey was conduoted in 1952 by N.E.A. The
following question was asked of a total of sixteen hundred
and fifteen dlstricts.

Question - What purposes are served by the interviews?

PURPOSES

A general appraisal of the candidate's personality . . . 99%

Opportunity to gain some insight into candidate's
sducational philosophy and professional outlook . . « 93%

Opportunity to evaluate candidate's voice and
physical characteristics o« « o« o o o o s o o 5 o + o« s O7T%

Opportunity to lesrn of a candidate's ambitions
and plans for the future + o o« ¢« v o ¢ ¢ ¢ & & o o + & 68%

Opportunity to get information on the candldate's
education and exporiencs « « o« » ¢ o » s ¢ » s + 3+ ¢ » 63%

An oral examination on the subject matter to be
taught I R EEEE 36%

Other DULDPOSES 2 o o ¢ ¢ & » ¢ & 2 v & o s 8 5 2 % v & 1%

The percentages on the right represent the per cent
of those gquestionnaires returned that indicated the purpose
a8 an abjéctive of the interview. For example; 99% of the
guestionnaires returned stated that a purpose of the inter-
view would be & general appraisal of the candidate's

personality.

Pivist Nat%onal Education Agsociation,gﬂaahingtaﬁz Raszgrah
Divislion, "Teacher Personnel Practiocss”, Resgearch Bulletin,
Volume 30, February, 1952, p. 18.
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SAMPLE RATING FORM FOR USE DURING THE INTERVIEW#

?vilowing is a composite list of soﬁe of the oriteria
which may be of use on a rating form. Thié rating form would
be used both during and after an interview. The general
information would be listed during the interview and the
actual rating would be done 1mmediately followlng the interw
view, These ratings would then be used as a basis for

selection.

Applicant's name

Interview date By

Rate each criteria below or & basls
of 5 for a high rating to 1 for a
low,

A, Personality 5 4 3 2 1

Genersal appearance
Personality traltis
General culture
Emotional stability
Verbal expression

Bs Aptitude For Teaching

Mature Judgement

Ability to Present Ideas
Knowledge of Teaching Methods -
Enthusiasm For Teaching
Interest ln Children

Ce Certificate
D Tralning level
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BE. Teachlng experience years
F, Military service years
G. Credentiagls requested

Comments:

*HOTE: Thls is a composite of several forms presently being
used in the 3tate of Washington. The criteria
listed were found to be present on the majority of
those formg examined by the writer,
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