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Guidelines for Recruiting, Selecting and Retaining New Alternatively Certified Career and Technical Education Teachers

This is NOT a process you would use to hire traditionally certified teachers such as Business Education, Family and Consumer Science, Marketing Education, Agriculture, and Technology Education teachers.  This is a process you could effectively use to hire Technical and Industrial, Health Occupations, Emergency Services and Criminal Justice teachers who must complete the alternative certification program at West Virginia University Institute of Technology.

The goal of the recruiting and selecting process is to find the most highly qualified candidate available for the position.  However, all your efforts to do that will be wasted if you fail to properly advise the candidate as to the alternately certified teacher preparation program and other requirements of the job and s/he resigns, as many do, before they have ever entered the classroom or during the first few years of teaching.

These guidelines give you some procedures for how to recruit, select and retain new teachers.  They are suggestions and scenarios, not requirements.  Also included is a handout you can give to and go over with the candidate you have selected before s/he accepts the job and enters the system.  

I.  RECRUITING

Recruiting is something that starts when the new CTE center administrator takes the job.  Potential teachers should be one of the target audiences for your school’s total ongoing public relations process - whether you have current vacancies or not.  It includes strong advisory councils that meet often and work toward their goals.  It also includes strong community activities with career and technical students organizations.  Selling the school and its programs through advertisements, open houses, etc. is extremely important.  If you have done this well, you will have created a pool of possible applicants for teaching positions who know about your school, recognize it as a quality educational organization, and want to be a part of it.

I.A.  Preparing for Advertising

I.A.1.  Determining Qualifications:  Work with your advisory council to develop the qualifications needed for the position. Use Policy 5202 or the section on hiring new alternatively certified teachers in the CTE Policy and Procedures Manual to determine what the minimum qualifications must be. Make sure to include the required industry recognized credentials.  

I.A.2. The Job Application:  If you are using your LEA’s standard teacher application form, make sure it includes the information you will need to determine if your applicants meet the basic education and work experience qualifications.  If the standard form does not have a place for them to list their industry recognized credentials, you will have to require them to submit a resume along with their applications or provide some other method of obtaining that information.

I.A.3. The Position Announcement and Job Description:  Develop a position announcement and job description using your standard LEA formats.  Make sure you allow a posting period of at least two weeks.

The position announcement should include the qualifications specified in I.A.1., the salary range, a statement to this effect - “The successful applicant must pass basic skills and occupational competency tests, and must maintain certification requirements by participating in a professional development program through WVUIT.”

Exceptions:  Throughout this document, when the basic skills tests are mentioned, note that Policy 5502 allows exemptions based on ACT or SAT scores, Masters Degree, etc.  Note also that Health Occupations teachers do not take an occupational knowledge test.

The job description should definitely include statements regarding the teacher’s responsibilities for: 

 1)  designing instruction/lesson planning, 

 2)  delivering instruction, 

 3)  reinforcing basic skills, 

 4)  fulfilling the requirements of I.E.P.s for special needs students

 5)  record keeping and reporting, 

 6)  maintaining his/her personal industry recognized credential, 

 7)  obtaining/maintaining the program’s industry recognized accreditation,

 8)  job placement, 

 9)  making effective use of the program advisory council, 

10) serving on school committees/working with colleagues, 

11) being fully involved in student organization activities,

12) safety,

13) classroom management,

14) maintaining an orderly and attractive learning environment, 

15) maintaining industry standards in equipment, instructional materials.

16) working with parents and the community.

Make sure the Position Announcement and Job Description are distributed to applicants along with the application form.

I.A.4. Drafting Newspaper Ads, Flyers, Letters:  Design a box ad to place in local newspapers.  Get it to the newspapers in time for it to appear the first day the position is open and run it every day until the day before the closing date.  Use the same information to develop colorful flyers and letters.  Make sure to include your non-discrimination statement and tell them how to apply.

I.B.  Advertising 

I.B.1.  Advisory Councils:  Send copies of the position announcement and job description to your advisory council members with a letter urging them to recruit individuals they believe would be good teachers.

I.B.2. Newspapers:  Advertise the position in local newspapers.  Confirm that they post job openings to the web.  If they don’t, place an additional advertisement in the nearest newspaper that does or post it to the web yourself.  There are many ex-West Virginians out there who watch the web for job openings close to the area they left and others who are not from WV but who are willing to relocate for a job.

I.B.3.  Flyers:  For certain types of positions, you can post flyers at selected sites.  For instance, if you are recruiting a health occupations teacher, ask the hospital representatives on your advisory councils to post flyers you have prepared in their hospitals.  If you are hiring a welding instructor, ask to post flyers at local welding supply houses.

I.B.4.  Targeted Mailings:  For some positions, you can purchase mailing 

lists or labels of members of professional organizations and send flyers or letters 

to the individuals on the list.  

I.B.5.  Personal Contact:  Call individuals you believe would be good candidates.  Be careful to say something like, “I certainly can’t promise you the job - I don’t have any idea who might apply - but I believe you would be a good candidate and would like you to think about applying.”

II.  SELECTING
II.A. Designing the Selection Process

II.A.1.  Selecting Basic Skills and Occupational Tests:  Include a basic skills test you will give to each applicant you interview.  WVUIT will recommend one that will predict whether or not the candidate will likely pass the State required Basic Skills test.  

You might also include a written test of occupational knowledge, particularly for occupational areas for which there are not required industry recognized credentials.  (There would be no point in giving a test to RNs, for instance.) Contact the Program Coordinator at the WVDE for ideas on where to get or how to compose a test.

II.A.2.  Selecting and Scheduling the Interview Committee:  You should serve as chairperson. The chairperson of your advisory council should definitely be a member.  Your administrative assistant, a current teacher, or another advisory committee member could be added.  Keep the committee to no fewer than three and no more than four.

Make sure your committee members know they are there to help you reach a decision, but that you will ultimately be the one to make the decision of which candidate to recommend to the superintendent and board for hiring.

II.A.3.  Developing Interview Questions and Rating Sheets:  Develop a set of interview questions with input from the other interview committee members.  One or more of those can be a performance assessment.  You can either have the candidate perform a task common to the occupation or have him/her teach a very brief mock lesson, with the interview committee members playing the role of students.  

Approximately 10 questions should be sufficient.  Make a copy of the questions for each committee member and prepare rating sheets for them to record their assessment of the answers each candidate gives.  It is usual to rate each candidate on each question on a scale, i.e., one to five, depending on the accuracy, appropriateness and thoroughness of the answer.  You can give more weight to certain questions felt to be more important by giving them an expanded range, i.e., one to ten points instead of one to five.  

It is permissible to include a rating for items other than questions.  For instance, each committee member can rate each candidate on appropriateness of dress and grooming, correct use of spoken language, etc.

After each item on the rating sheet, leave a blank space for committee members to record notes as to why they gave the rating they gave each response.  

You are already testing for basic skills and occupational knowledge, observing appropriate dress and grooming and evaluating oral communications skills.  One area you want to make sure to address in the interview is in the area of professional skills.  You need to ask questions that relate to their ability to get along with other staff members, i.e., “Describe a successful project you have worked on as part of a team and tell us the advantages and disadvantages to that kind of a group effort.”  You should also ask questions that relate to their work ethic and efficiency, i.e., “What tools and strategies do you use to keep yourself organized and to meet deadlines?”  A third area is professionalism.  You can ask something like, “What are the most significant changes that are occurring or will occur in your profession in the next 5 to 10 years.” Or, “What professional organizations do you belong to and what professional publications do you subscribe to?”  

Be very careful that you do not ask questions that could get you sued, i.e., how old are you, who will baby-sit your children, what church do you go to.  In short, eliminate anything that might indicate bias to anyone on the basis of race, ethnicity, religion, age, gender, or disability.
II.B. Selecting Candidates to Interview

After the position closes, screen the applications to eliminate those who do not meet the required qualifications, including the required industry recognized credential.  Select the top candidates to interview.  Call them and schedule them to come in for the interview process.  

While you are talking to them, give them general information about what will be required of the successful applicant.  Now that you know their educational levels and work experience, you can give them a little more idea of what their salary would be.  You should also tell them about the basic skills test required before they are hired and the additional one they will have to take later if they have not achieved the certificate level score on the first testing.  (They may be apprehensive about taking a basic skills test.  If so, reassure them that the ABE program will help them prepare for the test by giving them a refresher on their math and language skills.)  Tell them about the occupational competency test.  Tell them in general terms about the courses they will have to take at WVUIT.  Note:  You can use the information in the hiring packet as a guide for this conversation.  

The applicant may, at that point, decline the interview.  If they accept an interview, instruct them to bring copies of their industry-recognized credentials with them.

Note:  If you do not get sufficient qualified applicants, you can re-advertise the position.  If you do this, make sure to add new media to your advertising mix.

II.C. Developing an Interview Schedule

Your interview schedule should include time for someone not on the committee to administer and score the basic skills and occupational knowledge tests.  If, for example, the tests will take one hour to complete, you would schedule Candidate A to come in at 9:00, test between 9:00 and 10:00, and interview at 10:00.  Candidate B would come in at 9:30 and interview at 10:30, etc.  (In a 30 minute time period, allot 25 minutes for the candidate to respond to the questions and 5 minutes for the committee to quickly complete their rating sheets before the next candidate is brought in.) Whoever is assisting you can administer and score the tests as they are completed so you have the scores to consider when you have interviewed all the candidates and are discussing their strengths and weaknesses.

If your first interview is at 10:00, convene your committee at 9:30 to review the process.  Let them read the questions and tell them how to mark the rating sheets.  Caution them that they are not to explain or expand on any question.  That might give certain candidates undue advantage.  Also caution them that they are not to ask any candidate any question that is not on the list.  That prevents a committee member from blurting out a question that might be interpreted as discriminatory.  

II.D. Conducting the Interviews

Here is how the interviews might progress.

1) The chairperson introduces the candidate to the committee members when s/he is shown into the interview room.

2) The chairperson tells the candidate how long s/he will have to answer all the questions.  Emphasize that s/he is responsible for monitoring the time and that you will not extend the interview if they haven’t answered all questions and that they will get a zero rating on all questions they haven’t answered.

3) Give the candidate a set of the questions to quickly read through and refer to throughout the interview.  That way, s/he can properly allot the time for each question and avoid answering later questions in the answer to earlier ones. 

4) Explain to the candidate that s/he can take notes or refer to materials they have brought with them.

5) The chairperson or committee members in turn can read each question aloud.  If a candidate asks for an explanation of the question, simply state that you can repeat any question but cannot explain it.

6) When all questions have been answered, ask the candidate if s/he has questions to ask the committee.  They typically will want to know when you will be announcing your choice - so have an approximate date to give them.  

This is also a good time to ask them if they are aware of the salary range for the position, the basic skills and occupational competency testing and the professional preparation program the successful applicant will have to take through WVUIT.  You will have told them about these requirements in your phone call (see section II.B.) but this will be a good opportunity to make sure they have a good general understanding.  You will give more detail to the successful applicant in the Job Offer Meeting (Section III.)

Collect the copies of the candidate’s industry-recognized credentials, thank the candidate and usher him/her out.

II.E. Rating the Candidates

II.E.1.  Scores:  Here is how the scoring might progress.

1) When all the interviews are completed, make a chart to tabulate the total of all the committee members’ scores to the questions for each candidate.  

2) The assistant should now provide the scores on the basic skills and occupational knowledge tests (if you give both).  Eliminate any candidate whose scores on either test do not meet your predetermined cut-scores.  The cut-score for the basic skills test will be given to you by WVUIT.  (If your otherwise best candidate scores very close to but does not quite reach the cut-score for the basic skills test, s/he might be able to meet the permit level on the State approved Basic Skills test with some very fast, intensive study.)  If you give an occupational knowledge test, the cut-score should be at least 75%.

II.E.2.  Strengths and Weaknesses:  Rank the remaining candidates by total scores on the interview questions and discuss the strengths and weakness of the top two or three.  An example might be a consideration of the really high scores or the basic skills/occupational knowledge tests. Another example might be that the candidate who ranks second, numerically, has more industry recognized credentials (beyond the required ones) than the first ranking candidate. You are not required to hire the numerically top ranked candidate if another is considered to be stronger but be prepared to defend that decision if an unsuccessful candidate files a civil rights complaint or a lawsuit.  

II.E.3.  References:   Finally, let the committee know that you will be checking the references of the selected candidate and that you reserve the right to select another candidate if the references on the selected candidate are not satisfactory.  It might be a good idea to make the committee members aware of this if it happens.

II.E.4.  Confidentiality:  Explain to the committee members that everything they have done today is considered confidential and they are not to discuss anything pertaining to the interviews with anyone other than the interview committee members.  Have them give you all of their rating sheets.  Keep them in a secure file for a period of time in case the decision is questioned.

III.  RETAINING (THE JOB OFFER MEETING)

The key to retaining a new alternatively certified career and technical teacher is to properly advise him/her of all the requirements of the position when you make your tentative job offer.  

You should prepare a packet of material that you will use in this meeting.  It should include:

1) A copy of your salary schedule.

2) A copy of the job description.

3) A copy of the attached applicant handout.

4) Certification forms V-10, Verification of Work Experience, V-9, Application for Permit, and 1A, Professional Development Commitment. 

5) A copy of the current WVUIT tuition rate for these students.

III.A.  The Basic Skills Test

Inform the candidate that if s/he decides to accept the position, you will immediately contact WVUIT to schedule the State approved Basic Skills test and only after receiving a passing score on that test, can the official job offer be made; but, that before s/he makes the decision to accept the tentative offer, you want to make him/her aware of all the aspects of the job.

III.B. Work Schedule

Explain the school calendar and daily schedule.

III.C. Salary

The WVDE funds new alternatively certified career and technical education teachers at the Bachelors Degree level with zero year of experience on the salary schedule.  LEAs may elect to supplement this by placing the new employee on a higher education or experience level.  The better way, however, is to simply supplement the salaries of all alternatively certified CTE teachers.  Whatever methods your LEA uses, you should show the candidate the salary schedule and explain where they will start and how they can progress to higher salaries on the experience scale. The explanation of how they progress on the scale according to educational level is on the handout attached to this document.  Give the candidate a copy of the handout and use it to explain this process.

III.D. Job Responsibilities

Go through the job description with the candidate, making sure s/he understands there are many duties that take place outside the classroom, as described in the paragraph starting on page three.

III.E.  Licensure Requirements

Use the attached handout to explain the process of obtaining the initial permit, the first and subsequent renewals of the permit, the initial certificate, the renewal of the initial certificate and the permanent certificate.

III.F.  Support Team/Mentor

If the candidate seems overwhelmed, reassure him/her that while the requirements of the position are rigorous, the majority of new teachers are very successful and that everyone will do everything they can to help.  Let the candidate know that as a new instructor, s/he will have a support team that includes the regional educator from WVUIT, you yourself, your administrative team, and all other faculty, including an experienced teacher in the building who will act as a mentor.  

If the candidate accepts the tentative offer, contact WVUIT to schedule the Basic Skills test.  If the candidate achieves passing scores, you are then free to complete the hiring process.

LICENSURE REQUIREMENTS FOR ALTERNATIVELY CERTIFIED CAREER AND TECHNICAL EDUCATION TEACHERS

Congratulations!  You have been tentatively offered a position as a career and technical education (CTE) teacher.  If you pass your basic skills test (or are exempt) and are hired, you will find teaching CTE to be a fulfilling experience and your fellow CTE teachers and administrators to be supportive and helpful.   

You have met the initial qualifications based on education, work experience, and industry recognized credentials.  Teaching, however, also requires knowledge of how students learn, how best to teach them, and how to efficiently and successfully perform all the duties required of a teacher.  You will obtain that knowledge primarily through the professional development program offered by West Virginia University Institute of Technology (WVUIT.)  The program consists of seven courses (twenty-two credit hours) taken over the course of several years.

You will start with a two-week summer workshop. (If you are hired after the summer workshop, you will attend a two-day workshop and then attend the next summer workshop.)  After that, courses will be provided to you by independent study or arrangement with the WVUIT Regional Educator for your region.  

During the first year, you must complete 6 hours of credit at a “B” average (including the summer workshop) and, except for Occupational Health teachers, pass a written and performance occupational competency skills test.  You will be visited and observed by the Regional Teacher Educator from WVUIT responsible for your school.  Another teacher in your school will be assigned to you as your mentor.  You will also be observed and evaluated by your principal, a process that will continue throughout your employment.  All of these people are there to help you.  They will constitute your support team.

You will then complete a minimum of 6 hours of credit at a “B” average each of the following years until you have completed your 22 hours and met the additional requirements for issuance of the Initial Certificate.  You will then earn additional credits to renew the initial certificate until you qualify for the permanent certificate.

You must pay for tuition/fees/books for the WVUIT courses.  You can apply for reimbursement from the West Virginia Department of Education for the tuition.  However, funds are limited and are awarded on a first come, first serve basis.  You will also incur travel, lodging and meal expenses for the workshop held on the WVUIT campus.  The good news is that you will get a salary increase for experience each year during the professional commitment period and, once you have completed the twenty-two hours, additional course-work will apply toward 

advanced salary classifications based on educational level.  

Your Regional Teacher Educator will help you get started.  Good luck and welcome to career and technical education.
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