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Certified and Non-Certified Staff Hiring Protocol:  Field Experience
	Through this field experience, I was able to become exposed to the hiring practices, protocols, procedures and documentation involved in certified and non-certified staff selection and employment.  This reflective analysis will demonstrate the perspective knowledge I gained through the use of interviewing an administrator and reviewing employment related instruments and other district-related documents.  The following content and information was gathered for this analysis:
Hiring Procedures and Instruments Used
In order to learn more about our District’s official hiring process, I referred to the IASB Policy Reference Manual (Appendix A), as well as an interview I conducted with our district Superintendent.  According to the manual, The District hires the most qualified personnel consistent with budget and staffing requirements and in compliance with the School Board Policy on equal employment opportunity and minority recruitment.  The Superintendent is responsible for recruiting personnel and making hiring recommendations to the Board.  If the Superintendent's recommendation is rejected, the Superintendent must submit another.  No individual will be employed who has been convicted of a criminal offense.  (IASB Policy Reference Manual, 2010).  According to the interview done with the district’s Superintendent (Appendix B), the principal conducts the initial screening of applications, and then sends the pool of candidates to our newly developed interview committee.  A candidate must meet a set of legal requirements before they are eligible for hire.  This includes a background check, immunization records, and active licensure, making sure to be a highly qualified educator according to ISBE.  Administrators receive training to enhance their hiring the best candidates.  Most often, on-the-job training is utilized, based on the “Design for Excellence” model.  When asked what legal land mines to avoid during the interview process, my district Superintendent said the biggest element to avoid is discrimination of any kind, whether it be questions or comments.  In order to prepare future candidates for their interview, our district provides them with a list of focal points to focus on ahead of time.  This gives the candidates a chance to really think about their answers without the stress of the unknown.  (D. Skogsberg, Personal communication, April 1, 2014).  Attached is our “Taft School Interview Guide,” (Appendix C) that both candidates and interviewers are provided with in order to prepare.  There are 8 categories, each with a specific set of questions and indicators to be answered by the candidate.  Additionally, candidates are asked to complete a writing prompt, and are asked during the interview to sign a disclaimer.  The disclaimer is an overview of expectations and regulations set by the district.  (Taft School District, 2013).
Strengths:  There are many strong points of our current hiring process that I really like about our district.  I really like the fact we provide candidates with interview questions to focus on ahead of time, because when preparing for an interview there are literally hundreds of questions that you could be prepared to answer.  With our procedure, the questions are narrowed and it really gives the candidate time to think and prepare their answers ahead of time so the administrator sees the candidate in their true element.  I also like that our district is moving toward a panel interview, rather than just a one-on-one interview with an administrator.  I believe it’s very important to get the teacher’s input on a candidate, seeing if they will truly make a good fit on the team and within the school.
Weaknesses:  As with any district’s policies, there is always room for improvement.  We do not currently have an online application system – we still use snail mail and paper applications.  I think we would receive more applicants and would be more publicized if we had an online application program.  As a new hire in our district, I was not made aware of the evaluation process until it happened the first time.  I believe it’s important for districts to inform candidates of their movement on PERA, Senate Bill #7, and the progress of implementing the Common Core State Standards into the curriculum.
Recommendations for improvements:
· Online application process
· Be sure to introduce the Danielson Evaluation Model when hired, so candidates are not blind-sided
· Create a mentoring program for new hires
· Create curriculum guides/maps for teachers
Hiring Rules and Regulations to Include in Board Policy
	In order to find the information I needed for my district’s hiring rules and regulations, I referred to our Employee Contract (Appendix D).  When browsing through what I thought was a relatively short and undetailed document which I had seriously never seen before, I was surprised to find out that there was nothing about employee hiring process or transfer policies.  Because of the lack of information in our contract, I referred to the interview I conducted with my district Superintendent.  District 90 doesn’t have a specific policy on transfers filling vacant positions, both voluntary and involuntary.  We informally post the vacancy in-house first for 10 days, and the potential candidate speaks with the principal about their request to transfer.  Recent legislation has impacted our district’s hiring process by making sure it is consistent and abides by new Illinois law.  If there is a disagreement of the building level selection team, the Superintendent makes the final decision.  In order to insure the hiring process is legally defensible, administrators make sure to take notes, hold on to applications for one year, and make sure to send the “thanks but no thanks” letter to all candidates hiring (Taft school district 90 board of education, October 3, 2011).
Weaknesses:  Where to begin!  First and foremost, hiring processes need to be made clear in our contract.  Teachers are also not required to sign an official contract when they are hired on, which is something I’ve never heard of before.  I would like to see our contract a bit more detailed and filled with more information for new hires, and new hires should also receive a copy of the district contract the first day of employment.  
Collective Bargaining Agreements
	According to our district Superintendent, the collective bargaining is a process in which faculty and the board of trustees interact as equals and negotiate wages, terms, and conditions of employment. This process results in a legally binding agreement that cannot be unilaterally changed, but may be changed in whole or in part if the parties mutually agree to renegotiate the agreement.  The IASB Policy Reference Manual has a section that describes the administrative procedures for interview questions and investigations as well.  The Superintendent develops and maintains a current comprehensive job description for each position or job category; however, a provision in a collective bargaining agreement or individual contract will control in the event of a conflict.  It took me a while to fully understand that the collective bargaining agreement is the agreement the staff/union comes up with for the school board, and it’s the set of laws/rules/regulations both parties settle on that they are comfortable with.  With that being said, our contract lists what has been decided for us for the years 2011-2014, and this year we are up for contract negotiations again.  This has been as especially trying time, because our principal is at the end of her contract as well, and the board will have to decide whether or not to renew her contract.
Strengths:  Information is neatly laid out in easy-to-read language and wording, and was a successful working document with the old administration.
Weaknesses:  Because we’ve received a new Superintendent during the tenure of the current contract, it only makes sense that changes and negotiations be made now that the contract is up for renewal.  That being said, there are many elements of our current contract that our teachers are not happy with and need to be updated.
Recommendations for improvements:
· Include salary schedule and add more steps for those that go beyond a Master’s Degree
· Add a stipend schedule for each sport/activity
· Post collective bargaining agreement in a public forum for staff and public to see
Building Requirements for Both Certified and Non-Certified Staff
	At Taft School District 90, all new staff members are required to attend two “new teacher” institute days before the beginning of the year, in addition to the “beginning of the year” institute days that everyone attends.  During these new teacher institutes, all paperwork and insurance is filled out.  There are some ice breakers and some introduction to the school, but no official mentoring program has been established.  New hires are appointed a mentor teacher to refer to with any questions, both academically or school-related.  Non-certified staff are given their tentative schedules during this time, so they have an idea of what teachers they are working with, and when.  As stated before, all staff members need to complete a background/fingerprinting check, a physical with immunizations, and they need to sign our Internet Use Policy.  However, we do NOT have a contract to be signed, which I find a bit odd.  As stated in the IASB Policy Reference Manual, all support staff must:  (1) must meet qualifications specified in the job descriptions, (2) must be able to perform the essential tasks listed and/or assigned, and (3) are subject to School Board policies as they may be changed from time to time at the Board’s sole discretion.  The manual goes on to get more in-depth about paraprofessionals and teacher aides, noncertificated personnel working with students and performing non-instructional duties, coaches and athletic trainers, and bus drivers (which we do not use for transportation other than field trips and sporting events).  A teacher, as the term is used in this policy, refers to a District employee who is required to be certified under State law.  The following qualifications apply:  each teacher must have a valid Illinois license that legally qualifies the teacher for duties for which the teacher is employed, provide the District Office with a complete transcript of credits earned in institutions of higher education, on or before September 1 of each year, provide the District Office with a transcript of any credits earned since the day the last transcript was filed, and notify the Superintendent of any change in the teacher’s transcript.  Additionally, all teachers with primary responsibility for instructing students in the core academic subject areas must be highly qualified for those assignments as determined by State and federal law.  The document goes on to talk about Superintendent and principal duties, terms and conditions of employment and dismissal, resignations, maintaining student discipline, suspension, leaves of absence, and student teachers.
Strengths:  the IASB Policy Reference Manual is an excellent tool that highlights and details all the questions and possible scenarios a professional might have.  It is comprehensive and formatted in an easy-to-read packet, and also includes legal codes, laws, and references.
Weaknesses:  This document is almost too detailed to a fault, and seems a bit overwhelming for a new hire.
Recommendations for improvements:
· Create a mentoring program for new hires
· Create an informational pamphlet or folder with everything new hires need to know
· Have mentors do formal observations of the new hires and vice-versa
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