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Human Resources and Talent Management 
Teacher Selection Process and Guide 

Introduction 

The effective recruitment and selection of qualified candidates is vital to furthering the vision, 
mission and goals of Gwinnett County Public Schools. The Division of Human Resources and 
Talent Management is pleased to provide this teacher recruitment and selection guide as a tool 
that is designed to assist principals with hiring quality and effective teachers in all schools. 

Teacher quality is the single most important variable related to increasing student 
achievement.  Students that are taught by effective teachers achieve more academically than 
their peers who are taught by less effective teachers.  To identify the most effective candidates, 
it is critical to have a strong teacher selection model in place that assesses for the right criteria.  
Teacher selection is the process of identifying and hiring candidates with the highest potential 
to be effective teachers.  Using a teacher selection model with multiple measures to assess 
teacher candidates is a first step to improving the hiring process.  

The implementation of the Gwinnett Teacher Effectiveness System (GTES) established a 
common definition of teacher effectiveness.  The performance standards imbedded within 
GTES identifies the qualities of effective teaching and many of the traits required to be 
successful as a teacher in Gwinnett County Public Schools (GCPS).  These standards can 
simultaneously provide principals with critical information about the skills, and gaps, of 
prospective hires, allowing them to assemble instructional teams that meet their specific 
school-based needs. 

Principals should find this guide to be invaluable during each step of the process, from the 
initial job posting, advertising, building a candidate pool, interviewing, selecting and extending 
an offer.  

This guide will be an evolving document—one that will continue to meet the dynamic needs of 
GCPS—and, as always, Human Resources (HR) welcomes any suggestions that will make it 
more helpful to users.  If at any time you need clarification on the material in this guide, please 
contact your HR Director.  We look forward to working with you on your recruiting journey!  
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Teacher Selection Process 

Teacher selection is the process of identifying and hiring candidates with the highest potential 
to be effective teachers at your school.  To identify the most effective candidates, it is critical to 
have a strong teacher selection model in place that assesses for the right criteria.  In GCPS, 
teacher effectiveness is defined by the Performance Standards contained in the GTES. 

Identify the Traits of Effective Teachers 

Think about the best teachers in your school who consistently get their students to achieve at 
high levels. What do these teachers have in common?  Think about their ability to create an 
Academically Challenging Environment, personality traits (ability to persevere through 
challenges), as well as school-fit indicators (experience/comfort working with ELL students if 
your school serves a large population of non-English speakers). 

Job Opening 

All vacant teaching positions must be posted on AppliTrack in accordance with Board 
Procedure – Employment and Recruitment (P.GBC).  Human Resources will verify point 
allotment, post the position to the website and refer professionally qualified (PQ) applicants 
for consideration for interview. 

Application Screening 

Completion of the online application signifies the right of GCPS to obtain pertinent information 
about the applicant. The applicant must complete an online application prior to interviews and 
checking references. The online application includes a statement authorizing the district to 
verify background information. It is not sufficient for an applicant to simply refer principals to 
his or her resume because information regarding previous employment and education will be 
subject to verification through the due diligence process. The online application is also GCPS’ 
official record of application and is used as a basis for EEO reporting.  The Applicant 
Credential Review Form (See Appendix A) is used to identify applications that meet the 
criteria of a successful applicant. 

Successful Application and Resume Review 

Principals should confirm that the information on the resume matches the information on the 
application. If any criminal history is disclosed, principals have the duty to examine the factors 
of noted convictions and discuss with your HR Director.  Factors such as age and the time of 
the offense, seriousness and nature of the violation, relationship to position and 
responsibilities and rehabilitation should be taken into account.  Breaks gaps in employment 
should be analyzed and explored during the interview process.  Changing school districts 
during the school year should be thoroughly investigated.   

file:///C:/Users/e201401586/Desktop/Every%20Year/Applicant%20Review/Credential.docx
file:///C:/Users/e201401586/Desktop/Every%20Year/Applicant%20Review/Credential.docx
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Teacher Insight™ 

Teacher Insight™ assesses the talents that result in teacher effectiveness that are difficult to 
teach.  Results are based on the applicant’s responses including a score that is predictive of an 
applicant’s potential for teaching success based on his or her talent.  The assessment is an 
internet-based selection system linked to AppliTrack and requires approximately 30-45 
minutes for completion.  A link to the Candidate Dimension Report (CDR) on each applicant for 
a teaching position is available through the AppliTrack system.  GCPS uses a reference point of 
70 for referring candidates to schools.  Candidates with a score of 78 are in the top quartile of 
candidates on the talent dimension.  The Teacher Insight™ is one factor that is used in making 
an overall selection decision.  

Successful Phone and In-Person Interviews 

Effectively conducting interviews and evaluating applicants takes more time than having an 
informal conversation.  It requires training in the skills, techniques and requirements of 
successful interviewing.  HR Directors are available to assist in the enhancement of 
interviewing skills.  

Principals should decide on the overall structure of the interview process and follow the 
process uniformly for all candidates, even those candidates who are internal or otherwise 
“known” to the interviewer(s). Interview questions (technical and behavioral) should be 
scripted ahead of time so that the same topics will be covered with each candidate. It is 
important that all candidates be asked uniform questions, although follow-up and probing 
questions may vary. All questions should be job-related and legal. Know what is appropriate 
and inappropriate to avoid asking those questions that may be discriminatory. 

Potential candidates should be advised that background information will be verified and 
should also be afforded the opportunity to contact their references in advance of a call from 
the principal or assistant principal. 

Principals shall include in the interview process specific Application Disclosure 
Questions.  These questions will be provided by Human Resources Applicant responses 
to these questions shall be documented on an electronic form in the Applicant Tracking 
System.  Any concerns noted shall be reported to the Human Resources Director for 
additional guidance. 

Reference Check Process 

If the selected candidate is currently a GCPS employee, contact the employee’s supervisor to 
verify work background, attendance, performance and credentials. You should contact your HR 
Director with any additional questions about the appropriate principal and/or supervisor for 
the reference check or with questions about this requirement. 

External candidates with teaching experience must have a minimum of two proficient 
references from their current/most recent principal and from an assistant principal or 
department chairperson.  Traditionally prepared applicants new to teaching must have a 
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reference from their college supervisor and cooperating teacher.  Non-traditionally prepared 
applicants must have professional references from current and former immediate supervisors.  
For external candidates, more detailed information is required and principals must call the 
current or most recent principal/supervisor provided by the candidate to establish job duties, 
working relationships, performance, behaviors, credentials, dates of employment, etc. prior to 
submitting an offer to Human Resources.  Principals shall include in the reference check 
process specific Reference Check Disclosure Questions.  These questions will be 
provided by Human Resources Applicant responses to these questions shall be 
documented on an electronic form in the Applicant Tracking System.  Any concerns 
noted shall be reported to the Human Resources Director for additional guidance. 

Principals shall also conduct additional reference checks with prior employers for 
applicants with employment gaps and those with multiple employers over short periods 
of time (e.g., part year candidates or candidates that only completed one contractual 
year.) 

Principals must contact their HR Director to discuss candidates interviewed.  Upon agreement 
on the candidate, the principal shall complete and submit an employment recommendation or 
electronic personnel action request to the appropriate HR Director.   

When checking references, limit questions to information that is job-related; do not ask for 
medical information, information about physical characteristics, and/or other personal 
information that is not related to the employee’s conduct on the job. Consider preparing a list 
of job-related behavioral-based questions that will be asked during the reference check 
process. This may help avoid claims of discrimination or claims that the prospective employer 
inquired about information that it was not legally entitled to have. 

Reference Check Information Checklist: 

 Confirmation of application information, dates of employment, job title, reason for
leaving, and salary.

 Summary description of position
o Obtain information and understanding of candidate’s job duties/ requirements
o Discuss how the candidate performed, especially in comparison with others

 Strengths and weaknesses
o Identify and discuss the ways in which the candidate used their strengths on the

job and the ways in which he/she improved their weak points
 Performance evaluation

o Discuss performance history and how current performance compares with past
and others; identify the candidate’s ratings within that organization

o Discuss how the candidate performed, especially in comparison with others
 Interpersonal skills

o Inquire about the candidate’s interaction with co-workers, leadership and public
 Attendance

o This should be quantified by specifics regarding attendance and tardiness.
 Corrective action

o Any and all levels and reasons should be noted.
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o Improvements should be discussed.
 Rehire

o Is the candidate eligible for rehire? If not, discuss the reasons why.
 Open summary

o Is there any additional information that would be helpful for hire?

Verification of Previous Employment 

Principals or assistant principals should verify the last ten years of work history or last two to 
three employers, if available. When contacting a former employer verify:  

 Starting and ending dates of employment

 Title of last position held with the organization

 Reason for leaving the district

 “If I read the position description that [Name of Applicant] included on his resume,
could you confirm whether the job title and description match your understanding of
the position held when he/she worked at your organization?”

 “Is [Name of Applicant] eligible for rehire with your organization?”

 “Is there anything else you can tell me about [Name of Applicant]’s employment with
your organization?”

Reference Check Questions 

A reference check is an interview of an applicant’s former principal or supervisor.  It is 
important to be prepared with questions before calling a reference and to listen carefully for 
what is and is not said in response to specific questions. If the individual being interviewed 
provides a vague or ambiguous response, be flexible and explore the issue.  

Always start by telling the reference: 

 Your name

 The name of the organization, the name of the applicant, and the job title of the position
the applicant applied for

 The applicant authorized you to inquire about his/her previous employment and to call
former supervisors, including this reference

 The conversation will probably take about 10 minutes (if now is not convenient,
schedule a time to call back)

 The information will be kept confidential and not shared with the applicant
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Questions 

 On his/her application, [Name of Applicant] indicated that he/she worked for your
organization. Could you confirm starting and ending dates of employment?

 What was your understanding of the reason [Name of Applicant] left the organization?

 Could you confirm [Name of Applicant]’s starting and ending salary?

 What was [Name of Applicant]’s position at the time he/she left the organization? Can
you describe the job duties and responsibilities?

 If I read the description of the position that [Name of Applicant] included on his/her
resume, could you confirm whether the job title and description match your
understanding of the position [Name of Applicant] held at [Name of Organization]?

 What other titles did [Name of Applicant] have during the time he/she was employed
by your organization? Was he/she ever promoted, transferred, demoted? If yes, what
were the other positions?

 Did [Name of Applicant] supervise other employees? If yes, how effective was he/she in
this supervisory role? How would the employees he/she supervised describe [Name of
Applicant]’s management style?

 Did you evaluate [Name of Applicant]’s job performance? What would you say were
his/her strong points and what were the areas that needed improvement?

 What would you say was [Name of Applicant]’s biggest accomplishment during the time
he/she worked for your organization?

 Would you consider rehiring [Name of Applicant]? Why or why not?

 How would you rate [Name of Applicant]’s attendance? Did he/she come to work late or
miss work often? Did this affect his/her job performance?

 Did [Name of Applicant] experience working as part of a team? Would you describe
[Name of Applicant] as a team leader?

 Did [Name of Applicant] get along well with managers, supervisors, and    co-workers at
all levels of the organization?

 How did [Name of Applicant] handle multiple priorities? Did he/she perform well under
pressure?

 How would you describe [Name of Applicant]’s style in managing conflict at work?
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 If I describe the position we are considering [Name of Applicant] for, could you give me
your impression on how good a fit you think he/she would be for the position?

 Is there anything else that you would like to share with me about [Name of Applicant]?

Previous employers or supervisors may be reluctant to provide detailed references for former 
employees for fear of legal repercussions.  

Thoroughness in the hiring process can ensure that hiring decisions are based on factual 
information, and helps hiring managers ensure that they are hiring the right person. Further, 
effectively engaging in non-discriminating due diligence is the way to obtain the information 
necessary to make the right hiring decisions.  

A word of caution: although principals want to have as much relevant information as possible 
about teachers; this must be balanced against the privacy rights of individual applicants. There 
are a number of federal laws that regulate when and how GCPS may collect and use this 
information. 

Internet Checks 

A search of the internet and local and national media for mention of an applicant could be a 
valuable piece of information for hiring consideration as it relates to previous positions held 
and professional life. For most candidates a 3-5 minute search will be sufficient.  

Recommended sites to check can most likely be found on a candidate’s application or resume 
including, for instance, current or previous employer and professional association or 
networks. Non-third-party verified information such as blogs and social networking sites 
should be avoided.  If something is discovered on recommended sites, or national or local news 
media mention a candidate that causes concern, contact your HR Director and they will assist 
with the evaluation process.  

More importantly, if an internet check reveals a candidate’s private political views, life style 
choices, or religious affiliation, beliefs, or activities, these are things that are not to be 
considered in hiring and should be ignored.  

Verification of Education and Professional Credentials 

All teaching positions in GCPS require applicants to hold or be eligible to receive a valid in-field 
Georgia Educator’s Certification issued by the Georgia Professional Standards Commission.  
The applicant must also be “highly qualified” to teach in the assigned subject area(s).  
Certification information along with educational qualifications and transcripts is included in 
the online application file through AppliTrack.  

Contacting the college or university registrar’s office listed on the candidate’s application or 
resume is the most effective and efficient way to verify education. The Family Educational 
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Rights and Privacy Act (FERPA) may prohibit an institution of higher education from releasing 
educational or other information without the written consent of the student/applicant.  

Create Selection Tools to Assess for Effective Teacher Traits 

Once you have identified the traits most important to teacher success at your school, create a 
selection model that assesses for these traits.  This may include interview questions, hiring 
exercises, samples of past performance, or some combination thereof.  The best teacher 
selection models use multiple measures to assess for candidate ability and potential since 
many candidates will perform differently on different types of assessments. 

For example, if the ability to synthesize and use student data to drive future instruction is 
critical to your school, create an exercise that provides a set of student data to your candidates. 
Then ask them to identify key areas of need based on the data and to outline a plan to address 
those needs.  

If stretching student thinking is critical, provide a video of a sample lesson in which the 
recorded teacher only pushes students to a basic level of understanding. Then, ask your 
candidate how that lesson could have been improved to stretch students further. Or better yet, 
have the candidate perform a sample lesson in front of you and your hiring team (or even a 
small group of students if available). A sample lesson is perhaps the very best exercise that you 
can use to assess a candidate’s real-life teaching ability. Round out your interview by including 
a set of interview questions that further probe on key abilities and past experiences.  

Hire Teachers Early 

As a principal, it is critical that you identify your vacancies and hire early in the spring because 
by the time summer arrives most of the best teaching candidates have already found positions. 
Work with your current teachers to identify your upcoming vacancies due to retirements and 
resignations early in the second semester. This will allow you to post your positions for hire 
earlier in the spring when the talent pool is at its peak. If you wait until the summer months to 
hire, you are likely not picking from the best available talent. 
You may also want to consider using the Employee Future Intention Form (See Appendix B) 
for your teachers to indicate their plans for the coming year.   
Also, be sure to have a strong hiring committee in place to provide you with multiple 
perspectives on your candidates and to ensure that your hiring process is an efficient one. 
Hiring efficiently can sometimes be the difference between hiring a great teacher and a 
mediocre one.  

Use Selection Data to Inform New Hire Induction and Professional Development 

If you have a strong selection process in place that rigorously assesses your candidates on 
multiple measures, you should have a good sense of where your new hires are strong and 
weak. Use that information to set development goals and benchmarks for your new hires 
beginning on Day 1. This will set the tone that you are serious about teacher effectiveness and 
will help your new hires quickly improve in any areas of development. Use the following 
principles to guide your new hire induction and developments plans.  

file://///schools.gcps1.gwin/Groups$/HumanResources/Public/HR%20Principal%20Tool%20Kit/Forms/Employee%20Intention%20Form.docx
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 Focus: Narrow your development focus to just a couple of skills at a time and start with
the most fundamental before moving to more advanced skills.

 Practice:  Emphasize an intensive practice-based development plan over simply
learning about new skills.

 Coaching: Provide intensive coaching to your new hires that gives regular, specific
feedback on their areas of development and the instructional techniques they are
employing.

Personal Interview 

Take time to write out the current and future conditions of the particular job and workplace. 
What pressures will the person face? What are the opportunities for innovation? What 
challenges will they need to take on in the short and long term? What are the characteristics, 
including performance, of the staff they will work with or supervise? What is the most difficult 
challenge? You want to find candidates who will be motivated by challenges, so be open and 
honest about your needs. 
 Develop your questions around these areas. Use behavioral and case study type questions to 
get a better understanding of how the candidate would approach a particular issue. You will 
learn about their style, thought process, ability to think on their feet, applicable experiences, 
etc. Technical questions about their training or expertise are obviously important, but ability 
to actually carry out the leadership competencies is even more important. Consider the 
varying styles that can be effective. You don’t have to hire someone who acts just like the last 
person in the job! What skill set is missing from your team?  

Icebreakers 

Traditional Questions 
 Tell me about yourself.
 What are your career goals?
 What is your dream job?
 What are your greatest strengths?

Culture-Fit Questions 
 What gives/gave you the greatest feeling of achievement? Why was this so satisfying?
 What type of work do you prefer? Why did you choose this type of work?
 What motivates you to work hard? Give me some examples.

Behavioral Interview Questions – Teacher Performance Standards 

Guidelines: 
 For a telephone, online, or job fair interview, choose a total of 4-5 of these questions,

and add one or two questions that fit the context of your school and the job opening(s).
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 For on-site interviews, use two or more questions from each of the standards, and then
add questions appropriate for your school and the job opening.  (Extra questions that
were suggested by administrators are grouped at the end.)

 Once the questions are determined, create a document with those questions.  This list of
interview questions should be used for each candidate.

Performance Standard #1:  Professional Knowledge 

 Describe a lesson you have taught that addressed a curriculum standard.

 What is an example of students’ higher level thinking skills in a lesson you have taught
in a specific content area?  (For example, in math, what have you done to go beyond just
a drill or practice exercise in a lesson?)

 Give an example of how you linked what students were learning with their past or
future learning.

 What should students know about the subject matter at this grade level?

 What skills should students know within this subject matter at this grade level?

 How have you kept expectations high in your subject with students’ learning and
understanding?

 Describe what students are like in this age group and what can be expected of them
developmentally.

 When you have taught this subject in the past, how have you checked for understanding
in a lesson?

 How did you learn this subject content to the point of mastery?

Exemplary  
Candidate shows an example from a portfolio of a lesson that addresses standards, 
curriculum, and subject content.  Candidate’s answers indicate knowledge of subject 
matter, curriculum, and students’ developmental readiness.  Candidate has successfully 
taught this curriculum to the grade level of the job opening and indicates high expectations 
for students. 

Proficient 
Candidate’s answers demonstrate an understanding of the vocabulary of the questions – 
curriculum, expectations, and student development.  Candidate’s answers indicate 
experience teaching this curriculum to the grade level of the job opening. 
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Needs Development 
Candidate’s answers indicate knowledge of only some of the areas in the questions.  
Candidate lacks experience teaching the content, and/or is not articulate with regard to 
curriculum, student development, or own skill in the subject area. 

Ineffective 
The candidate does not demonstrate skills in the subject content, or knowledge of the 
curriculum standards.  The candidate does not articulate students’ development that is age 
appropriate, or does not communicate high expectations.  

Performance Standard #2:  Instructional Planning 

 How have you used student learning data to guide your planning?  (What student data
have you used to guide your planning?)

 Describe the use of time in a typical lesson you have taught, telling me about pacing and
transitions.

 How have you differentiated a lesson, and how did you plan for that differentiation?

 Describe a lesson or unit you have taught that aligned well with the school’s curriculum
and student learning needs.

 Other than lesson plans, how have you developed long-range plans.  How were you able
to adapt or change long-range plans?

Exemplary 
The candidate shows examples of lesson plans, as well as a curriculum map, syllabus, or 
unit plan that has been used.  In describing planning, the candidate explains use of student 
data and differentiation to meet the needs of all students. 

Proficient 
The candidate’s answers indicate skills and experience with planning.  In the answers, the 
candidate explains use of data, objectives, and differentiation.  Candidate has experience 
with short- and long-range planning. 

Needs Development 
The candidate does not evidence skill and experience with all levels of planning.  The 
candidate’s description of planning shows some, but inconsistent work with data, 
objectives, or differentiation of instruction. 

Ineffective 
The candidate cannot explain clear long- or short-range planning.  The candidate does not 
discuss the need for objectives, data, or differentiation, or may not understand these terms. 
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Performance Standard #3:  Instructional Strategies 

 Describe a lesson where you have engaged students in active learning.

 How have you built a lesson on students’ existing knowledge and skills?  Describe that
lesson.

 Describe a lesson where you differentiated instruction to meet students’ needs.  Be
specific in describing what you did.

 Describe a learning goal you used in a previous lesson.  How did you reinforce that goal
to the students throughout the lesson?  (Examples might include writing goal on board,
having students refer back to the goal as they worked through the lesson, and having
students summarize what they learned at the end.)

 Describe a lesson you have taught that had a lot of variety.  Specifically, describe the
variety of strategies you employed to teach, and resources used.

 Describe a lesson where you have incorporated technology.

 Describe a specific lesson where you checked for understanding.

Exemplary 
The candidate shows sample lessons from a portfolio and uses a lesson as a visual aid to 
describe the points of this standard.  Candidate answers should evidence goals, engaging 
students in active learning, differentiation of instruction, use of technology and checking 
for understanding. 

Proficient 
The candidate effectively engages students in learning, and this is evidenced by answers 
that include specific examples of goals, active learning, differentiation, use of technology, 
and checking for understanding. 

Needs Development 
The candidate’s answers evidence inconsistent instructional delivery that has goals, active 
learning, and other components of this standard. 

Ineffective 
The candidate’s answers do not indicate skill or experience in instructional delivery.  
Candidate may not recognize key vocabulary of the questions. 

Performance Standard #4:  Differentiated Instruction 

 How have you differentiated the instructional content, process, product or learning
environment to meet individual needs?
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 Describe an example of remediation, enrichment, or acceleration to further student
learning that you have used successfully.

 Tell about a time when you have used flexible grouping to encourage peer interaction
and to accommodate student learning needs/goals.

 How have used assessment (diagnostic, formative, or summative) to inform your
instructional modifications for students?

 Give an example of a critical or creative thinking activity that appropriately challenged
students.

 How have you demonstrated high learning expectations for ALL students?

Exemplary 
The candidate provides clear, concrete examples of differentiation from past teaching. The 
candidate’s answers evidence providing students with opportunities to engage in critical 
thinking and creative activities, all of which are tailored to individual needs. The candidate 
may have shared his/her work with other teachers. Candidate expresses consistency in 
providing examples, such as “I build differentiation into every plan.” 

Proficient 
The candidate can provide examples of challenging and supporting individual student’s 
learning. There is consistency to the candidate’s examples of appropriate differentiation of 
content and skills which address individual differences. 

Needs Development 
The candidate has limited examples of providing content or developing individual learning 
differences in his/her past teaching. The teacher shows inconsistency in differentiation of 
instruction or assessment. 

Ineffective 
The candidate does not use the vocabulary of differentiation and does not provide 
examples of challenging, remediating, or enhancing individual student learning. The 
candidate expresses the idea of “teaching to the middle of a class,” not individualizing 
instruction. 

Performance Standard #5:  Assessment Strategies 

 Describe how you have used a pre-assessment with a class.

 How have you involved students in setting learning goals and in monitoring their own
progress?

 Describe how you have used a variety of assessment strategies or instruments.
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 Tell about aligning student assessment with established curriculum standards and
benchmarks.  What does that mean?  What assessment have you used that did that?

 Describe your grading system for a content area and length of time.  Example:  How
have you set up a grading scale for nine-weeks of 7th grade language arts?

 How have you used formative assessment to help students learn?

 Describe ways that you have given constructive and frequent feedback to students.

 If I am a student in your class, explain your grading system to me for ________.  (This may
be for one assignment or for a grading period.)

Exemplary 
The candidate’s answers evidence skill with formative and summative assessment, as well 
as pre-assessments.  The candidate has examples of a grading scale, criteria sheet, or rubric 
in a portfolio and uses these items to explain assessment to the interviewer.  Candidate is 
experienced in providing feedback to students. 
Proficient 
The candidate can discuss all topics of this standard, evidencing knowledge and experience 
with formative and summative assessment, creation of grading scales, and use of timely 
feedback to students. Candidate uses assessment to plan/modify instruction. 
Needs Development 
The candidate demonstrates limited experience with assessment strategies, creation of 
grading systems, and providing feedback to students.  Candidate has limited use of 
assessment for planning and modifying instruction. 

Ineffective 
The candidate evidences inadequate knowledge of the vocabulary of assessment.  Answers 
do not demonstrate skill in, or experience with, using assessment data to make 
instructional decisions or report on student progress. 

Performance Standard #6:  Assessment Uses 

 How have you used diagnostic assessment to develop learning goals, or to differentiate
instruction, or to document learning?

 How have you used planned formal and informal assessments to measure student
mastery of instructional goals?

 Describe a specific example of using an assessment tool to inform, guide, or adjust
instruction.

 How has an assessment helped you to design an appropriate intervention to help
students?
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 How have you shared results of student progress with students, their parents, and/or
school personnel?

 How have you provided feedback to students about their progress?

 Describe a time when you helped students to self-assess.

Exemplary 
The candidate provides concrete past examples of using assessment to develop learning 
goals, inform instruction, and guide students in their learning. The candidate shares 
samples from a portfolio, or describes consistent, exemplary use of communicating 
assessment results with parents, students, and other teachers or administrators. The 
candidate’s answers indicate continual use of assessment to inform delivery of instruction 
and to help students. 

Proficient 
The candidate’s answers indicate systematic and consistent use of assessment measure 
student progress and to inform instructional content and delivery. The candidate can 
describe past experience about sharing assessments with parents and students, and 
indicates knowledge of the vocabulary of uses of assessment. 

Needs Development 
The candidate’s answers indicate limited knowledge of the vocabulary of assessment uses, 
and limited experience using assessment to inform practice. The candidate is not consistent 
in the use of feedback to students and has limited experience communicating assessment 
results to others, including parents. 

Ineffective 
The candidate does not recognize the need to use assessment tools to improve teaching 
practice, to measure student progress, or to provide feedback in a timely manner. 
Candidate has almost no experience with assessment uses.  

Performance Standard #7:  Positive Learning Environment 

 Describe a classroom where you have worked that was very safe and efficient.  What
made the room arrangement efficient?

 Describe a classroom management plan that you have used, or observed, that had rules.
What else was in the plan and how was it implemented?

 What classroom procedures have you used or observed for specific parts of the school
day?  Describe getting students into the room, transitions, activity procedures, etc.

 What routines have you used or observed that maximize instructional time and
minimize disruptions?

 How have you established a climate of trust and teamwork in your classroom?
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 How have you promoted cultural sensitivity in your classroom?

 What are your experiences working with, and respecting, students’ diversity, including
language, culture, race, gender and special needs?

 If I had been an observer in any of your previous classrooms, how would I have seen
you actively listening and paying attention to students’ needs and responses?  Give one
specific example.  (Exemplary answer:  I always remember to use wait time.  I have
students write KWL charts on poster paper, and I can address their responses to what
they learned that way.)

 Give an example of how you have worked with students, individually in learning time,
and then how you have worked with small or whole groups.

 What classroom management theorists or writers have influenced your management
style?  Or what books have you read to form your management plan and routines?

Exemplary 
The candidate shows a classroom management plan that he/she has used and explains the 
positives and consequences used with the plan.  The candidate describes routines and 
procedures for all parts of the school day or class period.  The candidate’s answers include 
work with diverse populations and successful examples of maintaining a positive learning 
environment.  The candidate can cite the author and/or research base for their 
management plan and class procedures. 

Proficient 
The candidate describes routines and procedures for all parts of the school day or class 
period.  The candidate’s answers include work with diverse populations and successful 
examples of maintaining a positive learning environment.   

Needs Development 
The candidate is aware of the need for positive classroom climate, but the answers suggest 
limited experience with a management plan and procedures.  The candidate may have had 
limited experience with diverse populations. 

Ineffective 
The candidate responds with stories of the difficulties experienced with managing a 
classroom, and makes no reference to a classroom management plan or procedures.  
Candidate does not recognize terms or writers in the field. 

Performance Standard #8:  Academically Challenging Environment 

 Describe ways that you have maximized instructional time. Specifically, what did you do
to create more time for student learning?
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 Tell about one topic of material or one assignment in your grade/subject area that was
appropriately challenging and relevant to students.

 Give an example of how you have minimized transition time, getting students back on
task more quickly.

 How have you communicated high expectations for students?

 Give an example of a topic, assignment, or activity that was academically rigorous and
pushed students to achieve goals.

 With so much mandated curriculum, how have you encouraged students to explore new
ideas and to take academic risks on their own?

Exemplary 
The candidate shares past examples of continually creating a learning environment that is 
rigorous and challenges students. The candidate discusses past lessons that indicate this 
type of environment, showing lesson plans or activities in a portfolio. He/she provides 
specific examples of transitions, procedures, and routines that are used daily to create an 
academically engaged classroom. 

Proficient 
The candidate describes past examples of an academic environment that lends itself to high 
levels of student learning. He/she can provide examples of transitions, procedures, and 
routines that have been used to create an engaged classroom.  The candidate evidences 
knowledge of the vocabulary of academic risks and academic rigor. 

Needs Development 
The candidate has few examples of an engaging classroom and limited use of the 
vocabulary of academic risk and academic rigor. He/she does not provide examples of 
encouraging student productivity or of challenging and relevant material and assignments. 

Ineffective 
The candidate does not discuss any past experiences regarding the creation of an 
environment where learning occurs at high levels or where students are encouraged to 
explore and take risks.  (Make discuss just teaching from the book or from the standards; 
makes excuses of not enough time or not enough resources to create an academically 
challenging environment.) 

Performance Standard #9:  Professionalism 

 Describe a past situation where you worked with others in the school to promote a
student’s well-being or success?
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 Give an example of something that happened in your field experience, student teaching,
or past teaching experience where laws, school policy, or ethical practice became an
issue.

 Tell about a time when you took something directly from a professional development
workshop or seminar (or college class) and used it.

 Tell us about a goal you have for improving your knowledge and skills.

 Describe student events or activities outside of the classroom that you have attended or
led.

 What are your expectations with regard to working with administrators and other
school personnel?  Have you had the opportunity to work with community members,
and, if so, how?

 How have you communicated and worked with parents in the past?  How have you
communicated student progress to parents?

 Describe any collaboration with teaching colleagues in the past, such as a professional
learning community, or others.

 (Not a direct question.) Rate the candidate’s use of Standard English from the interview.
Note:  Use of written English should be evaluated from the application paperwork –
resume, cover letter, and online materials.

Exemplary 
The candidate discusses positive past examples of parent communication and of work with 
other teachers, administrators, school personnel, or community members.  The candidate 
can give concrete examples of taking advantage of professional development opportunities 
to enhance classroom work, and has specific goals for their future learning. 

Proficient 
The candidate discusses some past examples of working with others in the school or 
community, but not at the level of exemplary.  The candidate has experience with 
professional development opportunities and sees the need for future learning.  Candidate 
exhibits experience communicating with parents, and expresses an interest in doing so in 
the future. 

Needs Development 
The candidate has done some work with others, but that work is inconsistent.  Candidate 
expresses some interest in future professional development, but has no clear goals for self.  
The candidate discusses little evidence of experience communicating with parents.   

Ineffective 
The candidate has worked independently in previous teaching, and cannot articulate work 
with other professionals.  The candidate indicates skepticism of learning more from 
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workshops and seminars, and has no clear future learning goals for himself/herself.  The 
candidate is negative about past experiences. 

Performance Standard #10:  Communication 

 (Not a question but can/should be evaluated.) In the interview, the candidate uses
appropriate verbal and non-verbal communication; grammar, sentence structure, and
vocabulary.

 What has been your experience collaborating or networking with colleagues about
improvement of student learning?

 Speaking as if I were a student in one of your classes, describe an instructional goal for a
lesson or expectations for my learning.

 Describe a positive parent communication that you have experienced – by phone or in
person.

 Speaking as if I were a parent, explain a classroom, school, or district policy to me.

 How have you explained, or how might you need to explain, what happens in your
classroom to a larger audience, such as a group of parents or a community group?

 Describe an experience where you listened and responded with empathy to
stakeholders’ concerns, such as parents, students, or colleagues.

Exemplary 
The candidate communicates with excellent grammar and vocabulary; speech is very clear 
and understandable. The candidate can articulate multiple examples of communication 
with students, parents, colleagues, and the community. The candidate can clearly describe 
explanations given to students and to parents and may share an example from a portfolio. 

Proficient 
The candidate communicates effectively and consistently during the interview; evidences 
experience with communications to parents, administrators, colleagues, and community. 
Appears approachable and listens to interviewer questions and comments consistently. 

Needs Development 
The candidate’s command of language is weak; errors in grammar or usage are noted. 
Candidate may provide only limited examples of communication with a parent, colleague, 
or administrator in his/her past experience. 

Ineffective 
The candidate is difficult to understand; many errors in grammar or usage.    Non-verbal 
communication does not match a professional interview setting. No concrete examples 
provided of experience communicating with others; does not indicate a need to improve 
communication with others.   
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Additional Behavioral Questions 

Some of these may be seen as repeated questions from one of the categories above.  They are 
listed for your convenience, if you prefer to word a question this way, or feel the need to select 
one to three questions from these groups. 

Extra Area #1:  Student Progress 

 Tell us about your experience setting appropriate achievement goals for student
progress, based on baseline data.  In other words, how have set measurable goals for
students, based on their present knowledge and skill levels?

 How have you documented student progress?  How have you used a grading scale to
help you explain grades to students and parents?

 What experience do you have measuring student progress with state-provided
measures, such as standardized tests?

 How have used the data you know about students’ progress to develop new learning
goals/targets?

Exemplary 
The candidate has worked in a classroom where achievement goals for students are based 
on previous data, and monitors student progress with standardized and classroom-level 
assessments.  The candidate exhibits an understanding of the need to assess, monitor, and 
plan new goals based on student progress. 

Proficient 
The candidate exhibits an understanding of the vocabulary of the questions, and has 
experience setting student goals, monitoring progress, and using     state and classroom-
based assessments.   

Needs Development 
The candidate is not familiar with all components of the vocabulary of the questions.  The 
candidate may have worked with standardized testing, but does not see the other aspects 
of goal-setting or monitoring student progress other than the tests. 

Ineffective 
The candidate does not see the value of setting goals, monitoring, and using standardized 
testing to measure and enhance student progress.  The candidate is negative about testing 
and other aspects of measurement. 
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Additionally, the interviewer may want to include questions about “fit” and “motivation.”  
Sample questions for these areas might include: 

Extra Area #2:  Fit 

 Why have you applied to our school/system?  What brought you here?

 What type of student do you like to work with?  Why?

 Describe the students you have worked with in the past.

 Describe your work with past teachers and administrators.

 Tell about what you do best in the classroom.

Exemplary 
Candidate’s answers evidence knowledge of the school and district.  The candidate has 
experience with students of similar demographic backgrounds as this school/district and 
expresses a desire to teach those students.  The candidate is overwhelming positive, 
enthusiastic, and engaging in the interview. 

Proficient 
The candidate exhibits knowledge of the district and of the student demographics.  He/she 
seems genuinely interested in these students, and is positive about past teaching 
experiences. 

Needs Development 
The candidate exhibits minimal knowledge of the district and its students.  The candidate is 
hesitant about his/her own ability to teach in the environment of this district. 

Ineffective 
The candidate is negative about certain populations of students.  The candidate exhibits 
little enthusiasm, almost to the point of seeming “burned out” about teaching. 

Extra Area #3:  Candidate’s Motivation 

 What motivated you to be successful in student teaching/your past teaching
experiences?

 What has provided you with satisfaction in student teaching/teaching?

 What has your previous teaching meant to you?  How does it feel to be a professional
teacher?  What does it mean to be a teacher?

Exemplary 
The candidate provides very strong evidence of his/her self-motivation and genuine desire 
to help students.  From previous teaching experience, the candidate described satisfaction 
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from student success.  The candidate seems very positive, enthused, and motivated to work 
hard, even with a challenging teaching situation. 

Proficient 
The candidate provides evidence of self-motivation.  He/she describes satisfaction from 
previous teaching and from student achievements.  The candidate is positive and enthused, 
and discusses challenges, not problems. 

Needs Development 
The candidate is somewhat unsure of responses here.  He/she discusses the need for others 
to tell them if their work is good enough.  The candidate makes some negative comments or 
discusses only difficulties of past teaching. 

Ineffective 
The candidate is very negative about schools and students.  He/she provides no evidence in 
answers about being self-motivated and does not seem enthused about the job. 

Resources:  
Principal Interview Rubric (See Appendix C) provides interview questions and ratings 
criteria for responses that are aligned to the Performance Standards.  

HR Interview Rubric (See Appendix D) is another interview rubric being implemented by HR 
focusing on FIT.  

Pre-Employment Inquiries 

Any pre-employment inquiries which express any limitation, specification or preference due to 
race, color, religion, national origin, sex, disability or age violate are unacceptable unless they 
are based upon a bona fide occupational qualification.  

Information obtained through application forms and interviews is presumed to be used by 
Gwinnett County Public Schools in making hiring decisions. For this reason, only those 
inquiries necessary to determine the applicant's qualifications and eligibility for employment 
should be made.  

The following examples are provided to help you understand what types of inquiries are 
acceptable and what types are inadvisable. The list is not exhaustive and there may be 
exceptions.  

file://///schools.gcps1.gwin/Groups$/HumanResources/Public/HR%20Principal%20Tool%20Kit/Forms/Interview%20Rubric_Principal.pdf
file://///schools.gcps1.gwin/Groups$/HumanResources/Public/HR%20Principal%20Tool%20Kit/Forms/Interview%20Rubric_HR_Form.pdf
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Acceptable Unacceptable 

Race or Color None unless required for an EEO 
reporting process on a form 
separate from the application. 

Applicant's race, complexion 
or color of applicant's skin. 

Arrest Record None, unless job related. Number and kinds of arrest. 

Criminal Records Inquiry into actual convictions if 
substantially related to 
applicant's ability to perform a 
specific job. 

Inquiries about arrests 
records. 

Military Service Type of education, training, or 
military work experience if job 
related. Discharge certification 
only after hiring. 

Type or condition of 
discharge. Inquiry into 
military service of another 
country. Membership in 
Reserves. Intent to join the 
military. 

Credit Records None, unless job related. Inquiries about charge 
accounts, credit rating, 
including bankruptcy or 
garnishments. Inquiries about 
home ownership. 

Religion or Creed None. Applicant's religious 
affiliation, denominations, 
church, parish, pastor, or 
religious holidays observed. 

Acceptable Unacceptable 

Availability for 
Work on Weekends 
or Evenings 

If asked of all applicants and it is a 
business necessity for the person 
to be available to work weekends 
and/or evenings. 
Are there specific times that you 
cannot work? 
Do you have responsibilities 
other than work that will 
interfere with specific job 
requirements such as traveling? 

Any inquiry about religious 
observance. 

References Names of professional and/or 
character references not related 
to age, race, color, national origin, 
gender, religion, or disability. 

Name of applicant's pastor or 
religious leader. 
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National Origin None. Applicant's lineage, ancestry, 
national origin, descent, 
parentage, or nationality of 
applicant, applicant's parent 
or spouse. 

Residence Applicant's place of residence.  
Applicant’s telephone number or 
how applicant may be reached. 

Birthplace of applicant, 
parents, or other relatives; 
birth certificate, 
naturalization or baptismal 
certificate prior to hiring. 

Language Languages applicant speaks or 
writes fluently if job related. 

Applicant's mother-tongue, 
language used by applicant at 
home, how applicant acquired 
the ability to read, write, or 
speak a foreign language.  

Name Whether applicant has worked 
under a different name where 
necessary to permit a check of 
work or education records. 

The original name of an 
applicant whose name has 
been legally changed or the 
national origin of an 
applicant's name.  Mr., Mrs., 
Miss, Ms. 

Marital Status None. Whether applicant is married, 
single, divorced, separated, 
engaged, widowed.  

Acceptable Unacceptable 

Citizenship/Work 
Authorization 

Documentation to establish 
applicant's identity and 
employment eligibility. Legally 
authorized to work in the United 
States.  Current or future 
requirement for sponsorship for 
work authorization. 

Birthplace of applicant or any 
information not relevant to 
making employment decision. 

Age None. Requesting age or age group 
on employment application, 
using phrases such as "young, 
boy, girl, recent college 
graduate" on help wanted 
notices or advertisements. 
Birth Certificate. 
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Gender None, unless required for EEO 
reporting process on a form 
separate from the application. 

Applicant's sex or gender. 

Family Status Where applicant has 
responsibilities or commitments 
which prevent him/her from 
meeting work schedules if asked 
of all applicants regardless of sex. 

Marital status, number and 
age of children, spouse's job. 

Pregnancy Applicant's anticipated duration 
or stay on job if asked of all 
applicants. 

Any inquiry into pregnancy, 
medical history or family 
plans. 

Child Care None, unless job related and 
asked of all applicants. 

Inquiry into child care 
arrangements of only female 
applicants. 

Height & Weight None, unless job related. Any inquiry unrelated to job 
requirements. 

Disability Whether applicant can perform 
job in question. 

To ask applicant to list 
his/her disabilities. 

Organizations Applicant's membership in 
professional organizations if job 
related. 

All clubs, social fraternities, 
societies, lodges, or non-job-
related organizations to 
which the applicant belongs. 

Acceptable Unacceptable 

Relatives/Friends Names of applicant's relatives 
already employed by your 
organization or a competitor but 
you may not give preference if 
women and minorities are 
underrepresented in your 
workforce. 

Names of friends working for 
the company or relatives 
other than those working for 
the company. 

Photographs None, except after hiring. Photograph with application 
or after interview but prior to 
hiring. 

Education Academic, professional or 
vocational schools attended. 
Inquiry into languages applicant 
speaks and writes fluently (if the 

Nationality, racial or religious 
affiliation of schools attended.  
How foreign language ability 
was acquired. Native 
language. 
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job requires additional 
languages). 
Do you have a high school 
diploma or equivalent? 
Do you have a university or 
college degree? 

When did you graduate from 
high school? 

Attendance Are there specific times the 
applicant cannot work?  Does the 
applicant have responsibilities 
other than work that will 
interfere with specific job 
requirements? 

-Who is going to baby-sit?
-What religion are you?
-Do you have pre-school age
children at home?
-Do you have a car?

Emergency Contact 
Information 

Name and address of the person 
to be notified in case of 
emergency (request only after 
employment). 

What is the name and address 
of the relative to be notified in 
case of emergency? 

Organizations Inquiry into applicant’s 
membership in organizations 
which the applicant considers 
relevant to his or her ability to 
perform job. 

List all clubs, societies and 
lodges to which you belong. 

Miscellaneous Statement to applicant that any 
misstatement or omissions of 
material facts in the application 
may be cause for dismissal. 

Any non-job related inquiry 
which is unnecessary to 
determine an applicant's 
abilities or qualifications for 
employment. 



29 

Data-Driven Planning Exercise 

This activity allows a principal to assess how a teacher would effectively use data to plan and 
drive quality+ instruction.   

The candidate is provided with a student dataset and must use the data to identify student 
weaknesses and develop a lesson outline to address those weaknesses. 

Additionally, the principal and/or screening team is given the option to extend this activity to 
assess for Professionalism, Communication, and school fit qualities like collaboration and team 
culture by having the candidate engage in and lead a group discussion around the strategies 
he/she outlined. 

Performance Standards Assessed: 
1. Assessment Uses
2. Assessment Strategies
3. Instructional Planning
4. Differentiated Instruction
5. Optional:

 Professionalism
 Communication
 School Fit

Resources:  Data Driven Planning Exercise 1 (See Appendix E) 

Demo Lesson Exercise 

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. 

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

Performance Standards Assessed: 

1. Professional Knowledge
2. Instructional Strategies
3. Differentiated Instruction
4. Assessment Strategies
5. Positive Learning Environment
6. Academically Challenging Environment
7. Professionalism

file://///schools.gcps1.gwin/Groups$/HumanResources/Public/HR%20Principal%20Tool%20Kit/Exercises/Data%20Driven%20Planning%20Exercise_1.docx
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Resources: Demo Lesson Exercise 1 (See Appendix F) 

Group Collaboration Exercise 

This activity allows a principal to assess how a teacher identifies instructional strategies and 
collaborates with team members as if in a PLC setting 

In this exercise, the candidate is assessed on his or her ability to effectively collaborate with an 
instructional team to identify and devise steps to address student achievement challenges as if 
in a PLC with peer teachers.  The candidate is provided with a student data set and asked to 
use the data and the collective knowledge of the hiring team to identify where the greatest 
student needs lie based on the data and to collaboratively create a plan to address these 
student needs. 

Performance Standards Assessed: 

1. Assessment Uses
2. Instructional Planning
3. Communication
4. Professionalism
5. School Fit/Collaboration

Resources:  

Group Collaboration Exercise (See Appendix G) 

Document Retention 

Selection and Hiring Notes 

Selection and hiring notes are an important part of GCPS’s employment records. For selected 
candidates: On-site search (principal) files should include: 

 Notes from phone and on-campus interviews
 Notes from reference checks
 Notes from on-line search
 Copies of any documents submitted to Human Resources

All interview notes and selection notes from all candidates should be maintained by the 
principal for three years from the start date of the selected candidate. 

Record Keeping 

For each recruitment effort, we are required to keep track of each person who applied to or 
was considered for the position. In the event of an audit or discrimination complaint, the DOL, 
EEOC, or other agency looks for information that helps them understand whether or not 
discrimination occurred.  

file://///schools.gcps1.gwin/Groups$/HumanResources/Public/HR%20Principal%20Tool%20Kit/Exercises/Demo%20Lesson%20Exercise_1.docx
file://///schools.gcps1.gwin/Groups$/HumanResources/Public/HR%20Principal%20Tool%20Kit/Exercises/Group%20Collaboration%20Exercise_1.docx
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Notate which candidates were rejected as a result of not meeting the minimum qualifications. 
If you disregarded any candidates for that reason, but advanced others without those 
qualifications, the situation becomes more risky. 

Who is an Applicant? 

An applicant is anyone who applies to the position on line, on paper, or through e-mail; speaks 
with you about a particular job; or about whom you make a decision as to whether or not they 
will continue in the process. It is important to keep track of them regardless of whether or not 
you decide to move forward with their candidacy. 

If you search professional or niche databases using queries, the U.S. Department of Labor 
requires us to keep records of that search, including the candidates that it has produced. Please 
consult your recruiter before beginning this effort.  
Bear in mind that once you “just talk” to an individual about a particular job that is open and 
say that you might be considering them, the person is considered an applicant and must be 
counted in your pool.  

Conclusion 

Gwinnett County Public Schools invests considerable time and resources in hiring and training 
new employees. As leaders, principals need pertinent information before committing to hire. 
Often, former employers and supervisors can provide the most helpful information about a 
candidate's work experience, ability to work with others, customer service skills and 
attendance. There are many resources available from the Division of Human Resources and 
Talent Management to principals and their support staff. HR Directors will be able to assist 
with any portion of this process.  
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APPENDIX A: APPLICATION CREDENTIAL REVIEW 

GREEN - (HP - High Potential) YELLOW (P - Potential) 
Orange      

(I – Incomplete) 
RED  (LP – Low Potential) 

Certification & Degree 
*Professional certificate or GACE
Content Test with degree or
background matching subject
field

Certification & Degree 
*Professional certificate or GACE
Content Test Subject field may or
may not match degree

Certification & Degree 
*No evidence of
certification

References   
*All Exemplary & Proficient
*No NDs
*Supervisory reference matches
most recent work experience
*2nd reference may not be
present

References 
*Overall Proficient
*Could have one 1 ND
*2nd reference may be
incomplete
*Primary supervisory reference
is overall proficient to
exemplary
*Supervisory reference may or
may not match most recent
work experience

References
*Incomplete
*References are from
co-workers or friends
*References are over 1
year old

References    
*Multiple NDs
*References may be
conflicting
* History of multiple referrals
* Weak job fair interview
feedback

*Assess for potential
Contact HR

Gallup 
*Score = 70+

Gallup 
*Score = 68+

Gallup 
*Incomplete

Disclosure Questions             
*No concerns

Disclosure Questions             
*No concerns or resolved

Disclosure Questions 
*May have an unresolved

disclosure question

Employment History 
*Solid with minimal to no gaps

Employment History 
*Overall good; may have gaps for
follow up

Resume 
*Resume & Cover Letter - Neat,
well-organized

Resume 
*Resume & Cover Letter - Neat,
well-organized

Resume 
*No resume attached
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APPENDIX B: EMPLOYEE FUTURE RETENTION FORM 
Gwinnett County Public Schools 
Division of Human Resources and Talent Management 
Employee Future Intention Form 

Name: ______________________________________   Date: ______________________________ 

To continue the progress that we have 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 Employee Future Intention Form will help us determine if the 
school will have any vacancies and accomplish our goal of hiring outstanding colleagues. 

Employee Intention - 
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 



Applicant’s Name: _____________________________________ Date: __________________ 

Teaching Position Sought: _______________________________ Time: __________________ 

Instructions: Choose one question from each prompt box. After asking a question prompt make brief notes in
the space provided. Before proceeding to the next standard, score the candidate’s overall answers using the 
four-point Performance Appraisal Rubric based on the preponderance of evidence (i.e., where the answer best 
fits).  

Performance Standard # 1: Professional Knowledge 
PROMPT 1 

PROMPT 2 

PROMPT 3 

EXEMPLARY 
3 Points     

PROFICIENT 
2 Points 

NEEDS DEVELOPMENT 
1 Point 

INEFFECTIVE 
0 Points 

Candidate shows portfolio. 
Indicates knowledge of 
subject matter, curriculum & 
student’s developmental 
readiness. Successfully taught 
curriculum to the grade level 
of the job opening. Indicates 
high expectations for 
students.  

Candidate demonstrates 
understanding of vocabulary 
of the questions - curriculum, 
expectations, & student 
development. Indicates 
experience teaching this 
curriculum to the grade level 
of the job opening 

Candidate indicates 
knowledge of only some of 
the areas in the questions. 
Lacks experience teaching the 
content, and/or is not 
articulate with regard to 
curriculum, student 
development, or own skill in 
the subject area.  

Candidate does not 
demonstrate skills in the 
subject content, or knowledge 

of the curriculum standards. 
Does not articulate students’ 
development that is age 
appropriate, or does not 
communicate high 
expectations.  

Performance Standard # 2: Instructional Planning 
PROMPT 1 

PROMPT 2 

PROMPT 3 

 

EXEMPLARY 
3 Points     

PROFICIENT 
2 Points 

NEEDS DEVELOPMENT 
1 Point 

INEFFECTIVE 
0 Points 

Candidate shows lesson plan 
examples, curriculum map, 
syllabus or unit plan has used. 
Describing planning, explains 
use of student data and 
differentiation to meet the 
needs of all students.  

Candidate indicates skills and 
experience with planning. 
Explains use of data, 
objectives and differentiation. 
Has experience with short and 
long-range planning.  

Candidate does not evidence 
skill and experience with all 
levels of planning. Description 
of planning shows some, but 
inconsistent work with data, 
objectives or differentiation of 
instruction.    

Candidate cannot explain 
clear long or short-range 
planning. Does not discuss the 
need for objectives, data, or 
differentiation or may not 
understand these terms.  

Notes: 

Notes: 
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Performance Standard # 3: Instructional Strategies 
PROMPT 1 

PROMPT 2 

PROMPT 3 

 

EXEMPLARY 
3 Points     

PROFICIENT 
2 Points 

NEEDS DEVELOPMENT 
1 Point 

INEFFECTIVE 
0 Points 

Candidate shows sample 
lessons from portfolio, uses 
lesson as a visual aid to 
describe the points of this 
standard. Answers evidence 
goals, engage students in 
active learning, differentiation 
of instruction, technology use 
& checking for understanding.  

Candidate effectively engages 
students in learning. This is 
evidenced by answers that 
include specific examples of 
goals, active learning, 
differentiation, use of 
technology, and checking for 
understanding.   

Candidate answers show 
inconsistent instructional 
delivery that has goals, active 
learning and other 
components of this standard. 

Candidate does not indicate 
skill or experience in 
instructional delivery.  May 
not recognize key vocabulary 
of the questions.  

Performance Standard # 4: Differentiated Instruction 
PROMPT 1  

PROMPT 2 

PROMPT 3 

 

EXEMPLARY 
3 Points     

PROFICIENT 
2 Points 

NEEDS DEVELOPMENT 
1 Point 

INEFFECTIVE 
0 Points 

Candidate gives concrete 
examples of differentiation 
from past teaching. Evident 
provides students with 
opportunities to engage in 
critical thinking & creative 
activities, tailored to 
individual needs. May have 
shared work with other 
teachers. Consistency in 
providing examples, such as “I 
build differentiation into every 
plan.”  

Candidate provides example 
of challenging and supporting 
individual student’s learning. 
Consistency to their examples 
of appropriate differentiation 
of content and skills which 
address individual differences. 

Candidate has limited 
examples of providing content 
or developing individual 
learning differences in past 
teaching. Shows inconsistency 
in differentiation of 
instruction or assessment.     

Candidate does not use the 
vocabulary of differentiation 
and does not provide 
examples of challenging, 
remediating or enhancing 
individual student learning. 
Expresses the idea of 
“teaching to the middle of a 
class,” not individualizing 
instruction.   

Notes: 

Notes: 
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Performance Standard # 5: Assessment Strategies 
PROMPT 1  

PROMPT 2 

PROMPT 3 

 

EXEMPLARY 
3 Points     

PROFICIENT 
2 Points 

NEEDS DEVELOPMENT 
1 Point 

INEFFECTIVE 
0 Points 

Candidate shows skill with 
formative and summative 
assessments, and pre-
assessments. Examples of a 
grading scale, criteria sheet or 
rubric in portfolio. Uses these 
items to explain assessment. 
Experienced in providing 
feedback to students. 

Candidate can discuss all 
topics of this standard, shows 
knowledge and experience 
with formative and 
summative assessment, 
creation of grading scales and 
use of timely feedback to 
students. Uses assessment to 
plan/modify instruction. 

Candidate demonstrates 
limited experience with 
assessment strategies, 
creation of grading systems, 
and providing feedback to 
students. Limited use of 
assessment for planning and 
modifying instruction.    

Candidate has inadequate 
knowledge of the vocabulary 
of assessment. Does not 
demonstrate skill in or 
experience with using 
assessment data to make 
instructional decisions or 
report on student progress.   

Performance Standard # 6: Assessment Uses 
PROMPT 1 

PROMPT 2 

PROMPT 3 

EXEMPLARY 
3 Points 

PROFICIENT 
2 Points 

NEEDS DEVELOPMENT 
1 Point 

INEFFECTIVE 
0 Points 

Candidate provides concrete 
examples of using assessment 
to develop learning goals, 
inform instruction & guide 
students in learning. Shares 
samples from portfolio or 
describes consistent, 
exemplary use of 
communicating assessment 
results with parents, students 
& other teachers & 
administrators. Indicates 
continual use of assessment 
to inform delivery of 
instruction & to help students. 

Candidate indicates 
systematic and consistent use 
of assessment measures of 
student progress and to 
inform instructional content 
and delivery. Can describe 
past experience about sharing 
assessments with parents and 
students. Indicates knowledge 
of vocabulary of uses of 
assessment.  

Candidate has limited 
knowledge of assessment uses 
vocabulary and limited 
experience using assessment 
to inform practice. Not 
consistent in the use of 
feedback to students and has 
limited experience 
communicating assessment 
results to others, including 
parents.      

Candidate does not recognize 
the need to use assessment 
tools to improve teaching 
practice, to measure student 
progress, or to provide 
feedback in a timely manner. 
Almost no experience with 
assessment uses.    

Notes: 

Notes: 
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Performance Standard # 7: Positive Learning Environment 
PROMPT 1  

PROMPT 2 

PROMPT 3 

 

EXEMPLARY 
3 Points     

PROFICIENT 
2 Points 

NEEDS DEVELOPMENT 
1 Point 

INEFFECTIVE 
0 Points 

Candidate shows classroom 
management plan has used. 
Explains positives & 
consequences used. Describes 
routines & procedures for all 
parts of school day or class 
period. Includes work with 
diverse populations & 
successful examples of 
maintaining positive learning 
environment. Can cite author 
and/or research base for 
management plan & class 
procedures. 

Candidate indicates 
systematic and consistent use 
of assessment measures of 
student progress and to 
inform instructional content 
and delivery. Can describe 
past experience about sharing 
assessments with parents and 
students. Indicates knowledge 
of vocabulary of uses of 
assessment.  

Candidate has limited 
knowledge of assessment uses 
vocabulary and limited 
experience using assessment 
to inform practice. Not 
consistent in the use of 
feedback to students and has 
limited experience 
communicating assessment 
results to others, including 
parents.      

Candidate does not recognize 
the need to use assessment 
tools to improve teaching 
practice, to measure student 
progress, or to provide 
feedback in a timely manner. 
Almost no experience with 
assessment uses.    

Performance Standard # 8: Academically Challenging Environment 
PROMPT 1 

PROMPT 2 

PROMPT 3 

 

EXEMPLARY 
3 Points     

PROFICIENT 
2 Points 

NEEDS DEVELOPMENT 
1 Point 

INEFFECTIVE 
0 Points 

Candidate shares past 
examples of continually 
creating learning environment 
that is rigorous & challenges 
students. Discusses past 
lessons indicating this 
environment, showing lesson 
plans or activities in portfolio. 
Provides specific examples of 
transitions, procedures & 
routines used daily to create 
an academically engaged 
classroom. 

Candidate describes past 
examples of academic 
environment lending itself to 
high levels of student learning. 
Provides examples of 
transitions, procedures, & 
routines used to create an 
engaged classroom. Evidences 
knowledge of the vocabulary 
of academic risks and 
academic rigor.   

Candidate has few examples 
of engaging classroom & 
limited use of vocabulary of 
academic risk & rigor. Does 
not provide examples of 
encouraging student 
productivity or of challenging 
& relevant material & 
assignments.      

Candidate does not discuss 
past experiences regarding 
creation of an environment 
where learning occurs at high 
levels or where students are 
encouraged to explore & take 
risks. (Makes excuses of not 
enough time/resources to 
create academically 
challenging environment)  

Notes: 

Notes: 
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Performance Standard # 9: Professionalism 
PROMPT 1  

PROMPT 2 

PROMPT 3 

 

EXEMPLARY 
3 Points     

PROFICIENT 
2 Points 

NEEDS DEVELOPMENT 
1 Point 

INEFFECTIVE 
0 Points 

Candidate discusses past 
positive examples of parent 
communication & work with 
other teachers, 
administrators, school 
personnel, or community 
members. Concrete examples 
of taking advantage of 
professional development 
opportunities to enhance 
classroom work. Has specific 
goals for their future learning. 

Candidate discusses past 
examples working with others 
in the school or community 
but not at exemplary level. 
Experience with professional 
development opportunities. 
Sees need for future learning. 
Experience communicating 
with parents, expresses 
interest in doing so in the 
future.    

Candidate has done some 
work with others but 
inconsistent. Expresses some 
interest in future professional 
development but no clear 
goals for self. Little evidence 
of experience communicating 
with parents.       

Candidate worked 
independently in previous 
teaching, cannot articulate 
work with other professionals. 
Indicates skepticism of 
learning more from 
workshops and seminars. No 
clear future learning goals. 
Little evidence of experience 
communicating with parents.  

Performance Standard # 10: Communication 
PROMPT 1  

PROMPT 2 

PROMPT 3 

 

EXEMPLARY 
3 Points     

PROFICIENT 
2 Points 

NEEDS DEVELOPMENT 
1 Point 

INEFFECTIVE 
0 Points 

Candidate communicates with 
excellent grammar & 
vocabulary. Speech is very 
clear & understandable. 
Articulates multiple examples 
of communication with 
students, parents, colleagues 
& community. Clearly 
describes explanations given 
to students & parents. May 
share examples from 
portfolio. 

Candidate communicates 
effectively & consistently 
during interview. Evidences 
experience with 
communications to parents 
administrators, colleagues, & 
community. Appears 
approachable. Listens to 
interviewer questions & 
comments consistently. 

Candidate’s command of 
language is weak. Errors in 
grammar or usage noted. May 
provide only limited examples 
of communication with a 
parent, colleague, or 
administrator in past 
experience.       

Candidate is difficult to 
understand. Many grammar 
or usage errors. Non-verbal 
communication does not 
match professional interview 
setting. No concrete examples 
provided of experience 
communicating with others. 
Does not indicate a need to 
improve communication with 
others.   

Notes: 

Notes: 
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Applicant’s Name: _____________________________________ Date: __________________ 

Teaching Position Sought: _______________________________ Time: __________________ 

Instructions: Choose one question from each prompt box. After asking a question prompt make brief notes in
the space provided. Before proceeding to the next standard, score the candidate’s overall answers using the 
four-point Performance Appraisal Rubric based on the preponderance of evidence (i.e., where the answer best 
fits).  

# 1: Student Progress 
PROMPT 1 

PROMPT 2 

PROMPT 3 

EXEMPLARY 
3 Points     

PROFICIENT 
2 Points 

NEEDS DEVELOPMENT 
1 Point 

INEFFECTIVE 
0 Points 

Candidate worked in 
classroom where student 
achievement goals are based 
on previous data. Monitors 
progress with standardized & 
classroom level assessments. 
Exhibits understanding of 
need to assess, monitor & 
plan new goals based on 
student progress 

Candidate exhibits 
understanding of vocabulary 
of the questions. Has 
experience setting student 
goals, monitoring progress & 
using state- & classroom-
based assessments.  

Candidate is not familiar with 
all components of vocabulary 
of the questions. May have 
worked with standardized 
testing but does not see the 
other aspects of goal-setting 
or monitoring student 
progress other than tests..  

Candidate does not see value 
of setting goals, monitoring & 
using standardized testing to 
measure & enhance student 
progress. Is negative about 
testing and other aspects of 
measurement  

# 2: Fit 
PROMPT 1 

PROMPT 2 

PROMPT 3 

 

EXEMPLARY 
3 Points     

PROFICIENT 
2 Points 

NEEDS DEVELOPMENT 
1 Point 

INEFFECTIVE 
0 Points 

Candidate has knowledge of 
school & district. Experience 
with similar student 
demographics & desires to 
teach those students. 
Overwhelming positive, 
enthusiastic, & engaging  

Candidate exhibits knowledge 
of district & student 
demographics. Genuinely 
interested in these students. 
Positive about past teaching 
experiences.   

Candidate exhibits minimal 
knowledge of the district & its 
students. Hesitant about own 
ability to teach in the 
environment of this district.     

Candidate negative about 
certain populations of 
students. Exhibits little 
enthusiasm, almost to point of 
seeming “burned out” about 
teaching.  

Notes: 

Notes: 
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# 3: Candidate’s Motivation 
PROMPT 1 

PROMPT 2 

PROMPT 3 

 

EXEMPLARY 
3 Points     

PROFICIENT 
2 Points 

NEEDS DEVELOPMENT 
1 Point 

INEFFECTIVE 
0 Points 

Candidate provides strong 
evidence of self-motivation & 
genuine desire to help 
students. Satisfaction from 
student success with previous 
teaching experience. Positive, 
enthused & motivated to 
work hard, even with a 
challenging teaching situation. 

Candidate provides evidence 
of self-motivation. Describes 
satisfaction from previous 
teaching & student 
achievements. Positive, 
enthused, & discusses 
challenges not problems.    

Candidate somewhat unsure 
of responses. Discusses need 
for others to tell them if their 
work is good enough. Makes 
some negative comments or 
discusses only difficulties of 
past teaching.    

Candidate very negative about 
schools and students. 
Provides no evidence about 
being self-motivated and does 
not seem enthused about the 
job.  

 

Notes: 

Summary: 
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Data-Driven Planning Exercise 

Summary 
This activity allows a principal to assess how a teacher would effectively 
use data to plan and drive quality instruction. 

Overview 

The candidate is provided with a student dataset and must use the data 
to identify student weaknesses and develop a lesson outline to address 
those weaknesses. 

Additionally, the hiring team is given the option to extend this activity to 
assess for Professionalism, Communication, And school fit qualities like 
collaboration and team culture by having the candidate engage in and 
lead a group discussion around the strategies that he/she outlined. 

GTES Standards 
Assessed 

1. Assessment Uses
2. Assessment Strategies
3. Instructional Planning
4. Differentiated Instruction
5. (Optional)

a. Professionalism
b. Communication
c. School fit

Estimated Time 30 minutes 
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Unit 1 Assessment Data 

Students 
Benchmark 

Quiz 1 
Benchmark 

Quiz 2 
Final Unit Assessment 

Last Name First Name 

Standard 
Assessed 

Standard 
Assessed 

Standards Assessed Final Unit 
assessment 

overall score 
Insert 
Standard 1 

Insert 
Standard 2 

Repeat 
Standard 1 

Repeat 
Standard 2 

Adams Tim 72 90 71 88 80 

Anderson Jackie 88 88 88 88 88 

Armstrong Lawrence 35 1 30 2 16 

Barker Amy 92 92 60 80 70 

Bradley Terry 85 80 96 81 89 

Brooks Kevin 60 80 81 85 83 

Campbell Felecia 62 75 96 80 88 

Cooper Rochelle 54 65 60 4 32 

Fisher Michael 75 70 41 80 61 

Harris Thelma 61 71 95 82 89 

Kennedy Barbara 50 81 55 80 68 

King Malik 90 67 81 80 81 

Knight Aaron 71 80 85 82 84 

Marshall Miles 70 80 68 83 76 

Palmer Daryll 76 50 96 52 74 

Williamson Jessica 50 70 45 60 53 

Class 
Averages 

68 71 72 69 71 
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Instructions: 

Prior to interview 

1. Ask content area specialist or teacher (from same grade/subject for which
candidate is interviewing) to fill in Standard 1 and 2 above by picking two
sequential standards from their content area. It is recommended that this person sit
in on the interview.

2. Send completed data set to the candidate at least 24 hours prior to the interview.
Ask them to review the data set and come to the interview prepared to discuss it in
detail.

During the interview 

3. Ask the candidate if they had a chance to review the data and if anything was
unclear about it. If they do not have any questions, ask them to discuss some of the
key student strengths and weaknesses that they identified from the data.

Notes: 

Assessment 
Uses 

Indicators: 
 Candidate correctly identifies multiple strengths and weaknesses of the class

based on the data

4. Ask: If you were to re-teach one of these standards tomorrow, which would you
choose and why?

a. If you were to re-teach this standard tomorrow, what would your objective
for this lesson be? In other words, what specifically would you want your
students to know or be able to do after a single specific lesson on this
standard?
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Notes: 

Instructional 
Planning 

Indicators: 

 Candidate identifies standard to focus on and gives appropriate rationale

 Candidate identifies a lesson objective that appropriately aligns to the

standard.

 Objective is grade and subject appropriate.

 Objective is ambitious but feasible.

5. Ask: What’s an example of one activity or task that you might have your students
engage in during this lesson in order to practice and master the objective that you
just outlined?

Notes: 

Instructional 
Planning 

Differentiated 
Instruction 

Indicators: 
 Candidate identifies an activity that appropriately aligns to the objective
 Activity is grade an subject appropriate
 Activity would provide opportunities for students to stretch themselves while

mastering the objective.
 Candidate offers a logical and effective method for stretching the thinking of an

advanced student.
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6. Ask: where do you predict that student misunderstanding might arise during this
lesson?

a. How might you plan to address this likely student misunderstanding in your
lesson?

Notes: 
Instructional 

Planning 

Differentiated 
Instruction 

Indicators: 
 Candidate identifies appropriate area for likely misunderstanding.
 Candidate provides effective method for addressing student misunderstanding.

7. Ask: How might you adjust this activity for students at different levels?

Notes: 

Differentiated 
Instruction 

Indicators: 
 Candidate identifies appropriate strategies to differentiate instruction as needed.

8. Ask: How might you assess your students’ mastery of this objective? Please be
specific about the assessment method you might use.

a. What would you do with this assessment data?

Notes: 
Assessment 
Strategies 

Assessment 
Uses 

Indicators: 
 Candidate provides effective method to assess lesson objective.
 Candidate indicates that they would use the assessment data to inform future

instruction and planning.

Optional Group Discussion Instructions (to assess for Professionalism, Communication, and 
school fit qualities) 
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9. Ask: I would like to have you engage in an open-ended conversation with the group
for about 5 minutes. In that time, I would like you to guide the conversation to get
feedback on the strategies you outlined, and use our collective knowledge to
strengthen your approach. Do you have any questions before we begin?

a. Once candidate is ready, ask them to begin the conversation by gathering
some feedback from the group about the approach they outlined to address
their students’ needs.

b. Hiring team engages I conversation led by the candidate. Principal will call
time after 5 minutes (or when appropriate) and ask candidate to explain how
they would change their approach based on the feedback received.

i. Note: this group discussion portion of the exercise has been designed
to assess how well the candidate interacts and collaborates with the
group. Principals may adapt this exercise to focus conversation on
areas specific to their school needs (e.g. have the candidate guide a
conversation about the optimal technology to utilize in this lesson if
tech use is an important trait for the school).

Notes: 
Professionalism 

Communication 

School Fit 

Indicators: 
 Candidate effectively facilitates conversation to elicit feedback.
 Candidate engages with group in a positive, professional manner
 Candidate is receptive  to group feedback and uses it to strengthen approach
 Candidate clearly and effectively communicates final approach.
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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 

The 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.  

GTES 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 
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Instructions 

Prior to day of demo lesson 
1. Send candidate attached pre-work (after filling in the template) 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.

Candidate Pre-Work for Demo Lesson Exercise

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 minute 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 of1-2 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.

Demo Lesson 
Exercise_Candidate Pre-Work.docx
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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 students 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 GTES 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).

Notes: 
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b. The GTES rubric below has been modified to assess for those GTES

standards and indicators that can be captured 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)

Ask the candidate “How could you have made this lesson more rigorous to

stretch the thinking of your students?” Record response here:

Notes: 

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

the next steps.
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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 and 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. 
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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 most 

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. 
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Performance Standard 7: Positive Learning Potential 

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 
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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 use 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 schools’ 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 re0teach 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. 
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Group Collaboration Exercise 

Summary 

This activity allows a principal to assess how a teacher identifies 

instructional strategies and collaborates with team members as if 

in a PLC setting. 

Overview 

In this exercise, the candidate is assessed on his or her ability to 

effectively collaborate with an instructional team to identify and 

devise steps to address student achievement challenges as if in 

a PLC with peer teachers. The candidate is provided with a 

student data set and asked to use d the data and the collective 

knowledge of the hiring team to identify where the greatest 

student needs  lie based on the data and to collaboratively 

create a plan to address  these student needs.  

GTES Standards 

Assessed 

1. Assessment Uses

2. Instructional Planning

3. Communication

4. Professionalism

5. School Fit / Communication

Estimated Time 30 minutes 
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Unit 1 Assessment Data 

Students 
Benchmark 

Quiz 1 

Benchmark 

Quiz 2 
Final Unit Assessment 

Last Name First Name 

Standard 

Assessed 

Standard 

Assessed 
Standards Assessed 

Final Unit 

Assessment 

overall 

score 

Insert 

Standard 1 

Insert 

Standard 2 

Repeat 

Standard 1 

Repeat 

Standard 2 

Adams Tim 72 90 71 88 80 

Anderson Jackie 88 88 88 88 88 

Armstrong Lawrence 35 1 30 2 16 

Barker Amy 92 92 60 80 70 

Bradley Terry 85 80 96 81 89 

Brooks Kevin 60 80 81 85 83 

Campbell Felecia 62 75 96 80 88 

Cooper Rochelle 54 65 60 4 32 

Fisher Michael 75 70 41 80 61 

Harris Thelma 61 71 95 82 89 

Kennedy Barbara 50 81 55 80 68 

King Malik 90 67 81 80 81 

Knight Aaron 71 80 85 82 84 

Marshall Miles 70 80 68 83 76 

Palmer Daryll 76 50 96 52 74 

Williamson Jessica 50 70 45 60 53 

Class 

Averages 
68 71 72 69 71 
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Instructions: 

Prior to interview 

1. Ask content area specialist or teacher (from same grade/subject for which

candidate is interviewing) to fill in Standard 1 and 2 above by picking two

sequential standards from their content area. It is recommended that this person

sit in on the interview.

2. Email the completed student data set to the candidate along with the text

below.

a. “Attached you will find a student data set reflecting student progress from

one unit of [subject area]. During your interview we would like you to

engage in a group discussion about this student data identifying key

trends and suggesting next steps. For purposes of this exercise, pretend

that the data comes from a class of your students. As the teacher of this

class, you are responsible for identifying and addressing any gaps in

student knowledge. Please review the data in advance and come

prepared to engage in an in-depth conversation about it.”

3. Assemble your hiring team and assign at least two of your team members to

participate during the hiring exercise. They will act as peer teachers to the

candidate, helping him/her to identify trends in the student data and providing

suggested instructional strategies as if in a PLC or subject/grade level team.

a. Note: It is recommended that one of the participants from your hiring

team be a trusted content expert in the subject area for which the

candidate is interviewing.

During the interview 

4. Be sure that the candidate and interview team have a copy of the student

data. Introduce the candidate to the interview team. Ensure that the candidate

and hiring team exercise participants are grouped together.

5. Explain the following:

a. For purposes of this exercise, the student data represents one class of the

candidate’s [subject area] students.

b. The hiring team exercise participants are peer teachers of the same

grade or subject as the candidate.

c. Today the candidate and hi/her peer teachers are meeting as a learning

team to discuss the candidate’s student data in order to identify any

trends and provide suggested instructional strategies to address any gaps

in student knowledge.
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6. Explain that the exercise will be structured in the following way:

a. You (the hiring team lead) will ask a question about the data.

b. The exercise participants will have one minute to reflect on the question.

c. All participants must respond to the question one at a time, building upon

what his/her peer teachers have previously said.

d. After a few round s of questions, the candidate will then be allowed to ask

questions of the peer teachers to gain clarity on their feedback and

finalize the bet instructional strategy/approach to take to address the

students’ needs. The candidate should take notes on the feedback

received during the exercise.

e. Finally, the candidate will be asked to synthesize the feedback received,

and declare how he/she plans to address the student misunderstandings

reflected in the class data.

7. Ask if the candidate has any questions. If not, pose the first question to the group

and give them one minute to reflect.

Question 1:  

What are some of the high level trends you see in the data? 

 Give participants one minute to reflect and then ask all to respond.

Notes: 

Question 2:  

Which low performing students are most in need of intervention and remediation? 

Which high performers are most in need of additional enrichment? Why? 

 Give participants one minute to reflect and then ask all to respond.

Notes: 
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Question 3:  

If you were to re-teach one of these standards, which would it be and why? 

 Give participants one minute to reflect and then ask all to respond.

Notes: 

Question 4:  

For this standard, what is an objective that you would like to see your students master 

to know that they are on track toward proficiency? In other words, what concrete task 

would you like to see them accomplish in a single lesson to know that they are 

making adequate progress on this standard? 

 Give participants one minute to reflect and then ask all to respond.

Notes: 

Question 5:  

What instructional strategies would you use during this lesson to ensure that your 

students are able to maser the objective you have outlined? Specifically, what 

activities, texts or discussions will you use during this lesson to allow them to practice 

and demonstrate their mastery? 

 Give participants one minute to reflect and then ask all to respond.

Notes: 
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8. Allow the candidate to lead the conversation for 5-10 minutes to elicit further

feedback and discussion from the group. After 5-10 minutes, the candidate will

need to be able to clearly articulate his/her specific instructional approach and

next steps to address the students’ needs on the identified standard.

Notes: 

9. After 5-10 minutes, ask the candidate to wrap up the conversation and clearly

outline the instructional approach he/she plans to take to address the students’

needs on this standard. Ask the candidate to be as specific as possible. If his/her

response is vague, probe for clarity.

Notes: 

Indicators: 

i Candidate accurately identifies student challenges 

ii Candidate effectively facilitates conversation to elicit input form the group 

iii Candidate engages with group in a positive, professional manner 

iv Candidate stretches group ideas 

v Candidate actively contributes logical and effective ideas 

vi Candidate is receptive to group input and uses it to strengthen approach 

vii Candidate clearly and effectively communicates final next steps 

viii Candidate uses group collaboration time efficiently and effectively 
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APPENDIX H: SAMPLE LETTERS 

Sample Thank You for Interviewing Letter: Thank You for Interviewing 

(Date) 

Dear (name), 

Thank you for your interest in the (title of position) position, and for the 

opportunity to meet with you on (date of interview). We were most fortunate in 

developing a competitive applicant pool, and this made the selection process 

very challenging. 

After carefully reviewing your application, we regret to inform you that we have 

decided not to move forward with your candidacy. 

We appreciate the time and energy you put into the process and we hope you 

consider applying for other openings here at Gwinnett County Public Schools. 

An updated listing of openings can be found at: http://www.gcpsjobs.org. 

We wish you much success as you continue to pursue career opportunities. 

Sincerely, 

Name of Principal 

Title  

School Name 
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Sample Thank You for Applying Letter: Thank You for Applying 

(Date) 

Dear (name), 

Thank you for your interest in the position of (title), (name of school). We were 

most fortunate in having a competitive applicant pool, and this made the 

selection process very challenging.  

After carefully reviewing your application, however, we regret to inform you that 

we have decided not to move forward with your candidacy. We appreciate 

the time and energy you put into the process and we hope you will consider 

applying for other openings at Gwinnett County Public Schools. 

An updated listing of openings can be found at: http://www.gcpsjobs.org 

We wish you much success as you continue to pursue career opportunities.  

Sincerely, 

Name of Principal 

Title  

School 

file://///schools.gcps1.gwin/Groups$/HumanResources/Public/HR%20Principal%20Tool%20Kit/Thank%20you%20Letters/Sample_Thank%20you_Applying.docx
http://www.gcpsjobs.org/

	Name: 
	Notes: 
	PS1: Off
	PS2: Off
	PROMPT 1_4: 
	PROMPT 2_4: 
	PROMPT 3_4: 
	Notes_4: 
	undefined_10: 
	undefined_11: 
	NEEDS DEVELOPMENT_4: 
	undefined_12: 
	PS3: Off
	Notes 4: 
	PS4: Off
	PS4 Question 1: [How did you differentiate instructional content/process/product/learning environment to meet needs?]
	PS4 Question 2: [Give example of remediation, enrichment or acceleration to further learning you used successfully]
	PS4 Question 3: [Tell when you used flexible grouping encouraging peer interaction and accommodating needs/goals]
	PROMPT 1_5: 
	PROMPT 2_5: 
	PROMPT 3_5: 
	Notes_5: 
	undefined_13: 
	undefined_14: 
	NEEDS DEVELOPMENT_5: 
	undefined_15: 
	PROMPT 1_6: 
	PROMPT 2_6: 
	PROMPT 3_6: 
	Notes_6: 
	undefined_16: 
	undefined_17: 
	NEEDS DEVELOPMENT_6: 
	undefined_18: 
	Notes 5: 
	PS5: Off
	PS5 Question 1: [Describe how you have used a pre-assessment with a class]
	PS5 Question 2: [How do you involve students to set learning goals and monitor their own progress?]
	PS5 Question 3: [Describe how you use a variety of assessment strategies or instruments]
	Notes 6: 
	PS6: Off
	PS6 Question 1: [How have used diagnostic assessment to develop goals/differentiate instruction/document learning?]
	PS6 Question 2: [How do you plan formal/informal assessments to measure student mastery of instructional goals?]
	PS6 Question 3: [Give specific examples of using assessment tools to inform, guide or adjust instruction]
	PROMPT 1_7: 
	PROMPT 2_7: 
	PROMPT 3_7: 
	Notes_7: 
	undefined_19: 
	undefined_20: 
	NEEDS DEVELOPMENT_7: 
	undefined_21: 
	PROMPT 1_8: 
	PROMPT 2_8: 
	PROMPT 3_8: 
	Notes_8: 
	undefined_22: 
	undefined_23: 
	NEEDS DEVELOPMENT_8: 
	undefined_24: 
	Notes 7: 
	PS7: Off
	Notes 8: 
	PS8: Off
	PS7 Question 1: [Describe a classroom you worked in that was safe and efficient. Why was the arrangement efficient?]
	PS7 Question 2: [Describe a classroom management plan used/observed that had rules. How was it implemented?]
	PS7 Question 3: [What class procedures used/observed for specific parts of the day. Transitions,activity procedures etc.]
	PS8 Question 1: [Describe ways you maximized instructional time to create more time learning]
	PS8 Question 2: [Tell about a topic/assignment that was appropriately challenging and relevant to students]
	PS8 Question 3: [Tell how you minimized transition time getting students back on task more quickly]
	PROMPT 1_9: 
	PROMPT 2_9: 
	PROMPT 3_9: 
	Notes_9: 
	undefined_25: 
	undefined_26: 
	NEEDS DEVELOPMENT_9: 
	undefined_27: 
	PROMPT 1_10: 
	PROMPT 2_10: 
	PROMPT 3_10: 
	Notes_10: 
	undefined_28: 
	undefined_29: 
	NEEDS DEVELOPMENT_10: 
	undefined_30: 
	Notes 9: 
	PS9: Off
	Notes 10: 
	PS10: Off
	PS9 Question 1: [Tell of time in field experience/student teaching/teaching when laws/policy/ethical practice was issue]
	PS9 Question 2: [Have you taken something directly from a professional development/workshop/seminar and used it?]
	PS9 Question 3: [Describe a situation when you worked with others at school to promote a students well-being/success]
	PS10 Question 1: [NOT A QUESTION-rate verbal/non-verbal communication/grammar/vocabulary/sentence structure]
	PS10 Question 2: [Tell about collaboration/networking with colleagues about improvement of student learning]
	PS10 Question 3: [Talk to me as a student-Describe insturctional goal for a lesson/expectation for learning]
	Applicants Name: 
	Date: 
	Teaching Position Sought: 
	Time: 
	PROMPT 1: 
	PROMPT 2: 
	PROMPT 3: 
	undefined: 
	undefined_2: 
	NEEDS DEVELOPMENT: 
	undefined_3: 
	PROMPT 1_2: 
	PROMPT 2_2: 
	PROMPT 3_2: 
	Notes_2: 
	undefined_4: 
	undefined_5: 
	NEEDS DEVELOPMENT_2: 
	undefined_6: 
	Applicant Name: 
	PS1 Question 1: [Describe a lesson you taught addressing a curriculum standard]
	PS1 Question 2: [Give example of students' higher level thinking skills in lesson you taught in specific content area]
	PS1 Question 3: [How did you link students learning with their past or future learning?]
	Notes 1: 
	PS2 Question 1: [Besides lesson plans, do you develop long range plans? How do you adapt/change those plans?]
	PS2 Question 2: [Describe the use of time in a typical lesson you taught, include pacing and transitions]
	PS2 Question 3: [How have you used student learning data to guide your planning? What data did you use?]
	Notes 2: 
	PROMPT 1_3: 
	PROMPT 2_3: 
	PROMPT 3_3: 
	Notes_3: 
	undefined_7: 
	undefined_8: 
	NEEDS DEVELOPMENT_3: 
	undefined_9: 
	PS3 Question 1: [Describe a specific lesson where you checked for understanding]
	PS3 Question 2: [Describe a lesson where you have engaged students in active learning]
	PS3 Question 3: [How did you build a lesson on students' existing knowledge and skills? Describe it]
	Notes 3: 
	Summary: 


