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TOOL: APPLICANT SUMMARY
Do not score until all application elements are complete. See explanatory notes for each application element on page 2.
In Notes section, indicate incomplete data, red flags, and follow-up questions for phone screening or interviews. 
As you consider how to rank individual candidates, be sure to weigh items that are more predictive of future success more heavily, such as past success in a similar role and strong performance on key competencies.
Final Ranking: 	☐Unacceptable  ☐Borderline  ☐Acceptable  ☐Strong  ☐Extraordinary*
	
	APPLICATION ELEMENT
	COMPLETE?
	SCORE(S) OR YES/NO
	NOTES

	
	Red flags in any of below (indicate)
	N/A
	 	 
	SELECTION TOOLKIT STEP 3
	1.  Job history
	 	 	 
	
	a. Teaching license valid in state?
	 	 	 
	
	b. Has required special licenses?
	 	 	 
	
	c. Terminated in previous job?
	 	 	 
	
	d. Legal Status?
	 	 	 
	
	e. Permission to conduct background check?
	 	 	 
	
	f. Worked in this district before?
If yes: Evaluation results positive? Dates? 
	 	 	 
	
	2.   Cover letter
	 	 	 
	
	3.   Resume
	 	 	 
	
	4.   Principal or supervisor 
      recommendations
	 	 	 
	
	5.   Evidence of effectiveness
	 	 	 
	
	a. Student outcomes
	 	 	 
	
	b. Other outcomes
	 	 	 
	
	6. **Short-answer essays
	 	 	 
	
	7. **Other evidence of suitability
	 	 	 
	a. 
	b. Peer observations or rating
	 	 	 
	c. 
	d. Student ratings
	 	 	 
	e. 
	f. Parent ratings
	 	 	 
	g. 
	h. Other
	 	 	 
	
	8. **Short outreach call
	 	 	 



	SELECTION TOOLKIT STEP 4
	9. **Phone/video pre-screen interview
	 	 	 
	
	10. In-person/video interview (BEI)
	 	 	 
	
	11. Reference & background checks
	 	 	 

*Extraordinary—reserved for top-5 percent candidates in student results and/ or demonstrated leadership. Districts may want to initiate hiring action very early for these candidates and give them special attention when possible, as well as placing them strategically within the district, as mutually agreeable to the individuals.
**Optional
Notes:  


1. Job history:
a. Teaching License: Ensure that candidate has valid teaching license in state.
b. Special License: Ensure that candidate has any special licenses needed required for subject or student population. 
c.  Termination: Has candidate ever been terminated from a position or forced to resign in lieu of termination?
d. Legal Status: Indicate whether applicant is legally authorized to work in the United States, and indicate whether applicant will need current or future required sponsorship for employment visa status (e.g.,H-1B visa status)
e. Permission: Does applicant give permission in online application to conduct a background and criminal record check and to contact references and prior employers?
f. Work History: Has applicant ever worked in this district before? If yes, reviewer should obtain and enter most recent evaluation score or other evidence of prior effectiveness, as well as dates of employment.
2. Cover Letter: See Initial Screening Rubric for scoring
3. Resume: See Initial Screening Rubric for scoring. Do repeated job changes indicate need for probing around workplace incompatibility?
4. Principal or Supervisor Recommendations: 3 recommended. Specify number required in online application form. See Principal Recommendation Form and Principal Recommendation Screening Rubric
5. Evidence of Prior Teaching Excellence:
a. Data Evidence of Student Outcomes: See Applicant Guidelines—Prior Effectiveness Data Submission and Initial Screening Rubric 
b. Other qualitative and quantitative evaluation outcomes available from current and past employers, if any
6. **Short Answer Essays: See Applicant Essay Questions and Applicant Essay Screening Rubric for scoring. 
7. **Other Evidence of Candidate Suitability
a. Peer observations or rating
b. Student ratings
c. Parent ratings
d. Other
8. **Short Outreach Call: Develop scoring guidelines.  
9. **Phone or Video Pre-Screen Interview: See Screening Call Evaluator Guidelines for scoring.
10. In-Person or Video Interview (BEI): See Behavior Event Interview Guidance for scoring.
11. Reference and Background Check: See your district requirements for screening criteria; see Reference Check Prompts and Reference Checks Record.
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