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Introduction 

Recruitment is a process by which a district/school ensures that it has the largest 
and strongest pool of qualified applicants for a position.  Recruitment, as part of a 
human capital strategy that matches the needs of a public district/school, often 
means approaching teacher recruitment and selection differently (Gross & 
DeArmond, 2011). Rather than waiting to see who applies for a posted position, they 
constantly seek candidates through formal and informal activities. Often, the most 
effective districts/schools take an ongoing and more proactive approach to teacher 
recruitment throughout the school year (Gross & DeArmond, 2011).  

According to the Delaware Department of Education (2012), the key components of 
a human capital strategy addressing teacher recruitment include:  

Prioritizing the recruitment of educators;  

Projecting hiring needs through vacancy/attrition data; 

Delivering clear and early messages;  

Building talent pipelines/partnerships at the local and state levels; and 

Positioning school/district leaders to make key hiring decisions  

This section of the guide provides an overview of a comprehensive approach to the 
recruitment of staff, particularly teachers.  

“The first step to ensure a high quality teacher is in every 
classroom is recruitment.” (Dozier & Bertotti, 2000). 
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Guiding Questions for a Comprehensive Recruitment Process 

 
1. When and how do districts/schools prepare to find the best teacher 

applicants? 
 

2. What are the most effective recruitment methods and activities? 
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The figure below presents a graphic representation of the key aspects of a 
comprehensive recruitment process that will answer each of the guiding questions. 

Overview of a Comprehensive Recruitment Process 
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When and how do districts/schools prepare to find the best 
teacher applicants? 

The districts/schools that find the best teacher applicants engage in the following major 
activities: examination of the current status of staffing needs and recruitment efforts; 
development of timelines for recruitment and hiring; the update/development of a variety 
of clear recruitment materials; the identification of multiple sources and strategies for 
recruitment; and the development of a comprehensive recruitment plan. Each of these will 
be briefly described.  

 

Examine Current Status of Staffing Needs and Recruitment Efforts 

Prior to developing a comprehensive recruitment approach, a district/school may want to 
examine the current status of staffing needs and recruitment efforts. For example, here is 
a set of potential questions to use: 

• Qualifications and Experience 
o What percentages of teachers are teaching outside their certification area? 
o What percentages of teachers are on provisional/emergency licenses? 
o What is the number of teachers with a master’s degree in a content area? 
o What are the percentages of non-traditional teachers (e.g., long-term 

substitutes, visiting teachers)? 
o What percentages of teachers are in their first year of teaching? 
o What percentages of teachers received evaluations of ineffective or are on 

probation? 

• Current and/or Anticipated Shortages 
o What percentages of teachers leave during the academic year? 
o When do teachers leave in their career? What percentages of teachers leave 

in the first three years of employment?  
o Have you considered all retirements, resignations, non-renewals, and/or 

teachers on waivers? 
o Does your district/school anticipate any changes in student enrollment? If 

yes, what are the implications for staffing? 
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• Equity Gaps*  
o How many high-needs schools have inexperienced teachers (less than 3 years 

of teaching experience)? Which high-needs schools have more inexperienced 
teachers? 

o Which high-needs schools have higher rates of teacher turnover? 
o What percentages of teachers leave by race/ethnicity? By student 

race/ethnicity? 
o What are the percentages of teachers with ineffective evaluation ratings in 

high-needs schools? 

• Previous Recruitment Efforts 
o What is the total number of applicants per teaching vacancy that the 

district/school received in the past 2 years? 
o How diverse were your recruitment efforts? 
o What was the number of recruitment dollars spent per teaching vacancy? 
o How effective were these efforts in the district/school reaching their 

recruitment goals? 
o What are the major sources of hires? 

*Equity gaps are defined as the difference between the rate at which certain groups of 
students (e.g., minority or high-poverty) are taught by excellent teachers and leaders and 
the rate at which their peers are taught by such teachers and leaders. 

Sources for Questions: Center for Public Education (2008), Center on Great Teachers and 
Leaders (2015), and Delaware Department of Education (2015). 

Based on a summary of data and outcomes from questions listed above, the next step is to 
identify priorities and develop a timeline for recruitment and selection. 
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Develop Timelines for Recruitment and Selection 

The most effective districts/schools realize that recruitment and selection is a year-round 
job that requires creativity and entrepreneurship to make sure that the best candidates 
are hired (Gross & DeArmond, 2011).  For example, Rocketship Education identifies 
candidates the year before it plans to hire by July/August and offers letters by 
March/April (TNTP, 2012). Achievement First hires on a rolling basis so that 75% of 
hiring is completed by June (TNTP, 2012). 

Waiting to the end of the school year or summer to recruit and select teachers limits a 
district/school’s ability to compete for top candidates (TNTP, 2012).  Districts/schools need 
to hire by May 1st at the latest to be competitive for the best candidates. 

Provide Notification Incentives to Teachers who Intend to Retire. To promote 
early hiring, districts and schools institute policies that provide incentives to teachers who 
intend to retire or resign at the end of the school year  by informing the district/school of 
their intent to retire ((Robertson-Kraft & Hejlek, 2016).  For example, the 2015 Delaware 
Talent Practices Report identified that five districts reported offering bonuses to teachers 
who notify the district of their intent to retire (Robertson-Kraft & Hejlek, 2016). All five 
had retirement notifications between December 31st and March 1st.  

To improve the recruitment of teachers, it is recommended that districts/schools: 

Plan ahead by projecting hiring needs/developing a staffing plan for the next school 
year; 

Post general job announcements for anticipated and known vacancies early in the 
school year; 

Define the ideal teacher and competencies needed and develop/update recruitment 
materials early in the school year; 
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Identify key talent pipeline sources and strategies for distribution of district/school 
materials;  

Develop and implement a comprehensive recruitment plan for the next year;  

Analyze the outcomes and effectiveness of recruitment sources and strategies; and 

Maintain job announcements, advertising, and recruitment files.  

Example of Providence Rhode Island’s Transfer, Assignment, and Hiring 2015-16 
Timelines 

Phase I: Pre Planning 
November 12 The Teaching and Learning Division will determine 

the programmatic expectations for scheduling 
needs (MS & HS) 

November 12 The Teaching and Learning Division will update the 
Program  of Studies (MS & HS) 

November 12 Special Ed and ELL program structures will be 
determined (MS & HS) 

November 13 Principals will receive a draft of the MS & HS 
Scheduling Guidelines and HS Program of Studies 

November 24 Schools will determine their schedule structure (MS & 
HS) 

November 24 Schools to vote on proposed schedule, if necessary (MS 
& HS) 

December 4 Executive Directors will create grade 
structures (ES); Set school capacities (MS & 
HS) 

December 4 School Counselors will begin scheduling current 
students in Skyward to create course tallies (MS & 
HS) 

December 4 Principals will receive Grade Structures (ES) 

December 4 Principals will receive final Scheduling Guidelines, 
staffing forms and capacities (MS & HS) 
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December 17 Principals will send staffing sheets to Executive 
Directors for review (MS 
& HS) 
 February 16-19 Executive Directors will meet with HR and 
Principals to determine staffing (MS & HS) 

February 22-26 Executive Directors will meet with HR and 
Principals to determine staffing (ES) 

February 1 Superintendent & the Finance Department will 
review staffing adds and cuts 

February 1 ES Principals begin scheduling current students in 
Skyward 

February 8 Executive Directors will readjust staffing needs, if 
necessary 

February 17 Layoff  notifications, if necessary 

February 22 Layoff  recommendations presented to School Board, if 
necessary 

 
Phase II: Identification of Vacancies, Displaced Teachers and Interview 

Committees 

January 11-15 Mutual Consent Process for eligible positions 

January 12-26 Identify Interview Committee Members 

January 12-20 Dept. Teacher Leader Opt-out 

January 25 Preference sheets distributed. 
 

January 29 Preference sheets due. 

March 3 Completion of staffing/Displaced teachers notified 

March 1-4 Interview Committee Training 

Phase III: Tenured/Probationary Teacher Mutual Consent Hiring 

March 10 go live date Vacancies posted after clearing Recall Layoff list, 
candidates begin application process and teams 
begin application screening process 

March 16 Application deadline. 
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March 17 Most senior applicant identified 

March 22 Deadline for extending interview invitations. 

March 24 Deadline for scheduling interview. 

March 31 & April 2 
First Hiring Fair 

April 2 Offers/Acceptance process begins at the conclusion of 
the last interview 

April 8 Deadline for extending offers 

48 hours from date of offer/April 
15 

Deadline for accepting offers 

May 2 Round II of postings 

May 8 Application deadline. 

May 9 Most senior applicant identified. 

May 11 Deadline for extending interview invitation. 

May 13 Deadline for scheduling interviews. 

May 19 & 21 Second Hiring Fair 

May 21 Offers/Acceptance process begins at the conclusion of 
the last interview. 

May 26 Deadline for extending offers. 
48 hours from date of offer/May 
28 

 

Deadline for accepted offers. 
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Phase IV: Displaced Teacher Assignment 

June 3 Reassignment of remaining displaced teachers to 
former school, if position becomes available. 

June 6 Displaced Teacher Assignment Process begins 

June 14 (MS  HS)  
 
June 15  
Elementary & 
Special Groups) 

Displaced Teacher Assignment Meeting 

Phase V: Criterion-Based Hiring 

June 17 Identify vacancies after clearing Recall Layoff list. 

June 17-July 17 Criterion-Based Hiring (school level) 

July 18 Teacher Placement by Human Resources 

 Source: Providence Schools and Providence Teachers Union (2015).  
 
The next step is the development or updating of recruitment materials that reflect the 
district/school and highlight the backgrounds and experiences needed for anticipated 
openings. 

 

  

Please refer to Appendix A for Suggested 
Teacher Recruitment and Selection 
Timelines and Recruitment Calendar 
Template.  
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Develop/Update Clear Recruitment Materials 

A key aspect of a comprehensive recruitment process is for a district/school to have a 
variety of updated clear recruitment materials available for distribution to potential 
applicants through a variety of sources and strategies.  Potential recruitment materials 
include the following:  

Job announcement postings;  

Specific recruitment messages;  

Recruitment brochures; 

Recruitment district/school profile; and 

Recruitment webpage with application information and email address. 

Each of these will be described with examples provided in the appendices. 

 

Recruitment materials need not only describe the position(s) available, but often highlight 
why, potential candidates should consider working in a district/school.  For example, 
TNTP (2012) found that the number one factor that teachers reported attracted them to 
their school was the philosophy/mission of the school.  
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Create an Ideal Candidate Profile for Screening and Selection 

Before beginning any recruiting activities, it is recommended that a district/school develop 
a definition of the ideal candidate that is aligned to the district/school’s vision, culture, 
and performance expectations (TNTP, 2012).  The description should also align with 
evaluation expectations.  

This profile may be used during recruitment activities by encouraging applicants to reflect 
on their comfort level with these competencies before applying.  In addition, it should be 
used during the screening and selection process. 

Several examples of statements on ideal candidates are included. 

The Peak to Peak Charter School’s statement includes:  

“The ideal teaching candidate is a student-centered, life-long learner who is 
philosophically aligned with the mission and the vision of the school, and eager to 
take advantage of the many opportunities provided for both students and staff.” 

For Chicago Public Schools, the seven non-negotiables that teachers must possess are: 

A commitment to the Office of School Improvement values and a belief that our 
students can beat the odds; 

A comfort level with transparent and public sharing of data; 

Priority focus on increasing student skills as measured by test scores; 

Full implementation of the well-managed schools model and active participation as an 
advisor; 

Authentic commitment to pre-planned and strategic professional learning both 
individually and in groups; and 
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A commitment to personally doing your job to ensure healthy and honest collaboration 
among adults (TNTP, 2012). 

Align all Recruitment Messages 

Be sure to align all recruitment messages.  For example, if a district/school’s goal is to 
recruit teachers committed to raising student performance, all messages should 
communicate that goal consistently (Hayes & Behrstock, 2009). 

Job Announcement Postings 

A job announcement posting should entice and excite a potential applicant to apply to a 
district/school.  This may be the first description of a district/school an applicant sees. 

Usually a job announcement includes a title, minimum qualifications, application 
procedure, and the typical Equal Employment Opportunity (EEO statement).   

The major components of a job announcement include: 

 District/school description, mission/philosophy and “sell” (1-2 paragraphs); 
 Brief Job Summary: Provides a snapshot or describes the main purpose of the 

job, consisting of no more than three to five sentences; 
 Qualifications (i.e., Education, Experience, Knowledge, Skills, Abilities, 

Special Skills, Licensures, and Certifications); 
 Equal employment opportunity statement (School does not discriminate on 

the basis of race, color, gender, handicap, age, religion, sexual orientation, or 
national or ethnic origin. The school is an equal opportunity employer); and 

 How to apply. 

Please refer to Appendix B for examples 
of job announcement postings and 
recruitment materials.  
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District/School Profile 

TNTP suggests that districts/schools create a 1-page district/school profile describing the 
district/school, goals, and extra supports and opportunities for teachers.   

Highlight the Strengths of a District/School 

Students Special populations, talk about or introduce a 
few special students 

Teachers Culture among staff, recognized educators 

Support for Teachers Mentoring, new teacher support, leadership 
opportunities, professional development 

Leadership/administration The vision, the approach to management, the 
district/school’s discipline philosophy 

Special Programs or 
Partnerships 

Art, science, test prep support, summer or 
after school programs 

Community Diversity, parent involvement, housing 

Facilities Specialized spaces for theatre or technology, 
modern or historic (TNTP, 2012). 
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Join Delaware Schools 
http://www.joindelawareschools.org 

A Delaware statewide recruitment 
portal 

 

Identify Multiple Sources and Strategies for Recruitment 

Once a district/school has developed/updated recruitment materials, the next step in the 
process is to identify sources and strategies for building talent pipelines/partnerships at 
the local and state levels.  The most effective districts/ schools use a variety of sources and 
strategies. 

According to the 2015 Delaware Talent Practices Survey, districts/schools in Delaware 
typically used the following sources to post job announcements: 

 District/school’s website 
 University of Delaware Project Search 
 Presentations at job fairs in Delaware 
 Word of mouth 
 Join Delaware Schools http://www.joindelawareschools.org/ 

 

Aspiring educators used the following sources for employment opportunities: 

 Online postings 
 District/school’s website 
 Friends/family 
 Recruitment fairs 
 Career services   (Braxton & Ricketts, 2015). 
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Consider the Following Strategies for Recruitment 

1 Post Job Announcements on  Join Delaware Schools 
http://www.joindelawareschools.org  

2 District/school page on Facebook or other online social media and 
networking sites 

3 District/school open house or other events 

4 

Partnerships with local and regional two-year and four-year 
colleges that may include coordination with career services,  
campus job fairs, and alumni listservs of local teacher preparation 
programs 

5 Staff visits to alma maters to recruit recent graduates 

6 Career fairs in neighboring cities (e.g., Washington, D.C., 
Baltimore, Philadelphia) 

7 Staff referrals with an incentive bonus if a person is hired 

8 Incentives (e.g., moving stipend or sign-on bonus) 

9 Radio/TV ads, transit ads, or billboards 

10 
Develop and encourage individuals who show promise as future 
teachers. For example, paraprofessionals, substitute teachers or 
volunteers, etc. (Gross & DeArmond, 2011). 

 

 

 

  

http://www.joindelawareschools.org/
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JoinDelawareSchools  

Through the website, potential candidates can search openings, learn about districts and 
individual schools, and post their resumes to one centralized site. This site can be accessed by 
districts or charter schools looking for talented teachers and leaders. Districts and schools may 
add additional questions to the generic application on the website that are specific to subjects. 
For example, questions in Spanish for a Spanish teacher or mathematics problems for a math 
teacher.  

Downloaded from:  http://www.joindelawareschools.org/schools-districts/   

http://www.joindelawareschools.org/schools-districts/
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Prepare District/Schools’ Social Media to Recruit Teachers 

Around one-third of Americans use social-media platforms (according to a Pew Research 
Center Survey reported by Ellen Wexler in Education Week, January, 2016). A 2015 
Recruiter Nation survey by Jobvite found that 92% of recruiters are using social media  
(http://www.jobvite.com/blog/welcome-to-the-2015-recruiter-nation-formerly-known-as-the-
social-recruiting-survey/ ).  In the same year, the Job Seeker Nation Report by Jobvite 
found that of more than 2000 job seekers surveyed, 67% accessed Facebook, 45% Twitter, 
and 40% LinkedIn (http://www.jobvite.com/blog/jobvite-releases-6th-annual-job-seeker-
nation-report/ ) 

Increasingly, districts/schools are turning to social media to recruit teachers and other 
personnel. The three most common social media sites include: Facebook, LinkedIn, 
Twitter, and YouTube. Each of these will be briefly described. 

 

 

 

Facebook           www.facebook.com     

Facebook is one of the largest, global social networking websites. Facebook allows groups, 
organizations, and individuals to create their own pages.  

The Facebook page is a profile that enables a district/school to share information about 
your organization. 

A district/school Facebook organizational account can provide a cost-effective way of 
reaching out to potential applicants (Mueller, 2011). In addition to job announcements and 
recruitment events, a school/district can post testimonials from veteran teachers, post 
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http://www.jobvite.com/blog/welcome-to-the-2015-recruiter-nation-formerly-known-as-the-social-recruiting-survey/
http://www.jobvite.com/blog/welcome-to-the-2015-recruiter-nation-formerly-known-as-the-social-recruiting-survey/
http://www.jobvite.com/blog/jobvite-releases-6th-annual-job-seeker-nation-report/
http://www.jobvite.com/blog/jobvite-releases-6th-annual-job-seeker-nation-report/
http://www.facebook.com/
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recruitment videos or video clips of teachers in action, and link the page to applications or 
other upcoming events (Mueller, 2011). 

A school/district can post a job for free in the Facebook Marketplace. The advertisement 
requires basic information, such as location, job category, title, why the position needs to 
be filled, job description, and a photo with the job posting or another image (Black, 2010). 
The limitation of a free job posting is that it cannot be targeted to a specific group of 
people like you can with a Facebook Ad (Black, 2010). 

A third option is to post a Facebook Ad. With a Facebook Ad, a district/school can choose 
the exact audience that you are looking to target. The system will ask a series of questions 
about the characteristics of the people you want to see your job posting ad. You will be 
asked about the group's age, sex, and specific keywords related to the position. Facebook 
will then calculate how many users fit that criteria. Districts/schools have the choice to 
pay per click (how many people clicked on your job ad), pay per impression (how many 
people potentially saw your ad), or set how much you are willing to pay. You can decide 
whether to run the job ad continuously or only during a certain time. Another feature that 
may be helpful is that Facebook keeps track of how many visits a page receives, the 
numbers of unique page visitors, and the number of members (Mueller, 2011). 

 
 

LinkedIn      https://www.linkedin.com/ 

LinkedIn is a business-oriented social networking service. The goal of the site is to allow 
registered members to establish and document networks of people they know and trust 
professionally. 

Profiles and Connections. LinkedIn allows users to create profiles and "connections" to 
other members. LinkedIn makes it easy to fill out a profile by providing basic online forms. 
Profiles often include title, a description, a career section, and updates. Districts/schools 
can use LinkedIn to post jobs and search for candidates (Black, 2010). You can post jobs on 
the network activity box in your profile. Job openings should be current and linked to 
information regarding how to apply. Be sure that your profile states that the 
school/district is an equal opportunity employer.  

Groups. LinkedIn Groups provide a place for professionals in the same industry or with 
similar interests to share content, find answers, post and view jobs, make business 
contacts, and establish themselves as industry experts. A district/school can join Groups to 
connect to potential applicants. Each user can connect to a maximum of 50 groups. 

https://www.linkedin.com/
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The LinkedIn search box at the top of every page allows a user to search for people, jobs, 
companies, and groups. You can click any of the search suggestions that appear in the 
dropdown list as you type, or submit your search to see the full results. The following are 
the types of searches you can run. Basic searches that are available for people, companies, 
or jobs; Advanced searches that are available for people or jobs; or Boolean searches that  
used advanced search operators and Boolean logic to conduct searches 

In addition, LinkedIn offers LinkedIn Jobs in which an organization can post job listings 
for a fee. LinkedIn Jobs allows a user to send an increased number of emails.  Talent 
Solutions is a recruitment platform in which organizations can find, contact, and nurture 
relationships with potential applicants.  

LinkedIn Analytics can provide you information on who is visiting your page, and what 
types of content the users clicked on, liked, and shared most and least often. 

 

Twitter      https://twitter.com/ 
 

Another way for districts/schools to advertise available positions and communicate 
instantly is Twitter. Twitter is a microblogging social network and messaging service.  

A district/school can set up a free Twitter account that includes a profile of no more than 
160 characters. It is suggested that a school/district maximize information provided in the 
profile. For example, include logos, photos and videos, and a brief description as well a link 
to the district/school website. 

Twitter members/users can then search organization profiles by specific topics or issues. 

Twitter allows registered members to broadcast short posts called tweets (no more than 
140 characters). Tweets may contain text, photos, links and videos. Twitter members can 
broadcast tweets and follow other users' tweets by using multiple platforms and devices. 
Tweets and replies to tweets can be sent by cell phone text message, desktop clients, or by 
posting at the Twitter.com website. 

Many organizations link their Facebook accounts to Twitter accounts, so that Twitter 
posts appear on Facebook pages. 

To make job postings stand out, consider using hash tags, which are formed simply by 
prefixing a word with a hash symbol (#). Hash tags are used as a way to filter and find 

https://twitter.com/
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Please refer to Appendix D for Join 
Delaware Schools website and Facebook 
page and Appendix E for examples of 
districts using social media for 
recruitment.  

information on Twitter. By including a hash tag with a keyword in the tweet, it becomes 
instantly searchable. Here are a few examples of hash tags to consider using: #job, 
#jobpost, #employment, #recruiting, #hiring, #career, or #staffing (Black, 2010). 

 

 

 
YouTube         

https://www.youtube.com/ 

You Tube, a  (Google-owned)  video-sharing  website, is a platform  on  which  users  can  
upload,  share,  and  view  videos.  A  wide  variety  of  user-generated   video  content  is  
displayed,  including  film  and  TV  clips  as  well  as  amateur  content,  such as video 
blogging,  

You can learn more about setting up a YouTube account and getting started with YouTube 
here: www.youtube.com/t/about_getting_started. You will need a Google account to sign in 
to YouTube. Start by signing up for an official account for a district/school.  

The administrator of this account will then have the ability to include videos of his/her 
choosing for viewing within the district/school network. The administrator will also be 
able to approve access for other accounts 

.  

https://www.youtube.com/
http://www.youtube.com/t/about_getting_started
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Consider Differentiating Recruitment Strategies for Targeted Candidates 

In addition to the above recruitment strategies, districts/schools may need to consider 
more creative or differentiated approaches for targeted candidates, such as increasing the 
ethnic/racial diversity of applicants and for hard-to-staff positions. 

Recruitment Strategies to Address Need for Racial Diversity in 
Delaware’s Teachers 

In 2014-15, DDOE reported that 53% of Delaware’s student population is non-white or 
minority while 86% of teachers are white, and 76% of administrators are white (Delaware 
Department of Education, 2015).  

To increase the ethnic/racial diversity of applicants, consider the following strategies: 

1. Involve current teachers of diverse races/ethnicities in the recruitment planning 
and strategizing processes.  Include representatives on the recruitment and 
selection teams. 

2. Develop partnerships with local and/or regional Historically Black Colleges and 
Universities to identify potential applicants. 

3. Explore the career sites of national organizations, such as the Hispanic Association 
of Colleges and Universities and the National Alliance of Black School Educators. 

4. Reach out to local and regional community and faith-based organizations (e.g., 
Urban League, NAACP, churches, Asian community organizations, etc.). 

5. Tailor marketing messages and   images to include adults and children 
representative of diverse races/ethnicities and testimonials. 

6. Advertise positions in local, regional, and national minority-focused publications. 

7. Consider scholarship support and/or other financial incentives to future teachers 
that are tied to the effectiveness of their preparation program and their 
performance. 
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8. Recruit teachers who are familiar with the languages and cultures of English 
language learners.  

9. Recruit/support minorities who currently work as paraprofessionals to enroll in 
teacher preparation programs (e.g., grow-your-own program). 

For example, Call Me Mister, or Mentors Instructing Students Toward Effective Role 
Models, is a statewide initiative in South Carolina designed to increase the pool of 
teachers with more diverse backgrounds among the state’s lowest-performing 
elementary schools. The city of Oakland, California, has implemented Teach Tomorrow 
in Oakland, a grow-your-own model that works in partnership with Bay-area 
universities and draws on culturally diverse residents of the community with college 
degrees—and some without degrees—who can be molded into effective teachers. The 
“Ready to Teach” program at Howard University in Washington, D.C., focuses on 
recruitment, preparation, and retention of underrepresented populations from urban 
communities, particularly African American  males (Ahmad & Boser, 2014).  

Sources: Ahmad & Boser, (2014), Garcia & Potemski (2009), Hayes (2009), Martin (2011), 
Simon, Moore Johnson, & Reinborn (2015), TNTP (2014), and Watkins (2010)). 

The citations are fully described in the Annotated Bibliography and include additional 
examples of each strategy. 
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Recruitment Strategies for Hard–to-Staff Positions 

In 2015, the Delaware Talent Practices Report identified that districts received the fewest 
applications for the following positions:  foreign language, high school mathematics and 
science instructional positions, psychologists, and speech therapists. 

For hard-to-staff positions, consider the following strategies: 

1. Contact faculty at local and regional colleges and universities in specific 
content areas. 

For example, some districts contact institutions of higher education in specific fields 
(e.g., mathematics, science, or foreign languages) to identify recent or upcoming 
graduates who may be looking for a job.  

2. Begin recruiting prospective applicants before college graduation, by 
building strong partnerships with local and regional institutions of higher 
education. 

For example, several Delaware districts have developed formal partnership with 
local universities to host student teachers each year (Robertson-Kraft & Hejlek, 
2016). These activities align with the research that finds that most new teachers 
seek jobs where they grow up or went to college (Robertson-Kraft & Hejlek, 2016).  

3. Develop multiple entry points (alternative routes) into teaching for non-
traditional mathematics and science professionals. 

Alternative routes often are attractive to midcareer changers and other non-
traditional prospective teachers who want to become certified teachers 

4. Provide and create financial incentives (e.g., scholarships and loan 
forgiveness, tuition reimbursement, signing bonus, housing or moving 
assistance).  

For example, in the 2015 Delaware Talent  Practices  Survey Report, four  districts 
and reported that they used pay incentives such as financial signing bonuses, a 
three-year incentive bonus to remain in the district, and a relocation loan 
(Robertson-Kraft & Hejlek, 2016).  
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Some districts provide the following benefits for teachers who take on the toughest 
assignments that include: 

•  Loan forgiveness: Assumes up to $19,000 in student loan payments if teacher 
candidates agree to teach in a subject-shortage area in low-performing schools 
for at least four years. For teachers of Title I schools, consider the federal loan 
forgiveness program. 

• Housing incentives: Allows the use of tax credits or mortgage revenue bonds for 
teachers who commit to serve at least five years in a low-performing school 

5.  Develop differentiated pay systems to attract prospective teachers.  

Other districts consider different steps on the salary schedule to do some or all of 
the following: a) reward school leaders who demonstrate strong student growth, b) 
recruit or retain teachers to teach in hard- to-staff schools, c) recruit or retain 
teachers to teach in fields of shortage, d) recruit or retain the best teachers for the 
district, and e) reward educators who demonstrate strong student growth. For 
example, over the last several years, Charlotte-Mecklenburg (N.C.) and the State of 
Arkansas have designed programs with multiple financial elements to attract 
teachers to high-needs schools and subjects. 

6. Consider offering open contracts to teachers in high need areas guaranteeing a 
job in the district/school once a position opens up. 

TNTP (2014) suggests that districts consider offering a strong teacher candidate an 
open contract before a position becomes available. This is a great way to lock up top 
talent before a rival school or district can hire the person. However, a district must 
be certain that it will have an eventual position to offer any open contracted 
candidates so as to not owe them a job in the event that their anticipated position 
never materializes. 

Sources: American Federation of Teachers (2007); McGraner (2009); National Charter 
School Resource Center (2011); and TNTP (2014). 

Once a district/school identifies various sources and strategies for distribution of 
recruitment materials, a district/school may be ready to organize and establish a 
recruitment and selection team and develop a comprehensive recruitment plan.     
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What are the most effective recruitment approaches for 
districts/schools? 

One of the most effective recruitment approaches for districts/schools to take is to 
establish and operate a recruitment and selection team. The team is responsible for the 
examination of the current status of staffing needs and recruitment efforts, planning and 
implementing a comprehensive recruitment plan, and analyzing the outcomes and 
effectiveness of the recruitment efforts. 

 

Establish a Recruitment and Selection Team 

It is recommended that a district/school establish a team for the recruitment, screening, 
and selection of teacher applicants.  In addition to district/school administrators, it is 
important to identify who will be involved in: 

1. Recruiting activities; 
2. Screening submitted application packages and conducting initial telephone 

interviews; 
3. Conducting and evaluating on-site interviews and demonstration lessons of 

candidates; and  
4. Making final hiring recommendations to the district/school administrators.  

Representation.  It is recommended that the team or committee include individuals with 
different perspectives and expertise and a demonstrated commitment to diversity.  

For example, schools in Providence, Rhode Island, have a school hiring committee that 
consists of a principal and two teachers. The committee reviews applications, conducts 
interviews, and make selections. The teachers receive annual compensation. In Seattle, 
Washington, each school identifies a building selection committee/hiring team which 
includes two staff selected by union-represented employees, including one classified teams. 
In New York City, schools have a Human Resources Committee, with union members and 
supervisors. Each school decides on the number of members and the make-up of the 
committees (TNTP, 2014). 

Size.  The appropriate number of people comprising a team can vary. Keep it manageable. 
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Having team members involved throughout the recruitment, screening, and selection 
process ensures that they become very familiar with: 1) the district/school’s staffing needs; 
2) the competencies needed for an ideal candidate; and 3) the process and procedures for 
screening application packages, conducting interviews, and making selection decisions.  

 

 

 

 

Develop and Implement a Comprehensive Recruitment Plan 

The ultimate goal of a recruitment plan is that a district/school will have a comprehensive 
approach to addressing short-term and long-term staffing needs.  Typically, a recruitment 
plan identifies outcomes, activities, timelines, persons responsible, resources available, 
and accountability measures.  

A recruitment plan usually entails the following steps. 

1. Set goals.  

• Goals may be identified as targets for marketing, recruitment of applicants, 
and/or hiring.  Goals should be straightforward and emphasize what a 
district/school wants to accomplish for a specific time-period (e.g., school year).  
Goals should be specific, measureable, attainable, realistic, and timely (SMART 
goals). 

2. Identify action steps. 

• Action steps are key activities/steps needed to reach a goal.  Action steps should 
be specific and reflect actions that a district/school will take toward reaching 
the goal. 
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Having a consistent team reduces the opportunity for illegal discrimination 
allegations.  Teams may help to protect the district/school against accusations 
of arbitrary or inappropriate applicant evaluation and candidate selection. 
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3. Set timelines.  

• Timelines may either consist of the school year, specific months, and/or 
semesters for specific action steps to be taken or completed.  Be sure to align the 
timelines in the recruitment plan with a district/school’s overall timelines for 
recruitment and selection.  

4. Identify person(s) responsible for action steps. 

• Identify the position and name of person who will be primarily responsible for 
each action step. 

5. Identify budget and resources needed. 

• Identify any anticipated costs and/or budget for each action step. Resources may 
also include materials and/or persons. 

TNTP (2014) recommends the following guidelines for setting a recruitment budget: 

• 40-50% of budget toward online recruitment, 
• 20-25% toward registration and travel for regional education fairs, 
• 20-25% for the creation of marketing materials (e.g., flyers, signs, etc.), and 
• 10-20% for additional recruitment-related expenses (e.g. attending 

recruitment fairs, posting job descriptions, etc.). 

The 2015 Delaware Talent Practices Report found that ten districts reported having 
a recruitment budget, with amounts ranging from $2000 to $30,000 (Robertson-
Kraft & Hejlek, 2016).  

 

 
 

Potential resources for developing and implementing strategies and activities to recruit 
and hire teachers and principals include local activities allowed under the 2015 Every 
Student Succeeds Act (ESSA), Title II, Preparing, Training, and Recruiting High Quality 
Teachers, Principals or Other School Leaders, Part A. Supporting Effective Instruction, 
Section 2103. Local Uses of Funds. 

 

Please refer to Appendix F in this section for a full 
Example and Template for a Recruitment Plan. 
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Please refer to the Toolkit’s General 
Information Section for more details 
about Title II, Part A., Section 2103, 
Local Uses of Funds under the 2015 
Every Student Succeeds Act (ESSA). 

 

 

6. Identify anticipated outcomes and accountability measures for action 
steps. 

a. Identify anticipated outcomes or results for each action step. Outcomes are 
usually specific and short-term.  

b. Identify accountability measures (what evidence will be provided that the 
outcome has been met).  Identify concrete examples/evidence of how the school 
will know that the outcomes have been reached for each action step. 

It is recommended that the team meet periodically to review the recruitment plan and 
monitor its implementation.  

The final step in the recruitment process is to analyze the outcomes and effectiveness of 
the school’s recruitment plan, sources, and strategies. This will ensure that the school 
identifies the most effective resources and strategies. 
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Please refer to Appendix G, the Analyses of 
Outcomes and Effectiveness of Teacher 
Recruitment Sources/Strategies Template.  

 

Analyze the Outcomes and Effectiveness of Recruitment Sources and 
Strategies 

Tracking the sources of all applicants as they enter the district’s/school’s recruitment 
pipeline provides opportunities to review the data at the end of the hiring season and 
revise the recruitment process and strategies (TNTP, 2012). The 2015 Delaware Talent 
Practices Report found that thirteen districts reported tracking the percentages of 
applicants from different recruitment sources that are hired (Robertson-Kraft & Hejlek, 
2016). 

Potential questions for the analyses of recruitment data: 

• Where did applicants get their information about the district/school?  
• What were the major sources for applicants?  
• How much time and money did each source of applicant cost?   
• Which sources and strategies provided applicants who fit the district’s/school’s ideal 

candidate? (adapted from TNTP, 2012). 
• What proportion of applicants received offers? Which proportion of applicants did 

not receive offers? 
• Of all the recruitment efforts, which ones are the most effective? The most cost 

effective? 

Failing to track application and hiring data or not differentiating information for 
important subgroups of teachers hinders efforts to revise the process from year to year 
(TNTP, 2012). 

An example of analysis plan is on the next page. 
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Example of Analyses of Teacher Recruitment Methods and Outcomes 

Teacher Recruitment Analysis & Plan - Citizens’ Academy; Prepared by Chris Cash & Brian McAllester - 
January 20, 2009  

Method # of Hires # of Great 
Hires Cost Analysis Try Again? 

Word of Mouth 3 2 0 Best results, best candidates, 
pursue all angles! Yes 

Plain Dealer 4 2 $700+ Best local resource, hit or 
miss (one hire left CA) Yes 

ODE Website 0 0 0 It’s free, keep using it Yes 
Teachers-
Teachers 0 0 $750 / year We are paid through April, 

keep using till then Yes 

Teach For 
America 0 0 0 Great, continue using Yes 

HBCU Connect 
Site 0 0 $250 / post Expensive, not focused on 

education No 

Idealist.org 0 0 $60 / post Not commonly used in 
Midwest, not effective No 

Craigslist.com 0 0 0 Lots of decent applicants, 
worth using again Yes 

Career Fairs 0 0 $300 / 
event 

To increase awareness of CA, 
not great for hires Yes 

Job Fair 0 0 variable Good to build relationships 
with area schools Yes 
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The Delaware Department of State (School District General Records  
Retention Schedule Personnel Records, Series No. 002) job announcement 
postings should be retained for three (3) years after a closing date or 
through the final disposition of charges of discrimination or legal action 
and then destroy.  

 

Please refer to Background Information 
in this section for specific Delaware 
requirements. 

 

Maintain Job Announcements, Advertising, and  
Recruitment Files 

There are certain Delaware requirements for maintaining advertising and 
recruitment files. These include:  

1. Copies of published notifications sent to the media, individuals, and other 
recruitment services which contain the institution’s policy of 
nondiscrimination; and 
 

2. Listing of all advertising and recruitment sources for filling present or future 
vacation job position must be retained for three years or through final 
disposition of charges of discrimination or legal action. 
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Summary  

To develop a comprehensive recruitment process, a district/school needs an ongoing 
approach that identifies specific timelines for recruitment and selection activities 
year-round. To prepare a comprehensive recruitment approach, it is suggested that 
a district/school examine the current status of staffing needs as well as the 
effectiveness and outcomes of recruitment efforts. This information will inform 
timelines for recruitment and selection, planning, and recruitment materials. As 
part of updating clear recruitment materials, it is suggested that a district/school 
clarify and define the ideal candidate for a position and needed competencies for the 
recruitment and selection processes.  Recruitment materials may include: job 
announcement postings, brochures/fliers, websites, district/school profiles, and 
aligned messages.   Once materials are ready, a district/school identifies various 
sources and strategies for distributing the recruitment materials to local, state, and 
regional/national pipelines.  These strategies may include social media as well as 
creative approaches for targeted candidates. After a district/school has completed 
all of the above, it is ready to establish a recruitment and selection team. This team 
will need to be involved in the development and implementation of a comprehensive 
recruitment plan, the screening of applicants, and the selection of candidates for 
hiring recommendations to administrators.  During and after the implementation of 
a recruitment plan, it is suggested that a district/school analyze the outcomes and 
effectiveness of recruitment sources and strategies on a regular basis. Finally, a 
district/school needs to maintain compliance with the Delaware code for the 
retention of all job announcements and advertising and recruitment materials. 
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Key Web Resources for Recruitment 

Join Delaware Schools 

Web site: http://www.joindelawareschools.org/ 

One Application.  All Schools. 

The goal of this website is to: 

1. Communicate Delaware’s K-12 vision, culture, and achievements; 
2. Provide easy access to all vacancies in Delaware’s public education 

system; and 
3. Simplify the application process so that educators who identify with the 

vision are compelled to Join Delaware Schools.  

This website is part of a broader recruitment marketing campaign which aims to 
attract the caliber of workforce necessary to realize Delaware’s vision of a world-
class education system. 

As a central hiring website, JoinDelawareSchools.org is designed to eliminate the 
need for educators to create separate applications to apply to Delaware schools and 
districts.  By 2016, all Delaware local education agencies will utilize this website, 
enabling prospective job candidates to use a common application, and specify where 
they wish to pursue employment. 

 Additional Postings on Top School Jobs web site 

The Delaware Department of Education has arranged for all job posting 
announcements posted on JoinDelawareSchools to also be posted on the Top School 
Jobs website of Education Week:  

 Web site: http://www.topschooljobs.org 

The web site includes an employer center and a job seeker center. Job seekers can 
search jobs and research employers, and submit: cover letter, resume, and online 
application.  

The New Teacher Project (TNTP) 

The New Teacher Project is a national nonprofit organization founded by teachers. 
TNTP works with schools, districts, and states to provide excellent teachers to the 

http://www.joindelawareschools.org/
https://apply.joindelawareschools.org/
http://www.topschooljobs.org/
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students who need them most and advance policies and practices that ensure 
effective teaching in every classroom. TNTP has a variety of open-source resources 
on teacher recruitment, selection, and retention.  

Teacher Talent Toolbox 
  Web site: http://tntp.org/teacher-talent-toolbox/ 

The Toolbox includes a variety of resources on recruitment and hiring, including 
hiring criteria, interview questions, hiring tips, sample lesson evaluation rubric, 
and selection procedures. 

Hispanic Association of Colleges and Universities (HACU) 

The Hispanic Association of Colleges and Universities represents more than 470 
colleges and universities in the U.S., Puerto Rico, Latin America, and Spain.  

 Web site: http://www.hacu.net/hacu/ 

 ProTalento: The HACU Resume Database for Hispanic Professionals 

 Web site: 
http://www.hacu.net/hacu/ProTalento_R%C3%A9sum%C3%A9_Database.asp 

The HACU Professional Résumé Database offers employers an easy way to reach 
many qualified candidates for jobs in their organizations. Candidates can post their 
résumés for FREE on the site; employers can access résumés for a fee. 

National  Alliance of Black School Educators (NASBE) 

The National Alliance of Black School Educators is a non-profit organization 
devoted to improving the academic success of children of African Assent. The 
national organization has 100 affiliates throughout the United States, Canada, 
Europe, and the Caribbean.  

  Web site: http://www.nabse.org/ 

 NASBE Career Center  

The NASBE career center website is where districts/schools can post jobs, educators 
may post their resumes, and conduct searches.  

Web site: http://www.nabse.org/employment.html  

http://tntp.org/teacher-talent-toolbox/
http://www.hacu.net/hacu/
http://www.hacu.net/hacu/ProTalento_R%C3%A9sum%C3%A9_Database.asp
http://www.nabse.org/
http://www.nabse.org/employment.html
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National Alliance for Charter Schools 

The National Alliance for Charter Schools is a leading national nonprofit 
organization committed to advancing the charter school movement.  

General web site: http://www.publiccharters.org/ 

 Charter Schools Job Board 

Charter schools may post job opportunities at the Charter Schools Job Board. 

 Web site: http://jobs.publicdistricts.org/  

National Charter School Resource Center 

Funded by the U.S. Department of Education, the National Charter School 
Resource Center at Safal Partners has a variety of resources on the following 
relevant focus areas: 

1. Opening and expansions 
2. Policy and governance 
3. Increasing achievement 
4. Operations and compliance 
5. English Language Learners 
6. Special Education 
7. Leadership 
8. Facilities 

The resources include: reports, toolkits, briefs, presentations, articles, case studies, 
policy and procedures, data, books, and samples. Recruitment resources are most 
likely found under the focus area Operations and compliance. 

Web site: http://www.charterschoolcenter.org/ 

 

  

http://www.publiccharters.org/
http://jobs.publiccharters.org/
http://www.charterschoolcenter.org/
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Other Delaware Relevant Resources 

Delaware Department of Education 

 Teacher Leader Effectiveness Unit and Educators 

  Web site: http://www.doe.k12.de.us/Domain/37 

Educator Evaluation:  Delaware Performance Appraisal System II 

  Web site:  http://dedoe.schoolwires.net/domain/186 

 

Delaware Professional Standards Board 

Web site: http://www.doe.k12.de.us/psb 

The mission of the Delaware Professional Standards Board is to assure competence 
and promote excellence among professional educators to meet the needs of the 
community of learners in the state.  

 

Delaware Department of State, Delaware Public Archives 

(2008). School District General Records Retention Schedule Personnel Records. 

Web site:  
http://archives.delaware.gov/govsvcs/pdfs/General%20Records%20Retention%20Schedules/Sch
ool%20District%20General%20Records%20Schedule/Personnel%20Records.pdf 

 

  

http://www.doe.k12.de.us/Domain/37
http://dedoe.schoolwires.net/domain/186
http://www.doe.k12.de.us/psb
http://archives.delaware.gov/govsvcs/pdfs/General%20Records%20Retention%20Schedules/School%20District%20General%20Records%20Schedule/Personnel%20Records.pdf
http://archives.delaware.gov/govsvcs/pdfs/General%20Records%20Retention%20Schedules/School%20District%20General%20Records%20Schedule/Personnel%20Records.pdf
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Appendices 

A Suggested Delaware Proposed Teacher Recruitment and Selection Timelines 

B Examples of Job Announcement Postings 

B.1. Example of Recruitment Messages and Materials 

C Template:  School Profile TNTP 

D Examples of Join Delaware Schools web site and Facebook page 

E Examples of Districts Using Social Media for Recruitment 

F Example of a Recruitment Plan 

G Template:  Analysis of the Outcomes and Effectiveness of Teacher Recruitment 
Sources/Strategies 
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Appendix A  Suggested Delaware Proposed Teacher Recruitment and Selection Timelines 

Sept Oct. Nov. Dec. Jan. Feb. March April May June July August 

            
DPAS II 

Observatio
ns of 

Novice 
Teachers 

  

DPAS II 
Observation

s of 
Experience
d Teachers 

 

DPAS II 
Observation

s 2 & 3 of 
Novice 

Teachers 
      

 Applicant Screening Activities  

    

 Candidate Selection Activities  
 Define Ideal 

Teacher & 
competencies 

     
 Contracts: renewed for current teachers; issued 

for new teachers 
 

       
 Develop Staffing Plan by Projecting Hiring Needs, 

Conduct Review for Anticipated Positions 
  

    
 

 
 Develop or 

update 
Recruitment 

Materials 

 

 Analyze 
Outcomes & 
Effectiveness 

 

  
  

Develop & Implement Comprehensive Recruitment Plan for Next Year   

          
 JAs 

posted  JAs  
posted  JAs 

posted 
   

            
  Key recruitment  activities   JA – General  Job announcement 
  Key Screening Activities of applicants 
  Selection/Hiring Activities 
  DPAS II Teacher Evaluation Observations   
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Template:  To Create SY Calendar for Recruitment and Selection Timelines 

[District/School Letterhead] 

A district/school may use this template to identify key targets and activities in their recruitment/selection timelines across a school year. 
A district/school may include the following information: school year, team members, recruitment goal for the school year, targets for each 
month, and key activities that align with the targets. 

School Year:  Team 
Members:  

Goal:  

Targets & 
Activities by 
Month 

Sep Oct Nov Dec Jan Feb Mar Apr May Jun Jul Aug 

Recruitment & 
Selection 
Targets  

 

 

 

 

           

Key 
Activities 
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Appendix B  
Examples of Job Announcement Postings 

 

Piute County School District Job Announcement 

 

IDEA Public Charter School Job Announcement for Teachers 
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Examples of Job Announcement Postings 
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Integrated Design Electronics Academy (IDEA) Public 
Charter School 

Teaching Positions: SY 2012-13 

Calling those educators who seek opportunities for 
personal and professional growth through the 
challenge and excitement of turning around one of 
the nation's capital's first charter schools? 
Whether an accomplished veteran teacher or a 
passionate novice, if you believe all students 
deserve a top quality education, apply today to 
make a difference where it’s needed most.  

Join our effort and ensure that all students are prepared – both academically and 
socially – for successful futures in their college and career endeavors. One of the 
first charter schools in the District of Columbia, IDEA-PCS has deep and loyal 
community roots. Our student population is 100% African-American, 87% low-
income and 13% special education. 

Academics: The only school of its kind in DC, IDEA prepares students for the 
competitive high-tech careers now required in the 21st century.  IDEA offers a 
unique learning environment that include an integration of college-preparatory 
curriculum and technological career training in electronics, computer repair, 
engineering design (AutoCad) and the leadership skills training of the mandatory 
military Junior Reserve Officer Training Corps (JROTC) program. 

Working at Integrated Design Electronics Academy 

IDEA is currently accepting applications for Teachers in the following subjects in 
the 2012-13 school year:   

• English 
• Math 
• Earth & Environmental 

Science 
• Biology 

• Chemistry 
• Social Studies 
• Spanish 
• Other (Health/Physical 

Education, Special Education, 
Music, Art, etc.) 

The mission of IDEA is to develop 
young people with the academic, 
social, leadership and occupational 
skills to compete successfully in post-
secondary education and enter 
h ll i   i  h  h i l 

   

 

Examples of Job Announcement Postings 
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By teaching at an IDEA Public Charter School, you will join a dynamic team of 
educators from across Washington, DC and around the country.  Applicants should 
be passionate, energetic, and dedicated to working with under-served youth.  
Candidates should have relentless commitment to educating and engaging our 
students in their academic pursuits.  Candidates must hold at least a B.A./B.S. in a 
related field; candidates with prior teaching experience and/or certification are 
strongly encouraged to apply.   

IDEA encourages applications from people with diverse backgrounds.  IDEA is an 
equal opportunity employer. To Apply: Submit a resume and cover letter to 
jobs@xxxx, referencing the job to which you are applying in the subject line.  Please, 
no phone calls. 
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Appendix B.1.  
Example of Recruitment Messages and Materials 

An example of a recruitment message from Mastery Charter Schools in Philadelphia (DeArmond, et. al., 2012). 

What makes Mastery a top destination for educators? 

Culture of high expectation 

We set the bar high. Student achievement drives every decision we make, and a rigorous learning environment is 
found in every classroom. Through meaningful use of data and assessments, leaders and teachers are able to 
pinpoint each student’s accomplishments and challenges. That data informs our planning, and steps are outlined 
so every student can reach mastery. Our goal is to close the achievement gap, and our staff does whatever it takes 
to get there. 

One-Team Approach 

We work together. Collaborative planning time is built into each school’s schedule, ensuring time for honest and 
respectful feedback. Our clear and consistent approach to instruction and classroom management results in more 
learning time and a positive school culture. Our staff and students are proud to be part of the Mastery family. 

Leadership Development 

We encourage growth. Professional development starts with an intensive summer orientation and continues 
throughout the school year. Every day, teacher growth is supported by school leaders, mentor teachers, and 
instructional coaches. Our Apprentice School Leader Program creates intentional pathways from teaching to 
school leadership, enabling Mastery teachers to become Mastery administrators. Our teachers and leaders are 
continuously improving. 
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Rewards for Success 

We value hard work. Teachers’ and leaders’ efforts are rewarded through merit-based pay and incentive programs. 
Tiered instructor levels mean constant opportunities for increased responsibilities and compensation, and 
achievement is acknowledged through annual bonuses tied to school performance. The leaders that drive schools’ 
academic gains are rewarded with competitive incentives. Our students’ potential is limitless; our work is 
rewarding. 
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Examples of School District Recruitment Materials 

 

The School District of Palm Beach County Teacher Recruitment 

 

Teton County School District, Jackson, WY Recruitment for Spanish 
Speaking Teachers 
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Example of School District Recruitment Materials 
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Example of School District Recruitment Materials 
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Example of School District Recruitment Materials 

Example of School District Recruitment Materials 
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Examples of Charter School Recruitment Brochures 

 

Bullis Charter School, Los Altos, CA 

Green Tech High Charter School, Albany, NY 
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  Example of Charter School Recruitment Brochure 
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Example of Charter School Recruitment Brochure 
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Example of Charter School Recruitment Brochure 
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Example of Charter School Recruitment Brochure 
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Appendix C  
Template:  School Profile TNTP 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

School Name 

 

School Name 

School Address 

City, State  10002 

School motto or slogan 

Personal profile: 

 

Highlight an interesting piece of the school’s culture that 
prospective candidates can easily relate to. 

- Teacher profile 
- Student profile 
- Quotes from various teachers or students about the school 

General information: 
 

Use this section to highlight something that you feel is unique 
and important to your school environment. This is a good place 
to address potential concerns 

- Concerns about neighborhooddemographic profile of area 
with map of school 

- Concerns about new teacher supportmentoring/support 
services for new teachers 

Message from the Principal 

- Highlight yourself as a leader 
- Include a short message or quote 

 

 

 

 

“Quote from a teacher 
about working in the 

school”  
 

Teacher Name, 
teacher at School 

since 2001 

Introductory text: 

Block of text about the 
school—should be 
motivating and positive, 
highlighting any 
overarching themes or 
goals that are original 

   

School information and 
statistics: 

• Bullet: General 
school information 

• Bullet: 
Demographics/ 
student population 

• Bullet: Test 
scores/student 
achievement data 

• Bullet: Educational 
goals/aims specific to 
school 

• Bullet: New or 
exceptional facilities 
and/or programs 
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Appendix D  
Examples of Join Delaware Schools Web Site and Facebook Page 
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Downloaded from:  https://www.facebook.com/JoinDelawareSchools/  
 

  

Example of Join Delaware Schools Web Site and Facebook Page 
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Downloaded from:  https: //www.facebook.com/JoinDelawareSchools?fref=ts  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Example of Join Delaware Schools Web Site and Facebook Page 

https://www.facebook.com/JoinDelawareSchools?fref=ts
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Example of Join Delaware Schools Web Site and Facebook Page 
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Appendix E  
Examples of Districts Using Social Media for Recruitment 

 

Des Moines Public Schools Social Media Page 

Des Moines Public Schools LinkedIn Page for Recruitment 

Dallas Intermediate School District Facebook Page for Recruitment 

District of Columbia’s Public Schools YouTube Page for Recruitment 
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Des Moines Public Schools Social Media Website 

Retrieved from: http://www.dmschools.org/community/social-media/  

Examples of Districts Using Social Media for Recruitment 

http://www.dmschools.org/community/social-media/
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Des Moines Public Schools LinkedIn Site   
https://www.linkedin.com/company/des-moines-public-schools  

  

Examples of Districts Using Social Media for Recruitment 

https://www.linkedin.com/company/des-moines-public-schools
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Dallas Intermediate School District Facebook Page for  Recruitment   
https://www.facebook.com/DallasISDRecruitment  

 

  

Examples of Districts Using Social Media for Recruitment 

https://www.facebook.com/DallasISDRecruitment
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District of Columbia Public Schools Recruitment on YouTube 
 
Retreived from: https://www.youtube.com/user/dcpublicschools  
 

 
 
 

Examples of Districts Using Social Media for Recruitment 

https://www.youtube.com/user/dcpublicschools
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Appendix F  
Example of a Recruitment Plan 

Goal: To recruit 10 high-quality teachers this year based on resignations, terminations, attrition, or growth. 

Anticipated 
Outcomes Action Steps Timelines Persons 

responsible 

Budget/ 
Resources 
Needed 

Accountability Measures 

Recruitment 
materials 
redesigned and 
ready for 
distribution 

Create 1 page 
school profile 

Redesign school 
web site to market 
& appeal to 
candidates 

Create recruitment 
brochures 

By 
September, 
2016 

Recruitment 
Committee 

Estimated 
$300 for 
materials 

Numbers of profiles and 
brochures distributed 

Data on school web site 
visits 

Build positive 
relationships with 
organizations that 
support 
recruitment 
efforts 

Visit in-state 
colleges & other 
educational 
institutions to 
recruit certified 
professionals 

August – 
December 
2016 

Recruitment 
Committee 

Travel 
costs 

Referrals 

Numbers of profiles and 
brochures distributed 

Application of 
successful 
marketing 
strategies to 

Develop & 
maintain social 
networking media 
to appeal to 

Ongoing Assistant 
Principal 

Technology 

Estimated 
$100 

Referrals indicated on 
applications 

Data from social media 
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Anticipated 
Outcomes Action Steps Timelines Persons 

responsible 

Budget/ 
Resources 
Needed 

Accountability Measures 

attract applicants potential 
applicants 

Advertise openings 
and market 
through on-line 
employment web 
sites 

Teacher Data from online searches 

Host recruitment 
events to promote 
interest in school’s 
employment 
opportunities 

Attend 2 job fairs 
to market and 
recruit staff 

2016-2017 Principal 

Assistant 
Principal 

Travel 
costs 

Nos. of Flyers disseminated, 

registrations obtained, and 

follow-up contacts 

Expansion of 
recruitment 
efforts to 
employee referrals 

Provide employees 
with a list of 
current openings & 
encourage them to 
share with friends, 
acquaintances, and 
family members as 
well as recruitment 
materials 

2016-2017 All Staff Incentive 
bonus 

Referrals indicated on 
application 

Survey results from 
employees 
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Template:  Recruitment Plan 

[District/School Letterhead] 

A district or school may use this template to document their recruitment plan. The Recruitment & Selection Team 
may record the school year, team members, recruitment and selection goal(s), action steps, anticipated goals, 
timelines, persons responsible, budget/resources, and accountability measures.  Please fill in the appropriate 
components. You may also refer to the definitions of terms and the example recruitment plan. 

School Year:  Team 
Members:  

Recruitment 
& Selection 
Goal(s): 

 

 

Anticipated 
Outcomes Action Steps Timelines 

Persons 
responsi
ble 

Budget/ 
Resources 
Needed 

Accountability 
Measures 
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Definitions 

Anticipated Outcomes Identify concrete, attainable, and measurable changes that the school will achieve 

Action Steps Action steps need to be specific about what will occur to achieve the outcomes and 
goal 

Timelines Identify the month that the action steps will occur 

Persons Responsible Identify the name and/or position of persons 

Budget/Resources 
Needed Identify any expected and necessary costs 

Accountability 
Measures Identify what evidence will be provided that the outcomes have been met 
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Appendix G 
Template:  Analysis of the Outcomes and Effectiveness of Teacher Recruitment Sources/Strategies 

[District/School Letterhead] 

A school or district may use this template to summarize and review the outcomes and effectiveness of teacher 
recruitment sources/strategies. Personnel may complete the school year, date, recruitment goal, and the major 
recruitment sources/strategies. For each recruitment source/strategy, complete the number of applicants received, 
the number of interviews conducted, the represented diversity of applicants from the source, the number of hires, 
the dates for the hires, costs, and results. Please refer to example from Citizen’s Academy included in this section.  

School Year:  Date:  

Recruitment 
Goal:  

 
 

Recruitment 
Source/ 
Strategy 

# of 
Applicants 

# of 
Interviews 
Conducted 

Diversity 
Represented 

# of 
Hires 

Timeframe 
for Hires 
(Dates) 

Costs Analysis of Results 
(effectiveness) 

        

        

        

        

Adapted from Cash, C., & McAllester, B. (2009, January). Teacher recruitment analysis & plan – Citizens Academy. 



 

Comprehensive Teacher Recruitment Process | Delaware Teacher Recruitment and Selection Toolkit 90 
\ 

(This page intentionally left blank.) 

 

 



 

Comprehensive Teacher Recruitment Process | Delaware Teacher Recruitment and Selection Toolkit 91 
 

Background Information 

Maintain Job Announcements, Advertising, and Recruitment Files 

According to the Delaware Department of State, School District General Records Retention of Schedule Personnel Files 
(2008), the following recruitment records must be retained.   

Title and Description Retention 
Instructions Total Retention Citation 

Job Announcement Postings 
(containing descriptions of job position, 
qualifications, salary, job location, and 
opening and closing date). 

Retain one (1) copy at 
agency three (3) years 
after closing date or 
through final 
disposition of charges 
of discrimination or 
legal action; destroy. 

Three (3) years or 
final disposition.  

(29 CFR 1627.3) 
Department of Education 
(DOE-250012 02/06) 
Instructions & Procedures 
for Completion of a Civil 
Rights On-site Compliance 
Review. 

Advertising and Recruitment Files 
(may contain the following but not 
limited to: copies of published 
notification sent to the media, 
individuals & other recruitment 
services which contain the institution’s 
policy of nondiscrimination, and listing 
of all advertising and recruitment 
sources for filling present or future 
vacant job positions).  

Retain at agency three 
(3) years; or through 
final disposition of 
charges of 
discrimination or legal 
action; destroy. 

Three (3) years or 
final disposition. 

Department of Education 
(DOE-250012 02/06) 
Instructions & Procedures 
for Completion of a Civil 
Rights On-site Compliance 
Review. 

Refer to the following web site for more information: 
http://archives.delaware.gov/govsvcs/general_records_retention_schedules/school%20district/personnel%20records.shtml  

http://archives.delaware.gov/govsvcs/general_records_retention_schedules/school%20district/personnel%20records.shtml
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Example of Job Descriptions that Reflect Critical Competencies 

Each district/school should have a description of roles and responsibilities for each 
position or role. A job description is a broad, general, and written statement of a 
specific job, based on the findings of a job analysis. It generally includes duties, 
purpose, responsibilities, scope, and working conditions of a job along with the job's 
title, and the name or designation of the person to whom the employee reports. A 
job description usually forms the basis of job specifications (Business 
Dictionary.com) 

Job descriptions for teachers should be aligned the description of the ideal teacher 
to a district/school’s mission and vision, culture, and performance expectations 
based on what type of teacher has been successful in the district/school (TNTP, 
2012). 

The major components of a job description include: 

1. Job Heading;  
 

2. Job Summary; 
a. Provides a snapshot or describes the main purpose of the job, consisting of 

no more than three to five sentences.  
b. The job summary should start with an action word, then explain the job’s 

requirements, and, if necessary, explain the why or how of the job. 
 

3. Essential Duties, Tasks and Responsibilities; 
a. Duties describe what, how and why.  
b. Start with action verbs. Duties should be essential to the position and 

avoid listing marginal duties. 
 

4. Working Conditions and Physical Requirements; and 
 

5. Qualifications.  
a. Education, Experience, Knowledge, Skills, Abilities, Special Skills,  
b. Licensures, and Certifications. 
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Qualifications 

Minimally Required 

Identify those items that are 
minimally required to perform 
the essential duties of the role 
not what the current 
incumbent may possess. 

Preferred or 
Specialized. These 
are not required to 
perform the basic 
functions of the role. 

Education   

Experience   

Knowledge   

Skills   

Abilities   

Licensures   

Certifications   

 

Example of a job description with competencies is provided. 
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Job Description Example: Opportunity Culture Subject Specialization 
Teacher  

Summary 

The specialized teacher plans and delivers in-person instruction for one or two priority 
subjects. Likely subject pairs include math/science and language arts/social studies. The 
specialized teacher will spend most of the school day teaching or planning instruction, 
leaving other subjects, homeroom, most administrative work, and transitions to other staff 
members. The specialized teacher is responsible for planning, preparing, and delivering 
instruction, and monitoring student progress to determine instructional needs. The teacher 
reviews student progress and changes instruction to ensure high-progress learning for 
every child. Team leader variation combines this role with multi-classroom leadership, and 
includes authority to choose and manage team members and digital instruction resources. 
Note: Subjects for specialization will vary based on school priorities and available teachers. 

Responsibilities 

Planning and Preparation 

 Set high expectations of achievement that are ambitious and measurable for 
students; 

 Plan backward to align all lessons, activities, and assessments in designated 
subject(s); 

 Design in-person instruction that is enriched (developing higher-order thinking 
skills) and personalized (reflecting learning levels and interests of individual 
students); and 

 Design assessments that accurately assess student progress. 

Classroom Environment 

 Hold students accountable for high expectations of behavior and engagement that 
are ambitious and measurable; 

 Create physical classroom environments conducive to collaborative and individual 
learning; and 

 Establish a culture of respect, enthusiasm, and rapport. 

Instruction 

 Hold students accountable for ambitious, measurable standards of academic 
achievement; 

 Identify and address individual students’ social, emotional, and behavioral learning 
needs and barriers; 
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 Identify and address individual students’ development of organizational and time-
management skills; 

 Invest students in their learning using a variety of influence techniques; 
 Incorporate questioning and discussion in student learning; 
 Incorporate small-group and individual instruction to personalize and tailor 

instruction to individual needs; 
 Monitor and analyze student assessment data to inform enriched instruction; and 
 Communicate with students and keep them informed of their progress. 

Professional Responsibilities 

 Solicit and eagerly receive feedback from supervisor and team members to improve 
professional skills; 

 Maintain regular communication with families, and work collaboratively with them 
to design learning both at home and at school, and to encourage a home life 
conducive to learning success; 

 Collaborate with other teachers and staff responsible for the same students’ learning 
and development; and 

 Participate in professional development opportunities at school. 

Qualifications 

 Knowledge of subject matter being taught; 
 Bachelor’s degree; 
 Valid teaching certificate (optional, depending on school context and legal 

requirements); and 
 Prior evidence of high-progress student outcomes in the relevant subjects (in the top 

25% compared to other teachers in a state or on national tests), or, at entry level, 
evidence of superior prior academic achievements in relevant subjects, and skills 
indicating very high potential to perform at this level. An entry-level teacher works 
under close supervision of a high-progress lead teacher in same subjects until 
similar students’ gains have been demonstrated. 

Hours 

 Full time teaching position. Core Subject teacher teachers multiple classes in 
alternating time blocks through the day. Core subject teacher has built-in planning 
and collaboration times to complete administrative tasks, analyze data, and plan 
instruction. 
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Pay 

 Competitive pay for an excellent teacher dependent upon funding, plus benefits & 
opportunities for pay raises. Pay also varies based on the number of students 
reached successfully. Potential team & individual bonuses. 

Reports to: Principal or Chief Academic Officer. 

Retrieved from http://opportunityculture.org/wp-
content/uploads/2012/05/Selection_Development_Evaluation_Toolkit-Public_Impact.pdf 

  

http://opportunityculture.org/wp-content/uploads/2012/05/Selection_Development_Evaluation_Toolkit-Public_Impact.pdf
http://opportunityculture.org/wp-content/uploads/2012/05/Selection_Development_Evaluation_Toolkit-Public_Impact.pdf


 

Comprehensive Teacher Recruitment Process | Delaware Teacher Recruitment and Selection Toolkit 98 
 

(This page intentionally left blank.) 

 


	Introduction
	Guiding Questions for a Comprehensive Recruitment Process
	Overview of a Comprehensive Recruitment Process

	When and how do districts/schools prepare to find the best teacher applicants?
	Examine Current Status of Staffing Needs and Recruitment Efforts
	Develop Timelines for Recruitment and Selection
	Example of Providence Rhode Island’s Transfer, Assignment, and Hiring 2015-16 Timelines

	Develop/Update Clear Recruitment Materials
	Create an Ideal Candidate Profile for Screening and Selection
	Align all Recruitment Messages
	Job Announcement Postings
	District/School Profile

	Identify Multiple Sources and Strategies for Recruitment
	Prepare District/Schools’ Social Media to Recruit Teachers
	Consider Differentiating Recruitment Strategies for Targeted Candidates
	Establish a Recruitment and Selection Team
	Develop and Implement a Comprehensive Recruitment Plan
	Analyze the Outcomes and Effectiveness of Recruitment Sources and Strategies
	Example of Analyses of Teacher Recruitment Methods and Outcomes


	Maintain Job Announcements, Advertising, and  Recruitment Files
	Summary
	References
	Key Web Resources for Recruitment
	Appendices
	Appendix A  Suggested Delaware Proposed Teacher Recruitment and Selection Timelines
	Template:  To Create SY Calendar for Recruitment and Selection Timelines

	Appendix B  Examples of Job Announcement Postings
	Appendix B.1.  Example of Recruitment Messages and Materials
	Examples of School District Recruitment Materials
	Examples of Charter School Recruitment Brochures

	Appendix C  Template:  School Profile TNTP
	Appendix D  Examples of Join Delaware Schools Web Site and Facebook Page
	Appendix E  Examples of Districts Using Social Media for Recruitment
	District of Columbia’s Public Schools YouTube Page for Recruitment

	Appendix F  Example of a Recruitment Plan
	Template:  Recruitment Plan

	Appendix G Template:  Analysis of the Outcomes and Effectiveness of Teacher Recruitment Sources/Strategies

	Background Information
	Maintain Job Announcements, Advertising, and Recruitment Files
	Example of Job Descriptions that Reflect Critical Competencies
	Job Description Example: Opportunity Culture Subject Specialization Teacher


