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Personnel -- Certified/Non-Certified 

 

Recruitment and Selection 

 

 

The Board desires the Superintendent to develop and maintain a recruitment program designed to 

attract and hold the best possible personnel who are “highly qualified” as defined by federal law in 

the District’s schools. Beginning in school year 2006-07 all District teachers teaching a core 

academic subject area, as defined in the No Child Left Behind Act, must be determined to be 

“highly qualified.” 

 

The school district recognizes the heterogeneity of the people who live in the school district and 

believes that this characteristic should have an important bearing on all aspects of the school 

district's activities. 

 

The Board of Education believes it is especially important that this heterogeneity of population be 

recognized in the recruitment and assignment of personnel. 

 

To this end, the Board of Education shall develop and implement a written plan for minority staff 

recruitment. The administration is directed to make a serious effort to see that the recruitment 

procedures of the district produce a total staff representative of the total population of the district 

and that the assignment procedures of the district bring to each school staff members representative 

of the population represented by the student membership in each local school. 

 

The schools shall engage in fair and sound personnel practices in the appointment of all district 

employees. The administration shall be responsible for establishing recruitment, selection and 

appointment procedures. 

 

The Superintendent shall insure that the District is in compliance with the provisions of Title I and 

the No Child Left Behind Act.  Manuals and handbooks shall comply with federal law as to the 

qualifications for instructional personnel.  Notice of professional qualifications shall be provided to 

parents/guardians of students in Title I schools and staffing pattern reviews as required by law shall 

be conducted annually. 

 

(cf. 4115 – Evaluation) 

 

Legal Reference:  Connecticut General Statutes 

   10-151 Employment of teachers. Notice and hearing on termination of 

contract. 

   10-153 Discrimination on account of marital status. 

   10-220 Duties of Boards of Education.  
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Legal Reference:  Connecticut General Statutes  (continued) 

   31-126 Unfair Employment Practices 

   46a-60 Discriminatory employment practices prohibited. 

   Title IV Equal Employment Opportunities 

   20 U.S.C. Section 1119 No Child Left Behind Act 

   34 C.F.R. 200.55 Federal Regulations 

   Circular Letter C-6, Series 2004-2005, Determining “Highly Qualified” 

Teachers 

   Circular Letter C-9, Series 2004-2005, “No Child Left Behind” and 

Districts’ High Objective Uniform State Standard of Evaluation (HOUSSE) 

Plans. 
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In the employment of teachers and other certified personnel, special consideration is given to 

professional training, teaching experience, and personal characteristics desirable in good teachers. 

 

Each candidate will: 

 

1. Submit evidence of meeting the certification requirements of the state. 

 

2. Submit an official college transcript to the personnel office. 

 

3. Submit a record of teaching and other work experience to the personnel office. Salary 

increments are based upon years of creditable service. 

 

4. Appear, unless unusual hardship prevents, for a personal interview. 

 

The Superintendent will ensure that all employee manuals or handbooks are in compliance with 

federal law and include: 

 

 The education and experience required of all new instructional employees; 

 Any credentials that current instructional employees must acquire; 

 A timetable for the satisfaction of any new requirements; 

 The consequences for employees who fail to comply. 

 

All employees are to be advised of the revisions of the handbooks or manuals and of any 

implications for existing personnel. 

 

The Superintendent will ensure that parents/guardians of students in Title I schools are informed of 

their right to know the professional qualifications of their child’s teacher and will describe where 

and how this information may be obtained.  The Superintendent will monitor Title I schools to 

ensure that parents/guardians of all students are notified when those students are taught for 4 or 

more consecutive weeks by a teacher who is not highly qualified as defined by law. 

 

Staffing patterns will be reviewed annually to ensure that poor and minority students are not, at 

higher rates than are other children in the district, taught by inexperienced, unqualified, or out-of-

field teachers.  If such patterns are noted, strategies to correct the problem will be developed. 

 

 



4111(b) 
4211 

 

 

 

Personnel -- Certified/Non-Certified 

 

Recruitment and Selection  (continued) 

 

Determining “Highly Qualified” Teachers 

 

Beginning in school year 2006-2007, all teachers teaching a core academic subject area must be 

“highly qualified.”  As defined in the No Child Left Behind Act (NCLB), core academic subjects 

include: 

 

 English       World Languages 

 Reading/language arts;     Civics and Government; 

 Science;      History; 

 Mathematics;      Geography; and 

 The arts (music, fine arts, dance and theater);  Economics. 

 

To be considered “highly qualified,” individuals who are currently employed must: 

 

 1. Hold full state certification; and 

 2. Hold a bachelor’s degree; and 

 3. Demonstrate competency in the core academic subject area(s) they teach using one 

of the following four methods: 

 Holds a major in the core academic subject area(s) that they teach; or 

 Holds a master’s degree in the core academic subject area(s) that they teach; 

or 

 Has successfully completed the Praxis II exam in the core academic subject 

area(s) that they teach; or 

 Has successfully demonstrated competency in the core academic subject area(s) 

using the district’s High Objective Uniform State Standard of Evaluation 

(HOUSSE). 

 

The reauthorized IDEA law includes special education teachers as teachers of core academic 

content.  Therefore, special education teachers must demonstrate competency in the core academic 

subjects that they teach to one or more students.  IDEA has provided some flexibility for special 

education teachers hired subsequent to July 1, 2006.  In order to hire a special education teacher 

who will be a primary teacher of core academic content knowledge either in a resource room or 

self-contained classroom, that person must be “highly qualified” in one of the following core 

academic content areas prior to being hired: reading/language arts/English, mathematics or science. 

Special education teachers then have up to two years to become “highly qualified” in the additional 

core academic subjects they will be teaching. The District may use the HOUSSE process for special 

education teachers to become designated as “highly qualified” in additional content areas. 
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Determining “Highly Qualified” Teachers  (continued) 

 

Teachers who teach one or more core academic subject area(s) who have not successfully passed 

the CONNECT or Praxis II exam, must demonstrate competency in the core academic subject 

area(s) that they teach through one of the three remaining options provided under NCLB (e.g. hold 

a major in the core academic subject area(s), hold a master’s degree in the core academic subject 

area(s) or demonstrate competency through the district’s HOUSSE process). 

 

Teachers who do not hold either a major or a master’s degree in the core academic subject area(s) 

they teach, must demonstrate competency in the core academic subject area(s) they teach through 

the District’s HOUSSE process.  This applies to teachers who have not successfully passed a state 

approved teacher assessment, or who do not hold a major or master’s degree, or its equivalent, in all 

of the core academic content area(s) that they teach.  These teachers can demonstrate subject matter 

competency in all core academic subjects that they teach to become “highly qualified” through the 

“High Objective Uniform State Standard of Evaluation (HOUSSE) process.  HOUSSE is 

accomplished through the District’s teacher evaluation plan. 

 

Filling Vacancies 

 

The Board of Education has the legal responsibility of approving the employment of all 

employees. While this responsibility cannot be waived, the Board assigns to the Superintendent 

the process of recruiting staff members. In carrying out this responsibility, the Superintendent 

will involve various administrative and teaching staff members, as needed. All personnel selected 

for employment must be recommended by the Superintendent and approved by the Board. 

 

To aid in obtaining the best available staff members for our schools, the following general 

criteria will be utilized in the selection process for initial employment. 

 

1. There will be no discrimination in the hiring process due to age, sex, sexual orientation, 

creed, race, color, disability or national origin. 

 

2. Candidates for high school and middle school positions should have a major or its 

equivalent, as verified by the college, in the teaching field. Elementary school candidates 

should have a major or its equivalent, as verified by the college, in elementary education 

or in the special area to which they will be assigned. 

 

 Special emphasis should be placed on the amount of training and course work a candidate 

for an elementary school position has in the field of reading. 

 

3. The overall grade point average of candidates for teaching positions should be considered 

as a high priority. 
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Recruitment and Selection   

 

Filling Vacancies  (continued) 

 

4. The highest quality of instruction is enhanced by a staff with a wide variation in 

educational preparation, background and previous experience. Concerted efforts will be 

exerted to maintain this variation in the staff. 

 

5. Candidates for teaching positions should provide evidence of meeting the state 

requirements for regular certification status. In cases of absolute necessity, holders of 

temporary certificates may be employed in regular full time capacity not to exceed one 

year. 

 

6. The employment of any staff member is not official until the contract is approved by the 

Board and signed by the candidate. 

 

 The employment sequence shall be as follows: 

 

 a. Administrator will notify the Superintendent’s office as soon as a vacancy is 

known. A job description should accompany notification. 

 

 b. A file of available candidates is maintained in the Superintendent’s office. 

Applications of suitable candidates will be sent to administrators upon notification 

that a vacancy exists. 

 

 c. Notice of vacancy will be issued by the Superintendent’s office. 

 

  The format for announcing vacancies will be as follows: 

 

(1) Notice of vacancy (position).  

(2) School  

(3) Qualifications  

(4) Duties  

(5) Position available (when needed) 

(6) Application deadline  

(7) Application available from: 

(8) Additional information concerning position may be obtained from:  

(9) Salary range 
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Filling Vacancies  (continued) 

 

  Distribution of vacancy notices will be as follows: 

 

  (1) All staff bulletin boards 

  (2) All school office bulletin boards 

  (3) Central office bulletin board 

  (4) Local news media 

  (5) Placement offices as listed in the central office 

  (6) Web Page 

 

 d. Administrators may initiate an initial contact and interview with available 

candidates. 

 

  The Superintendent will arrange the recruitment and interview process of 

administrative personnel. 

 

 e. A record of interviews will be maintained. The appropriate form, (Professional 

Staff Hiring GCD-P-B), will be used and submitted to the Superintendent’s office. 

 

 f. Administrators will make recommendations to the Superintendent. The 

appropriate form, (Professional Staff Hiring GCD-P-B), will be used. Other 

information to be included with the form will include the following: 

 

  (1) Application 

  (2) Resume 

  (3) Transcript 

  (4) Release Form (placement papers) 

 

 g. Superintendent will review all data and, if acceptable, will interview the 

candidate. 

 

 h. Superintendent will sign the Professional Staff Hiring Form (GCD-P-B.) 

 

 i. A verbal offer of employment will be made to the candidate by the Superintendent 

or designee. 

 

 j. A verbal acceptance will be given by the candidate. 
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Filling Vacancies  (continued) 

 

 k. Approval of candidate by Board. 

 

 l. Contract sent to the candidate. 

 

 m. Candidate’s acceptance as signified by a signed contract returned to 

Superintendent within fifteen (15) days. 

 

 n. Should the Board not approve the employment of a candidate being recommended 

by the Superintendent, it shall be the duty of the Superintendent to make another 

recommendation. 

 

(cf. 4111.1/4211.1 - Affirmative Action in Recruitment & Selection)  

(cf. 4112 - Appointment and Conditions of Employment) 

(cf. 4112.2 - Certification) 

(cf. 4115 – Evaluation) 

 

Legal Reference: Connecticut General Statutes 

   10-151 Employment of teachers. Notice and hearing on termination of 

contract. 

   10-153 Discrimination on account of marital status. 

   10-220 Duties of Boards of Education.  

   46a-60 Discriminatory employment practices prohibited. 

   20 U.S.C. Section 1119 No Child Left Behind Act 

   34 C.F.R. 200.55 Federal Regulations 

   Circular Letter C-6, Series 2004-2005, Determining “Highly Qualified” 

Teachers 

   Circular Letter C-9, Series 2004-2005, “No Child Left Behind” and 

Districts’ High Objective Uniform State Standard of Evaluation (HOUSSE) 

Plans. 
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Affirmative Action: Recruitment and Selection 

 

 

The Board of Education will provide equal employment opportunities for all persons without 

discrimination with respect to race, color, religious creed, age, marital status, national origin, sex, 

sexual orientation, ancestry, present or past history of mental disorder, mental retardation, 

pregnancy, or physical disability (including but not limited to blindness) except in the case of a 

bona fide occupational qualification or need. Sexual harassment shall not be used to influence 

employment decisions. Decisions shall not be influenced, affected or determined on the basis of 

membership in or holding of office in an employee association or union. 

 

This school system can secure the kind of personnel it wants by an effective recruitment program 

based upon alertness to good candidates, initiative that results in prompt action, and good 

personnel practices in dealing with applicants. 

 

It is the responsibility of the Superintendent of Schools and of persons delegated by the 

Superintendent to determine the personnel needs of the school system and to locate suitable 

candidates to recommend for employment to the Board of Education. 

 

(cf. 0521 - Affirmative Action/Nondiscrimination) 

 

Legal Reference: Connecticut General Statutes 

 

   10-153 Discrimination on account of marital status 

 

   46a-60 Discriminatory employment practices prohibited 

 

   46a-81a Discrimination on the basis of sexual orientation 

 

   Title VII, Civil Rights Act 42 U.S.C. 2000e, et seq. 
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