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COVER LETTER/RESUME SCREENING TOOL 
 
Candidate File Checklist: 

� Cover Letter 
� Resume 
� Transcripts (Verification of Good Academic Standing Including Impending 

Commencement) 
� Certification (Verification of Existing or Impending NYSED Certification, 

Examination Results and/or Scheduled Exams) 
� Letters of Recommendation 
� Sample Lesson Plans 
� Alternative Pathway to Certification 
� Other? 
 Letter of Teaching Philosophy 
 Performance Appraisals/Evaluations 
 Sample Unit/Lesson Plans 
 Other 

 
Best Practices for Resume and Cover Letter Review: 

The recommended protocol for the Hancock Central School District teacher 
resume and cover letter review incorporates the following best practices: 

1. Do a quick review of the resume to scan for the following key focus areas: 
• Dates (e.g. current employment, lengths of jobs held, time gaps between jobs) 
• Experience (e.g. rural teaching experience, classroom-based achievements, 

school leadership, multi-tasking, distinctions, leadership experience, 
community service, career shifts) – to illustrate teaching experience, 
achievements in and outside of the classroom, and responsibilities held 

• Education and Licensure (e.g. licensure, graduate of a teacher training 
program, relevant content expertise, selectivity of schools attended) – to 
identify a match in qualification to the job posted based on educational level 
and licensure 

• Format and Attention to Detail (e.g. typos or grammatical errors, easy to 
understand) – to assess the applicant’s ability to address details and syntax 
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2. Review the cover letter to gain an understanding of the candidate’s motivation 
to apply to teach in Hancock. The cover letter should provide you with insight into 
the candidate’s beliefs, experience with children/adolescents in a rural 
environment, and basic literacy and writing skills. When reviewing the cover letter, 
focus on reviewing for the following: 

• Contains no grammatical errors or spelling errors 
• Reveals a logical progression of ideas 
• Varies word choice and sentence structure appropriately 
• Supports key points with strong examples 
• Makes effective transitions between ideas 

 
3. After a basic review of both the resume and cover letter, review those that meet 

the base qualifications with the lens of an investigator to identify any follow-up 
questions to probe for during the interview process. 

If you decide to interview an applicant with any of the following potential 
concerns, try to find out more information during the interview to better assess the 
cause. 

Potential areas for follow up: 
• Inconsistent work pattern (e.g., several positions lasting less than two years) 
• Gaps in work history, or candidate started a job in the middle of the school 

year 
• Candidate left a job in the middle of the school year 
• Only has temporary/substitute positions, or no current job 
• Lack of experience with the kind of student population HCS District will serve 
• Career shift 
• Candidate has minimal teaching experience in a rural K-12 environment 
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PHONE REFERENCE CHECK 
(No Less Than One Reference Check Per Candidate) 

Name of Candidate: _____________________________________ Date of Reference Check: _______________________ 

Name of Reference: _____________________________________ Phone #: ___________________________________________ 

Title: ______________________________________________________ School District: ___________________________________ 

Position Applying For: _________________________________ Building: ___________________________________________ 

 4 

Exceeds 
Expectations 

3 

Meets 
Expectations 

2 

Partially 
Meets 

Expectations 

1 

Minimally 
Meets 

Expectations 

 

Unable to 
Judge 

 

N/A 

Attendance       
Rapport (Children, Parents, 
Staff, Administration) 

      

Communication Skills       
Organizational Skills       
Personality       
Flexibility       
Integrity       
Loyalty       
Cooperation       
Reliability       
Responsibility       
Planning and Preparation       
Reflective and Responsive 
Practice 

      

Professionalism/Confidentiality       
 
Comments: _____________________________________________________________________________________________________________ 
___________________________________________________________________________________________________________________________ 
___________________________________________________________________________________________________________________________ 
 
Would you hire the candidate if he/she were to apply to you again? If no, why not (rationale)? 
___________________________________________________________________________________________________________________________ 
___________________________________________________________________________________________________________________________ 
___________________________________________________________________________________________________________________________ 
 
Admin. Signature: _________________________________________ Title: ___________________________________________________ 

Date: ______________________  
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TEACHER SEARCH ADVISORY COMMITTEE – PROCESS GUIDANCE 
 
Committee Mission Statement: The Hancock Central School District Teacher 

Search Advisory Committee is to conduct an interview process resulting in the 
review of candidates and subsequent forwarding of supporting information to the 
superintendent of schools in effort to partially inform the selection process for the 
position of Hancock Central School Teacher. A committee including the PreK-12 
Principal, the Elementary School Principal/Director of Professional Learning and 
Staff Development, and four teachers from the PreK-12 Faculty will be charged with 
undertaking this important work. 
 
Committee Member Expectations, Tasks, and Responsibilities 
Committee members should expect to attend: 
 1-2 planning meetings to review the interview process, formulate/select 

interview questions, and review school administrators’ desired attributes for 
the position; 

 1-2 meetings to pre-screen and select candidates to be interviewed; 
 1-2 meetings to interview/evaluate candidates, summarize data, and 

formulate commentary to be forwarded to the superintendent of schools. 
 
Committee Members - TBD 
 
Administrator KSAO (Knowledge, Skills, Abilities, Other Characteristics) Competencies 
 Child Centered Educational Philosophy 
 Demonstrated Instructional Excellence 
 Outstanding Student Management Skills 
 Outstanding Personal Qualities 
 Resourcefulness 
 Work Ethic 
 Technical Capacity 
 Team Player 
 Visibility 
 People Skills / Organizational Skills 
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STRUCTURED INTERVIEW QUESTIONS 
 
I. Personal Background: [Insert two-three questions] 3 Minutes. 

• When did you realize that you wanted to be a teacher and why? 
• Briefly describe your education – your school and your K-12 experiences. 
• As a potential role model for students, what are your best personal qualities? 

 
II. Education General Questions: [Insert 3-5 Questions] 10 Minutes. 

• If I came by your classroom at any given day and time, what types of teacher-
student interactions would I most likely observe? 

• How often do you assess student learning? 
• How do you engage students in new learning? 
• What role do you believe parents/guardians play in a child’s education? 
• Describe your grading system. 

 
III. Subject Specific Questions: [Insert 4-5 Questions] 10 Minutes. 

• What is the best way to teach vocabulary/terminology in (content area)? 
• How do you integrate Common Core literacy standards into (content area)? 
• How do you differentiate instruction and text for students with varying 

degrees of background knowledge and literacy skills? 
• How do you manage cooperative learning groups? 

 

IV. PLC Questions: 15 Minutes. 
1. I’m going to present you with four statements. Which is closest to your personal 

philosophy? “I believe all students can learn … 
• based on their ability.” 
• if they take advantage of the opportunities we give them to learn.” 
• something, but it is more important that we create a warm and caring 

environment than fixating on academic achievement.” 
• and we should be committed to doing whatever it takes to ensure all students 

learn at high levels.” 
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2. Which of these statements is closest to your personal philosophy? 
• A teacher is a professional who deserves wide-ranging autonomy regarding 

what to teach, how to teach, how to assess, and how to run his or her 
classroom. I would not presume to advise another teacher how to run his or 
her classroom and I would not be receptive to a teacher offering unsolicited 
advice to me. 

• The challenge of helping all students learn demands a collaborative and 
coordinated effort. Teachers need to stop thinking in terms of “my kids” and 
“your kids” and work interdependently to promote the success of “our kids.” 

 
3. If at the end of the first semester, you discovered that 50 percent of your 

students were failing, would it trouble you? How would you react? (Then drop the 
percentage – how about 25 percent, 15 percent, 10 percent?) 
 

4. One of your colleagues states that there is little a teacher can do to help a 
student who is just not interested in learning. Would you respond, and if so, how 
would you respond? 
 

5. Have you ever participated in a process where teachers worked together to 
establish the criteria by which they would judge the quality of student work and 
then practiced applying the criteria to examples of student work until they were 
certain they were providing consistent feedback? What is your reaction to that 
process? 
 

Do you have any questions for us? 
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TEACHER SELECTION PROCESS – SIMULATIONS 
 

I. Deficit Learners. 5-7 Minutes. 
Put yourself into this scenario: You have introduced ____________________ to your class 

and you sense that some students are struggling with these concepts. Others are 
catching on quickly. You know the students must master ____________________ before 
moving on to more complex topics. How would you specifically address this issue in 
your classroom during this specific lesson? After the lesson? 
 
II. Professional Communications. 5-7 Minutes. 

You have reviewed a child’s poor attendance, behavior, test, and quiz scores and 
have decided an immediate parent/teacher conference is warranted to address and 
remedy the problems. [Give the candidate the option to communicate via telephone 
or email. If the candidate elects to make a phone call to your number, verbally role 
play a telephonic conversation posing as an angry parent or, if email is the preferred 
communications modality, ask the candidate to write a sample email to your email 
address and role play a confrontational parent response to this request]. 
 
III. Transcript/Portfolio/Artifact Review. 5-7 Minutes. 
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CANDIDATE FEEDBACK FORM 
 
Candidate Name: _______________________________________________________________________ 
 
Interview Date and Time: _______________________________________________________________ 
 
Strength/Weakness Assessment: 
 
 Strengths Weaknesses 
 
 
 

 

 

 

 

 

 

 

 

 

Comments: __________________________________________________________________________________ 

________________________________________________________________________________________________  

________________________________________________________________________________________________ 

Admin. Signature: ________________________________________________          

Date: ________________                                                                                        

•  

 

•   
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