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Equal Education and Employment Opportunities M/F/D

Determining Need to Interview

(1) 18A:  Interview process can be waived; however, if more than one (1) individual contacts the school expressing interest in a position, an interview must be conducted.  When interviewing for an 18A position, follow the same guidelines established for 151B.

(2) 151B:
· Full-time:  Requires Interview Committee (See below.)

· Part-time:  Interview Committee not required.  

(3) Non P-1:  Interview committee not required.  

Determining who can be Interviewed

151B Applicants must meet the minimum requirements as outlined on the Vacancy Posting notice to be considered for an interview.


Teacher:  

MINIMUM REQUIREMENTS:  Must hold the Rank III Kentucky teaching certificate in the subject area to be taught; 

OR 

Must hold a Kentucky Statement of Eligibility in the subject area to be taught;

OR

Four years of appropriate work experience, one year of which must be in an approved long-term- care facility.

SPECIAL REQUIREMENTS:  (As indicated for specific teaching subject)

Principal:

MINIMUM REQUIREMENTS:  Must hold one of the following:

· Kentucky Vocational Principal’s Certificate or Kentucky Statement of Eligibility for Vocational Principal

· Kentucky Secondary Principal’s Certificate or Kentucky Statement of Eligibility for Secondary Principal, a valid Kentucky Certificate for Career & Technical Education, and a minimum of three (3) years teaching experience in the field of Career & Technical Education

· Kentucky Department of Education Vocational Technical School Certificate in Administration, Supervision, and Coordination (issued prior to 1988)

      OR

· Have a minimum of three (3) years of teaching experience in the field of Career & Technical Education, and has completed all coursework requirements and will receive a Kentucky Vocational Principal’s Certificate or a Kentucky Secondary Principal’s Certificate within one year of initial hire date.  

Preparing to Interview

A. Start an Interview Folder to contain all information relating to the vacancy and filling the position, including:

· Copies of Applications

· List of Applicants Interviewed

· List of Interview Committee members
· List of Interview Questions

· Rating sheets of all Applicants interviewed; however, do not keep personal notes  

B. Establish Interview Date

C. Identify Members of Interview Committee, a minimum of three (3) – 780 KAR 3:030, Section 6 …a designated interview committee composed of no less than three (3) or more than seven (7) members, … shall include:

(1) Central Office Staff member or representative,

(2) Someone knowledgeable in the field (instructor and/or Industry), and

(3) Someone from Local District.

Additional Members may include:

(4) Additional person knowledgeable in the field, either an instructor or from industry, whichever was not chosen in the top three (3)

(5) Center Principal

(6) Others deemed supportive of Technical Education and who may offer valuable input in the selection process

Screening Committee – 151B

(a) All applications must be reviewed/approved by appropriate curriculum staff member, prior to the interview.  Applications should be sent to Payroll/Personnel Officer.  Supervisor will be notified of qualified applicants (approved applications).

(b) All qualified candidates (See – Determining who can be Interviewed) for the position are to be placed on the official “Employment List”.  Center principals are encouraged to utilize a screening committee to review applications and identify those applicants that will be offered an interview.  After the closing date on the vacancy posting and all applications have been entered into the Employment List system, the Personnel/Payroll Officer will provide the official Employment List prior to interview.

(c) The Screening Committee and the Interview Committee may include some or all of the same members 

(d) During this screening process, all laid-off employees shall be considered before any applicant except another laid-off employee with more seniority who is already on the Employment List.   

Interview Committee Recommendation

· When the committee has reached a decision, all members are asked to sign the Appointment Approval form.  This is available from the Personnel/Payroll Officer.

· Committee members shall be reminded that everything said concerning the applicants and the interview shall be kept confidential.

· Only the applicant listed as # 1 is public information.

Contacting the Applicant Selected as # 1

· The # 1 recommendation of the committee must be contacted to see if he/she accepts the position and ONLY tell them that they have been recommended by the Interview Committee.

· Establish a time to complete personnel paperwork and establish Teacher Test date, if necessary.  Also, make sure that they are aware of responsibility for obtaining and/or maintaining certification and licensure that may be a requirement of the position.

· We cannot officially tell the applicant that they have the job until the paperwork has been approved at all levels in Frankfort.  THE APPLICANT CANNOT “GIVE NOTICE” TO CURRENT EMPLOYER UNTIL ALL PAPERWORK IS APPROVED/SIGNED.  At that time, the Personnel/Payroll Officer will notify the Area Technology Center Principal, who in turn will notify the applicant.

· The applicant can then give notice to his current employer.

Interview Records Retention:


Paperwork relating to all interviews shall be secured in a safe place for a period of no less than three (3) years.  

SAMPLE INTERVIEW QUESTIONS

	What do you bring to this organization?

	What do you bring to this job?

	What do you have to offer us?

	Why do you think you should get the job over someone else?

	Describe your approach/philosophy to your job.  ?

	What is your best asset or quality?

	What is your worst/biggest weakness or fault?

	What would your wife/husband, girl/boy friend say is your biggest fault?

	What things would make you leave Kentucky Tech?

	How do you react to rumors on the job?

	Where did you go to college/school?

	Why did you select the college/school you went to?

	What courses did you like best?

	What are you looking for in this job?

	What courses did you make the best grades in?

	What courses did you like least?

	What do you like best about your present job?  The least?

	If we call your former employers, what would they tell us about you?

	What words would your fellow employees use to describe you?

	How would you handle an unruly student?

	What are the most important responsibilities of a teacher?

	How have you helped your employer?

	What have you contributed to your present job?

	How long do you plan to stay with us?

	How would you describe your performance in your present job?

	Why do you want this job?

	Why do you think that you are qualified for this job?

	What is it you don’t like to do?  Why?

	What do you like to do in your spare time?

	What has been your most difficult decision?  Why?

	How would you describe yourself?

	Have you ever experienced a personality conflict?  How did you resolve it?

	Do you think you should be able to criticize management?

	OTHER JOB-SPECIFIC QUESTIONS. 


In order to be fair and without bias to any applicant, you should not ask the questions relating to the following list.  To do so is in violation of various state and federal laws concerning equal employment opportunity.  (Also See:  Guidelines for Principal Selection, KY Department of Education, January 2006) http://www.education.ky.gov/users/spalmer/October%202006%20Staffnote%20KBE%20Legislative%20Agenda%202007.pdf  
Unacceptable Pre-Employment Questions:

1. What is the nationality of your parents?

2. What is the maiden name of the applicant’s wife or mother?

3. Do not ask whether applicant intents to become a citizen of the US or any other inquiry related to any aspect of citizenship.

4. Do not ask what language the applicant reads, speaks, or writes fluently.

5. Do not ask what language is commonly used by the applicant or in applicant’s home.

6. Do not ask the name and/or address of spouse or any relative.

7. Any specific Questioning of the applicant that would indicate linkage, ancestry, national origin, or descent is prohibited.

8. You cannot ask:

a) Sex of applicant

b) Marital status

c) About dependents (children, etc…)

d) Pregnancy status

e) Sexual preference

9. You may not inquire about his/her age, date of birth, or year of graduation from high school and/or college.

10. Any inquiry into height and/or weight of applicant is prohibited. 

11. Applicants may not be told that employees are required to work on religious holidays.

12. No inquiry may be made into the religion of the applicant

13. You may not ask specifically the nationality, racial, or religious affiliation of a school they attended.

14. Do not ask about any possible physical handicaps, disabilities, workers’ compensation claims, or anything about their general medical condition. 

15. Do not ask about the financial status of the applicant.  This would include any questions about the applicant’s credit record or whether or not the applicant owns a car or home.

16. Do not inquire into membership in clubs, social fraternities, societies, lodges, or organizations that indicate the race, creed, color, religion, or national origin of its members. 
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