
 
1. Q: When should a Selection Committee be 
formed?
A: Selection Committees are to be established for 
every vacancy to be þlled by a voluntary transfer 
under Article 34 of the Agreement. This should be 
done as soon as the principal has received notiþcation 
from a teacher that his/her position will be vacated, 
if that position is determined to be ongoing.
2. Q: Who is on the Selection committee?
A: Article 34-3-1 says that teachers must make 
up at least 50% of the Selection Committee. [The 
Agreement deþnes òteacheró as being any licensed 
personnel included within the bargaining unit.] Repre-
sentation may also be included from administration, 
parents and students.
3. Q: Who decides committee representation?
A: Ideally, the size and composition of the committee 
should be determined collaboratively between the 
principal and the department, grade level or team 
affected. 
Article 34-3-1 also says at least 50% of the teacher 
members on the Selection Committee are to be cho-
sen by those teachers in the department, grade level 
or team in which the vacancy exists. 
The balance of the teacher 
representation, if any, may 
be appointed by the admin-
istrator or identiþed by a 
collaborative process.
If the department, grade level 
or team is too small to þll the 
desired number of teacher 
positions on the Selection 
Committee, other teachers 
may be chosen from related 

þelds or adjoining grade levels within the school.
4. Q: Who decides whether parents and/or stu-
dents will be involved?
A: Again, in the spirit of collaboration, that should 
be a decision made jointly by the affected teachers 
and the administration. The bottom line is that the 
principal can make that determination. However, 
many situational factors and other variables should 
be considered regarding the appropriateness of in-
volving parents and/or students. 
5. Q: WhatӚs the þrst thing the Selection Com-
mittee must do?
A: Review the needs of the vacant position and write 
or approve a job description. The job description must 
include the job title and number, job responsibilities, 
andñif necessaryñ job screening (pre-screening) 
criteria. It must also include a requirement that 
each applicant submits, with the transfer request, 
a one-page resume and a one-page statement of 
educational philosophy of education. 
If necessary, the vacant position may be advertised 
with Schedule 1, Additional Performance Positions, 
included in the job description. 

Next, the committee must deter-
mine the relative weight for 
each of the general selection 
factors (Article 34-5-3, A-E) 
below: 
• the teacher’s experience 
and/or qualiþcations related 
to the vacancy
• information obtained from 
interviews of selected can-
didates

Å evaluations and relevant              
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information in the central personnel þle
Å job requirements as speciþed in the job requi-
sition (including the job description)
Å length of service in the district. 

The relative weights must also be indicated on the 
job description. The Selection Committee should 
be prepared to inform applicants of this weighting 
upon request.
After the committee has approved the job description 
and determined the relative weights, the job descrip-
tion must be included with the job requisition that 
is submitted to the districtӚs Human Resources of-
þce. 
In general, when developing or reviewing a job 
description, consider the essential skills and expe-
riences necessary for the position. If appropriate, 
determine which skills are òrequiredó for the job and 
which are òpreferred.ó Be sure the job description 
groups those skills and experiences under each 
heading. 
Please note, òJob/pre-screening criteriaó are not 
used to judge applicants but to reduce the number 
of qualiþed applicants for any position.
An example of a job description for a þrst grade 
position could be as follows:  Requirements: Appli-
cants must have successful experience in teaching 
reading at the primary grades. Preferences: Work-
ing knowledge of, or training in, òSuccess For Alló 
or similar reading program. If the committee wants 
to limit the number of applicants and only interview 
applicants that meet speciþc criteria, it could add 
to the job description: Job/pre-screening criteria: 
At least three years experience working with multi-
ethnic, high-mobility student populations. This tells 
applicants they need not apply if they do not have 
that experience.
Understand that the type of job description the com-
mittee develops will either expand or limit the pool 
of applicants. By being too narrow or restrictive, the 
job description may overly limit selection choices.
Two important clariþcations. It is possible that a 
teacher may fail to meet a speciþc job òrequirement,ó 
but because of the relative weighting of selection 
factors (see above) given to the requirements of the 
job, the applicant may still be judged the best qual-
iþed. Secondly, òpreferredó generally means thatñall 
things being equalñany applicants fulþlling these 
criteria will be given preference in the hiring process 
over those who fail to meet these criteria. 

6. Q: Can the Selection Committee limit the num-
ber of qualiþed applicants to be interviewed?
A: Yes. This can be done in two ways. First, by es-
tablishing a job/pre-screening criteria (see above). 
Care must be taken that the job/pre-screening 
criteria not be perceived as being discriminatory, 
too narrowly focused, or tailored to þt just one ap-
plicant. If initial screening criteria are established, 
they must be clearly identiþed as such on the 
job description þled with the Teacher Employment 
Ofþce. Any teacher applying for a position, but failing 
to meet the pre-screening criteria, must be notiþed 
in a timely manner.
Second, if the committee receives more than six (6) 
qualiþed applications, it may choose to narrow the 
þeld to no less than six (6) qualiþed applicant. This 
process is optional for the committee, as it may also 
choose to interview all qualiþed applicants. How-
ever, if the committee chooses to limit the number 
of interviews, it must use the one-page resume and 
one-page statement of philosophy to narrow the þeld 
of qualiþed applicants. If it chooses to limit the num-
ber of interviews, those not interviewed must be so 
notiþed in a timely manner. 
7. Q: How does the Selection Committee deter-
mine who is hired to þll the vacant position?
A: The Selection Committee must interview qualiþed 
applicants (see above).
The contract states the committee shall base its  
decision on the weighted, selection factors. To help 
guide the committeeӚs deliberations, it is strongly 
suggested that immediately prior to beginning the 
interview process, the Selection Committee once 
again reviews these weighted factors.
Note: A probationary or temporary contract teacher 
may only be offered a voluntary transfer if he/she 
meets or exceed standards in all four performance 
areas. 
8. Q: Can the Selection Committee require ap-
plicants to provide employment portfolios or 
video tapes?
A: No. Applicants are encouraged to bring portfolios 
and other materials that may aid them, but they cannot 
be required to do so. Video tapes may not be required 
or considered by the Selection Committee.
9. Q: What does the Selection Committee do if 
verbal information from a principal contradicts 
a teacher’s evaluation(s)?



A: Under existing Jeffco arbitration decisions, a 
teacherӚs written evaluation takes precedence 
over any contradictory verbal or informal commu-
nication. Teacher evaluations are the ofþcial record 
of professional performance and should be viewed 
as such.
10. Q: Can members of the Selection Committee 
review evaluation documents?
A: By law and district policy, teacher evaluations are 
conþdential documents. Only administrators have 
the authority to review them. They may, however, 
provide a general summary to the other members of 
the Selection Committee. If some issue of concern 
is identiþed in the evaluation summary, Selection 
Committee members may want to ask the applicant 
about that during the interview process.
11. Q: Can Selection Committees schedule in-
terviews during the work day?
A: Yes, but applicants may not be denied interviews 
because they cannot (or choose not) to leave their 
current assignments to participate in the process. 
Remember, all qualiþed applicants have a right to an 
interview, and the committee  may need to schedule 
after school interview times to provide opportunities 
for all the applicants.
12. Q: What kinds of questions should the Se-
lection Committee ask?
A: Any question that directly relates to the job de-
scription is always appropriate. Remember, the 
committeeӚs seeking the best qualiþed candidate 
for this position. To achieve that goal, interviews 
should never become a guessing game between the 
applicant and the committee. DonӚt expect applicants 
to provide information that hasnӚt been requested. 
And donӚt ask open-ended questions in which only 
the committee knows the desired, hidden answers. 
Applicants canӚt read your collective minds. If there 
are speciþc attitudes or skills the committee values 
and seeks for the position, then the committee must 
determine what questions will be asked to generate 
the information it needs. 
For example, if the committee has identiþed expe-
rience in teaching whole language as a valued skill, 
it is important to ask the applicant about this directly. 
Never just expect an applicant to reveal this type of 
information when answering an open-ended ques-
tion like: òHow do you organize your classroom for 
instruction?ó He/she may well use whole language in 
the classroom, but may have left that information out 
in an attempt to keep the response brief. The bottom 

line? If an applicant fails to provide the information 
sought, and it is important to the hiring decision, then 
restate the question or try a more direct one. 
Finally, it is important that every applicant be asked 
the same basic set of questions. That does not 
mean that follow-up questions or those related to 
clarifying answers may not be asked. They may! 
But fairness dictates that all applicants be given 
an equal opportunity to respond to, and then be 
judged by, the questions the Selection Committee 
has developed.
13. Q: Are there any questions a member of the 
Selection Committee may not ask?
A: Yes. Questions should be limited to those areas 
directly related to the vacant position, as deþned by 
the job description. It is unlawful to ask questions 
about religious preference, political afþliation, an-
cestry, national origin, sexual orientation, birthplace, 
martial status, or family (children or spouse), age, 
date of birth, or even the ages of children. 
14. Q: In the interview process, can the Selection 
Committee use an interview assessment scale 
to evaluate applicants?
A: This has been a common practice in Jeffco but 
can present unnecessary problems. If, for instance, 
the scores are simply tabulated and the position is 
then given to the applicant with the highest score, 
then the process is probably invalid. Remember, it is 
the intent of the Agreement that every attempt should 
be made to make this a true consensus decision. 
When used as a part of that consensus process, 
an assessment scale could be helpful for members 
to reÿect on the relative strengths and weakness of 
the applicants. 
15. Q: What importance should the Selection Com-
mittee put on the interview “performance”?
A: As noted earlier, prior to beginning the interview 
process the Selection Committee should discuss 
the relative weight of the applicantsӚ performance  
during the interview process. While there may be a 
correlation between ones ability to interview well and 
being a good teacher, it is a weak one. The ability to 
communicate well and convincingly is a valued skill 
and an asset to successful teachers. But this ability 
must be weighed fairly against all of the other skills 
and attributes being considered. Remember, all that 
glitters is not gold!
16. Q: What happens if the committee cannot 
reach a consensus decision?
A: By contract the selection decision should be by



consensus. If that is not possible, the committee 
and principal may re-interview the top two candidates 
and again attempt to come to a consensus decision. 
If consensus cannot be reached, a majority vote 
may be tried. If a decision still cannot be reached 
by consensus or majority vote, the principal will 
make the þnal decision. 
17. Q: Does the committee have to select one 
of the applicants?
A: No. However, if an applicant believed he/she was 
qualiþed for the position and that the decision of the 
committee was arbitrary or capricious, the decision 
would be grievable. It would then be the principalӚs 
responsibility to defend the committees decision 
during a grievance hearing. Individual members 
of the committee could be called as witnesses by 
either party to the grievance. 
18. Q: When can a teacher grieve the selection 
process?
A: As noted above, a teacher can choose to þle 
a grievance if he/she believes the decision of the 
committee was arbitrary or capricious. It is also 
grievable if the Selection Committee fails to follow 
the process outlined in Article 34. 
19. Q: If no one is selected, what happens next?
A:  If time permits the position should be readver-
tised, seeking a new pool of candidates. If that is 
not possible and the position has not been þlled by 
an involuntary transfer or other direct placement, 
the principal may then hire a ònewó teacher or a 
þrst-, second-, or third-year temporary contract 
teacher.
20. Q: How long can the Selection Committee 
take to reach a decision?

A: The Agreement says only that a òtimely decision 
must be made.ó
21. Q: Are teacher members of the Selection 
Committee compensated?
A: Yes, the Agreement says members shall be given 
time off, a þnancial stipend, and/or relief from other 
duties. 
22. Q: Must each Selection Committee receive 
training before beginning this process?
A: Yes, the contract says that training is a joint re-
sponsibility of the District and the Association. At 
the very least, every school should have a desig-
nated person(s) ñone who has participated in the 
district-wide training programñtrain each Selection 
Committee. Supportive materials, like this òQ and 
Aó should be provided. Failure to properly train the 
Selection Committee could be a valid reason for 
þling a grievance. 
23. Q: What are the professional ethics involved 
in this hiring process?
A: Participation on a Selection Committee is now a 
professional right. And, with that comes important 
professional responsibilities. Foremost among them 
is the need to carry out this role as impartially and 
objectively as possible. That means that members 
of the Selection Committee should monitor their 
own process to ensure that contract rights are 
being maintained and that the process is fair and 
open for all qualiþed applicants. Finally, all Selection 
Committee members, including any parent and/or 
student members, must be cautioned that this is a 
conþdential process. Information gained through 
the hiring process should never be discussed or 
shared outside of the Selection Committee. 

Text mutually agreed to by JCEA and JPS Human Resources: 8/03 

ñ Closing thoughts ñ
Å During your selection process, think about the educational value of adding diversity to your staff. Ask if your staff looks 
like the students you teach. In too many Jeffco schools the answer is "no." We can do better! When the committee þrst 
meets, actively engage each other in a professional conversation about the importance of adding diversity to your school. 
Å Ultimately, the Selection Committee process will be judged by its openness, objectivity and fairness. Its success will be 
determined by those who participate in the process ñthose who have responsibility for ensuring compliance with the con-
tract and professional ethics. 
Å JCEA believes that Selection Committees give schools the ÿexibility they need to select the best possible applicants for 
open positions. If you have additional questions or concerns, please consult your contract and/or call your JCEA UniServ 
Director at 232-6405. 
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