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This toolkit helps district, school, and charter 
management organization leaders select teachers 
and staff members for the school models of an 
Opportunity Culture, provided on 
OpportunityCulture.org. Districts that have created 
an Opportunity Culture have seen a surge of 
applications; this toolkit helps leaders adapt to a 
higher volume of applications and the chance that 
offers to become highly selective in hiring.  

The kit helps leaders screen and prioritize 
candidates for these new roles, which require new 
behaviors and skills. The toolkit covers the six core 
Opportunity Culture models. The jobs included here 
cover nearly all those of the other models shown on 
OpportunityCulture.org as well.  

If your district, school, or network uses selection 
methods not included here that you find to be very 
effective, please let our team know here.  

USING THIS TOOLKIT 
For ease of use and downloading, this toolkit walks 
users through the steps of selecting candidates for 
Opportunity Culture roles. See the overview of the 
steps in Table 1 (page 2). Each step includes a set of 
considerations, action steps, and links to relevant 
tools and resources.  

Begin using the Selection Action Checklist tool as 
soon as you being this toolkit, and use it throughout 
the process.  

In addition to detailed job descriptions for the roles 
in each school model, the toolkit also suggests 
behavioral competencies for each role. As schools 
and districts hire for Opportunity Culture roles, they 
can use these behavioral competencies—the 
behaviors needed in new roles—to place teachers 
and staff in the right roles and help them succeed. 
Schools may also use these competencies for 
development and evaluation.  

Some schools may combine school models, and in 
turn will need to alter the job descriptions and 
other materials accordingly. Schools must adapt 

these materials to fit each school setting and to 
incorporate additional selection priorities. 

For more information, see OpportunityCulture.org, 
which provides step-by-step design help and more. 
Visit often for updated materials. 

THE CRITICAL ROLE OF HUMAN RESOURCES 
IN SELECTIVE HIRING 
In many districts, the human resource office will 
oversee of initial applicant screening. Hiring 
managers from the human resources office will sort 
applicants into relevant categories so that principals 
and school-based hiring teams have the information 
they need to select the best, and best-fit, teachers 
and paraprofessionals for each Opportunity Culture 
role.  

Hiring managers who excel at this work view 
themselves as customer service providers to the 
principals. They are determined to do everything 
they can to encourage and enable early recruitment 
and selective choosing from among a well-screened 
pool. They view themselves as critical members of 
the team that will provide teaching excellence to all 
students and outstanding career opportunities and 
work environments to teachers.  

SELECTION PROCESS STEPS 
Table 1 (page 2) shows the selection process steps 
for a quick overview users can refer to as they 
design their own screening processes. We strongly 
recommend that districts and schools include the 
steps shown in gray in their selection processes; 
others are optional, and the background checks 
step can be done as desired at any point in the 
process. In the full explanation of each step, we 
include considerations to help schools and district 
leaders determine which steps are critical to select 
the most promising candidates. 

  

http://www.opportunityculture.org/
http://opportunityculture.org/wp-content/uploads/2015/04/Opportunity_Culture_Selection_Toolkit_Step_4-Public_Impact.pdf
http://opportunityculture.org/wp-content/uploads/2015/03/Selection_Action_Checklist-Public_Impact.docx
http://www.opportunityculture.org/
http://opportunityculture.org/wp-content/uploads/2015/03/Opportunity_Culture_Selection_Toolkit_Step_3-Public_Impact.pdf
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Table 1: Selection Process Steps 

 

Gray: strongly recommended 

Yellow: Recommended but optional  
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TEACHER AND STAFF SELECTION TOOLKIT 

STEPS 
STEP 1: DETERMINE SELECTION CRITERIA 
Step 1 begins with the job descriptions that can be 
used to select teachers and staff for roles in the six 
core Opportunity Culture models, and includes a 
summary of the role, responsibilities, and 
qualifications as well as suggestions about pay, 
hours, and reporting supervisor.  This step also 
includes notes about setting goals for diversity in 
the recruitment and selection process. 

Step 1 also shows the suggested behavioral 
competencies for each role. As schools and districts 
hire for Opportunity Culture roles, they should use 
these behavioral competencies—the habits of 
behavior that help predict how employees will do 
their jobs—to place teachers and staff in the right 
roles and help them succeed.  The competencies 
each include a short summary definition, suggested 
interview questions, likely red flags, and rating 
scales of increasingly effective levels of behavior.  

STEP 2: BEGIN RECRUITMENT 
Great selection starts with a great pool of 
applicants. Working with school leaders, district 
recruiters will want start the recruitment process 
early—by March, at least—and will need to clearly 
communicate the nature of the new school models, 
the roles within, and the benefits to teachers and 
students. This step is so crucial that we have 

created an Opportunity Culture Recruitment 
Toolkit, which takes readers through the process of 
successful recruiting and includes multiple tools 
districts can use. 

STEP 3: CONDUCT INITIAL SCREENING 
All schools and districts will want to pre-screen 
candidates to determine their basic fit and save 
time by screening out candidates who are ill-suited 
for these demanding roles. This step covers the 
components of a typical application, including the 
cover letter, resume, and recommendation form to 
evaluate the candidate’s alignment to the mission, 
direct relevant experience, and applicable results.  
This step may include a brief outreach call to very 
high-potential candidates or to answer very specific 
questions about an application, if needed. 

STEP 4: CONDUCT ADVANCED SCREENING 
All schools and districts will want to conduct past 
behavior event interviews to determine if a 
candidate has the underlying characteristics, or 
competencies, to excel in a particular role. Step 4 
includes basic instructions and tools for conducting 
past behavior interviews. This step also covers 
optional phone or video pre-screen interviews and 
follow-up skills demonstrations. We include the 
reference and background check in this step, 
though districts may do it any point in the selection 
process. 

 

  

http://www.gatesfoundation.org/
http://opportunityculture.org/wp-content/uploads/2015/03/Opportunity_Culture_Selection_Toolkit_Step_2-Public_Impact.pdf
http://opportunityculture.org/terms-of-use/
http://opportunityculture.org/
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