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Staff Recruitment and Selection: Resources and Templates 

This document provides guidance, resources, and templates to districts to support the 
development and use of a high-quality recruitment and selection process. 

Recruitment and Selection Process 

A high-quality process for recruiting, selecting, and supporting staff ensures individuals selected 
for positions are the best fit, have the qualifications and skills necessary, and receive adequate 
support to be successful in their role. 

Components of a high-quality process include: 

• Detailed job descriptions for each role to ensure a clear understanding of position 
requirements by district staff and interested candidates. 

• Standardized process for recruitment of individuals to ensure selected individuals have 
qualifications and skills necessary for the position. 

• Standardized selection process used across all positions and schools to ensure 
equitable and effective hiring practices. 

• Individualized learning plans developed post-selection to support newly hired staff in 
developing skills necessary to fulfill their new position. 

Job Description 
The purpose of a job description is to clearly define the skillsets necessary for the position and 
identify corresponding responsibilities. Descriptions should provide sufficient information to 
allow candidates to reflect on their previous experiences, determine how experiences align with 
the responsibilities of the position, and determine if the position is one they would enjoy doing. 
Accurate and detailed job descriptions result in attracting candidates who are better matched to 
the role and have a mutual interest in the position. 

Developing a job description for every position in a district takes time and requires the 
involvement of individuals who have a good understanding of the responsibilities required of 
each position. 

To write a detailed job description: 

• Identify who within the district has an accurate understanding of the role and include 
them in the development process. 

• Clearly define the responsibilities of the position. 
• Use the defined responsibilities to write the skillsets. Ask yourself “What are the skills 

needed for a person to do these things?” Skills should reflect what people need to know 
to do the job and should not mirror what is written for responsibilities. 

Recruitment 
The process for recruiting staff falls on a continuum from formal to informal. The level of 
formality necessary for recruitment will depend on the position.
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Formal recruitment typically includes a Human Resource generated job description which is 
posted on the website and potentially other employment search sites. Postings address the 
required legal components, including Title IX non-discrimination/equal employment opportunity 
statements. External and internal candidates are typically considered. The district may also 
choose to use additional marketing and recruitment strategies (e.g., job fairs) to attract potential 
candidates. 

Informal recruitment includes the use of a job description; however, an official job posting is not 
needed. Although the job description is informally used and legally, does not need to include 
equal employment opportunity statements, it is good practice to consider this when recruiting 
and selecting staff. Only internal staff are considered for the position. District leaders and 
administrators use the job description to generate a list of existing staff to consider and who are 
believed to be a good fit for the position. 

Interview/Selection Protocol 
A formal interview or selection protocol can be used as part of the process for identifying 
candidates who are best fit for a given position. Dependent on the number of applicants, some 
positions will include a screening process to narrow the field of candidates, prior to the use of a 
formal protocol. Once the pool of candidates to consider has been solidified, a formal protocol is 
used. 

When developing a protocol, three types of questions should be included: 

• Role-specific questions 
• Performance assessments 
• General questions 

Role-specific Questions 

Role-specific questions are the most frequent type of questions included in an interview 
protocol. These questions are used to identify the degree to which the candidate has the 
knowledge and skills needed specific to the position. 

Performance Assessment 

Performance assessments provide candidates an opportunity to demonstrate their knowledge, 
skills, and abilities specific to the position they are being considered for. Performance 
assessments give interview teams a higher level of confidence that candidates have the skills 
necessary for the position. 

Performance assessments include the use of assignments, role plays, and scenarios. When 
designing an interview protocol, consider including a variety of performance assessments, to get 
a complete picture of the knowledge, skills, and abilities of the candidate. 

Assignments 

Assignments provide an opportunity for candidates to demonstrate the required skills for the 
position they are being considered for. 
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Prior to the interview, an assignment is provided to the candidate with a submission deadline 
prior to the date of the interview. The assignment should be something the person, if selected, 
would be expected to do. Completed assignments are shared with the entire interview team to 
review before the face-to-face interview. 

During the interview, there is an opportunity to discuss the assignment and for the interview 
team to provide feedback. Candidates should be provided approximately ten minutes at the end 
of the interview, right before asking for general questions, to discuss their assignment. It is 
recommended to wait until the end of the interview to discuss the assignment to ensure there is 
enough time to get through the entire interview. This also provides an opportunity to see if the 
candidate reflects on earlier portions of the interview and incorporates that into the discussion of 
the assignment. 

Role Play 

Role plays provide opportunities to see how candidates respond in real life situations and 
provides an opportunity to see how the candidate responds to specific feedback.  Providing 
feedback at the end of the role play provides the interview team with an understanding of the 
degree to which the candidate is receptive to feedback and if the candidate can incorporate new 
learning into subsequent portions of the interview. 

When using a role play as part of selection: 

• Begin by having the interviewer read a real-life scenario aloud and identify which 
individuals will be playing each role. 

• The interviewer says, “I will give you a few moments to re-read the scenario and collect 
your thoughts before we begin. Just let me know when you are ready.” 

• When the candidate is ready, the interviewer begins the role play. Several minutes are 
allotted for the role play, to ensure there are multiple opportunities to observe the 
candidate authentically responding to the situation. 

• To end the role play, the interviewer will bring the role play to a natural conclusion and 
then says something, so the interviewee knows it has ended (e.g., scene). 

• Members of the interview team provide feedback, with the interviewer participating in the 
role play being last, to ensure that individual has time to listen to formulate their own 
feedback. 

• Both affirmative feedback and feedback for what could have been done differently 
should be provided. 

• Watch and listen to determine the level of receptivity to the feedback. 

If the candidate seems defensive when receiving feedback (e.g. argues, uses closed body 
language, laughs it off as a joke), the interview team should seriously consider not moving 
forward with selection. When individuals are not receptive to feedback, it could indicate that they 
lack a growth mindset, are not willing to take ownership when they make a mistake and are not 
open to learning. An interview team should seriously consider if it is worth the potential adaptive 
challenges to select someone who is not receptive to feedback. 

Scenario 

A scenario is a written, real life situation that has occurred in the past, could happen again, and 
is specific to the role. Scenarios are used as part of a role play or can be used independently. 
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When used on their own, written scenarios provide candidates with an opportunity to process 
and plan for how they would respond to a given situation. 

Many people are hesitant to provide a lot of verbiage for a scenario; however, it is necessary to 
provide sufficient details and context. By providing context, the candidate will be better equipped 
to provide a detailed and specific response for how they would address the situation. At the end 
of the scenario, include the question you want the candidate to respond to. 

Consider providing the candidate with a copy of the scenario so they can read, underline, or 
even jot down a note or two before answering. Before the candidate leaves, be sure to collect 
their copy. 

After the candidate has responded to the question at the end of the scenario, provide an 
opportunity for interviewers to ask follow-up questions, especially if the candidate either didn’t 
provide a lot of specificity or took the scenario in a different direction. 

General Questions 

General questions are typically included at the end of the interview process. These include 
questions like, “Tell us about why you believe you would be a good fit for the position” or “What 
questions do you have for us?” General questions are an opportunity for candidates to provide 
information that was not covered during the interview process and ask questions they need 
answered in order to be confident that the position is a good fit. 

Individualized Learning Plans 
As a result of the selection process, the individual who is chosen to fulfill the position is provided 
an individualized professional learning plan. Specific activities within the individualized plan are 
developed to address any learning needs identified during the selection process. Use of an 
individualized learning plan is intended to increase the selected individual’s knowledge, skills, 
and abilities, increasing their success in the new position. 

Each activity identified in the learning plan should include a description of the activity, the need 
it addresses, the timeline for completion, who will support the learning, and what additional 
preparation is required of newly selected staff prior to engaging in the activity. 

Position specific learning plan templates can be developed which include a menu of options for 
professional learning activities specific to the position. These templates would be used as a 
starting point for developing individualized plans based on needs identified through the selection 
process. Proactively developing position specific learning plan templates makes the 
development of individualized plans more efficient. 
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Appendix A: Committee Audit Template 

The purpose of this document is two-fold: (1) to determine if opportunities exist to leverage 
committee and team structures to support the use of an MTSS framework; (2) to create 
efficiencies by consolidating the number of committees supporting the use of educational 
innovations (practices, programs, initiatives, assessments, etc.). 
Table A1. Record information for each committee/team in the fields below. 

Committee/Team/Work 
Group 

Purpose/Expected 
Outcome 

Staff Involved School 
improvement 
related goal 

Priority 
1=low 
5=high 

    
 

    
 

    
 

    
 

Look at your committee audit… 

• Committees without a clear purpose, clear outcome, or direct relationship to the district 
improvement plan should be eliminated or modified. 

• Committees that share a common purpose or common outcome should be combined. 
• Clarifying these items should strengthen committees that have an unclear purpose or 

outcome. 
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Appendix B: Recruitment and Selection Process Template 

This document is a general template that can be used by executive leaders to guide the 
recruitment and selection of any role or position. This template should be used to develop 
recruitment and selection processes specific to each role. 

Recruitment 
There are two options for recruitment of staff. One option is the development of a job posting, 
aligned to the job description for the role, followed by an application process. 

The second option is identifying existing staff who possess the necessary qualifications and 
skills outlined in the job description, have adequate time to complete responsibilities and may be 
interested in the role. 

[Document the option that will be used for recruitment, as well as any additional guidelines for 
how staff will be recruited for the role] 

Selection 

There are two options for selecting staff. One option is to interview each candidate, using a set 
of standard questions to examine the candidate’s strengths and areas needing further learning 
and practice. Standard interview questions include role-specific questions, a performance 
assessment (e.g., role play, scenario, assignment) with feedback, and general questions to 
gauge interest and ensure mutual understanding of the role. 

The second option is to have a formal conversation with the candidate(s) to discuss the role, 
answer any questions, and secure a mutual commit to fulfill the role. 

[Document the option that will be used for selection, as well as any additional selection 
decisions. If candidates will engage in an interview process, develop and include the standard 
set of interview questions to be used] 

Post-Selection 

Following selection, staff will need additional support to ensure they have the skills necessary to 
fulfill the role. An individualized learning plan is developed to address the professional learning 
needs of the candidate identified during selection. The plan should include a description of 
professional learning activities, timelines for completion, individuals assigned to support, and 
preparation required. 

[Develop a general learning plan with options for professional learning activities specific to the 
role and link to this document. This plan will used as a template and individualized based on 
needs identified through the selection process] 
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Appendix C: Selection Questions 

Selection questions should include a variety of role-specific questions, a performance 
assessment (e.g., role play, scenario, assignment) with feedback, and general questions to 
gauge interest and ensure mutual understanding of the role. 

1. District Infrastructure: A key component for high-quality MTSS implementation that is 
scalable and sustainable is ensuring a district has structures, processes and 
procedures.” Define what you believe to be necessary district structures, processes and 
procedures to support MTSS implementation. 

2. District Infrastructure: Identify the benefits and potential risk of a district standardizing 
the process for MTSS implementation and schools contextualizing their implementation 
of MTSS. 

3. District Infrastructure: It is critical for effective teams to support implementation efforts. 
Your district has a District Implementation Team to support implementation effort and 
schools will have / leverage a School Leadership Team to support implementation. What 
are the differences between the focus of a District Implementation and a School 
Leadership Team? 

4. Behavior: You are working with the staff to develop an acknowledgement system that 
would reward them for demonstrating expected behaviors. A teacher asks, “Why are we 
rewarding students for doing things they should just do anyway? They shouldn’t need a 
reward to follow expectations.” How would you respond? 

5. Behavior: How do you see PBIS connecting at a school level with other initiatives like 
restorative practices, school or community-based mental health, and bully prevention? 

6. Reading: Define scientifically valid reading practices and scientifically invalid reading 
practices. 

7. Reading: Describe the similarities and differences between early reading skills 
compared to adolescent reading skills. 

8. General Coaching: Outline why emphasizing systems-level coaching for both district 
and school teams is necessary to support use of the components of an integrated 
behavior and reading MTSS framework. 

9. District Coaching: Identify the strategies you would use to ensure effective and on-
going communication related to the district’s capacity to effectively support MTSS 
implementation across schools. 

10. School Coaching: Identify some indicators that a School Leadership Team needs more 
intensive coaching support in conducting effective team meetings. Describe the 
strategies you would use to coach the team. 

11. School Coaching: Communication between the School Leadership Team and the rest 
of the staff is always a challenge. Outline strategies you would model for the School 
Leadership Team and the rest of the staff to ensure on-going communication related to 
MTSS implementation efforts. 
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12. District MTSS Role-Play: 
a. Directions: Interviewer reads the following scenario aloud and identifies who will 

play each role. After reading the scenario, provide individuals time to re-read and 
collect their thoughts before beginning the role play. Following the role play, 
feedback is to be given to the individual who might be selected to be the 
Coordinator. 

b. Scenario: You are attending a school-level data review session where School 
Leadership Teams are reviewing school-level out and fidelity data for both the 
behavior and reading MTSS components. One of the teams identifies from the 
data there is an increase in behavior incident referrals during the school-wide 
reading instructional block. The team wants to know what activities would be 
generated to adequately address the need. What would you suggest? 

c. Roles: Coordinator and School Leadership Team member(s) 
13. School MTSS Role-Play: 

a. Directions: Interviewer reads the following scenario aloud and identifies who will 
play each role. After reading the scenario, provide individuals time to re-read and 
collect their thoughts before beginning the role play. Following the role play, 
feedback is to be given to the individual who might be selected to be the coach. 

b. Scenario: During grade level team meetings, the teachers are reviewing SWIS 
data and have noticed increases in student misbehavior during the reading 
instructional block. The teachers turn to you and ask, “Why is this happening and 
what can we do to remedy the situation?” How do you respond? 

c. Roles: Coach and School Leadership Team member(s) 
14. School Reading Role-Play:  

a. Directions: Interviewer reads the following scenario aloud and identifies who will 
play each role. After reading the scenario, provide individuals time to re-read and 
collect their thoughts before beginning the role play. Following the role play, 
feedback is to be given to the individual who might be selected to be the coach. 

b. Scenario: A principal says, “I hear all MiMTSS TA Center partners have to adopt 
a basal reading program.” You dispel that myth; however, you have seen the 
school and the district-wide elementary reading data and you suspect an issue 
with the quality of the core reading curriculum materials that are being used to 
teach the state standards. You decide to talk to the principal in greater detail 
about what you suspect the issues are with the quality of their core reading 
materials and provide some suggestions for next steps. Identify common issues 
and suggestions for addressing those issues. 

c. Roles: Coach and Principal 
15. General: Given what you have learned thus far about the position, what areas do you 

feel are needed areas for additional professional learning? 
16. General: What questions do you have for us? 
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Appendix D: Individualized Learning Plan Template 

This appendix provides a general template to be used by districts to guide the development of 
an individualized learning plan for any role or position. 

Professional learning resources and activities for developing knowledge and skills in an MTSS 
framework can be found in Appendix D. 

[Insert Role] Individualized Professional Learning Plan 
Name: 

Date: 

Professional Learning Topic/Need 
� Professional Learning Activity (by: ________) 
� Professional Learning Activity (by: ________) 
� Professional Learning Activity (by: ________) 
� Professional Learning Activity (by: ________) 

Individual(s) assigned to support the learning: _____________________ 

Professional Learning Topic/Need 
� Professional Learning Activity (by: ________) 
� Professional Learning Activity (by: ________) 
� Professional Learning Activity (by: ________) 
� Professional Learning Activity (by: ________) 

Individual(s) assigned to support the learning: _____________________ 

Professional Learning Topic/Need 
� Professional Learning Activity (by: ________) 
� Professional Learning Activity (by: ________) 
� Professional Learning Activity (by: ________) 
� Professional Learning Activity (by: ________) 

Individual(s) assigned to support the learning: _____________________ 

Professional Learning Topic/Need 
� Professional Learning Activity (by: ________) 
� Professional Learning Activity (by: ________) 
� Professional Learning Activity (by: ________) 
� Professional Learning Activity (by: ________) 

Individual(s) assigned to support the learning: _____________________ 
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Appendix E: Professional Learning Resources and Activities 

Resources and activities listed below are organized by professional learning needs specific to 
an MTSS framework. Consider these activities, as well as others, when developing 
individualized or differentiated learning plans related to MTSS. 

Multi-Tiered System of Supports 
● View the “MTSS Practice Profile Navigation” recorded module on the MiMTSS 

YouTube channel 
● Read the MDE MTSS Practice Profile.  Note similarities between the practice profile 

and District Capacity Assessment. 
● Access the MiMTSS Technical Assistance catalogue and review the technical 

assistance offerings aligned with the professional learning need. 

District Implementation Infrastructure 
● Deepen Knowledge of District Capacity Assessment (DCA) by review the District 

Coaching Concepts and Methods and corresponding DCA items for each concept 
● Access the “Universal Supports for District Implementation Teams” playlist on the 

MiMTSS YouTube channel and view recorded modules for each of the components 
of the district implementation infrastructure 

● Access modules, lessons, and short courses to learn more about implementation 
science and the component of a district implementation infrastructure on the National 
Implementation Research Network Active Implementation Hub 

Behavior Components of MTSS 
● Follow the steps for creating an on-line account for EduPaths. Independently access 

the following on-line modules:  
o Overview of School-wide Positive Behavioral Interventions and Supports  
o Identifying and Defining School-wide Behavioral Expectations 
o Teaching Behavior Expectations 
o Monitoring Behavior 
o Acknowledgements: Why? 
o Acknowledgements: How?  
o Sustaining School-wide PBIS Implementation 
o An Overview of the School-wide PBIS Tiered Fidelity Inventory 
o Facilitating the SWPBIS TFI 
o SWPBIS TFI: Tier 1 
o SWPBIS TFI: Tier 2 
o SWPBIS TFI: Tier 3 

● Access the following playlists on the MiMTSS YouTube channel: 
o Coaching School-wide PBIS Implementation: Critical Features Checklists 
o Classroom PBIS 
o Behavior Interventions in the Classroom (e.g., classroom strategies) 
o Check-In, Check-Out 
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● Review example products from Tier 1 School-wide PBIS and use the critical features 
checklist to practice providing feedback 

Reading Components of MTSS 

Science of Teaching Reading 

• An online module “The Science of Reading and Evidence-Based Literacy Practices” 
from the Pennsylvania Training and Technical Assistance Network (PaTTAN) 

• Literacy Brief, “Learning to Read: The Simple View of Reading” from the National Center 
on Improving Literacy 

• A video on “Examining Language and Literacy” with Dr. Sharon Vaughn, University of 
Texas Austin through the National Center for Systemic Improvement 

• A guide “Foundational Skills to Support Reading for Understanding for Students in 
Grades K-3: Practice Guides Summary” an Educator Practice Guide from WWC 

Content Area Reading Strategies and Engagement 

• Access the following playlists on the MiMTSS YouTube channel: 
o Text Summarization 
o Explicit Vocabulary Instruction 

• School Leader’s Guide to Tackling Attendance Challenges by Jessica Sprick and Randy 
Sprick 

• A guide “Preventing Dropout in Secondary Schools” an Educator Practice Guide from 
WWC 

School-wide Reading Model (Elementary and Secondary) 

• Access the following playlists on the MiMTSS YouTube channel: 
o Tier 1 Elementary School-wide Reading 
o Tier 1 Reading Components of MTSS Framework: School Leadership Team 
o Tier 1 Reading Components of MTSS Framework: Coaching Support Session 

• Follow the steps for creating an on-line account for EduPaths. Independently access the 
following on-line modules:  

o The Reading Tiered Fidelity Inventory (R-TFI) Overview version 2 
o Facilitating the R-TFI Version 2 
o R-TFI Tier 1 Part 1: Elementary and Secondary 
o R-TFI Tier 2 Part 2: Items Unique to Elementary 
o R TFI Tier 1 Part 3: Items Unique to Secondary 
o Reading Tiered Fidelity Inventory Advanced Tiers 

Coaching Foundational Skills 
• Access the Coaching Foundational Skills section of the MiMTSS website 

o View the “Coaching Foundational Skills” playlist on the MiMTSS YouTube 
channel  

o Practice applying these skills using the additional resources on the website, 
including the skill cards, observational checklists, and role play scenarios 

  

https://www.pattan.net/Videos/MTSS-The-Science-of-Reading-and-Evidence-Based-Lit
https://improvingliteracy.org/brief/learning-read-simple-view-reading
https://ncsi-library.wested.org/resources/28
https://ies.ed.gov/ncee/wwc/Docs/practiceguide/wwc_found_reading_summary_051517.pdf
https://ies.ed.gov/ncee/wwc/Docs/practiceguide/wwc_found_reading_summary_051517.pdf
http://www.ascd.org/publications/books/118037.aspx
https://ies.ed.gov/ncee/wwc/PracticeGuide/9
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URLs Used in Document  

● “The Science of Reading and Evidence-Based Literacy Practices” 
(https://www.pattan.net/Videos/MTSS-The-Science-of-Reading-and-Evidence-
Based-Lit) 

● “Learning to Read: The Simple View of Reading” 
(https://improvingliteracy.org/brief/learning-read-simple-view-reading) 

● “Examining Language and Literacy” 
(https://ncsi-library.wested.org/resources/28) 

● “Foundational Skills to Support Reading for Understanding for Students in Grades K-
3: Practice Guides Summary” 
(https://ies.ed.gov/ncee/wwc/Docs/practiceguide/wwc_found_reading_summary_051
517.pdf) 

● School Leader’s Guide to Tackling Attendance Challenges 
(http://www.ascd.org/publications/books/118037.aspx) 

● “Preventing Dropout in Secondary Schools” 
(https://ies.ed.gov/ncee/wwc/PracticeGuide/9) 

 

Michigan’s MTSS Technical Assistance Center is funded by the  
Michigan Department of Education and the U.S. Department of Education,  

Office of Special Education Programs. 
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https://improvingliteracy.org/brief/learning-read-simple-view-reading
https://ncsi-library.wested.org/resources/28
https://ies.ed.gov/ncee/wwc/Docs/practiceguide/wwc_found_reading_summary_051517.pdf
https://ies.ed.gov/ncee/wwc/Docs/practiceguide/wwc_found_reading_summary_051517.pdf
http://www.ascd.org/publications/books/118037.aspx
https://ies.ed.gov/ncee/wwc/PracticeGuide/9
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