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The purpose of this study was to determine the impor­

tance school administrators place on items commonly found in 
a new graduate’s credential file as they consider applicants 
for a teaching vacancy. Specifically, the study was 

designed to determine influence that personal data items and 

reference data items have on school administrators as they 
make decisions about whether or not to give teaching 

candidates further employment consideration. The variables 
of the administrators’ title, the size of the school 

district (by student enrollment) that they represented, and 

the level (elementary and secondary) of endorsement needed 
for the teaching position were examined.

An analysis of variance, chi-square, and t-tests were 

performed to determine any significant differences between 

and within groups based on the decision whether or not to 

give candidates for a teaching position further considera­
tion. The study was also designed to determine adminis­

trators’ preference regarding confidential references or 
non-confidential references, and if they desired to have an 

official grade transcript included in a candidate’s 

credential file. Data for the study were obtained through
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use of a questionnaire that was completed by 89 

administrators representing school districts in 18 states.
Findings of the study displayed that school adminis­

trators place greater importance on reference data items 

when reviewing a credential file than personal data items. 
Administrative title* school district size (by student 
population)* or level of endorsement (elementary and 

secondary) needed for a teaching vacancy did not influence 

the importance that administrators placed on credential file 

items. Confidential references were preferred and adminis­
trators desire to have an official grade transcript as part 
of a credential file.

This study seemed to display a need to work toward 

improving practices in the screening and selection of 

candidates for teaching vacancies. Also* there appears to 
be a need to explore ways to improve the quality of items 

commonly included in a credential file of a new college 
graduate.
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CHAPTER 1
INTRODUCTION

One of the most important tasks for any school adminis 
trator is to select the best qualified candidates for 

available teaching positions. Once a teaching vacancy has 

been identified and advertised by a school district, the 

hiring process will begin by inviting candidates that are 
interested to submit a letter of application and a personal 

resume. In addition, the candidates will usually provide 
the school administrator with a copy of their credential 
file. Obviously, there may be other factors that influence 

school administrators in deciding which candidates deserve 
serious consideration for employment, but the importance of 

the credential file cannot be overlooked.

A credential file is usually established just prior to 

graduation by all new graduates and will probably be used 

throughout their educational careers. The data provided in 
a credential file is valuable information used by hiring 

officials during the initial screening process. Most 

placement offices receive frequent questions from new 

graduates about the nature of their credential files and th 
references that are needed. Because school administrators 
rely heavily on the credential file in the screening
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E

process) it is important that all parties involved in the 

hiring process know what items are of greatest value.

While some school districts may be looking for appli­

cants with teaching experience) others are willing to 
consider new graduates) or beginning teachers. In either 

case) the information contained in the letter of applica­

tion) the resume) and the candidate's credential file will 
be extremely valuable in making the decision as to which 
candidates should be invited for a personal interview. 
Probably the most important of the three data sources is the 

credential file since it contains more detailed information 

about the candidate’s qualifications than the letter of 

application or the resume. As Smith <1980) observed) the 
credential file is likely to be the most important set of 
documents in the selection process.

It is important that both hiring officials and candi­

dates examine current employment practices to determine if 
any changes are needed to make the initial screening process 
more effective. Obviously) the major source of data about 

teaching candidates is the credential file. Although 

numerous studies have been conducted in the past to 

determine the status of selection procedures) there is 

always a need to determine if there have been any new 

developments in the selection process— especially the use 
being made of the credential file.
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Each school district needs a planned program to 
effectively screen candidates for teaching vacancies.

Because of the importance of selecting the best teachers, 
administrators must make selection one of the most important 
aspects of their assigned duties (Engel, 1984). Since staff 
salaries are the major portion of a district budget, the 
investment in a teacher is great.

Useful research on initial screening of teacher 

candidates is lacking. The results of this study will 

contribute to the body of information about initial selec­

tion which should be of value to new graduates, college 
faculty, school administrators, and teacher placement 
administrators.

The Statement of the Purpose 

The primary purpose of this study was to determine the 
importance school administrators place on selected items 

commonly found in a new graduate’s credential file as they 

consider applicants for a teaching vacancy. Specifically, 

the study was designed to answer the following research 
questions and test accompanying hypotheses.

Research Questions and Hypotheses 

1. As a group, how do school administrators rank the 

importance of the following items that are contained in a 
credential file of a new graduate seeking his or her first 
teaching position?
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4
Personal Data Items

— Undergraduate grade point average 

— Undergraduate courses 
— Memberships} awards, and activities
— Candidate’s statement/essay of educational goals and 

philosophy 

Reference Data Items 

— Student teaching final evaluation 

— Cooperating teacher’s narrative reference 
— University supervisor’s narrative reference 
— University faculty references 

— Building administrator’s reference 

— Previous employer’s reference.
S. As a group, what importance do school adminis­

trators place on items contained in a credential file of a 
new graduate from the University of Nebraska-LincoIn in 

determining whether or not to give the individual further 
consideration for a specific teaching vacancy?

Hypothesis; At the .01 level of significance, there is 

no difference in the importance placed on credential file 

items between and within groups of school administrators 
based on their administrative title.

Hypothesis; When giving consideration to a candidate 
for a teaching vacancy, at the .01 level of significance, 

there is no difference in the importance placed on creden­
tial file items between and within groups of school
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administrators based on the school district size that they 
represent.

Hypothesis: At the .01 level of significance, there is
no difference in the importance placed on credential file 
items between and within groups of school administrators 

based on the level (elementary and secondary) of the 

teaching vacancy a candidate has applied for.

3. As a group, do school administrators prefer 

confidential references* non-confidential references, or 
have no preference of the type of reference contained in a 
credential file of a new graduate from the University of 

Nebraska-LincoIn that is seeking his or her first teaching 
position?

. As a group, do school administrators desire an 
official grade transcript to be included in the credential 
file of a new graduate from the University of Nebraska- 

Lincoln that is seeking his or her first teaching position?

Assumptions
1. It was assumed that the preferences, practices, and 

procedures used by hiring officials in the initial screening 
of teacher candidates could be determined by their responses 
to a questionnaire.

E. It was assumed that the school administrators would 

be honest in giving their perceptions about the credential 

files of new graduates from Teachers College at the
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University of Nebraska-Lincoln and would respond accurately 
to the questions included in the survey instrument.

Limitations of the Study 
1. This study was limited to the initial screening of 

new graduates of the University of Nebraska-Lincoln by 

school administrators reviewing the credential files of 
these candidates that were seeking their first teaching 

position during the 1985-86 academic year.

E. The data used in the study were limited to informa­
tion collected through use of a questionnaire completed by 

school administrators.

Definition of Terms 
The following items were defined as follows for the 

purpose of this study:
Credential file— a collection of personal data items 

and reference data items voluntarily submitted by new 

graduates from Teachers College at the University of 

Nebraska-Lincoln in their attempt to gather information 
needed by school administrators for employment consideration 

during the hiring process of teaching candidates.

Personal data items— are the following items commonly 

included in the credential file of a new graduate from 

Teachers College at the University of Nebraska-Lincoln:
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7
— Undergraduate grade point average 
— Undergraduate courses 

— Memberships) awardsj and activities

— Candidate’s statement/essay of educational goals and 
ph ilosophy.

Reference data items— are the following items commonly 
included in the credential file of a new graduate from 

Teachers College at the University of Nebraska-Lincoln:
— Student teaching final evaluation 

— Cooperating teacher’s narrative reference 
— University supervisor’s narrative reference 

— University faculty references 

— Building administrator’s reference 

— Previous employer’s reference.

Initial screening— the preliminary screening of a 
teaching candidate by a school administrator with respect to 

the reviewing of a new graduate’s credential file.

New graduates— graduates from Teachers College- of the 
University of Nebraska-Lincoln during the 1985-Q6 academic 
year .

School administrators— the hiring officials in a school 
or school district that had been given the administrative 

responsibilities associated with the selection process of 

teaching candidates for employment.
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