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Introduction:
I wanted to provide all principals and lead teachers a quick and easy guide to the hiring process for OIEP.  This manual will guide you through all of the pieces of the hiring process for OIEP.  I hope you find it helpful.
Who are the contacts for personnel questions?
Everything regarding the hiring of any employee goes through the Assistant Director of Administrative Services.  However, there are others who can help you when you have questions:
For all questions regarding full-time employees contact Rhonda Mahan at rmahan@access.k12.wv.us.  Also, send any materials regarding full-time employees to Rhonda Mahan.
For any questions regarding part-time employment contact Vickie Rose at lvrose@access.k12.wv.us.  Also, send any materials regarding part-time employees to Vickie Rose.
What do I do when I have a vacancy?
When a vacancy occurs at the school level, the following steps need to occur in order to fill the vacancy as soon as possible:
1. Email or call the assistant director of administrative services of the details of the vacancy.
2. Within three days of notice of separation, forward a completed personnel action form (PAF) to the Office of Institutional Education Programs.  This letter must contain documentation of the separation from employment.  A letter of resignation, a retirement letter or letter of termination will suffice.
3. If the position is to be refilled, you must also send a completed personnel request form (PRF) to the Office of Institutional Education Programs.
4. The assistant director of administrative services will prepare the job posting and secure the proper signatures required for the PRF and PAF to go to the state auditor’s office.  The Office of Human Resources shall advertise position announcements via the West Virginia Department of Education’s website and appropriate print sources.  OIEP will post positions via the West Virginia K-12 job bank.  All career and technical education positions will also be posted with Workforce West Virginia.  All job announcements shall be emailed to the OIEP listserv in order for the principal or lead teacher of each institution to post the announcement in each school for all staff to view.
5. All positions may be reopened if there are no qualified candidates for the position.
6. Positions re-advertised shall be posted for a minimum of ten (10) calendar days and will be reposted until the position is filled.  Prior to re-advertisement, the Superintendent may make changes to the job description deemed necessary to recruit qualified candidates.
7. When a position announcement closes, the Office of Human Resources shall send all applications to the assistant director of administrative services for screening.
How does one apply for a position with the Office of Institutional Education Programs?
The only way for someone to officially apply for a job with the Office of Institutional Education Programs is to send an application to the Office of Human Resources before 4:00 p.m. on the day of a position announcement closing.  An email to our office or an email to a building level administrator does not constitute a formal application and in the future these will be denied.

How are applicants screened at the central office level?

1. The assistant director of administrative services shall screen all applicants on the basis of the job requirements listed in the position announcement.  If there are no qualified applicants based on the position announcement, the positions may be re-advertised.  The assistant director or designee shall notify the Office of Human Resources if a reposting is necessary.
2. Applicants who meet the specified criteria in the position announcement shall be granted an interview.
3. The assistant director of administrative services shall notify the principal or lead teacher of the qualified applicants, and the Principal or Lead Teacher of each school shall notify the selected candidates and develop an interview schedule.  An email shall be sent to the assistant director of administrative services indicating which candidates have been scheduled for interviews.  If an approved applicant is not interviewed, the principal or lead teacher shall email the assistant director of administrative services the reason an approved applicant does not interview.
4. All secretarial and accountant applicants are required by West Virginia Department of Education Policy to pass a typing test at 55 words per minute.  If this cannot be satisfied prior to an interview, applicants shall be immediately disqualified.
5. Applicants who do not meet the specified criteria in the position announcement will not be granted an interview.  The Office of Institutional Education Programs shall notify all disqualified applicants in writing. 

What is the interview process for the Office of Institutional Educational Services?

1. All applicants shall be interviewed by a committee of no less than three persons.  This committee must be approved by the assistant director no less than five days prior to the interview.
2. The committee shall be chaired by the school principal or lead teacher for field positions and the Superintendent or assistant director for central office positions.  The chairperson is responsible for setting up the interview schedule, securing all necessary interview paperwork, checking references and maintaining security and confidentiality of all interview materials and paperwork.
3. Each interview committee shall develop interview questions jointly. 
4. Each interview committee shall use the standardized forms provided by the assistant director.
5. Upon completion of the interview, the matrices shall be scored and the committee shall recommend the most qualified applicant for the position or recommend that the position be reposted in the absence of a qualified applicant.  The chairperson shall make said recommendation to the assistant director.
6. The assistant director or Superintendent may approve the recommendation or submit the recommendation or require additional documentation from the committee chairperson.
7. If the recommendation is approved the assistant director or superintendent will instruct the committee chairperson in regards to notification of the recommended applicant.
8. The assistant director shall notify all applicants not recommended for employment in writing.

What is the employment process for new hires with the Office of Institutional Education Programs?

1. The principal or lead teacher shall be responsible for drafting the personnel action forms and securing all interview documentation for new employees post-interview.  The following pieces of information must be obtained before a personnel action form can be processed:
a. Interview matrix
b. Copy of certifications
c. Salary computation
d. Fingerprints (Unless an applicant was fingerprinted within the last year by a county or other state agency, the applicant must be fingerprinted.)
e. Completed experience form(s).
f. Reference Check Form
2. Selected applicants shall submit to a criminal background check and shall complete a Criminal Identification Bureau card and submit their fingerprints.
3. The assistant director is responsible for securing the necessary signatures on the personnel action form.
4. Once the personnel action form is approved as described in 5.6.4, a start date is assigned and the assistant director shall contact the superintendent, principal or lead teacher to arrange for the applicant to begin employment.  The actual start date of the employee may be after the assigned start date, but it shall not be before the start date assigned by the State Auditor.
5. The assistant director or superintendent shall notify the approved applicant in writing.
6. The assistant director shall ensure that an employment packet is sent to school prior to an applicant’s first day of employment.
7. The principal or lead teacher is responsible to ensure that the employee completes the employment packet and send in the required information to begin employment for all school employees.  The Office of Human Resources ensures that this process occurs for new central office employees.

Section II: Certification Process 
Listed below are all of the various types of certification forms available at the West Virginia Department of Education’s web site.
It is important to remember that a new employee has 90 days per state board policy to obtain certification or permit in the area of certification required by the job posting.
All certification documents and questions should be forwarded to Vickie Rose.  Her email is lvrose@acess.k12.wv.us.

	Applications for Professional Certification

	Form 20-T
	Initial Teacher Certification
	Use this form when applying for certification upon completion of teacher preparation program from a regionally accredited institution of higher education. 
	$25.00 Processing Fee
First Time Applicant? Click Here!
Need Transcripts? Click Here!

	Form 20-S
	Initial Student Support Certification
	Use this form when applying for certification as a Counselor, School Nurse, Speech-Language
Pathologist, School Psychologist, or Athletic Trainer. 
	$25.00 Processing Fee
First Time Applicant? Click Here!

	Form 19
	Professional Administrative Certification
	Use this form when applying for initial certification or renewing a certificate endorsed as Principal, Superintendent, or Supervisor of Instruction. 
	$25.00 Processing Fee
First Time Applicant? Click Here!

	Form 4
	Renewal of Professional Teaching/Student Support Certificate
	Use this form when applying for the renewal or conversion of your Professional Teaching and/or Student Support Certificate.
Questions about renewal requirements? 
	$25.00 Processing Fee

	Form 4B
	Out of State Character Recommendation
	Use the Form 4B to obtain a character recommendation from a person other than a WV County Superintendent. If you are employed in a educational setting, please obtain the recommendation of your immediate supervisor. However, if you are not employed in an educational setting, you can obtain a recommendation from an employer or community leader. 
	 

	Form 8 
	Additional Endorsements
	Use this form to apply for an additional endorsement gained by completion of an approved program or to add an endorsement listed on a certificate issued by another state. Use to request a Duplicate Certificate. 
	$25.00 Processing Fee

	Form 9
	Duplicate Certificate and Name-Change Request
	Use this form to request a duplicate certificate with seal or to update name/address and request a duplicate certificate with seal.
	$25.00 Processing Fee

	Applications for Alternative Certification

	Form 25 
	Alternative Certification
	Use this form to apply for an Alternative Teaching Certificate upon employment in WV county school system and enrollment in a WVBE-approved alternative route to teacher certification.
	$25.00 Processing Fee
First Time Applicant? Click Here!

	Form 25T 
	Alternative Certification
"Transition to Teaching"
	Upon employment in a WV county school system, use this form to apply for an Alternative Teaching Certificate and to verify commitment as a selected Transition to Teaching participant. The county will forward to WVDE. 
	$25.00 Processing Fee
First Time Applicant? Click Here!

	Form 26 
	Alternative Route to Content Endorsements for Special Educators
	Use this form to apply for a content endorsement OR to request enrollment in the WVDE-sponsored alternative route to content endorsements for special educators. 
	$25.00 Processing Fee
First Time Applicant? Click Here!

	Applications for Permits & Authorizations

	Form 1 
	First-Class/Full-Time Permits & Out-of-Field Authorizations
	Use this form to apply for a Permit or Authorization AND to verify commitment to enroll or verification of enrollment in an approved program. 
	$25.00 Processing Fee
First Time Applicant? Click Here!

	Form 2 
	Substitute Permits
	Use this form to apply for Substitute Permit after completing training through a RESA and being offered employment by a West Virginia County school system. 
	$25.00 Processing Fee
First Time Applicant? Click Here!

	Form 38
	Temporary Authorizations
	Use this form when applying for a Temporary Authorization endorsed in Audiologist for Screening and Evaluations, Licensed Psychologist for Test Administrations & Interpretation, Work-Based Learning Coordinator, Career Major Introductory Courses, ROTC, Alternative Education, Chief School Business Official, School Nutrition Director, Jobs for West Virginia Graduates, Cultural Enrichment, or Reading Authorization 
	$25.00 Processing Fee
First Time Applicant? Click Here!

	Form 39
	Coach, Athletic Trainer, Limited Football Trainers
	Use this form to apply for or renew an Authorization endorsed as a coach, athletic trainer, or limited football trainer.
	$25.00 Processing Fee
First Time Applicant? Click Here!

	Form 42
	Permanent Authorizations
	Use this form to apply for Permanent Authorization for Middle Childhood or to extend the grade levels of a current endorsement area, as permitted by WVBE Policy 5202.
	$25.00 Processing Fee

	Applications for Advanced Salary, Salary Supplements, and 
Tuition & Fee Reimbursements

	Form 12
	Advanced Degree and/or Advanced Salary
and/or
National Board For Professional Teaching Standards (NBPTS) Salary Supplement
	Use this form when applying for recognition of hours completed towards an advanced degree or salary or when requesting recognition of certification through the National Board for Professional Teaching Standards. 
	$25.00 Processing Fee
INFORMATION SHEET IS REQUIRED WITH FORM 12.

	Form 35
	Moving Expense Reimbursement
	Use this form when applying for reimbursement of fees associated with a move after employment has ceased in a West Virginia County due to reduction in force and you have been hired in another West Virginia County. 
	It is required a W-9 tax form available through the IRS accompany this form.
No processing fee is required.
INFORMATION SHEET IS REQUIRED WITH FORM 35.

	Form 36
	Tuition Reimbursement
	Use this form when applying for reimbursement of fees associated with coursework taken for the renewal of a certificate or for course taken towards the completion of a program in a verified shortage area. 
	It is required a W-9 tax form available through the IRS accompany this form.
No processing fee is required.
INFORMATION SHEET IS REQUIRED WITH FORM 36.

	Form 37
	National Board Fee Reimbursement
	Use this form when applying for reimbursement of fees associated with completing National Board for Professional Teaching Standards certification. 
	It is required a W-9 tax form available through the IRS accompany this form.
No processing fee is required.
INFORMATION SHEET IS REQUIRED WITH FORM 37.

	Form 33
	ASHA, NBCC, WVBEC, NASP, or NBCSN Enrollment & Completion Fee Reimbursement


	Use this form when applying for reimbursement of fees associated with completing ASHA, NBCC, WVBEC, NASP, or NBCSN certification.
	Applications received in the Office of Professional Preparation by the annual deadline of September 15 will be processed after September 15 of that year. Applications received between September 16 and December 31 will be denied. Applications may be submitted between January 1 and September 15 of each year.
The fee reimbursement is not awarded on a first-come, first-served, basis. Selection is made based upon official ranking criteria. Please refer to information in the application concerning these ranking criteria. No applications will be processed until after September 15 of the year.
It is required a W-9 tax form available through the IRS accompany this form.
No processing fee is required.
INFORMATION SHEET IS REQUIRED WITH FORM 33.

	Form 43
	Salary Supplement for ASHA, NBCC, WVBEC, NASP, or NBCSN Board Certification


	Use this form when applying for the salary supplement associated with certification through ASHA, NBCC, WVBEC, NASP, or NBCSN. 
	Applications received in the Office of Professional Preparation by the annual deadline of September 15 will be processed after September 15 of that year. Applications received between September 16 and December 31 will be denied. Applications may be submitted between January 1 and September 15 of each year.
The salary supplement is not awarded on a first-come, first-served, basis. Selection is made based upon official ranking criteria. Please refer to information in the application concerning these ranking criteria. No applications will be processed until after September 15 of the year.
$25.00 Processing Fee
INFORMATION SHEET IS REQUIRED WITH FORM 43.

	Form 44
	ASHA, NBCC, WVBEC, NASP, or NBCSN Certification Renewal for Salary Supplement
	Use this form when applying for renewal of a previously awarded Salary Supplement for ASHA, NBCC, WVBEC, NASP, or NBCSN.

A copy of the board certificate reflecting the current board certification expiration date MUST accompany this application. 
	$25.00 Processing Fee
INFORMATION SHEET IS REQUIRED WITH FORM 44.

	Applications for Career/Technical Certification & Adult Permits

	Form V7
	Career/Technical Certificate
	Use this form when applying for an original career/technical certificate, renewing an existing certificate, requesting permanent career technical certificate, or adding an endorsement to an existing career technical certificate. 
	$25.00 Processing Fee
First Time Applicant? Click Here!

	Form V9
	Full-Time or Substitute Permit for Career/Technical
	Use this form when applying for anoriginal or the renewal of an original Full-Time or Substitute Career/Technical Permit.
	$25.00 Processing Fee
First Time Applicant? Click Here!

	Form V10
	Verification of Work Experience 
	Use this form to verify any work experience required for career/technical certification.
	No fee required.

	Form V14
	Advanced Salary Classifications for Career/Technical Certificates
	Use this form to request recognition of coursework completed towards an advanced salary classification.
	$25.00 Processing Fee

	Form V15
	Adult License for Adult Basic Education 
	Use this form to request an Adult License for Adult Basic Education
	$25.00 Processing Fee
First Time Applicant? Click Here!

	Form V16
	Verification of Competency for Adult Special Interest
	Use this form to verify competency in a specific area of interest requested on the Adult Special Interest certificate.
	No fee required.

	Form V17
	Adult Special Interest
Adult Occupational Area
	Use this form when applying for a permanent permit to work with adult learners in occupational and special interest areas.
	$25.00 Processing Fee
First Time Applicant? Click Here!

	Form V18
	Adult Permit for EMT and Fire Service Training
	Use this form to apply for an original or renew an Adult Permit for EMT or Fire Service Training.
	$25.00 Processing Fee
First Time Applicant? Click Here!

	Applications for Paraprofessional Certification

	Form 40
	Permanent Paraprofessional 
	Use this form when applying for certification as a Paraprofessional working in the classroom 
	$25.00 Processing Fee
First Time Applicant? Click Here!

	Form 60
	Permanent Paraprofessional- Educational Interpreter
	Use this form when applying for permanent, initial, or renewal certification as a Paraprofessional- Educational Interpreter
	$25.00 Processing Fee
First Time Applicant? Click Here!

	Applications for Community Program Authorization

	Form 50
	Community Program Authorization
	Use this form when applying for the permanent, the initial, or to renew certification to teach in a partnership between a local school system and a community PK program. This credential is required when the teacher does not hold a valid WV Professional Teaching Certificate endorsed for PK. 
	$25.00 Processing Fee
First Time Applicant? Click Here!

	Applications for Advance Credential

	Form 30
	Advanced Credentials
	Use this form when applying for an Advanced Credential. Advanced Credentials are awarded to educators upon completion of approved professional development, coursework, and/or testing that exceeds the requirements for a professional certificate. 
	$25.00 Processing Fee



Click here for a worksheet that will allow you to calculate the cost of your certification application(s). 
Coming soon:
**New Information about Special Education Certification**







Section III:
Substitutes and Other Part-time Employment:
Beginning in July 2009, all part-time employees with the Office of Institutional Education Programs will be billed from one account.  This change will allow OIEP to stabilize the account from which these funds are paid.  It will also save the Office of Internal Operations time as they will not have to switch from account to account throughout the year as funds are expended in discretionary accounts.  Also, as you complete your PAFs for your substitute teachers this year, please have each of them complete the form linked here.  This form will allow us to create a master list of subs and possibly use some of them in other schools when principals are in dire need of subs.
Some of you may have retired teachers as your substitute teachers.  This is an allowable and legal practice provided that a retiree does not work in excess of 140 days in a fiscal year, the retiree is the only substitute available for that position.  Retirees should be used only as a last resort.  Principals and lead teachers must keep a log of those non-retiree subs that have refused work when a retiree works a substitute teacher.  This log needs to be available at all times if asked.  Not following this procedure can cause the retiree to lose their benefits.  
If you believe you will have a retiree substitute more than 140 days in one fiscal year, that sub can complete an affidavit of critical need.  This is a process in which OIEP swears and affirms that no other substitute is available and we are in need of the retiree’s services for an extended period of time.  Our anniversary date of this policy, which must be updated annually, is currently in February.  OIEP will send out more information as the anniversary date approves for 2010.  Please click here to view and read the state code that mandates the information above.
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