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East Valley School District No. 361 

12325 East Grace Avenue 
Spokane Valley, WA 99216 

(509) 927-3219 
 

 
 
Dear Applicant: 
 
We appreciate your interest in a position with the East Valley School District.  Please submit your completed 
application to: 
 
Ray Stookey 
Manager of Human Resources 
East Valley School District 
12325 East Grace Avenue 
Spokane Valley, WA 99216 
 
APPLICATION PROCESS 
 
East Valley uses a two-phase application process.  To be considered for an open position, each applicant must 
have completed both phases as detailed below. 
 
PHASE ONE---DISTRICT APPLICANT PACKET 
 
To be eligible to be considered for any certificated position, the applicant must submit the following documents. 
 

1. Completed Application Form:  All information requested on the application form must be filled 
out accurately and completely.  List the three references requested, including full names, titles, 
phone numbers and correct addresses. 

 
2. Professional Reference Forms:  If they are not already a part of your placement file, please have 

the WSPA Confidential Professional Reference forms mailed directly to the district by your 
references.  (At least two must be returned and one must be from your most recent supervisor.  In the 
case of student teachers, one form must be completed by your supervising teacher.)  Human 
Resources may conduct reference checks with current/previous employers and supervisors. 

 
3. Placement File:  Please have your university/college send a copy of your confidential placement file 

to East Valley School District to be included with your application.  If your college does not offer 
placement files, two confidential letters of recommendation will be required with the application. 

 
4. Transcripts:  Enclose a copy of all college and university transcripts or request your 

college/university to send your transcript(s) directly to us.  This includes all under graduate 
coursework. 

 
5.    Certificate:  Enclose a copy of your Washington State teaching certificate. 
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6.   Praxis II Test Scores:  Include copies of all Praxis II test scores for endorsements. 
 

7.   Applicant Disclosure Statement:  Complete, sign and date the four-page disclosure form. 
 

8. Sexual Misconduct Form(s):  In accordance with WAC 181-87 and WAC 181-88, we are 
required to obtain this form from every school district in which you were previously employed, 
including substitute and coaching employment.  You will need to complete a form for each 
school district.  Please complete the top two sections of the form, sign, date and forward with 
your application packet.  Until you have provided us with these forms, your application will be 
considered incomplete and you will not be considered for positions.  Please do not send the forms 
to your prior districts; East Valley will do so. 

 
9.   Affirmative Action Questionnaire:  Optional 

 
10.   Substitute Employee Profile:  This form needs to be completed if you are wanting to substitute in     

our District. 
 
PHASE TWO-OPEN POSITIONS 
 
As the district determines staffing needs, positions will be posted on the website.  When you want to apply for a 
specific posting, please submit the following: 
 

1. Letter of Interest:  This letter of interest must reference the specific posting and include details of 
how your qualifications match the position. 

 
2. Current Resume:  The resume should highlight skills, experiences and qualifications for the       

position.  A current resume is one that is no older than six months. 
 

PLEASE NOTE:  Letters of interest submitted without a current resume will  
not be considered.  These two documents are used for the initial screening of  
candidates to be recommended for a interview. 
 

GENERAL INFORMATION REGARDING YOUR APPLICATION 
 

1. You may submit an application packet (Phase One) at any time.  Once it is complete, you may 
apply for open positions as they occur by completing Phase Two of the application process (letter 
of interest and current resume). 

 
2. You may wait for a specific posting that is of interest to you and then submit your complete 

application including a letter of interest and resume (completion of Phase One and Phase Two 
simultaneously).  

 
3. If you would like your application to remain active after one year, please notify us in writing. 
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INTERVIEW/SELECTION PROCESS 
 
Applicants selected for an interview for a specific position will receive a telephone.  Interview appointments are 
based upon qualifications and the perceived match with the needs of a specific position. 
 
OUT-OF-STATE APPLICANTS 
 
Out-of-state applicants should request Washington State certification by direct inquiry to the certification office 
of the Washington Superintendent of Public Instruction in Olympia, Washington (360-725-6400) or 
www.k12.wa.us. 
 
OFFERS OF EMPLOYMENT 
 
Any offer of employment is always subject to approval by the Board of Directors and successful completion of 
all paperwork and background checks. 
 
FINGERPRINTING REQUIREMENTS 
 
New employees with regularly scheduled unsupervised contact with children must be fingerprinted for a state 
and national background check.  There is a fee for this service.  Only candidates recommended for employment 
will be required to meet the fingerprint requirement. 
 
QUESTIONS 
 
Please direct all questions regarding your application to Claudette Spence, Human Resource secretary at (509) 
927-3219 or spencec@evsd.org. 
 
Thank you for your interest in serving the students of the East Valley School District.  We wish you success in 
your employment search. 
 
Sincerely, 
 
 
 
 
Ray Stookey 
Manager of Human Resources 











WASHINGTON
SCHOOL PERSONNEL
ASSOCIATION
Region 1

This Form is Confidential
The applicant noted on this form has given authorization to obtain information from listed references.

Eastern Washington school districts accepting this form include but are not limited to: Central Valley, Deer Park,
East Valley, Mead, Riverside, Spokane, West Valley.

APPLICANT’S NAME:                                                                                                                                           has applied for a certificated non-administrative position.

How long have you known this applicant?                                   What school year(s) did you observe this applicant?                                                                                 

Where?                                                                              and in what capacity did the applicant work with you?                                                                                          

What was your title at the time?                                                                                                                                                                                                                      

In what capacity do you evaluate this applicant?  As supervisor/evaluator                How long?                      As colleague                     How long?                                    

REFERENCE WRITER PLEASE NOTE: Please rate this applicant on a scale of 1 to 7, with 1 being low and 7 being high, in each of the following factors.  Compare
this individual to all others you have observed.  Check only one box per factor.  You may receive a telephone call to confirm/verify your responses.

FACTORS
Low
1 2 3 4 5 6

High
7

Not
Observed

1.    Classroom Management.  Effectively manages large and small groups, and individuals; creates an
atmosphere conducive to learning by developing routines and procedures to increase learning.

2.    Behavior Management/Discipline.  Establishes and uses appropriate behavior management
procedures; recognizes conditions which may lead to discipline problems; establishes clear
parameters for student behavior; develops strategies to prevent discipline problems; responds
appropriately when problems occur; assists students toward self-discipline.

3.    Flexibility.  Willing to learn new concepts and ways of doing things; cooperates with youth and adults;
effectively uses various teaching styles; successfully teaches a variety of assignments; adapts to
others in a team, staff, or parent situation.

4.    Instructional Skills.  Plans, implements, and evaluates instructional activities; has knowledge of, and
applies current approaches to teaching new ideas and skills; uses a variety of styles/methods which
reflect planning and pacing skills appropriate to students; monitors results and takes appropriate
action; assesses students’ needs, prescribes programs, and provides strategies appropriate to age,
background and intended learning of students.

5.    Commitment to Accomplishment for Self and Others.  Establishes high expectations for self and
students; exerts effort to attain goals; organizes, predicts, and monitors ideas, time, materials, and
space to cause achievement to take place.

6.    Relation to Students.  Develops favorable relationships with students; exhibits empathy and
responds to student needs; listens, has patience, and demonstrates caring; accepts students as they
are; is considered open and approachable by students; works collaboratively with students in
decision-making.

7.    Understands/Appreciates Multicultural and Diverse Populations.  Relates positively to youth and
adults of varying socioeconomic, cultural, racial/ethnic backgrounds, different learning styles, and
various disabilities; adjusts classroom activities to reflect the diversity of students.

8.    Scholarship and Conceptual Skills.  Demonstrates ability to learn new ideas and skills for
substantive and methodological aspects of teaching, for learning initial information necessary to
function in the local setting, for applying new concepts during teaching, as the job changes, and in
solving problems.

9.    Enthusiasm.  Exhibits appropriate overall optimism and zeal, using them to motivate student learning.
Uses facial expressions, body language, and presentation skills that demonstrate a caring and
warmth toward students and an enthusiasm for learning.

10.  Professional Orientation/Collaboration.  Possesses an awareness of current educational
developments and their applications, including learning, child development and approaches to
teaching; demonstrates a willingness to work collaboratively at the building and district level,
effectively building relationships and responding positively to constructive comments and supervision;
holds a strong belief in the importance of education; sincerely interested in the welfare of all students
and in solving problems by consensus.

11.  Technology Literacy.  Makes appropriate use of available technology in relation to planning
activities, learning activities, and record keeping; integrates technology into the learning process.

Print Name:                                                                                                      Signature:                                                                                                                        

Address:                                                                                                                                                                                         Date:                                                   

Office Phone:                                                                                                                    Message Phone:                                                                                           

Please make any comments you feel would be helpful for us to know on the other side of this page.



APPLICANT’S NAME: ______________________________ 
 
Comments: 
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________ 
 
*Reference Writers:  Please read this before filling out this form.  Thank You. 
 
Your willingness to provide us with your honest opinion of the applicant identified on this form is greatly 
appreciated. The selection of personnel is a very important task in any organization, and the information 
provided by people who know applicants is valued highly. 
 
Please rate this applicant in each category by comparing the individual with all others you have observed 
teaching. Be careful not to skew ratings in a positive direction.  When this happens, applicants begin to look 
very similar and the reference material is not as beneficial in helping us discern which applicants are 
stronger. 
 
We encourage you to be as honest as possible. Your assistance toward our making good decisions 
concerning a fit between an individual and a position in the district is greatly appreciated. 
 
Again, we want to thank you for the courtesy of providing us with your assessment and opinions.   
 
If you have any questions concerning any aspect of the form or how it will be implemented in the selection 
process, please call the Human Resources/Personnel Office. 
 
This is a confidential form.  Please return directly to the school district or college for inclusion in applicant’s 
placement file. 
 
Print Name: ______________________________________Signature:_____________________________ 
 
Address: _____________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
Office Phone: ________________________   Home Phone: ___________________________ 
 
Date: ________________________________________________________________________________ 
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Office Phone: ________________________   Home Phone: ___________________________ 
 
Date: ________________________________________________________________________________ 

 2













 

 
 

  
 
 
 

 WASHINGTON STATE SEXUAL MISCONDUCT 
 DISCLOSURE RELEASE 
 
 (District Submits This Form to Previous School District Employer(s)) 

 
To: SCHOOL DISTRICT EMPLOYER 

      
 No prior 

school district 
employment 

PERSONNEL DEPARTMENT 

      
STREET ADDRESS 

      
 

CITY, STATE, ZIP 

      
 

 
The named applicant is under consideration for a position in our district.  The Legislature has determined that additional 
safeguards are necessary in the hiring of school district employees to ensure the safety of Washington’s school children.  
The individual whose name appears below has had previous employment with your organization.  As a former employer, 
we request you provide the information requested on this form within 20 business days as required by state law (RCW 
28A.400).  Sexual misconduct definitions are found in WAC 181-87 and WAC 181-88.  Your assistance is appreciated. 
 
APPLICANT’S NAME (FIRST, MIDDLE, LAST) 

      
FULL NAME WHEN LAST EMPLOYED WITH ORGANIZATION 

      
SOCIAL SECURITY NUMBER 

      

CERTIFICATE NO. 

      
APPROXIMATE DATES OF EMPLOYMENT 

      
POSITION(S) 

      

 
I authorize you to release to the school/district listed above, all information related to any acts of sexual misconduct that 
the school district has made a determination that there is sufficient information to conclude that the abuse or misconduct 
occurred and that the abuse or misconduct resulted in the employee’s leaving his or her position at the school district.  
Such information includes copies of all related documents, including any rebuttal documents, in personnel, investigative or 
other files, in accordance with RCW 28A.400.  I release the above employer and employees acting on behalf of the 
employer from any liability for providing information described in this document. 
 
 
         
Applicant Signature  Date 
 
 

This section to be completed by former school district employer(s) only. 
 

  No sexual misconduct materials were found.   Was a complaint of sexual misconduct 
  Yes, sexual misconduct materials are available.  filed with OSPI?  Yes  No 
  Please contact for more information.  
  No record of employment 
 
      
Former Employer Representative Signature  Title  Date    
 
 
Employing School Receipt Date        Received By            
 
 
Return all completed information to: 
 SCHOOL DISTRICT 

East Valley School District No. 361    Human Resources Office 
 ADDRESS 

12325 East Grace Avenue     Spokane Valley 

PHONE

  509-927-3219 

 STATE ZIP 

WA 99216 

FAX 

509-927-9503 

FORM SPI 1588 (Rev. 4/06) 
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