WSU Office of Career Services

Self-Managed Credential Files Guidelines

What is a credential file? 

A candidate’s credential file consists of letters of recommendation, a resume, a transcript and any other data pertinent to your application. Many districts will ask you to have the Career Services Office forward your credentials to them at some point during the application process.  The trend in education employment is toward “self-managed” credential files. 

What are the benefits of a self-managed credential file?

Managing your own file allows you to respond quickly to job vacancies with short deadlines. A self-managed file also allows you to send your credential file to only the school districts that want your file, and to tailor your file for each specific position opening. In addition, by managing your own file you ensure that all your letters of recommendation and additional materials are current and accurate.

What should be included in a credential file?

Typically, a credential file consists of:

· three to five reference letters (don’t clutter your file with too many letters)

· relevant professional certifications/licenses
· college transcript(s)

An unofficial copy is acceptable in your credential file. Upon acceptance of employment, 


you will likely be asked to forward an official copy for your permanent file.
· student teaching evaluation(s)

· reference sheet

How should I obtain materials for my file?

Most employers prefer work or school references, rather than personal or character references. Good reference sources are individuals whom you feel have a positive impression of your work in the classroom or the workplace. These individuals could include:

· your cooperating teacher 

(
building-level administrators

· supervisors of co-op, internship or practicum experiences 

· faculty

· campus administrators or advisors

How should I present my credentials?


We suggest you place your documents in the following order:

· resume

· letters of reference in chronological order, with the most recent letter on top 

· student teaching evaluation(s) 

· transcript(s) 

· reference sheet

Never fold your credentials. Mail them in a 9 x 12 inch envelope.
How should I manage my credentials now and throughout my career?

Keep your credential file materials up to date. We recommend that you keep all originals and mail quality photocopies. Keep your documents in good condition and in a safe place. Update your credential file when you are ready to do a new job search, with updated letters of reference and a new reference sheet.
Forms available in the ShockWORKS Resource Library:
Credential cover page ( Credential policy memo ( Reference forms (WSU faculty ( general)
Who should I contact if I need additional help putting together my credential file?

The Office of Career Services can help you with any questions you may have about credentials. 
WSU Career Services

1845 Fairmount   (  Wichita, KS 67260-0042  (  316.978.3435 

career.services@wichita.edu  (  http://careers.wichita.edu
