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Part-Time and Substitute Support Staff Employment
The Board of Education shall maintain an authorized list of personnel to be used for substitute or
part-time employment. The Superintendent is authorized to notify and direct persons on the list to
perform such service for the district as may be required on a temporary basis. The Board authorizes
principals to notify and direct persons on the list to perform as substitutes on a temporary basis as
needed.
The Board shall approve such action at the next regular meeting. Authorization by the Board of
Education to pay personnel performing services on a temporary basis shall constitute employment by
the Board for services provided during the period of time covered by such payment.
Such payment shall not constitute any assurance or offer of continuing employment without specific
Board action.
Prior to adding a person's name to the list, a background check shall be carried out in accordance
with state law. Part-time and substitute personnel also shall submit a set of fingerprints and a signed
employment form with information about felony or misdemeanor convictions. Persons failing to
provide this information shall not be added to the authorized list

LEGAL REFS.:

C.R.S. 22-32-109.7 (duty to make inquiries prior to hiring)
C.R.S. 22-32-109.8 (fingerprinting requirements for non-licensed positions)

GDE/GDF, Support Staff Recruiting/Hiring

NOTE: Regarding the requirement that an applicant submit a notarized, completed form about his or
her criminal history, state law defines “convicted” as: “[A] conviction by a jury or by a court and shall
also include the forfeiture of any bail, bond, or other security deposited to secure appearance by a
person charged with a felony or misdemeanor, the payment of a fine, a guilty plea accepted by a
court, a plea of nolo contendere, and the imposition of a deferred sentence or suspended sentence
by the court.” C.R.S. 22-32-109.8(8)(a). Any district form used to certify an applicant’s criminal
history should reflect this broad definition of “convicted” to ensure that applicants disclose the legally
required information.

NOTE 2: A variable hour employee may qualify for the district's health insurance plan under the
federal Affordable Care Act (ACA) if the part-time or substitute support staff member exceeds the
cap of working more than 129 hours per month.
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