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 RECRUITING AND HIRING

Through its employment policies, the Board of Education will attempt to 
attract, secure, and retain qualified personnel for all professional positions.  The 
selection program will be based upon finding candidates who will devote 
themselves to the education and welfare of the children attending the public 
schools.

Recruiting procedures shall enable the district to seek qualified candidates 
from a variety of sources, including present staff.  Any current employees of the 
district may apply for any position for which he/she meets certification and other 
stated requirements.

The Board adheres to the practice of recruiting and hiring personnel 
without regard to religion, creed, race, color, marital status, national origin, sex or 
disability.

It will be the duty of the Superintendent of Schools to see that persons 
nominated for employment in the schools meet all certification requirements and 
the requirements of the Board for the type of position for which the nomination is 
made.

Prior to hiring a candidate, each Board member may be supplied a list of 
all candidates that applied for the position, all candidates interviewed and the top 
candidates with his/her applications one week before the Board meeting which 
will determine whether to approve a candidate, when requested.

While the Board may accept or reject a nomination, an appointment will 
be valid only if made with the recommendation of the Superintendent.  In the case 
of a rejection, it is the duty of the Superintendent to make another nomination.  
No person shall be considered employed until a resolution to that effect has been 
approved by the Board.

Ref: Education Law §§913; 1604; 2509; 3012
8 NYCRR §100.3

Adoption date:  February 12, 2008  
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RECRUITING AND HIRING

The Board of Education believes that the quality of the district’s 
employees in large part determines the quality of the education offered to the 
district’s students. As the employer for the school district, the Board will provide 
and maintain qualified and certified instructional and support personnel to carry 
out the educational programs of the district.

The Superintendent shall implement and maintain a high-quality recruiting 
and hiring program to attract, secure and retain the best-qualified staff to meet the 
needs of students and the district.

New or Revised Positions

The Superintendent will develop recommended qualifications for all new 
positions in the district and review the qualifications for all existing positions as 
necessary.

The Superintendent shall refer all proposals for the creation or 
reclassification of all unclassified (non-instructional) positions and a statement of 
the duties for these positions to the Clinton County Department of Personnel for 
classification.

The Superintendent shall develop job descriptions that incorporate the 
qualifications and job duties for all positions in the school district. 

Recruiting

The district will seek the most qualified candidates for vacant positions by 
recruiting from a variety of sources, including present staff.  District employees 
may apply for all positions for which they meet the certification and other stated 
qualifications.

The Board and its employees will adhere to the practice of recruiting and 
hiring personnel without regard to age, color, creed, disability, marital status, 
national origin, race, religion, sex or any other status protected by federal or state 
law.
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The Board will practice due diligence in finding the most qualified 
persons for any open positions. The Board recognizes that some specialized 
positions are difficult to fill because of shortages of qualified candidates.  In rare 
instances, the Board may need to hire a retired public employee, in which case it 
will follow the Commissioner’s regulations for securing a §211 waiver.  When 
recruiting for an open position the Board will first undertake a thorough and good 
faith search for a certified and qualified individual who will not require such a 
waiver for employment.

Hiring



Through standard recruiting and hiring procedures, Superintendent will 
ensure that candidates for district employment meet all the qualifications set for 
the position sought.  The district will comply with all the requirements of the 
Education and Civil Service laws, including any fingerprinting requirements.

The Superintendent will recommend individuals for employment in the 
school district.    The Board must approve of all individuals who are employed by 
the school district.

Ref: Age Discrimination in Employment Act (ADEA), 29 USC §§ 621 et seq. 
(prohibiting discrimination on the basis of age)
Americans with Disabilities Act (ADA), 42 USC §§ 12101 et seq. 
(prohibiting discrimination on the basis of disability)
Civil Rights Act of 1964 (Title VII), 42 USC §§ 2000e et seq. (prohibiting 
discrimination on the basis of color, national origin, race, religion and sex)
Rehabilitation Act of 1973 (Section 504), 29 USC § 794 (prohibiting 
discrimination on the basis of disability)
Title IX, 20 USC §§ 1681 et seq. (prohibiting discrimination on the basis 
of sex)
New York State Constitution, article V, § 6 (requiring public employees 
be appointed on the basis of merit and fitness)
Civil Service Law §§ 22, 40-44, 61(1) (rules on classified positions)
Education Law §§ 1604(8), 1709(16), 2503(3), 2554(2), 3012(1)(a) 
(board’s authority to hire employees)
Education Law §§ 1604(39), 1709(39), 1804(9), 1950(4), 2503(18), 
2554(25) (fingerprinting requirements)
Executive Law §§ 290 et seq. (prohibiting discrimination on the basis of 
age, color, creed, disability, marital status, national origin, race or sex)
8 NYCRR § 80-5.5 (§211 waiver process)

Adoption date:   July 14, 2009

9240.1 

PARTTIME AND SUBSTITUTE PROFESSIONAL 
STAFF EMPLOYMENT

Part-Time Teachers

Upon the recommendation of the Superintendent of Schools, the Board of 
Education will approve or reject the employment of part-time teachers consistent 
with the needs of the school district.



The appointment of part-time personnel will not extend beyond the school 
year for which employment is made.

Part-time teachers will meet all necessary certification requirements, and 
any non-unit part-time teachers will be compensated for their work on a prorated 
basis commensurate with their placement on their salary schedule.

Substitute Teachers

To the greatest degree possible, the Board of Education shall employ as 
substitute teachers competent and effective individuals who are certified by the 
State of New York in an approved teaching area.  Pursuant to law, when substitute 
positions of five months or more become available, teachers on the district’s 
preferred eligibility list who were excused from similar positions will be offered 
the position.

When such an individual is not available, then the school district shall 
employ a college graduate as substitute teacher.

Individuals employed as substitute teachers who are not certified may be  
employed for 40 days during a school year, unless such individuals are in a 
program leading to teacher certification.  In that case, there is no limit on the 
number of days for which they may be employed as a substitute teacher.

The employment of substitute teachers will be centralized for the district 
in the office of the Superintendent.  Candidates selected will be recommended to 
the Board for placement on the list of approved substitutes.  Principals will 
assume responsibility for the scheduling of substitutes from the approved list as 
needed.

Payment of Substitute Teachers

The rate of payment for substitute teachers for the applicable school year 
shall be $60.00 per diem for an uncertified teacher or $75 for a certified teacher.  
When a substitute teacher fills the same assignment for more than 35 consecutive 
days, the rate of payment shall be step 1B of the salary schedule beginning on the 
36th day of the assignment.

Adoption date:  February 12, 2008  


