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Personnel – Certified/Non-Certified 
 
Appointment and Resignations 
 
 
The Superintendent of Schools is authorized to make appointments and accept resignations from all 
certified and non-certified personnel, including part-time, below the level of Assistant Principal and 
shall inform the Board of personnel changes on a monthly basis. 
 
All administrative positions, i.e., Principal, Assistant Principal. Special Education Director, 
Curriculum Director and Business Administrator, must be appointed by the Board of Education 
with a recommendation from the Superintendent. 
 
Legal Reference: Connecticut General Statutes 

 10-151 Employment of teachers. Definitions. Notice and hearing on failure 
to renew or termination of contract. Appeal. 

 10-153 Discrimination on account of marital status.  

 10-155f Residency requirement prohibited. 

 46a-60 Discriminatory employment practices prohibited. 

 Title VII, Civil Rights Act as amended by Title IX, Equal Employment 
Opportunity 
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4212.11 

 
 
 
Personnel – Certified/Non-Certified 
 
Non-Union Personnel 
 
The Superintendent of Schools is responsible for the annual review of all non-union personnel 
employed by the Board of Education. The Superintendent will make recommendations to the 
Board concerning all working conditions for non-union personnel. 
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4112.2 
 
 
Personnel -- Certified 
 
Certification  
 
Every instructional employee shall be certified according to the provisions of applicable state law. 
 
It is the responsibility of the employee to submit proof of appropriate certification to the school 
system prior to the commencement of employment with the Putnam Public Schools.  The school 
system will maintain a record of the employee’s credential as required by law. 
 
It shall be the sole responsibility of the certified employee to see that his/her credentials for 
certification are completed before the date of expiration and to file the completed certification with 
the school system. 
 
In the event of a lapse in certification, employee’s status shall be immediately changed to 
“Substitute” (per diem) with no benefits, and his/her salary will be reduced to the current rate of pay 
for substitutes. If employee fails to obtain appropriate certification within 40 days s/he may be 
subject to termination of employment. If, within a reasonable period of time following a lapse in 
certification, employee provides evidence of appropriate certification, the employee’s salary and 
benefits shall be reinstated, retroactive to the effective date of certification. 
 
Legal Reference: Connecticut General Statutes 
   10-145d-400 (as amended by PA 04-138, An Act Concerning National 

Board Certification) 
   Part I  Definitions 
   Part II  General Conditions 
   Part III  Types of Certificates 
   Part IV  Special Authorizations 
   Part V  Reissue and Cross Endorsement of Certificates 
   Part VI  Early Childhood, Elementary or Middle School Certificates 
   Part VII Middle Grades 
   Part VIII Secondary Academic 
   Part IX  Special Subjects or Instructional Areas 
   Part X  Applied Curriculum and Technology Subjects 
   Part XI  Vocational Technical 
   Part XII Special Education:  Blind, Partially Sighted or Hearing Impaired 
   Part XIII Special Services Certificates 
   Part XIV Administrative 
   Part XV Adult Education 
   Part XVI Discontinued Endorsements and Prior Authorization 
   Part XVII Appeal Process 
   20 U.S.C. 1119 – No Child Left Behind Act of 2001 
   34 C.F.R. 200.55 – Federal Regulations Regarding Highly Qualified 

Teachers 
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4112.4 

 
 
 
Personnel -- Certified 
 
Physical Examinations 
 
 
New Personnel 
 
All new personnel shall submit to the Office of the Superintendent of Schools evidence of a 
physical examination obtained no earlier than six months prior to the date of employment and no 
later than thirty days after the date of employment. 
 
All new staff shall also have baseline skin testing for tuberculosis at the time of employment. 
 
Employed Personnel  
 
The Superintendent of Schools may require an employee to obtain a physical examination at any 
time. 
 
Specific Procedures 
 
1.  Physical examination forms will be supplied by the Superintendent's office, and it is 

required that they be used in all instances. 
 
2.  Full and complete results of the physical examinations will be maintained in the 

administering doctor's office. Only a statement attesting to the individual's health and 
submitted by the examining doctor will be kept on file in the Superintendent's office. 

 
3.  Physical examinations may be administered by an individual's family physician and the 

District shall pay that portion of the cost which is equal to the cost of the examination 
administered by the District Physician. The remainder of the cost will be borne by the 
individual. 

 
4.  Physical examinations, when required by Board Policy, may be requested by an 

individual to be administered by the District physician and the expense shall be borne by 
the District. The request should be made to the Office of the Superintendent of Schools. 

 
5.  The cost of a physical examination required for an individual by the Superintendent of 

Schools shall be borne by the District. 
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4212.5 

 
 
 
Personnel -- Certified/Non-Certified 
 
Security Check/Fingerprinting 
 
 
In order to create a safe and orderly environment for students, all offers of employment will be 
conditional upon the successful outcome of a criminal record check. 
 
District employees shall within 30 days after they are hired submit to state and national criminal 
checks.  District students employed by the school system are exempted from this requirement. 
 
Workers placed in a school under a public assistance employment program shall also submit to the 
criminal check if such individuals will have direct contact with students. 
 
School nurses and nurse practitioners appointed by the Board or under contract with the Board shall 
also submit to a criminal history check pursuant to C.G.S. 29-17a. 
 
Legal Reference: Connecticut General Statutes 
 
   10-221d Criminal history records checks of school personnel. Fingerprinting. 

Termination or dismissed. (as amended by PA 01-173 and PA 04-181)) 
 
   29-17a Criminal history checks. Procedure. Fees. 
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4112.6(a) 
4212.6 

 
 
Personnel — Certified/Non-Certified 
 
Personnel Records 
 
Personnel records shall be maintained securely and confidentially in the central office for all current 
employees and shall include information customarily kept in personnel files.  Files also shall be 
maintained for past employees, including years of employment, salaries, and such other basic and 
essential information as the Superintendent of Schools shall require. 
 
There shall be only one official personnel file for each employee in the Central Office.    
 
Requests for access to personnel files, except from an employee to see his or her own file, shall be 
referred to the Superintendent who shall determine whether disclosure of such records would legally 
constitute invasion of employee privacy.  If the Superintendent believes disclosure is not an 
invasion of privacy, requested information shall be disclosed, but professional courtesy suggests the 
employee should be notified of such disclosure. 
 
If the Superintendent determines disclosure would invade employee privacy, the employee/s and 
collective bargaining representatives if any, shall be notified in writing of the request.  If the 
Superintendent does not receive a written objection, from the employee or bargaining 
representative, within seven business days from receipt of their notification, or if there is no 
evidence of receipt not later than nine business days from the date the notice was mailed, sent, 
posted, or otherwise given,  requested records shall be disclosed.  However, if an objection is 
received in a timely manner on the form prescribed, the Superintendent shall not disclose requested 
information unless directed to do so by the Freedom of Information Commission.  Notwithstanding 
an objection filed by an employee’s bargaining representative, the employee may subsequently 
approve disclosure of records by filing a written notice with the Superintendent. 
 
Employee or bargaining representative objections to disclosure of records shall be made in writing 
on a form developed by the Superintendent including a signed statement by the employee or 
bargaining representative, under penalties of false statement, that to the best of respondent’s 
knowledge, information, and belief, there is good grounds to support the objection and that the 
objection is not interposed for delay. 
 
Records maintained or kept on file by the Board which are records of an employee’s misconduct 
shall be deemed to be public records, and subject to disclosure under the Freedom of Information 
Act.  Disclosure of such records of a teacher’s personal misconduct shall not require the consent of 
the employee. 
 
Personnel evaluations of certified employees, except the Superintendent, are not public records 
subject to disclosure — unless the employee consents in writing to the release of such records.   
 
Each employee’s own file shall be available for his or her inspection at reasonable times, and, upon 
request, employees will be provided a copy of information contained in his or her file. 
 



4112.6(b) 
4212.6 

 
 
 
Personnel — Certified/Non-Certified 
 
Personnel Records  (continued) 
 
In accordance with federal law, the District shall release information regarding the professional 
qualifications and degrees of teachers and the qualifications of paraprofessionals to 
parents/guardians upon request for any teacher or paraprofessional who provides instruction. 
 
Files containing medical information regarding an employee will be kept separate from other 
personnel files. 
 
Legal Reference: Connecticut General Statutes 
 
   1-213 Agency administration. Disclosure of personnel, 

birth and tax records. 
 
   1-214 Objection to disclosure of personnel or medical files. 
 
   1-215 Record of arrest as public record. 
 
   1-206 Denial of access to public records or meetings. 
 
   10-151a Access of teacher to supervisory records and reports in personnel 

file. 
 
   10-151c Records of teacher performance and evaluation not public records. 

(as amended by PA 02-138) 
 
   PL 107-110, No Child Left Behind Act, Sec. 1119. 
 
   The Americans with Disabilities Act 
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Personnel -- Certified/Non-Certified  
 
Nepotism: Employment of Relatives 
 
 
The following regulations shall govern conflict of interest in the employment of staff: 
 
1. Persons related by blood or marriage to a Board of Education member may be employed 

following full disclosure of the relationship by the Board of Education member in a public 
meeting and sufficient vote of appointment without counting the vote of the related Board of 
Education member. 

 
2. Persons related by blood or marriage to members of the administrative staff shall not be 

appointed to a position that is in a line relationship involving supervision and evaluation of 
the position. 

 
3. Members of the same family may be employed at the same department or work location 

when approved in writing by the Superintendent or the Superintendent's designee 
(Exception: members of the same family shall not be approved in direct line of supervision.) 

 
It is the intent of these rules to avoid any situation where a conflict of interest can arise either on the 
part of the member of the Board of Education or a member of the administrative staff. 
 
(cf. 9270 - Conflict of Interest) 
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