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GBCD 

 

BACKGROUND INVESTIGATION AND  

CRIMINAL HISTORY RECORDS CHECK 

Background Investigation 

Background Investigation.  The Superintendent, or their designee, will conduct a thorough 

investigation into the past employment history, criminal history records, and other appropriate 

background of any applicant as defined in this policy.  This investigation shall be completed 

prior to making a final offer of employment, approving the contract with an individual 

contracting directly with the District, or approving the assignment of an employee of a 

contractor, a student teacher, or “designated volunteer” (as defined in policy IJOC) to work or 

serve within the District.  All decisions regarding employment and the pre-employment process 

shall conform to the District’s Anti-Discrimination and Equal Opportunity policy, AC. 

 

As part of the application process, each applicant shall be asked whether they have ever been 

convicted of any crime and whether there are any criminal charges pending against them at the 

time of application.  The applicant will also be directed to report any criminal charges brought 

against them after the application is submitted and until either hired or notified that they will not 

be hired. 

 

False Information 

The falsification or omission of any information on a job application, during the pendency of the 

application, or in a job interview, including, but not limited to, information concerning criminal 

convictions or pending criminal charges, shall be grounds for disqualification from consideration 

for employment, withdrawal of any offer of employment, or immediate discharge from 

employment. 

 

“Covered Person” and “Applicant” Defined   

Except as otherwise provided in this Policy, the term “Covered Person” shall mean employee, 

coaches, interns, designated volunteer, whether direct or through a volunteer organization, 

including but not limited to cafeteria workers, school bus drivers, custodial personnel, or any 

other service where the contractor or employees of the contractor provide services directly to 

students of the district.  

 

The term "applicant" as used in this policy shall include an applicant for employment or any 

person seeking to serve in any position falling with the term “covered person” as defined above. 

 

Volunteers  

Designated volunteers will be required to undergo a background check and criminal history 

records check.  “Designated Volunteers” are defined and so designated pursuant to Policy IJOC.  

Volunteers not categorized as “Designated Volunteers” per Policy IJOC will not be subject to a 

background investigation or criminal records check. 
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Criminal History Records Check 

As part of the District’s background check, each covered person/applicant must submit to a 

criminal history records check through the State of New Hampshire in full compliance with RSA 

189:13-a.  No covered person shall be employed, extended a conditional offer of employment (as 

described below), or begin service in the District, until the Superintendent, or their designee, has 

initiated the formal State and FBI criminal history records check process and a background 

investigation. 

 

The applicant shall provide the District with a criminal history records release form as provided 

by the New Hampshire State Police along with a full set of fingerprints taken according to that 

statute.  The release form generally authorizes the State Police to conduct a criminal history 

records check through its state and records of the Federal Bureau of Investigation, and to release 

a report of any misdemeanors and/or felony convictions, as well as any charges pending 

disposition for any crimes listed in the then current paragraph V of RSA 189:13-a (“Section V 

Offenses”). Refusal to provide the required criminal history records release form (with 

fingerprints) and any other required releases to authorize the criminal history records check will 

result in immediate disqualification of the applicant and no further consideration for the position. 

 

Exceptions for, Substitute Teachers, Bus Drivers & Bus Monitors 

The following exceptions apply only to the State Police/FBI criminal history records check 

provisions of this policy. The Superintendent shall, nonetheless, require a full background 

investigation for the excepted employees, and for applicants for school bus driver or monitor 

employed directly by the District, the background check shall include a full background check, 

including a state criminal record release from an applicant for a bus driver or monitor for district 

positions. 

1. Substitute Teachers and Other Non “Applicant” Educational Staff.  Pursuant to RSA 189:13-

a, IX(a), substitute teachers and other staff who do not meet the definition of “applicant” 

above, may initiate a criminal history records check with the Superintendent as described 

above. The State Police, however, shall issue its report directly to the potential substitute 

teacher/staff person.  The report shall be valid for 30 days from the date of issuance and 

constitutes satisfactory proof of compliance with RSA 189:13-a. 

2. Bus Drivers and Bus Monitors. Pursuant to RSA 189:13-a, VI and RSA 189:13-b, criminal 

history records checks for bus drivers and bus monitors shall be processed through the New 

Hampshire Department of Education. 

 

Results of Criminal History Records Check 

The results of the criminal history records check shall be delivered to the Superintendent, or their 

designee, who shall be responsible for maintaining their confidentiality.  A “designee” of the 

Superintendent authorized to receive and inspect results of the criminal history records check, 

may only be an assistant superintendent, head of human resources, the personnel director, the 

business administrator, or the finance director. 
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If the results of the records check disclose no criminal record, the results and information shall 

be destroyed immediately following review by the Superintendent, or their designee.  If the 

results indicate criminal conviction or indicate any charge pending disposition of a Section V 

Offense, then the Superintendent shall review the information for a hiring decision but shall 

destroy the records within 60 days of receiving the information. 

 

Section V Offense 

If the results of the record check disclose that the Applicant or Covered Person has either been 

convicted or is charged pending disposition of a violation or attempted violation of a Section V 

offense, that person shall not receive an offer or final offer of employment. 

 

Non-Section V Offenses 

In addition to disqualification based upon conviction or pending charges for a Section V Offense, 

the District may deny a final offer of employment or permit service/work in the schools based 

upon convictions or charges of other misdemeanors or felonies, provided the basis for 

disqualifying the candidate is job related for the position in question and is consistent with 

business necessity and the best interests of the students and the District.  Such determination will 

be made by the Superintendent or designee in accordance with the established protocol and on a 

case-by-case basis.  For non-Section V Offenses, which the applicant discloses, or which come 

to light during the background check, the presumption of innocence shall apply, however, the 

Superintendent or designee shall consider all reliable information in assessing the applicant's 

suitability.  The Superintendent or designee shall assess whether, in light of the totality of the 

circumstances, the pending charges or convictions raise reasonable cause to doubt the applicant's 

suitability for the position.   

 

If the Superintendent chooses to nominate an applicant who has a history of conviction or 

pending charges of a crime (non-Section V Offense), then the final hiring decision must be 

approved by the School Board, who shall be informed generally of that history in non-public 

session. 

 

Fingerprints 

If, after two attempts a set of fingerprints is invalid, the SAU or School District may, in lieu of 

fingerprints, accept clearances from law enforcement agencies in every city, town, or county 

where an applicant has lived during the past five years. 

 

Conditional Offer of Employment 

Persons who have been selected for employment may be given a conditional offer of 

employment, with the final offer subject to the successful completion of the background check, 

the State Police and FBI criminal history records check, and a determination that there are no 

disqualifying pending charges or convictions. 

 

Any person who is offered conditional employment, by way of individual contract or other type 

of letter of employment, will have clearly stated in such contract or letter of employment that 

their employment or approval to work within the District as a contractor or employee of a 

contractor is entirely conditioned upon the results of a criminal history records check and 

background check being satisfactory to the District. 
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Final Offer of Employment 

No applicant shall be extended a final offer of employment or be allowed to serve in the District 

if such person has charges pending or has been convicted of any Section V Offense; or where 

such person has been convicted of the same conduct in another state, territory, or possession of 

the United States; or where such person has been convicted of the same conduct in a foreign 

country. 

 

An applicant may only be extended a final offer of employment or final approval to work/serve 

within the District’s schools upon the satisfactory completion and results of criminal history 

records check and background check. 

 

Fees for Criminal History Records Check 

Any applicant for whom the Board requires a criminal history records check, or, in the instance 

of third-party contractors, the applicant’s employer, shall pay the actual fees and costs associated 

with the fingerprinting process and/or the submission or processing of the requests for the 

criminal history records check, unless otherwise determined by the Board. 

 

Administrative Protocols/Procedures 

The Superintendent is authorized to establish written protocols for background investigations, 

which protocols may vary depending on the nature of the position(s) (e.g., verification of 

academic records and achievements for certified professionals, credit checks for personnel with 

fiscal responsibilities).  The written protocols may include additional disqualifying misdemeanor 

or felony convictions or charges in addition to the Section V Offenses. 

 

Contractor and Vendor Provisions  

The Superintendent shall take such steps as are necessary to assure third party agreements which 

involve covered personnel to include a provision for such personnel to complete criminal history 

records checks as required under this policy, as well as training and information required under 

policy GBCE. 

 

Additional Criminal Records Checks 

The Superintendent may require a state criminal history records check of any covered person at 

any time to the extent permitted by law. 

 

Reports of Post-Employment/Service Section V Offenses 

When the District receives a notification of a covered person being charged with or convicted of 

a Section V Offense or other crime which is evidence of the individual's unsuitability to continue 

in their role, the Superintendent shall take immediate appropriate action to remove the individual 

from contact with students.  Employees shall be placed on paid administrative leave, if not 

subject to and immediately discharged.  The Superintendent will then take appropriate 

employment or other action, consistent with law and any applicable employment contract or 

collective bargaining agreement to address the individual's ongoing relationship with the District.  

If the person charged/convicted of a Section V Offense is a credential holder as defined in the 

New Hampshire Code of Conduct for Educators, the Superintendent shall make report to the 

Department of Education pursuant to section 510.05 of the Code and Board policy GBEAB. 
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Legal References:  

RSA 189:13-a, School Employee and Designated School Volunteer Criminal History Records 

Check  

RSA 189:13-b, School Bus Driver and Transportation Monitor Criminal History Records Check 

Code of Conduct for New Hampshire Educators 
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GBCE 

 

TRAINING AND INFORMATION RELATIVE TO  

CHILD SEXUAL ABUSE PREVENTION 
 

The Superintendent shall require that every employee, designated volunteer or other person 

whose position requires a criminal history records check under RSA 189:13-a, and/or is a 

“covered employee” as defined in Board policy GBCD is provided with informational materials, 

training, or other education, either online or in person, concerning child sexual abuse prevention, 

sexual assault and harassment policy training, warning signs of child abuse, and reporting 

mandates.  Such training shall be completed within 30 days of employment and renewed every 2 

years for all such employees, designated volunteers and other persons. 

 

Legal References:   

 

RSA 169-C:29-39, Reporting Law 

RSA 189:13-a, School Employee and Designated Volunteer Criminal History Records 

Check 

RSA 189:72, Child Abuse or Neglect Information 

RSA 193-D:4, Safe School Zones, Written Report Required 

NH Code of Administrative Rules, Ed 306.04(a)(10), Reporting of Suspected Abuse or 

Neglect 

NH Code of Administrative Rules, Code of Conduct for NH Educators, Ed 510.05(e), 

Duty to Report 
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GBEA 

STAFF ETHICS 

All employees of the District are expected to maintain high standards in their conduct both on 

and off duty. District employees are responsible for providing leadership in the school and 

community. This responsibility requires the employee to maintain standards of exemplary 

conduct. To these ends, the Board adopts the following statements of standards.  District 

employees will adhere to the standards enunciated in this Policy in the decision-making process 

involving their interactions with students, the school community, colleagues, parents and the 

public. 

A. Adoption and Incorporation of Standards of Code of Ethics for New Hampshire 

Educators. 

The Board incorporates by reference and adopts as independent ethical standards relative to 

employment in the District, the provisions of the New Hampshire Code of Ethics for New 

Hampshire Educators (the “NH Code of Ethics”), as the same may be amended by the State 

from time to time. 

B.  Additional Ethical Standards. 

In addition to the ethical standards set forth in the New Hampshire Code of Ethics, and 

without limiting the application thereof to District employment, employees will: 

• Make the wellbeing of students the fundamental value of all decision-making and 

actions. 

• Staff members shall maintain a reasonable standard of care for the supervision, 

control and protection of students commensurate with their assigned duties and 

responsibilities. 

• Maintain just, courteous, and proper relationships with students, parents, staff 

members, and others. 

• Fulfill their job responsibilities with honesty and integrity. 

• Direct any criticism of other staff members toward improving the District. Such 

constructive criticism is to be made directly to the building administrator. 

• Obey all local, state, and national laws. 

• Obey and implement the School Board’s policies, administrative rules and 

regulations. 

• Avoid using position for personal gain through political, social, religious, 

economic, or other influence. 

• Maintain the standards and seek to improve the effectiveness of the profession 

through research and continuing professional development. 
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• Honor all contracts until fulfillment or release. 

• Maintain all privacy and confidentiality standards as required by law. 

• Exhibit professional conduct both on and off duty. 

C. Dissemination. 

The content of this policy should be provided annually to each employee, designated volunteer, 

and contracted party.  

Legal References:   

 

N.H. Dept. of Education Administrative Rule – Ed 303.01  

N.H. Dept. of Education Administrative Rule – Ed 510.01- 510.05, Code of Conduct for 

NH Educators 

N.H. Dept of Education, Code of Ethics for NH Educators 
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GBEAB 

 

MANDATORY CODE OF CONDUCT REPORTING 

A. General 

The Code of Conduct for New Hampshire Educators, sections 510.01- 510.05 of the N.H. Dept. of 

Education Administrative Rules (the “NH Code of Conduct”) imposes various reporting requirements 

upon each “Credential Holder” as that term is defined by N.H. Dept. of Ed. Administrative Rule 

501.02 (h). The reporting requirements include, among others: 

1. reporting any “suspected violation of the code of conduct” (see NH Code of Conduct at Ed 

510.05 (a)); and 

2. self-reporting within five (5) days any arrest for violations of crimes enumerated in RSA 

189:13-a, V (“Section V Offenses”) (see NH Code of Conduct, at Ed 510.01 (b)(2)). 

By way of District Policy GBEB, the Board has adopted the provisions of the NH Code of Conduct as 

employment rules and standards applicable to all employees and consultant/independent contractor, 

irrespective of whether or not such persons are Credential Holders.  Consequently, each District 

employee, designated volunteer, or contracted service provider (collectively referred to in this policy 

as a “Covered Individual”), is required to report certain acts, incidents and misconduct as provided in 

this policy. 

Reports under this Policy are in addition to other reports as may be mandated by law or other policies 

(e.g., abuse or neglect of children, required by RSA 169-C:29 and Policy JHF; acts of “theft, 

destruction, or violence” as defined under RSA 193-D:4, I (a), incidents of “bullying” per Board 

Policy JIC and hazing under RSA 671:7).    

B. Reports by Covered Individuals of Suspected Misconduct or Violations 

1. Any Covered Individual having reason to suspect that any other district or SAU employee, 

designated volunteer, or third party consultant/contractor has violated any provision of the 

NH Code of Conduct, and/or District Policy GBEB, whether on or off duty, shall report the 

same to such Covered Individual’s building principal, or to the Superintendent.   

If the person who is the subject of the alleged misconduct/violation is the Superintendent, 

then the Covered Individual shall report the suspected violation to the Human Resources 

Director, who is hereby granted authority to consult with the District’s attorney on the matter. 

Additionally, if the Covered Individual is also a Credential Holder, they shall report the 

Superintendent’s suspected violation/misconduct directly to the N.H. Department of 

Education.  Likewise, if a Credential Holder has made a report to the Principal and/or the 

Superintendent, and believes that the District’s reporting procedures as expressed in this 

Policy have not been followed, the Credential Holder shall so notify the New Hampshire 

Department of Education directly. 

2. Any initial report made relative to A.1 or A.2 above, may be made orally in the first instance, 

but must be supplemented with a written report as soon as practicable after the initial report, 

but in no event longer than two business days.  Upon request of the Covered Individual, the 

recipient of the report shall provide a copy of said report to the Covered Individual with a 



 

2 
 

signed “received” annotation, such that the Covered Individual may document their State 

mandated obligation to report.   

C. Self-Reporting of Certain Crimes. 

Self-reports of the Section V Offenses as described in A.2 above, shall be made in the same manner 

as reports under B, above.  Because the list of Section V Offences is subject to change by the N.H. 

Legislature, employees, etc. who are arrested for any reason should promptly review the then statute, 

which may be found online at: 

http://www.gencourt.state.nh.us/rsa/html/XV/189/189-13-a.htm 

D. Provisions Applicable to Principals.   

Upon receiving a report of suspected violation of GBEB or the NH Code of Conduct, or otherwise 

has knowledge of a violation, the Principal or any other administrator shall immediately report the 

same to the Superintendent. If the Superintendent is the subject of report, then the Principal’s report 

shall be made in the same manner as described in B.2, above.   

E. Superintendent’s Report to the Department Regarding Credential Holders. 

The Superintendent shall report misconduct by Credential Holders to the N.H. Department of 

Education in accordance with section 510.05 (c) of the NH Code of Conduct. 

F. Procedures. 

The Superintendent may establish such administrative procedures, forms, etc. as they may deem 

necessary or appropriate to implement this policy. 

G. Dissemination. 

A copy of this policy should be provided annually to each employee, designated volunteer, and 

contracted consultant.  

Legal References:   

 

N.H. Dept. of Education Administrative Rule – Ed 510.01- 510.05, Code of Conduct for NH 

Educators 
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GBEBB 

 

EMPLOYEE-STUDENT RELATIONS 

 

Staff members are expected to maintain courteous and professional relationships with students, 

maintain an atmosphere conducive to learning, through consistently and fairly applied discipline 

and established professional boundaries. 

Unless necessary to serve an educational or health-related purpose: 

 

1. Staff members shall not make derogatory comments to students regarding the school and/or 

its staff. 

2. The exchange of purchased gifts between staff members and students are discouraged. 

3. Staff members shall not fraternize, written or verbally, with students except on matters that 

pertain to school-related issues. 

4. Staff members shall not associate with students in any situation or activity which could be 

considered sexually suggestive or involve the presence or use of tobacco, alcohol or drugs. 

5. Dating between staff members and students is prohibited. 

6. Staff members shall not use insults or sarcasm against students as a method of forcing 

compliance with requirements or expectations. 

7. Staff members shall maintain a reasonable standard of care for the supervision, control and 

protection of students commensurate with their assigned duties and responsibilities. 

8. Staff members shall not send students on personal errands. 

9. Staff members shall, pursuant to law and Board policy, immediately report any suspected 

signs of child abuse or neglect. 

10. Staff members shall not attempt to counsel, assess, diagnose or treat a student’s personal 

problems, including those relating to sexual behavior, substance abuse, mental or physical 

health and/or family relationships, instead, shall refer the student to the appropriate 

individual or agency for assistance. 

11. Staff members shall not disclose information concerning a student, other than directory 

information, to any person not authorized to receive such information. This includes, but is 

not limited to, information concerning assessments, ability scores, grades, behavior, mental 

or physical health and/or family background. 

12. A staff member shall not be alone with a student out of public view (e.g., in a room with the 

door closed, or locked, or with the lights off). 

13. Staff members are strongly discouraged from socializing with students outside of school on 

social networking websites, consistent with the provisions of Policy GBEBD (when 

approved). 

Staff members who violate this policy may face disciplinary measures, up to and including 

termination, consistent with state law and applicable provisions of a collective bargaining 

agreement. 



Any employee who witnesses or learns of any of the above behaviors shall report it to the 

building principal or Superintendent immediately. 
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IJOC 

 

VOLUNTEERS 

 

The District recognizes the valuable contribution made by volunteer assistance of parents and 

other citizens.  The Superintendent is responsible for developing and implementing procedures 

for the selection and utilization of volunteers.  School district employees who desire the 

assistance of a volunteer should request a volunteer through proper administrative channels. 

  

Designated Volunteers 

Designated volunteers will be required to undergo a background investigation and a criminal 

records check.  “Designated volunteer” means any volunteer who: 

 

1.  Comes in direct contact with pupils on a daily basis; 

2.  Meets regularly with students; 

3.  Meets with students on a one-on-one basis; 

4.  Any other volunteer so designated by the School Board or Superintendent. 

 

Designated volunteers are subject to the provisions of Policy GBCD – Background Investigation 

and Criminal Records Check. 

 

Volunteer Application & Selection 

Persons wishing to volunteer at the District should complete a Volunteer Application form 

describing their skills, interests and availability.  Such forms will be made available at the 

District Office and online. 

 

Volunteer selection shall be made based on the qualifications and availability of the volunteer.  

Volunteers shall be assigned only to those teachers who have requested volunteer assistance. 

Staff should request volunteers through administrative channels for selected activities and as 

resource persons. Assignment shall be made by the school administrator or designee.  

 

Volunteers shall be provided appropriate training at the building level consistent with their tasks 

and existing district standards. This training shall be developed under the leadership of the 

principal. Exceptions would be district-wide programs established by the administration whereby 

general volunteer programs would be defined. 

 

A volunteer may be asked to terminate his/her services when circumstances in the judgment of 

the administrator necessitate termination. 

 

Volunteer Duties 

Selected volunteers will serve in the capacity of assistants and will not be assigned to roles that 

require specific professional training.  Instructional services shall be rendered only under the 

supervision of certified staff. 

 

All volunteers will sign a confidentiality agreement and volunteer agreement and shall refrain 

from discussing the performance or actions of a student except with the student's teacher, 
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counselor, Principal, or other school district who has a legitimate educational purpose for 

discussing such information. Refer to the confidentiality agreement JOA-E and volunteer 

agreement form IJOC-E. 

 

Assignments shall be limited to assisting staff members with duties such as routine supervisory, 

tutorial, clerical, housekeeping and material preparation tasks.  Assignment shall be limited to 

situations that may be supervised by a certificated staff person.  

 

In some instances, volunteers may perform clerical and material preparation tasks away from the 

school site. Volunteers with special talents, hobbies or experiences may share those with students 

on a scheduled basis in a suitable educational setting.  

 

Volunteers will refer to their immediate supervisor or other regular staff member for final 

solution of any student problems which arise, whether of an instructional, medical or operational 

nature.  

 

Volunteers will receive orientation, including: (1) general job responsibilities; (2) information 

about school facilities, routines, and procedures, including safety and evaluation; (3) work 

schedule and place of work; and (4) expected relationship to regular staff. 

 

Volunteers will receive appropriate training at the building level, consistent with their tasks and 

existing District standards. This training shall be developed under the leadership of the Principal 

in consultation with the volunteer coordinator.  

 

Coaches 

Volunteer coaches of individual sports must be certified in that sport and be in compliance with 

all other regulations and standards as set by NHIAA. 

 

Legal References: 

RSA 189:13-a, School Employee and Volunteer Criminal History Records Check 
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