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PROFESSIONAL STAFF HIRING 
(Criminal Background Check) 

 
Prior to making a final decision as to the hiring of any employee, the employee must consent to and 
provide the necessary documentation (fingerprinting, etc.) to allow for a criminal background check. The 
criminal background check shall be carried out by the School District or, if a certified employee, this 
requirement may be met by the Professional Teaching Standards Board conducting a criminal 
background check of the applicant prior to being employed with the School District. In the event that the 
criminal background check has been conducted by the Professional Teaching Standards Board, the 
Superintendent may elect to waive the requirement for an additional criminal background check. The 
Superintendent shall retain authority to request a criminal background check in any situation when he 
deems it appropriate for the School District to have the specific information prior to making a hiring 
decision or when there has been no recent criminal background check of the applicant. 
 
In accordance with Wyoming law, a criminal background check shall be conducted prior to the final 
decision on hiring any employee.  This information, if received by the School District, shall be utilized 
solely for the purpose of providing additional information relevant to the hiring decision of the applicant. 
The criminal background information shall not be permitted to be used for any other purpose, and in order 
to ensure confidentiality of this information the following policy and procedure shall be implemented: 
 

1. Access to the criminal background information shall be restricted to the Superintendent 
except that he may designate the administrator having primary responsibility for hiring the 
individual to receive the criminal history information. The Superintendent or his designee 
shall have authority to reject any applicant who has been recommended for employment 
based upon the information contained in the criminal background check. This information will 
not be shared with all members of the interview or hiring committee. 

 
2. The criminal history information shall be retained in a separate filing cabinet  at the central 

administration office, which cabinet shall be secure (locked) with access to the filing cabinet 
given only to the Superintendent and/or his designee. 

 
3. In the event the Superintendent elects to designate another person to receive the criminal 

history information, the Superintendent shall ensure that the person understands the 
confidential nature of this information, that he/she has not previously violated any of these 
procedures or rules, and that the person is familiar with the substance and intent of this 
policy. 

 
The criminal background information may be retained and reviewed by the Superintendent or his 
designee in the event that any employee requests a transfer or applies for a different position. 
 
Criminal background information shall be retained in the records of the School District for at least one 
year. Thereafter, the Superintendent may elect to destroy the criminal background information, in which 
event the District shall retain a record that the criminal background information was acquired as provided 
by the laws of the State of Wyoming, which record shall also indicate the date the information was 
destroyed. The record indicating that the criminal background check was acquired and the date it was 
destroyed shall be retained until the employee is no longer employed with the School District. 
 
Adopted: August 8, 1996 
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