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POLICY 3.10 

 

5-B I recommend that the Board approve development of the proposed revised Policy 
3.10, entitled “Conditions of Employment with the District.” 

[Contact: Dianne Howard, PX 48414 and Nancy Patrick, PX 47440.]  

Development CONSENT ITEM 

• This proposed revision is intended to align with District practices and legal 
requirements and sets forth the procedures to be followed, general 
requirements, and the applicable forms to be completed by persons as 
conditions of employment with the District. 

• The applicant will also be required to meet the requirements of and complete 
any forms referenced in Policies 3.02, 3.29, 3.12 and 3.21.  

• Applicants shall be required to complete and pass pre-employment drug 
testing prior to the commencement of employment. 

• More specific requirements for Bus Driver, Bus Attendant and School Police 
Officer applicants are also set forth. 

• The policy provides that when requested by the Superintendent/designee, 
certain employees will be required to identify themselves through a biometric 
record for such reasons as to record time, attendance and for other District 
purposes. 

• The policy shall be construed consistently with federal and state law. 

• Conflicting provisions within a collective bargaining agreement will prevail 
over provisions within this policy.  

• All referenced District forms are attached for ease of reference. 
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2 

POLICY 3.10 

 
CONDITIONS OF EMPLOYMENT WITH THE DISTRICT 

 
1. Purpose: This policy sets forth the procedures to be followed and the applicable 3 

forms to be completed by persons as conditions of employment with the District. 4 

2. All applicants who are recommended for employment shall be required to meet any 5 
and all requirements of federal and state law, School Board policies, and the job 6 
description for the position and to comply with the following procedures designated 7 
by the Superintendent in order to be eligible to commence work for the District.  
Such procedures shall include, but not be limited to: 

8 
9 

a. Completion of forms required by federal and state agencies and the School 10 
Board; and submission of forms and documents as set forth in the list 11 
incorporated herein by reference and attached at the end of this policy as 12 
attachment “A”, including forms required by federal or state agencies or the 13 
School Board. 14 

b. Meeting the requirements and completion of forms referenced within other 15 
applicable School Board policies, including but not limited to School Board 16 
Policies 3.02(Code of Ethics), 3.29 (Employee Use of Technology), 3.12 17 
(Criminal Background Checks),  and  3.21 (Safe Operation of District School 18 
Buses). 19 

c. Completion of forms or online enrollment related to the employee benefits 
package (FBMC/PB/0907) 

20 
www.palmbeach.k12.fl.us/risk; and 21 

d. Completion and passing of pre-employment drug test as required by School 22 
Board Policies 3.96 and/or 3.961 within 30 days prior to commencement of 23 
employment for new applicants including student teachers. With respect to 24 
former employees, no new drug test will be required if rehired within 90 days 25 
of last day worked.  Execution of PBSD 1735 Drug and Alcohol Free 26 
Workplace Acknowledgment, as required by Policy 3.96. 27 

Transportation (Bus Drivers) Applicants must pass a pre-employment 28 
physical and drug screen (as required by 49 CFR Part 40; 49 CFR §§ 383.71; 29 
390.5; and 391.45) as prescribed by the U.S. Department of Transportation 30 
(DOT).  The physician must complete ESE 479. 31 

e. Completion of a pre-employment preemployment medical examination to the 32 
extent required by federal or state laws or as required by the School Board 33 
and listed at the end of this policy on attachment “A”. by and receipt of a 34 
medical clearance from professionals selected by the School Board. The 35 

http://www.palmbeach.k12.fl.us/FinMan/FINANCIALDIVISIONS/EmpBenRiskMgmt/new_benefits/index.htm
http://www.palmbeach.k12.fl.us/FinMan/FINANCIALDIVISIONS/EmpBenRiskMgmt/new_benefits/index.htm
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and listed at the end of this policy on attachment “A”. by and receipt of a 36 
medical clearance from professionals selected by the School Board. The 37 
medical examination may consist of a physical examination and/or testing for 38 
potentially impairing, disabling, communicable and terminal diseases or 39 
conditions including, but not limited to, tuberculosis and other pulmonary 40 
diseases, carcinoma, acquired immune deficiency syndrome, diabetes, 41 
hypertension, anemia, cardiovascular diseases, muscular skeletal diseases or 42 
disorders, hearing and visual impairments, mental or nervous disorders, 43 
alcoholism and drug abuse. 44 

i. This section requires a physical exam as specified for certain positions 45 
with Environmental Control, Faculties Services, Transportation, or School 46 
Police, or 47 

ii. As required by School Board Contract. 48 

iii. For those employees that may be required to wear a respirator while 49 
performing their duties, PBSD Form 1594 Respirator Medical Evaluation 50 
Questionnaire shall be completed by the employee prior to the physical 51 
exam and submitted to the physician. 52 

f. Attendance at the District’s new employee orientation session by applicants 53 
who are expected to be hired in the near future, 54 

g. In addition, the procedures shall include, but not be limited to: 55 

Transportation (Bus Driver and Attendant Applicants) 56 

i. Applicants must have been a licensed driver for five (5) years.  (Bus 57 
Drivers Only). 58 

ii. Applicants must provide the names, addresses and phone numbers of all 59 
employers from the past five years, including starting date and ending 60 
date. 61 

iii. Applicants shall provide a notarized letter explaining self-employment, 62 
including the name of the business. 63 

iv. Applicants shall provide a letter explaining any break in employment 64 
history during the past five years. 65 

v. Applicants with five years of work history under one employer, but no 66 
other employment history, will need two of the three references to be 67 
personal. 68 

vi. The name of the business and signature of the employer must be on the 69 
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work reference form. 70 

vii. Applicant shall include and list on the form the number of years a 71 
reference has been known to him/her.  Paper references must match 72 
what the applicant entered on his/her online application. 73 

viii. If applicant was ever arrested, the person may be required to provide a 74 
letter from the County Clerk stating the disposition of past arrests and the 75 
outcome of the arrest. 76 

ix. Before being accepted into the bus driver training class, the applicants 77 
must provide an Applicant Security Check form and required references. 78 

School Police Officers 79 

i. Applicants are required to pass a pre-employment physical and drug 80 
screen (Florida Statutes §943.13).  Further, applicants must pass a 81 
psychological and a Computer Voice Stress Analyzer (CVSA) as allowed 82 
by the Florida Department of Law Enforcement. 83 

ii. The physician must complete a Criminal Justice Standards and Training 84 
Commission (CJSTC) 75 Physician’s Assessment and the Department of 85 
School Police will complete CJSTC 77. 86 

3. Persons who will be or are employed at the District will be required, when 87 
requested by the Superintendent/designee, to identify themselves through a 88 
biometric record, for such reasons as reporting their time and attendance and other 89 
District purposes. 90 

a. A biometric record means a record of one or more measurable biological or 91 
behavioral characteristics that can be used for automated recognition of an 92 
individual. 93 

b. Examples include (unless prohibited by federal or Florida law): fingerprints; 94 
retina and iris patterns; voiceprints; DNA sequence; facial characteristics; and 95 
handwriting. 96 

c. Biometrics may involve a technology that utilizes an automated touchpad to 97 
recognize a person based on finger image or template. In that event, 98 
biometrics will use a point on the finger for the image and will not utilize actual 99 
fingerprints. 100 

4. The District may require employees to complete and submit to the District 101 
additional forms or information if State or federal law changes or if the District 102 
determines that the forms are needed in its best interests. 103 
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5. The District requires its employees to carry out their responsibilities in accordance 104 

to School Board Policy 1.013, their job descriptions and reasonable directives from 105 
their supervisors that do not pose an immediate serious hazard to health and 106 
safety or clearly violate established law or policy. 107 

6. All District forms referenced within this Policy are hereby incorporated herein by 108 
reference as part of the Policy, unless they are incorporated within another District 109 
policy.  These forms are available on the District Forms website. 110 

7. This policy shall be construed consistently with federal and state law, including the 111 
requirements of the Americans with Disabilities Act. 112 

8. Collective Bargaining Agreements—If the provisions of a collective bargaining 113 
agreement conflict with this Policy, the provisions of the collective bargaining 114 
agreement will prevail. 115 

STATUTORY AUTHORITY: Fla. Stat. §§ 1001.32(2); 1001.41(1) & (2); 1001.42 (5) & 116 
(26); 1001.43 (11); 1012.23 (1) 120.53, 230.22(1), 231.001, F.S. 117 
LAWS IMPLEMENTED:  Fla. Stat. §§ 1001.32(2); 1001.42 (5); 1012.23 (1); 1012.32 
230.23(5), F.S.

118 
 119 

HISTORY: 6/02/76; 6/16/87; 7/22/87; ___/___/09 120 

http://www.palmbeach.k12.fl.us/Records/
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Legal Signoff: 

 
The Legal Department has reviewed proposed Policy 3.10 and finds it legally sufficient 
for development by the Board. 

 
 

__________________________________         ______________________ 
Attorney            Date 
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ATTACHMENT “A” 

 
CONDITIONS OF EMPLOYMENT FORMS AND DOCUMENTS 

 
District Applicant Forms – All Applicants 
 
1. On-line Employment Application [PeopleSoft] (PBSD 0010, web process) 
2. Employee Reference (PBSD 0606) 
3. Background Information Check (PBSD 1456) 
4. Applicant Security Check (PBSD 1665) 
5. Employee Information Exemption from Public Records (PBSD 2130) 
6. Drug and Alcohol Free Workplace Acknowledgement (PBSD 1735) 
7. Social Security Collection Notice (PBSD 2272) 
8.    Oath of Loyalty (PBSD 0018)  
9. Self Reporting of New Arrests and Convictions Affidavit (PBSD 1722)  
10. Verification of Receipt of Employee Evaluation and Agreement (for certain 

bargaining unit employees only) (PBSD 1876) 
 
 

Transportation Applicants Only 
1. Applicant Medical/Health (PBSD 1218) 
2. Drug and Alcohol Testing Notification (Transportation Applicants Only) (PBSD 

1541) (School Board Policy 3.961) 
 
School Police Officers Applicants Only 

1. CJSTC-75 Physician’s Assessment (School Police Officers Only) (F.S. 943.13)  
2. Applicant Medical/Health (PBSD 1218) 
 

 
Facilities Services 
    1.  Applicant Medical/Health (PBSD 1218) 
     2.  Respirator forms (PBSD 1980, 1981, 1985 & 1594) 
 
 
 
State of Florida Forms and Documents—All Applicants 
1. Florida Retirement System (FRS) New Employee Certification 
2. Drivers License (if applicant has one) 
 
 
Federal Forms and Documents—All Applicants 
1. Form I-9 Employee Eligibility Verification 
2. Section 1 (e) for IRS Form W-4 
3. Original Social Security card 
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Fingerprints  
 
Fingerprints, pursuant to Fla. Stat. §1012.39 
 
 
Other Documents 
1. Official Transcripts showing degree & copies of certificates 
 
Other District Employee Forms (optional or as needed) based on job duties) 
1. Address Change Employee/Applicant/Substitute (PBSD 0108) 
2. Employee Violation Notice (PBSD 0477) 
3. Employee Information Update (PBSD 0862) 
4. Payroll Direct Deposit (PBSD 1636) 
5. Substitute Teacher Fingerprint and Drug Test Release (PBSD 2021) 
6. Access Card Identification Badge Application (PBSD 2023) 
7. Authorization for Release of Employee Medical Records (PBSD 2161) 
8. Fingerprint Payroll Deduction Authorization (PBSD 2265) 
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Job Description  

 

        Job Title:       
 

Example of Instructional Job [Teacher] 

 Job ID:  
 

123456  Full Job Description  Salary Information  

 Site Name  
 
Location:  

  Fiscal Year (FY) Status:     2010   Full-Time  
 
Full/Part Time:  

 

 

 
 Salary:        $36,822.00 to $71,245.00 per year  
 

Regular/Temporary:    

 

Regular  

 
   

    

    
 Return to Previous Page  

 
  

    

 

   

 

  

 

PB General All Postings Info  

 

*Salary Information*  
The salary range indicated on this posting is the FULL-TIME, base salary amount for the Job Code on 
this position. If this posting is for less than full-time, the amount will differ according to HOURS, FTE, or 
DUTY DAYS for the job. Full-time refers to an 8 hour, 12-month position for all employees except 
teachers.  
 
*Applications*  
Changes cannot be made once an application has been submitted.  An application may be withdrawn, 
but not deleted.  
 
*General Information*  
All applicants who are recommended for employment shall be required to comply with procedures 
designated by the Superintendent and School Board Policy 3.10 (Policies can be located at:  
http://www.palmbeach.k12.fl.us/policies) in order to be eligible to work for the District. Such procedures 
shall include, but not be limited to:  
 
1. Completion of forms required by federal and state agencies and the School Board;  
 
2. Completion of forms related to the employee benefits package; and  
 
3. All employment categories are subject to the completion of drug testing pursuant to School Board 
Policy 3.96 or 3.961.  Any applicant who test positive for a drug as defined in the policies will not be 
hired.  In addition, only certain employment categories are subject to the completion of a pre-employment 
medical examination by, and the receipt of, a medical clearance from professionals selected by the 
School Board. The medical examination may consist of a physical examination and/or testing for 
potentially impairing, disabling, communicable and terminal diseases or conditions including, but not 
limited to, tuberculosis and other pulmonary diseases, carcinoma, acquired immune deficiency syndrome, 
diabetes, hypertension, anemia, cardiovascular diseases, muscular skeletal diseases or disorders, 
hearing and visual impairments, mental or nervous disorders, alcoholism, and drug abuse.  
 
4.  All applicants must submit three (3) references on the School District Employment Reference form 
(PBSD 0606).   
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5.  Non-Instructional Applicants applying for some clerical positions will be required to take a Keyboarding 
Test.  The applicants for those positions will have to meet the Word per Minute (WPM) requirement for 
the given position.    
 
*District Responsibilities*  
Follows policies:  
Follows adopted policies and procedures in accordance with School Board priorities.  
 
Conduct:  
Conducts oneself in the best interest of students, in accordance with the highest traditions of public 
education and in support of the District's Mission Statement.  
 
Other Duties:  
Performs other duties as assigned.  
 
*Furnish Records*  
Permission is hereby given to any agency of the government of the United States and/or any other 
agency, person, firm or corporation holding records considered confidential to furnish the Department of 
School Police and/or the Division of Human Resources of the School District of Palm Beach County all 
information desired involving me in any way, upon request. Such records, I understand, may include 
reasons for termination of employment, reasons for discharge from military services, criminal history, on-
the-job performance, educational records, or any other personal information which may not otherwise be 
obtained without prior agreement. Included in this grant of authority is my permission to former 
employers.  
 
*EEO Statement*  
The School District of Palm Beach County abides by the laws and regulations of the federal and state 
governments prohibiting discrimination; supports actively and fully equal opportunity policies, programs 
and plans for its employees. Also, the School District actively encourages qualified applicants of all ethnic 
groups and both sexes to seek available employment opportunities with the School District of Palm 
Beach County. The District does not discriminate against any employee or applicant because of such 
individual's race, ethnicity, color, religion, sex, national origin, age, disability, parental status, or marital 
status.  
 
Handicapped applicants shall be considered for employment if they are qualified and meet the safety and 
performance requirements of the position.  
 
*Veteran's Preference*  
In order to receive Veteran's Preference in employment, applicants must complete a claim form and 
provide documentation to demonstrate eligibility.  A copy of the claim form and documentation of service 
should be taken to an interview and attached to your profile. Before attaching the form and 
documentation of service, scan and save the documents with the title of Veterans Preference. Attach the 
Veterans Preference document to your profile under the resume attachments.  
 
Claim forms are available from our office upon request and at 
http://www.palmbeach.k12.fl.us/Records/PDF/1288.pdf.  
 
Authority:  
  1001.41(i)&(2); 1001.42(25); 1012.23(1), F.S.  
Implemented:  
  1001.42(5); 1001.43(11), F.S.  
History:  
  New: 6/02/76; Revised: 6/16/87; 7/22/87; 6/16/06;7/1/09  

 

 
 
PB Instructional Guidelines  

 

As an applicant, you are required to submit the Conditions of Employment Form (PBSD 0605).  
 
*References/Evaluations*  
>Three (3) Employment References (PBSD 0606) are required from your most recent 
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employers/supervisors for the past 5 years of employment.  
>Experienced Teachers - Employment Reference (PBSD 0606) from your most recent principal(s).  The 
remaining reference forms should be sent to individuals who have firsthand knowledge of your teaching 
(i.e., assistant principal, department chair) or current non-teaching supervisor.  Also, provide your most 
recent evaluation.  
>Recent graduates - Obtain references on the Employment Reference (PBSD 0606) from your 
cooperating/directing teacher, college supervisor, and principal from your student teaching experience.   
 
*Transcripts/Credentials*  
You must submit official transcripts from all colleges/universities from which you earned credits and/or 
degrees; copy statement of eligibility or a valid Florida teaching certificate.  
 
*Certification*  
>You must hold a Florida Educator Certificate, or have applied for one with a current application, official 
transcript(s) and appropriate fee(s), prior to being cleared as a full-time classroom teacher.  
>To apply on-line, go to the Florida Department of Education, Bureau of Educator Certification internet 
address: www.fldoe.org/edcert.  
>If you currently hold a Florida Educator's Certificate, submit a copy to the District.  
>If you hold any out of state teaching credential(s), submit a copy to the District.  
 
*No Child Left Behind Federal Guidelines (NCLB)*  
>All teachers of core academic subjects hired after July 2006 must  satisfy the NCLB Highly Qualified 
Standards.  
>Elementary teachers need to meet one of the following:  
   -NCLB/Highly Qualified Standards:  Subject Area Exam for PK-3, Elementary 1-6, or K-6  
   -Graduation from a Florida college or university with NCATE  
   -Eligibility from FLDOE for a Professional Teaching Certificate AND have No teaching experience  
   -Verification from another State that NCLB/HQT standards have been met  
>An ESE teacher who is the teacher of record for an academic course or an alternate achievement 
standards course must meet the highly qualified requirements for each academic area IN ADDITION to 
having appropriate ESE certification.  
>An ESOL teacher who is the teacher of record for an academic Language Arts/English course must 
meet the highly qualified requirements for the core content IN ADDITION to having appropriate ESOL 
certification.  
>Applicants should provide verification of having met the NCLB/HQT standards via mail to the 
Department of Recruitment and Retention attn: NCLB/HQT Administrator  
 
*If you have placement files/papers at our College or University, you are responsible for requesting that 
the placement file be sent to the School District.  
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