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Hiring Checklist for Licensed Personnel

Verification of Credentials:

· 1.   The principal has a current teacher application and a transcript.

· 2.   If the applicant needs to breach a contract to accept this job, the Superintendent must 
be contacted before an interview.  Date: _________

· 3.   If the teacher is transferring from one diocesan school to another, the Superintendent 
was contacted before an interview.  Date:  ​​​​​​​​​​​​​________

· 4.   The teacher is currently licensed by the State of Colorado in the area of assignment (if 
not, explain why this applicant is being considered).___________________________
· 5.   The expiration date of the teacher’s Colorado license is:  ________________

· 6.   The teacher is highly qualified in the following fields of assignment: 
_____________________________________________________________________

· 7.   The teacher’s most recent employer has been contacted before interviewing.  Date

contacted:  ______________

· 8.   The applicant’s pastor or clergy reference has been contacted before interviewing.  
Date contacted: __________  Contact:  _________________________

· 9.   Date background check completed:  _________________________

· 10. Is this candidate eligible for hire?   ( Yes  (  No  Date Supt. Contacted: _________

The Interview Process:
· 11. The pastor was given the opportunity to interview the teacher.  Date: _____________

· 12. There was a face-to-face interview.  Date of interview: ____________

· 13. The teacher has been approved for hire by the pastor.  Date: ____________

Initialed by applicant before contract is signed:
· 14. “I agree to be consistent in expression and example with the teaching and practice of the Catholic faith, and agree not to teach, advocate, encourage, or counsel beliefs or practices contrary to the Catholic faith.”  Initial: _____

· 15. “I am able to perform the essential functions of the job for which I am applying.  I certify that current records of my TB testing and medical exam are on file.” Initial: _____

· 16. “I agree to obtain religious certification and to attend required in-services the next two years in August.” Initial: _____

· 17. “I agree to attend orientation (if new to the diocese, or if out of teaching in the diocese for five or more years).” Initial: _____

· 18. “I agree to attend a Safe Environment training session before the first day of student contact.” Initial: _____  If already attended, list date: _____________

· 19. “I understand that I must have a valid Colorado teaching license registered with the Diocese at all times in order to be paid.” Initial: _____

· 20. “The contract form has been reviewed with me.”  Initial: _____

· 21. “I have been referred to the online handbook of policies at the diocesan website www.ucsppr.org.”  Initial: _____

· 22. I understand that this contract needs to be signed by the Pastor, Principal, and Superintendent before it is valid.”  Initial: _____

After the contract is signed:

· Send to the TCE Office

1. Hiring Checklist

2. ECF (employment change form) with sections B, C, D, E and F completed

3. Copy of application (if it was accepted at the school)

4. Result of Reference Check

5. Contract with Teacher, Principal and Pastor signatures

