
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Recruitment Process/Materials 

 

Website Development 



                             April 18, 2017 

 

Gwinnett County 
Public Schools 

 

Human Resources & 

Talent Management  

 
GASPA Best in Class Awards Program 

Submission Narratives 
 



Table of Contents 
  
Human Resources and Talent Management Overview ................................................................. 3 

GASPA Best In Class Submission Introduction ........................................................................... 4 

Submission Narrative – Staffing Recruitment ............................................................................ 5 

Summary of Materials .................................................................................................. 5 

Target Audience ........................................................................................................ 6 

Financial Resources .................................................................................................... 6 

Implementation Strategies ............................................................................................ 6 

Challenges/Benefits Realized ........................................................................................ 7 

Feedback Received From Affected Parties ......................................................................... 7 

Submission Narrative – Substitute Recruitment ......................................................................... 8 

Summary of Materials .................................................................................................. 8 

Target Audience ....................................................................................................... 11 

Financial Resources ................................................................................................... 11 

Implementation Strategies ........................................................................................... 11 

Challenges/Benefits Realized ....................................................................................... 11 

Feedback Received From Affected Parties ........................................................................ 11 

Submission Narrative – Substitute Training Programs ............................................................... 12 

Summary of Materials ............................................................................................... 12 

Target Audience ...................................................................................................... 14 

Financial Resources .................................................................................................. 14 

Implementation Strategies ......................................................................................... 14 

Challenges/Benefits Realized ...................................................................................... 15 

Feedback Received From Affected Parties ....................................................................... 15 

Submission Narrative – On-Boarding System ........................................................................... 16 

Summary of Materials ............................................................................................... 16 

Target Audience ...................................................................................................... 17 

Financial Resources .................................................................................................. 17 

Implementation Strategies ......................................................................................... 17 

Challenges/Benefits Realized ...................................................................................... 17 

Feedback Received From Affected Parties ....................................................................... 18 



 

Page 2 of 22 

 

Table of Contents (continued)  
  
Submission Narrative – Electronic Leave Request Form (eLRF) ................................................... 19 

Summary of Materials ............................................................................................... 19 

Target Audience ...................................................................................................... 19 

Financial Resources .................................................................................................. 19 

Implementation Strategies ......................................................................................... 19 

Challenges/Benefits Realized ...................................................................................... 20 

Feedback Received From Affected Parties ....................................................................... 20 

Submission Narrative – Electronic Verification of Experience Form .............................................. 21 

Summary of Materials ............................................................................................... 21 

Target Audience ...................................................................................................... 21 

Financial Resources .................................................................................................. 21 

Implementation Strategies ......................................................................................... 21 

Challenges/Benefits Realized ...................................................................................... 21 

Feedback Received From Affected Parties ....................................................................... 22 

 



 

Page 3 of 22 

 

 

 

Human Resources and Talent Management Overview 

 
The Division of Human Resources and Talent Management strives to attract, retain, and support a high 
performing workforce committed to achieving the goals of Gwinnett County Public Schools (GCPS). The 
materials submitted for the Georgia Association of School Personnel Administrators (GASPA) Best in Class 
Awards program relate to developing, executing, and evaluating recruitment strategies for sourcing qualified 
candidates with the best skills and highest work ethic necessary to excel in their profession with GCPS. 
Additionally, the materials submitted support providing a benefits and leave package that is both 
comprehensive and regionally competitive, along with a world-class verification and substitute management 
program.  
 
The Recruitment Office is committed to providing top quality and diverse applicant pools for all positions in 
the district through active recruitment, selection, assignment, and retention of teachers, leaders, support 
staff, temporary personnel, and student interns. Recruitment and retention strategies are implemented year 
round to ensure that a talent pipeline is created through various channels which include student teacher 
placements, district job fairs, industry career fairs, and active involvement at colleges and universities. The 
Division of Human Resources and Talent Management leverages social media, news publications, and other 
communication outlets as additional forums for attracting qualified candidates. 
 
The Benefits and Leave Administration Office supports the workforce of GCPS by ensuring that all employees 
are provided with benefits alternatives at affordable costs. Our team counsels employees on the choices that 
are available, and provides them with the tools necessary to make the best benefit selections for their 
individual lifestyle. Employees are provided with 24/7 access to benefits and leave information via the 
Employee Portal and are encouraged to attend informational sessions conducted at various times throughout 
the year. 
 
The Benefits and Leave Administration Office also manages the leave of absence process for all GCPS 
employees. During this process, our team works closely with both program managers and employees to ensure 
knowledge of and adherence to federal and state statutes regulating leave of absence activity. Additionally, 
this office manages short-term disability payroll for eligible employees. 
 
The Substitute Management Office supports the workforce of GCPS by providing a pool of qualified substitute 
personnel for over 13,000 employees working in positions eligible for a substitute. This office is responsible for 
recruiting, hiring, on-boarding, and training substitute personnel as well as supporting local schools to fulfill 
substitute needs. This office also manages the automated substitute placement and management system, 
Absence Management. This system is used by employees to request a substitute and by substitutes to search 
for available assignments either online, by telephone, or by mobile device.  
 
Lastly, the Division of Human Resources and Talent Management manages the employment verification process 
for employees leaving the district. This process includes loan/grant applications, sick leave transfers, and 
other verification requests.  
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GASPA Best in Class Submission Introduction 

The Division Human Resources and Talent Management at GCPS would like to thank the Georgia Association of 
School Personnel Administrators (GASPA) and the Best in Class Committee for the opportunity to submit 

human resources materials in the following categories: 

 Recruitment Process/Materials  

 Staffing Recruitment 

 Substitute Recruitment  

 Substitute Training Programs 

 

 Website Development 

 On-Boarding System 

 Electronic Leave Request Form 

 Electronic Verification of Experience Form 

 

The following deliverables have been created to support the GASPA Best in Class Awards submission review 
process: 

 GASPA Best in Class Submissions Portfolio: contains all human resources materials organized by 
category (i.e. Recruitment Process/Materials and Website Development). Each category is broken 
down into sub-categories that contain and summarize the submission items. The portfolio is 

accessible in Adobe Acrobat via the GCPS flash drive.  

 

 Submission Narratives: a compilation of explanations of each submission item that address the 
details of the materials. The narrative submission is provided via this hardcopy booklet.  

 

 Supporting Documentation: provides hardcopies of each applicable submission item to allow for a 
concrete analysis.  

 

* Please note that the submission items presented in the portfolio represent the details of a process or 
practice, as the narrative items are designed to summarize those processes and practices. 
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Submission Narrative – Staffing Recruitment  

 

Summary of Materials 

The materials provided with our submission include:  

 Recruitment Microsite  

 Recruitment Microsite Landing Page 

 Recruitment Report 

 Recruitment Brochure 

 Recruitment Job Fair Registration Sign-In Form 

 Recruitment Foreign Language Handout and Banner Stand 

 
Our GCPS Recruitment Microsite, gcpsjobs.org, showcases our brand, “Be the Teacher They Remember,” and 
gives visitors a detailed account of what it’s like to work for the largest school system in Georgia. The site 
lists employment opportunities and further breaks out teaching opportunities with separate pages by 
certification areas. The site is simple to navigate and is consistently updated to include recent images and 
quotes from employees, videos, blog posts, and recent awards and recognition. Abundant “Apply Now” links 
route applicants directly to open positions. The site gcpsjobs.org link is reflected on all of our recruitment 
materials, banner stands, etc. to drive more activity to the website. We will continue to enhance the site to 
add more detailed updates based upon current district needs and initiatives and added recruitment events. 
 
A new “pop-up” form feature on the Recruitment Microsite Landing Page was created as an addition to the 
microsite to collect basic contact information from first time visitors to our website. This enables our 
Recruitment and Retention team to capture information to those who visit the site yet may not complete the 
online application right away and establish rapport. This contact information is used to keep potential 
candidates informed about job fairs, job openings and other announcements through social media. This was 
added in January 2017 and prior to our March 25, 2017 job fair, over 2,000 visitors had requested to receive 
additional information. This form is a great way to get initial contact information from applicants. 
 
The annual Recruitment Report is completed in March of each year and summarizes recruitment goals and 
initiatives. The report’s target audience is our GCPS community, partners, and stakeholders. Copies are 
distributed to those who are working with our community and is used as a yearly benchmark. An update to the 
most recent edition were the addition of images and quotes throughout from some of our current teachers 
recruited from partnering local colleges and universities. The report lists Traditional Sourcing Strategies as 
well as Non-Traditional, i.e. Teach Gwinnett and college and university partnerships. The report also lists our 
advertising sources, recruitment trips and events, as well as diversity initiatives for the coming year. Job Fair 
analytics are reported as well as numbers of teachers hired and new programs slated for the upcoming school 
year. The report is targeted to community members and partners and is presented at an annual event held at 
the J. Alvin Wilbanks Instructional Support Center. 

 
The Recruitment Brochure was recently refreshed with a new design and logo featuring our “Promise of 
Gwinnett” campaign. The colors and images are similar to the look and messaging on the website, is a tri-fold 
with bulleted reasons why GCPS is home to some of the country’s top teachers. The size is smaller than the 
previous year’s report and easily transported to career events.  
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On the back page is a map of metro Atlanta, which is helpful as we converse with students about the location 
of our school district relative to downtown Atlanta and other surrounding districts. The brochures are a staple 
and distributed at college and university career events.   

 
A GCPS Job Fair Recruitment Registration Sign-In Form was created to gather data on candidates who visit 
our table at career fairs and events. The form can be opened on a laptop or iPad and captures basic 
information, name, certification field, graduation date, name of college fair, and e-mail address. We can 
later pull contact information together into a spreadsheet and compile analytics for job fair return on 
investment.  

 
As a two-time winner of the Broad Prize awarding GCPS the Top Urban School District in America, the need to 
recruit talented foreign language teachers is essential. A Foreign Language Handout and Banner Stand was 
recently created for use at our district job fair and foreign language and multicultural recruitment events.  
The banner stand and handouts highlight our critical need for talented foreign language teachers and outline 
our Dual Language Immersion (DLI) program. The handout and banner stand lists the six schools designated as 
DLI schools and foreign language contact information within our district.   
 

Target Audience  

The target audience for our website and recruitment items include those interested in learning more about 
the largest school district in the state and for those looking for teaching positions, ages 20-40+, primarily 
college-aged students nearing graduation and interested in employment opportunities. This also includes 
those who have career changes to teaching and are interested in learning the steps to become a teacher, as 
well as experienced out-of-state teachers who want to learn more about employment opportunities in our 
district, geographic location of our district and benefits. Our goal is to attract more diverse candidates to 
better mirror our student demographic, thus the addition of foreign language or DLI recruitment materials. 
We currently send the electronic version of the handout to our student teachers with elementary certification 
who may be native Spanish or French speakers and interested in DLI. We also send the link to colleges and 
universities to forward to students. As our district shows a community-wide commitment to closing the 
achievement gap, there was a need to add foreign language recruitment to the list of critical needs areas.   
 

Financial Resources 

GCPS has designed and developed branding items that reflect our district's strategic goal to recruit, employ, 
develop, and retain a workforce that meets the mission and vision of the organization. GCPS leverages the 
Teacher and Principal Quality Grant (Title II, Part A) to support our teacher recruitment and retention 
initiatives. The total cost to develop all of the recruitment materials was $17,575. 
  

Implementation Strategies 

The recruitment website and materials are constantly evolving and were developed and rolled out in stages. 
They continue to be a work in progress. Regular discussions regarding marketing and branding our district 
result in updates to the website and materials. The latest website update features the addition of the teacher 
images and quotes by certification fields and the 2017 Teacher of the Year video by Jamie McFarland, one of 
our Special Education teachers who was recently honored. The video was placed on our Special Education 
Teacher page. The microsite landing form was implemented prior to our March 2017 job fair and is a separate 
overlay page to the homepage on gcpsjobs.org, which makes it convenient for applicants to quickly complete. 
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Challenges/Benefits Realized 

Looking at return on investment, the recruitment microsite as helped to drive an 88% increase in web traffic 
since it was initially implemented and with new blog posts, revolving videos and continuous updates to the 
site, we’re increasing our social media exposure. With blog posts to social media, we gain an average of 169 
new followers per month on LinkedIn and had over 1,400 applicants apply to attend our March 2017 Certified 
Teacher Job Fair. Over 2,000 site visitors completed the microsite sign-in form since its creation in January 
2017. The job fair advertisement on the site resulted in a 57.9% open rate and 70.25 click rate for those who 
wished to learn more and register to attend. Our recruitment microsite had 16,174 page views and was the 
top website page viewed in February, prior to the March job fair.   
 

Feedback Received From Affected Parties  

The feedback received from those who have visited the website and viewed our materials have been positive.  
The quality, color, look, and feel of our materials coordinate with the website and our branding goals and 
initiatives. The added videos are a draw, especially to a younger college-aged demographic, and speak to 
support for first year teachers.  
 
Our Teacher of the Year videos create an emotional connection with visitors to the site as top teachers speak 
about what it’s like to work for the largest school system in the state. The job fair sign-in form has worked 
well and appeals to college students as a quick way to sign in at job fairs to receive information. Messaging in 
our materials is clear, concise, and offers additional information and resources.   
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Submission Narrative – Substitute Recruitment  

Summary of Materials 

The materials provided with our submission utilize numerous avenues to disseminate information and recruit 
individuals to become a substitute teacher with the district. These materials are updated annually to support 
continuous quality improvement efforts. Copies of all materials listed below have been provided with our 
submission.  

 

 External Substitute Recruitment  

 Substitute Informational Rack Card 

 Substitute Job Fair Flyer 

 Partnerships 

 Job Postings 

 Substitute Management Website 

 

 Internal Substitute Recruitment 

 GCPS Substitute Teaching Job Fairs 

 Referral Source Document 

 Open House Events 

 Indoor Substitute Recruitment Sign 

 Outdoor Substitute Recruitment Sign 

 Social Media Campaign 

 Absence Management Web Alerts 

 

The Substitute Management Office assists with the planning and implementation of substitute management 
operations and provides world-class customer service to applicants, substitutes, and local schools by fulfilling 
substitute needs. This department manages the hiring process for substitute teachers, paraprofessionals, 
clinic workers, clerks, and custodians. The team structure consists of two areas, the recruitment team and the 
school support team. Both departments work together to efficiently fulfill the district’s substitute needs.   
 
The Substitute Management Office oversees the marketing, tracking, and continuous quality improvements for 
both internal and external recruitment initiatives. This office recruits year round for all substitute types and 
leverages both internal and external recruitment strategies to reach individuals across the county to become a 
substitute with the GCPS.  
 
External avenues used to recruit substitute teachers include creating and publishing the Substitute 
Informational Rack Card and Substitute Job Fair Flyer. These recruitment materials were specifically 
designed to recruit substitute teachers and are utilized at various job fairs and expositions throughout the 
year.  
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The Substitute Management Office has partnered with the Georgia Department of Labor (DOL) to participate 
in various job fairs throughout the county. This office attends at least five job fairs sponsored by the Georgia 
DOL each year. We have also partnered with the Goodwill of Northeast Georgia to participate in various job 
fairs throughout the county. Many of these job fairs are hosted at Gwinnett County Libraries, which provide a 
convenient forum to recruit community members to become a GCPS substitute. Our office works with local 
churches in the community to advertise substitute positions. These partnerships have resulted in a significant 
increase in the number of substitute applications received and new applicants becoming a GCPS substitute. 
 
This office has participated in the job fair events listed below: 
 

 Georgia DOL 

 July 14, 2016 – Norcross First United Methodist Church 

 September 22, 2016 - The Faith Center 1st Annual Career Expo 

 November 16, 2016 - Veteran Service 2016 Career Fair 

 April 11, 2017 - 2017 Annual Spring Job Fair at 12Stone Church 

 

 Gwinnett Technical College 

 March 8, 2017 - Spring 2017 Career and Internship Fair 

 May 4, 2017 - Gwinnett County Public Library (Five Forks Branch) 

 Goodwill of North Georgia - Upcoming event in May 2017 

 
The next submission item, Job Postings, have provided a beneficial forum for reaching additional audiences in 
the community. Our office has worked with 12Stone Church, Georgia State University, and Gwinnett Technical 
College to post substitute positions. These job postings are individually posted on each organization’s career 
network for 90 days. After 90 days, the job postings are re-posted in an effort to recruit GCPS substitutes. 
 
The Substitute Management Website is managed by our team to inform the public about the process for 
becoming a substitute. The website contains detailed information about the different types of substitute 
positions available within the district, job requirements, substitute compensation, application process, helpful 
resources, new hire information, and a frequently asked questions section.  

 
Internal avenues used to recruit substitutes include hosting substitute teaching job fairs at certain schools in 
the district. At least three GCPS Substitute Teaching Job Fairs are conducted each year to expand the 
substitute teaching pool. The location of each job fair is strategically determined based on schools that have 
greater substitute needs.  
 
The most recent substitute teaching job fair occurred on February 28, 2017 at Baldwin Elementary School. 
Over 139 individuals attended this job fair to learn about how to become a substitute teacher. Advertising 
methods used to communicate the internal job fairs included leveraging social media accounts (i.e. Facebook, 
LinkedIn, and Twitter), GCPS websites, local school websites, local school marquee signs, and the district’s 
substitute system, Absence Management. The Gwinnett Daily Post newspaper recognized our most recent 
substitute teaching job fair at Baldwin Elementary School by publishing an article about the job fair. Channel 
2 News also communicated the job fair on television during the morning news. 
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Candidates are provided with a detailed face-to-face presentation regarding substitute teaching and non-
teaching substitute positions at the job fairs. Computers labs with Substitute Representatives are available to 
assist candidates with step-by-step instructions for completing the application process.  

 
The GCPS Substitute Teaching Job Fairs held this year included:  
 

  Meadowcreek High School 

 Held on July 25, 2016 with 114 participants  

 
 Central Gwinnett High School 

 Held on October 26, 2016 with 85 participants 

 
 Baldwin Elementary School  

 Held on February 28, 2017 with 139 participants 

 
The Substitute Management Office tracks recruitment efforts for both internal and external job fairs. Tracking 
measures include a Referral Source Document in the job fair participant sign-in sheet. We monitor and track 
candidate participation at each job fair. We also document the referral source information in order to 
determine the return on investment for our recruitment efforts. This office tracks the number of individuals 
applying within a two-week period following our substitute teaching job fairs. As an extension to our 
recruitment tracking, we document the number of phone calls and e-mails processed by the team. Inquiries 
and applications resulting from job fairs conducted throughout the district provide data to determine success 
and return on investment for these events. 

 
The Open House Events consisted of the Substitute Management Office attending over 25 Open House events 
at various schools throughout the district. The schools were selected based on their substitute teaching fill 
rates. The Substitute Management Office recruited parents of the students at these events.  

 
Another recruitment strategy of the Substitute Management Office involved creating substitute teaching signs. 
To prepare for the 2016-17 school year, we printed 140 indoor and outdoor substitute recruitment signs for all 
elementary, middle, and high schools. The Indoor Substitute Recruitment Signs were designed to be 
displayed at the reception area(s) of each local school to recruit parents and community members that visit to 
become a substitute teacher. The indoor recruitment signs were displayed in prominent locations of each 
school with a high volume of traffic. Some examples included various open house events, Parent Teacher 
Association (PTA) meetings, parent teacher conferences, end-of-year celebrations, etc. The Outdoor 
Substitute Recruitment Signs were designed to be displayed in prominent locations outside the school, such 
as the main front entrance and/or car pool line. These recruitment signs helped secure quality substitute 
teachers in the district.  
 
During the summer months, the Substitute Management Office worked closely with local schools to recruit 
parents of their students to become a substitute teacher through a Social Media Campaign. The campaign 
included working with each school’s Technology Support Technician to post a substitute advertisement on 
their school’s main web page. Substitute advertisements were also posted on each school’s social media 
accounts (i.e. Facebook), if applicable, over the summer months. This form of communication is a cost 
effective method to communicate information to potential candidates regarding the application process. 
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Absence Management Web Alerts are another cost effective recruitment method executed internally by the 
Substitute Management Office. Special web alerts are posted in Absence Management periodically throughout 
the year. These alerts are viewed by all substitute-eligible employees that login Absence Management to 
create an absence request. The alerts inform the substitute-eligible staff to recruit their friends and family 
members to become a substitute teacher. This form of recruitment has been very effective, resulting in hiring 
many substitute teachers who learned about the position through a GCPS teacher.  
 

Target Audience  

The substitute recruitment materials were created for individuals interested in becoming a substitute with the 
district. GCPS hires approximately 2,500 substitutes each school year.  
 

Financial Resources 

GCPS has designed and developed branding items that reflect our district's strategic goal to recruit, employ, 
develop, and retain substitutes that meets the mission and vision of the organization. A separate budget is 
used for printing substitute recruitment materials. Approximately $1,500 was spent on these items. 

 
Implementation Strategies 

The substitute recruitment materials were developed internally in the Division of Human Resources and Talent 
Management. Regular team meetings were held to allow an open forum for brainstorming innovative methods 
for recruiting substitute teachers. Our office worked with the Department of Communication and Media 
Relations to ensure all communications were branded according to GCPS guidelines. After each substitute 
teaching job fair, the Substitute Management Office reviewed the data collected to determine the best return 
on investment for each recruitment strategy. These evaluations ensured that the recruitment tactics 
implemented were impactful and cost effective.  
 

Challenges/Benefits Realized 

As a result of our substitute recruitment efforts, there has been a significant increase in the number of 
substitute teachers hired. From July 1 – March 31, 2016, 1,251 substitute teachers were hired. From July 1 – 
March 31, 2017, 1,756 substitute teachers were hired. This is an increase of 505 more substitute teachers. 
These initiatives have increased the substitute teaching fill rate by 3.6%, bringing the district’s substitute 
teaching fill rate to 97.0%.  
 
An on-going challenge to recruit substitute teachers is ensuring that we target the schools with the greatest 
substitute needs. Due to the large size of the county, certain clusters in the district have different substitute 
needs. This led to our team pulling daily substitute reports by school to determine which areas need more 
support to recruit substitute teachers. We strategically conducted the GCPS Substitute Teaching Job Fairs at 
schools that needed additional support.  
 

Feedback Received From Affected Parties  

Individuals that have attended our job fairs relayed to us how organized the event was and how helpful we 
were in explaining the application process. Substitute teachers that we have recently hired shared with us 
what exemplary customer service they received from our team. Staff from local schools have commented on 
how much they appreciated the substitute team recruiting substitute teachers at their facility. They 
appreciated our team recruiting parents of students at their school to contribute to the teaching and learning 
process.  
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Submission Narrative – Substitute Training Programs 

 

Summary of Materials 

The materials listed below were developed at the time of the training program implementation and were 
designed to recruit individuals to become substitutes with the district. These materials are revised annually to 
support continuous quality improvement efforts. Copies of all materials listed below have been provided with 
our submission.  
 

 GCPS Substitute Teacher Training Program 

 GCPS Substitute Teacher Training Program Certificate of Completion  

 Substitute Teacher Orientation Packet 

 Substitute Teacher Orientation Presentation 

 Substitute Payroll Schedule 

 Special Education Acronym Class Descriptions  

 2016-17 School Year Calendar 

 2016-17 Gwinnett County Public Schools Location Map 

 2016-17 GCPS Schools by Cluster 

 GCPS Substitute Paraprofessional Training Program 

 GCPS Substitute Paraprofessional Training Program Certificate of Completion  

 GCPS Substitute Clinic Worker Orientation 
 

The first submission item is the GCPS Substitute Teacher Training Program that is an online program 
designed to provide an overview of the information needed to successfully fulfill the role as a substitute 
teacher with the district. Substitute teaching applicants that are not certified in teaching are required to 
complete the training program as part of the application process. Prior to implementation of this program, 
applicants that were not certified in teaching were required to complete the online training program from 
Utah State University’s Substitute Teaching Institute (STEDI) which cost applicants $29.95. This training took 
approximately 8 hours to complete online. The cost of the training significantly reduced the number of 
substitute teaching applications that the district received. The GCPS-focused training program takes 
applicants four hours to complete which meets state requirements. 

 
This program is specifically designed to help non-teachers succeed in their role as a guest leader of the 
classroom. The training assists prospective substitute teachers in knowing, following, and enforcing the 
policies, procedures, and practices of GCPS. The training covers the following modules: 

 Introduction to GCPS 

 Effective Classroom Management Strategies 

 Effective Engagement Strategies  

 Working with Students with Special Needs 

 Working With Students That Have Chronic Health Conditions 

 Working with Classroom Technology 

 Professionalism  
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 School Safety  

 Equity and Compliance  

 Automated Substitute Placement & Absence Management System 

 Resource Center 

 
Some of the modules contain an assessment that must be completed and passed before continuing to the next 
module. Applicants have three attempts to complete and pass each assessment. A passing score is 75% or 
higher. Once applicants have completed each module and passed the corresponding assessments, they are 
instructed to save the GCPS Substitute Teacher Training Program Certificate of Completion and upload it to 
their online application in the district’s applicant management system, AppliTrack. The Certification of 
Completion verifies that the applicant successfully completed the training requirements to become a GCPS 
substitute teacher.  

 
The next submission item pertains to the Substitute Teacher Orientation Packet. After substitute teaching 
applicants have completed their application, the substitute team reviews the applicant materials to see if 
they meet the requirements to become a substitute teacher. A completed application consists of submitting a 
completed online application, completing the GCPS Substitute Teaching Training Program (if applicable), 
uploading transcripts and/or diploma, and submitting a professional reference. 
 
Once all applicant materials have been reviewed and approved by the Substitute Management Office, 
applicants are invited to attend Substitute Teacher Orientation. Orientation sessions are conducted every 
week to introduce new substitute teachers to the district’s vision and mission as well as best practices 
designed to provide high quality instruction in the classroom. The orientation is conducted face-to-face at the 
J. Alvin Wilbanks Instructional Support Center and lasts approximately an hour and a half. Applicants are 
provided with an overview of substitute teaching expectations as well as the functionality of the online 
substitute management system, Absence Management. 
 
Applicants receive a copy of the below materials to help prepare them for becoming a substitute teacher with 
GCPS. 

 Substitute Teacher Orientation Presentation 

 Substitute Payroll Schedule 

 Special Education Acronym Class Descriptions  

 2016-17 School Year Calendar 

 2016-17 Gwinnett County Public Schools Location Map 

 2016-17 GCPS Schools by Cluster 

 
The Substitute Teacher Orientation Presentation provides a copy of the information communicated during 
the formal presentation and provides a place for applicants to take notes. The Substitute Payroll Schedule 
outlines the dates each month that substitutes are paid. The Special Education Acronym Class Descriptions is 
a guide that describes what each special education terminology means to help applicants understand the type 
of special education assignments available. The 2016-17 School Year Calendar provides applicants with a 
schedule of school days and holidays. The 2016-17 Gwinnett County Public Schools Location Map is a 
document that contains a county map with each school numbered and the address for each school in the 
district. This document is designed to help applicants geographically determine which schools they may wish 
to work as a substitute teacher. The 2016-17 GCPS Schools by Cluster document outlines all of the clusters 
in the district and the schools within each cluster.  
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The GCPS Substitute Paraprofessional Training Program that is an online program designed to provide an 
overview of the information needed to successfully fulfill the role as a substitute paraprofessional with the 
district. All substitute paraprofessional applicants are required to complete the training program as part of 
the application process. This GCPS-focused training program takes applicants two hours to complete.  

 
The training assists prospective substitute paraprofessionals in knowing, following, and enforcing the policies, 
procedures, and practices of GCPS. The training covers the following modules: 

 Introduction to GCPS 

 Working with Students with Special Needs 

 Working With Students That Have Chronic Health Conditions 

 School Safety  

 Equity and Compliance  

 Automated Substitute Placement & Absence Management System 

 Resource Center 

 
Some of the modules contain an assessment that must be completed and passed before continuing to the next 
module. Applicants have three attempts to complete and pass each assessment. A passing score is 75% or 
higher. Once applicants have completed each module and passed the corresponding assessments, they are 
instructed to save the GCPS Substitute Paraprofessional Training Program Certificate of Completion and 
upload it to their online application in AppliTrack. The Certification of Completion verifies that the applicant 
successfully completed the training requirements to become a GCPS substitute paraprofessional.  

 
The final submission item is the GCPS Substitute Clinic Worker Orientation that is a comprehensive training 
guide that outlines the district’s best practices for providing basic health services to students. Substitute 
Clinic Worker Orientation sessions are conducted once a month and are facilitated by the Lead School Nurse at 
the J. Alvin Wilbanks Instructional Support Center. These sessions last approximately an hour and a half. 
Applicants are provided with an overview of the basic processes for assisting students in school clinics.  

 

Target Audience  

The substitute training programs were created for all applicants interested in becoming a substitute with the 
district. GCPS hires approximately 2,500 substitutes each school year.  

 

Financial Resources 

The substitute training programs and materials were all designed and executed in-house, so there was no 
associated cost.  

 
Implementation Strategies 

The substitute training programs were created with input provided from multiple stakeholders, including the 
Division of Human Resources and Talent Management, the Division of Curriculum and Instructional Support, 
and the Division of Information Management and Technology. Regular meetings occurred to ensure a clearly 
defined strategy was in place for successfully implementing the training programs. Our team worked with the 
Department of Technology Training and Media Services to test the system’s functionality in the Learning 
Management System, Moodle.   
 

Gwinnett County Public Schools 

Human Resources and Talent Management 

GASPA Best in Class Submissions 



 

Page 15 of 22 

 

 
 

 
A pilot test was completed with a handful of applicants to ensure all modules of the program operated 
smoothly. Feedback from the pilot group was considered and changes were made accordingly to improve the 
training programs. Regular updates are made to the various modules in the training programs to ensure the 
content aligns with our current operations.  

 

Challenges/Benefits Realized 

A benefit realized after the implementation of the substitute training programs was the immediate increase in 
the number of substitute applications being completed and submitted to our office. This was particularly true 
for the substitute teaching position since applicants no longer had to pay for the previous online training 
program from Utah State University STEDI which cost applicants $29.95. Since implementation, 1,825 
applicants have completed the substitute training programs. Other advantages of implementing the training 
programs included an increase in the number of substitute teachers hired and fewer unfilled classrooms due to 
a larger and more knowledgeable substitute teaching pool.   
 
A challenge associated with implementing the GCPS Substitute Teacher Training Program related to the 
mandates by the Georgia Professional Standards Commission (PSC). The Georgia PSC requires that each 
substitute teacher participate in at least four hours of substitute teacher training provided by the employing 
Georgia Local Unit of Administration (LUA). GCPS must adhere to all PSC guidelines and ensure that the GCPS 
Substitute Teacher Training Program takes four hours to complete.  

 

Feedback Received From Affected Parties  

Applicants appreciated the convenience of the on-demand access to complete the training at their own pace. 
Applicants have expressed their appreciation of the free online training so they do not have to incur any cost 
to become a substitute teacher. Applicants have also expressed their appreciation of the GCPS-specific 
information that helped them succeed as a substitute teacher in our schools.  
 
Many newly hired substitute teachers shared with our team that the Substitute Teacher Orientation sessions 
prepared them for effectively managing the classroom. They appreciated the one-on-one assistance provided 
at the session as well. 

 

 

 

Gwinnett County Public Schools 

Human Resources and Talent Management 

GASPA Best in Class Submissions 



 

Page 16 of 22 

 

 

 

 

 

Submission Narrative – On-Boarding System 

Summary of Materials 

The materials provided with our submission pertain to the below on-boarding communications. 
 

 New Hire E-Mail Notification 

 Employee Portal Access 

 Form Submission 

 Employee Benefits Orientation 

 Benefits Enrollment 

 Notification/Reminders 

 
The on-boarding system was developed and implemented for all benefit-eligible new hires. The on-boarding 
system captures employment data and forms that pertain to the following areas:  Benefits Administration, 
Compensation Administration, Employee Clearance, and Retirement. 
 
The first submission item is the New Hire E-mail Notification that is produced once an employee has been 
approved for hire by the Human Resources and Talent Management team. The e-mail notification is sent to 
the new hire, via their personal e-mail address, notifying him/her of their Employee Benefits Orientation 
(EBO) date, time, and location. In addition, the employee ID number is provided along with instructions to 
begin the on-boarding process. Note, during the summer months employees are provided with a calendar view 
to schedule their EBO session. Functionality has been developed that requires individuals to schedule an EBO 
prior to their hire date. 
 
The next submission item pertains to Employee Portal Access. Once approved for hire, the new employee is 
granted access to the Employee Portal. The new employee must verify their personal information and set up a 
portal account. Once the account is established, the new hire can begin the on-boarding process. The new 
hire is defaulted to the New Hire Landing Page for 31 days post-employment. New employees are provided 
with specific instructions regarding the on-boarding steps in an easy to navigate application. The steps are 
configured based on employee classification (i.e. contracted or non-contracted). For example, an 
Administrative Assistant will not see the section titled Employment Contract, nor will it be included in the set 
of instructions.  
 
The next item is Forms Submission which allows the new employee to complete ten required on-boarding 
forms. The Personal Data Form must be submitted first which pre-populates all remaining forms with 
demographic information. The system is configured for the form box to change colors once completed, making 
the process seamless. Forms are automatically submitted to the employee’s personnel file, making the process 
paperless. 
 
Employee Benefits Orientation (EBO) is the first formalized session that new hires experience at GCPS. EBOs 
are conducted every week to welcome employees to the district. Note, throughout the summer multiple 
sessions are held each week to accommodate the number of new hires for the upcoming school year. Even 
though the on-boarding system is electronic, GCPS believes there is value in continuing to conduct a brief 
formal presentation to new employees. Human Resources and Talent Management and Business and Finance 
representatives are available to counsel employees on benefits, compensation, employee clearance, and 
retirement.  
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In addition, deputy registrars are available to assist with voter registration and Affordable Care Act 
information is provided. New employees are also provided with a GCPS calendar and a “Promise of Gwinnett” 
packet.  
 
The Benefits Enrollment portion of the on-boarding system allows access for the new employee to view basic 
plan information, plan videos, plan documents, as well as premiums. Certain benefits, such as life insurance, 
are not offered based on a flat monthly deduction; however, the system automatically provides a calculation 
based on employee age and salary. A summary as well as a confirmation page is available in a printable format 
to the new employee outlining benefit election(s), monthly payroll deductions, and the effective date. In 
addition, the new employee automatically receives an e-mail containing the same information. Benefit 
elections are captured in the Human Resources Information System (HRIS) and updated each time a change is 
confirmed.  Forms are automatically submitted to the employee’s personnel file.  
 
The next submission item is the Notification/Reminders. New employees receive at least 3 automatic 
notifications, via GCPS e-mail, to elect benefits, enroll in or update direct deposit, as well as their tax status. 
An e-mail address link is provided in the notification allowing easy access for questions. 
 

Target Audience  

The on-boarding process targets benefit-eligible new hires. The average number of new hires on-boarded 
during a calendar year is 2,500 (1,800 were hired during the summer months). 

 

Financial Resources 

The new hire on-boarding system was designed and executed in-house, so there was no associated cost.  
 

Implementation Strategies 

The aforementioned process was implemented strategically, using a phased-in approach throughout the year 
to provide assistance and direction to all new hires. The Human Resources and Talent Management Division 
coordinated with Business and Finance regarding benefits enrollment, as well as the Broadcast and Distance 
Learning team to help produce benefit plan videos and an introduction to GCPS culture video. The Human 
Resources and Talent Management Division also collaborated with the Information Management and 
Technology Division to implement the on-boarding system, as well as maintain other benefit related 
applications such as the Hidden Paycheck, Benefits Summary, Anytime Benefits, Qualifying Events, and Open 

Enrollment. 

 

Challenges/Benefits Realized 

A benefit realized after implementing the on-boarding system was the reduction in the number of questions, 
via telephone and e-mail, from new employees asking benefit-related questions. The automatic notification 
and scheduling of EBO provides a more secure environment because individuals cannot report to their work 
site location until they have attended an EBO. This requires completion of fingerprinting and identification 
badge issuance. New employees have a clear understanding of the GCPS culture, policies/procedures, and all 
employment activities upon job approval.  

 

A challenge associated with communicating employee benefits information relates to the mandates by the 
Georgia Department of Community Health. Because State Health Benefit Plan (SHBP) is the administrator of 
health insurance, GCPS must adhere to all policies and communicate them in the best manner possible.  
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In an effort to continuously improve this process, GCPS offers a link to SHBP on the on-boarding system and 
provides continuous e-mail notifications to remind individuals to enroll in health insurance. 

 

Feedback Received From Affected Parties  

Employees have expressed their appreciation of the clear accessibility of the materials mentioned above. The 
Employee Portal provides easy access to on-boarding documents and benefits related information in a format 
that is simple to navigate. The on-boarding system allows print access, as well as availability of documents for 

31 days post-employment. 

 

A majority of new employees comment on the efficiency and professionalism in which the Employee Benefits 
Orientation sessions are conducted. New employees are impressed with the orientation flow and the ability to 
ask questions to multiple departments. Allowing new employees to complete their forms electronically prior 

to attending EBO saves times and allows employees to report to their work site location promptly. 

 

Automatic notifications to complete critical items, such as benefits enrollment, direct deposit, and 
state/federal taxes is appreciated among all employee groups. An added feature for certified staff is the 

notification of their employment contract, which can be signed electronically via the Employee Portal.  
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Submission Narrative – Electronic Leave Request Form (eLRF) 

 

Summary of Materials 

The materials provided with our submission include: 

 Splash Page Leave Administration Electronic Leave Request Form 

 Leave Administration Electronic Leave Request Form  

 

The Splash Page Leave Administration Electronic Leave Request Form screen shot is provided as a visual 
example of the screen displayed for employees requesting a leave of absence with the district. Prior to 
implementation of the electronic Leave Request Form (eLRF), employees were required to submit this 
document via hardcopy. The form is also available for employees who experience catastrophic circumstances 

and are unable to submit the form electronically. 

 

Similar to the information described above, the Leave Administration Electronic Leave Request Form screen 
shot provides a visual example of the Leave Request Form employees must complete prior to their leave of 
absence with the district. 

 

Target Audience  

The target audience is all benefit-eligible employees who are absent more than ten consecutive working days. 
Currently, the district employs over 20,500 benefit-eligible employees. Approximately 3% of that population is 

on a leave of absence at any given time. 

 

Financial Resources 

All efforts made with the design and execution of this process have been internal, using the combined support 
and expertise of both the Information Management and Technology Division and the Human Resources and 

Talent Management Division. 

 

Implementation Strategies 

GCPS discovered an opportunity for improvement that would provide employees seeking a leave of absence to 
apply via the Employee Portal anytime on demand. All benefit-eligible employees begin their employment 
with a working e-mail address and access to important employment tools such as the personnel handbook and 
benefits information. This access has paved the way for the eLRF. The application for a leave of absence is no 
longer confined to a hardcopy form but has expanded to an electronic form which can be accessed via a 

computer and/or any mobile device.  

 

With the assistance and support of the Information Management and Technology Division, the Leave 
Administration Office has developed a splash page to house the Leave Request Form. Once the form has been 
submitted by the employee, the information is automatically sent to the Leave Administration Office which in 
turn can be viewed and accessed immediately.  
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The real time access accelerates the communication process between employees, Principals/Program 
Managers, and Human Resources ensuring that employees are processed in a timely manner. Since the 
implementation of the eLRF, over 1,400 eLRFs have been successfully submitted and processed. 

 

Challenges/Benefits Realized 

One of the challenges with the eLRF is that not all district employees are savvy with technology. To overcome 
this issue, the district has a Technology Customer Support team to assist with technology issues. Another 

resource for employees experiencing technology issues is their designated Leave Representative.  

 

Another challenge with the eLRF is the ever-changing compatibility settings of internet browsers such as 
Internet Explorer, Google Chrome, Firefox, etc. Again, employees have access to contact their designated 

Leave Representative or the Technology Customer Support team for assistance.  

 

Since the commencement of the eLRF, the district has seen several benefits, including but not limited to the 
following: 

 Immediate notification of the employee’s intent to request a leave of absence; 

 Quick notification of the approval of the eLRF to employees and Principals/Program Managers; and 

 Ensures accuracy with employee information (i.e. telephone numbers, addresses, e-mail 
addresses, etc.).  

 

Feedback Received From Affected Parties  

Our team received positive feedback from employees who were on leave that they appreciated the 
convenience of utilizing the Employee Portal to apply for leave. They also appreciated receiving a 
confirmation e-mail documenting their leave of absence. Principals/Program Managers shared the same 

positive feedback of being instantly informed when their staff applies for a leave of absence.  

 

The continued success of this process has shown administrators the potential for future additions to the splash 
page allowing for the dissemination of additional information to employees. Administrative Assistants are 
included in the leave communication process, thereby allowing them to offer more support to their work site 

location and staff.  
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Submission Narrative – Electronic Verification of Experience Form 

Summary of Materials 

The materials provided with our submission include samples of the electronic verification of experience forms 
for various employee types. 

 Certificated Teacher – John Doe 

 Classified Stellar Substitute – Jane Smith 

 

The electronic verification form may be provided in print and/or electronic PDF format. Printed forms will be 
mailed to the employee or sent directly to school districts. School districts requesting an electronic copy of 
the form be sent directly by GCPS will be sent a PDF copy of the verification of experience form.  

 

The first submission is an electronic verification of experience form for a certificated employee. This sample 
demonstrates the system’s ability to extract employment history and various employment transactions by 
interfacing with PeopleSoft. This example includes pertinent information such as position type, hire date, 
certificate upgrade, leave of absence, steps, physical location change, and the termination date of 
employment. This information was imported into an Excel spreadsheet. 

 

The second submission is an electronic verification of experience form for a classified employee. This sample 
demonstrates the system’s ability to extract employment history and various employment transactions by 
interfacing with PeopleSoft. This example includes pertinent information such as position type, and hire and 

termination date of employment. This information was imported into an Excel spreadsheet. 

 

Target Audience  

GCPS will utilize the electronic verification of experience form for all current and former teachers, 
paraprofessionals, bus drivers, and clerical support employees needing his/her employment with GCPS 
verified.   

 

Financial Resources 

The electronic verification of experience form was designed and developed in-house, so there was no 
associated cost.  

 

Implementation Strategies 

In working with the Information Management and Technology Division, this application will be made available 
to select users within the Human Resources and Talent Management Division on the Employee Portal.  

 

Challenges/Benefits Realized 

A few immediate benefits of implementing an electronic verification of experience form are the eliminated 
risk of human error when manually completing employment verification forms and the reduced processing 

time.  
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In an example of an employee with longevity with the district, it took over 40 minutes to compile the 
employee's work history manually. The new application took less than one minute to generate a complete 
summary of the employee's work history and transactions. 

 

The long-term goals for the electronic verification of experience form are to make the form available in a PDF 
format to all current employees and retirees 24/7 through the Employee Portal. Terminated employees will 
have access to this electronic form in a PDF format for up to one year of separation after the date of 
separation. The electronic verification of experience form is being considered for salary verifications by the 
Division of Business and Finance.  

 

Feedback Received From Affected Parties  

The Human Resources and Talent Management team members using the new application on a daily basis are 
excited to see how the turnaround time for completing verifications of experience will be improved during the 

summer months, which make up our heaviest volume.  
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