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Receipt of Employee Handbook 

The Employee Handbook is a compilation of personnel practices and procedures in effect for the 
North Carolina Innovative School District (NC ISD). This Employee Handbook is designed to assist you 
with general information concerning, among other things, personnel, benefits, and payroll. This 
handbook should not be construed as an employment contract or an agreement for employment. The 
information contained in this handbook is purposefully brief and may be subject to change at any 
time. A copy of this handbook will be kept in the school main office and may be found on the NC ISD 
Website.  

NC Innovative School District is an Equal Opportunity Employer in all personnel decisions. Our 
objective is to provide you with a work environment that is constructive to both personal and 
professional growth. 

By signing below, you acknowledge, agree, and understand: (1) that you have received a copy of the 
NC ISD Employee Handbook; (2) that it is your responsibility to read and comply with the procedures 
contained therein and any revisions made to it; (3) that this handbook should not be construed as an 
employment contract or an agreement for employment; and (4) that the information contained in 
this handbook may be subject to change at any time. 

 

___________________________________  _______________________ 
Signature       Date 

 

____________________________________________________________ 
Please print your full name 

 

Please sign two copies of this notice and return one to the School Director and retain a copy for your 
records. 
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Letter from the NC ISD Superintendent 

Welcome to the North Carolina Innovative School District (ISD). We believe that each employee 
contributes directly to our success and, more importantly, the success of the students in our schools. 
Every position is important, and we are thankful to have you as part of our team! 

As an employee, you should know that you are part of a very dedicated team that is driven to enrich the 
lives of students by helping them to grow and achieve academically and as individuals. We want you to 
take pride in working for the ISD and to use your time and talent to ensure we become a valued and 
respected asset in the communities in which we serve. 

We wish you great success in your career with the ISD and are glad to have you engaged with us in our 
mission, goals and culture. I can promise you two things: the work will be challenging, but it will also be 
rewarding. You will have the opportunity to change the trajectory of young lives and help prepare them 
for the next steps in their academic journey.  

Again, welcome! I look forward to working and serving with you in our mission. 

 

Sincerely, 

 

LaTeesa Allen 
Superintendent 

 

This handbook should not be construed as an employment contract or an agreement for employment. The 
information contained in this handbook is purposefully brief and may be subject to change at any time. Any 
questions you may have regarding the contents of this handbook should be addressed through your immediate 
supervisor or to ISD Human Resources. 
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101. PERSONNEL 

101.1 Duties of Staff 

All staff members will be held accountable to the duties listed in the employee’s contract with NC ISD.  

101.2 Equal Employment Opportunity 

It is the NC ISD’s policy to provide equal employment opportunity to all individuals. We are committed 
to a diverse workforce. We value all employees’ talents and support an environment that is inclusive 
and respectful. We are strongly committed to this policy and believe in the concept and spirit of the law. 

We are committed to assuring that:  

• All recruiting, hiring, training, promotion, compensation, and other employment related 
programs are provided fairly to all persons on an equal opportunity basis;  

• Employment decisions are based on the principles of equal opportunity. All personnel actions 
such as compensation, benefits, transfers, training, and participation in social and recreational 
programs are administered without regard to any characteristic protected by state, federal or 
local law; and  

• Employees and applicants will not be subjected to harassment, intimidation, threats, retaliation, 
coercion or discrimination because they have exercised any right protected by law. 

It is the policy and procedure of the NC ISD that neither race, religion, color, creed, national origin, sex, 
age, political affiliation, genetic information, nor disability is to be considered in the: 

• Recruitment and selection of new employees of the NC ISD schools, and selection of employees 
for promotion, training, career development, transfer, demotion for fiscal purposes, and/or 
reduction-in-force, administration of rates of pay, including the awarding of salary adjustments 
and/or salary increases. 

The NC ISD Superintendent (and/or his/her designee) and the School Director serve as Equal 
Opportunity Coordinators and have overall responsibility for assuring compliance with this policy. All 
employees are responsible for supporting the values of equal opportunity and diversity and assisting our 
school in meeting its objectives.  

101.3 I-9 Immigration Reform Policy 

NC ISD complies with the Immigration Reform and Control Act of 1986 (IRCA) by employing only United 
States citizens and non-citizens who are authorized to work in the United States. All employees are 
asked on their first day of employment to provide original documents verifying the right to work in the 
United states and to sign a verification form required by federal law (INS Form I-9). If an individual 
cannot verify his/her right to work, NC ISD must terminate his/her employment. 
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101.4 Health Examination 

Health examinations are required for all NEW employees and reinstated employees who have been 
separated for more than 1 year upon re-employment. Only N. C. Public Schools Health Exam Certificates 
will be accepted and are available in the NC ISD Human Resources Department. All questions on the 
form must be completed. Health examination forms must be completed and submitted to NC ISD 
Human Resources Department within the first 30 days of employment. 

101.5 Professional Educator’s Licenses 

Information related to Professional Educator’s Licenses is available on the North Carolina Department of 

Public Instruction website. While the URLs may change, at the time of publication this information is 

located at: http://www.dpi.state.nc.us/licensure and https://stateboard.ncpublicschools.gov/policy-

manual/licensure 

101.6 Beginning Teacher Support Plan (BTSP) 

NC ISD has developed a comprehensive program for the induction of new teachers and an 
accompanying plan to support the management of beginning teachers. The plan and program will be 
monitored by the NC ISD Superintendent, the NC ISD Human Resources (HR) Manager and the 
Innovative School Operator’s approved designee. Beginning teachers will be given an electronic copy of 
the NC ISD BTSP at the beginning of the school year.  

101.7 New Employee Orientation 

All new employees will be required to attend an orientation prior to beginning work. NC ISD will provide 
participants with pertinent information regarding their employment with NC ISD. Topics may include, 
but are not limited to, payroll procedures, employee benefits, safety and security procedures, and other 
general information to help employees start their career with Innovative School District. 

101.8 Salary Determination 

NC ISD pays the Educators, Instructional Coach and Educational Partners according to the NC State 
Salary Schedule. To view this schedule, please go to the following website: 
http://www.ncpublicschools.org/docs/fbs/finance/salary/schedules/. NC ISD follows the processes 
currently set in place by the Department of Public Instruction.  

101.9 Performance Evaluations 

Employees of NC ISD will be provided with formal and informal feedback, about on-the-job 
performance. Certified employees will be evaluated using the North Carolina Educator Evaluation 
System (NCEES) by the School Director and/or designee. The Certified employees will be given a 
schedule for the yearly administration of observations. Classified employees will be given a yearly 
evaluation of performance. Please see the NCEES wiki website at 
http://ncees.ncdpi.wikispaces.net/NCEES+Wiki 

  

http://www.dpi.state.nc.us/licensure
https://stateboard.ncpublicschools.gov/policy-manual/licensure
https://stateboard.ncpublicschools.gov/policy-manual/licensure
http://www.ncpublicschools.org/docs/fbs/finance/salary/schedules/
http://ncees.ncdpi.wikispaces.net/NCEES+Wiki
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101.10 Dress Attire 

All NC ISD school employees represent the NC ISD; therefore, professional appearance is expected to 
support a positive educational environment. Professional dress shapes the public’s perception of our 
roles as mentors and models for students. The dress guidelines below apply to all NC ISD employees and 
represent minimum guidelines; they are not an exclusive list. When addressing professional dress 
expectations, the School Director has the decision-making authority on his/her campus.  

Examples of Unprofessional Dress are: 

1. Rubber flip flops, thong shoes or open toed shoes where exposure could present a safety 
hazard.   

2. Clothes and accessories, tattoos, jewelry/piercings, hair colors (extreme colors), etc., that 
are offensive and/or distracting to the learning environment.  

3. Facial piercings, tongue piercings, excessive earrings.  

4. Hats, bandanas (hats may be worn on outside duty for sun coverage).  

Examples of Modest and Professional Dress include but are not limited to: 

1. No visible cleavage. No visible undergarments.  

2. Clothes worn too tight, too loose, or transparent. No bare midriffs.  

3. Skirts should be the appropriate length (no more than three inches above the knee) to allow 
for standing or sitting in public.  

4. No bare shoulders (strapless, spaghetti straps or tops with straps less than 2 inches wide) 
unless worn under jacket, blouse; dress or sweater). However, sleeveless blouses that meet 
all the other criteria within this regulation may be acceptable. 

5. Exercise pants, sweatpants, sweat shirts, shorts, or other athletic clothing should not be 
worn unless teaching Physical Education, or engaging or coaching in athletic events.  

6. Denim jeans would not normally be considered standard professional attire, however, there 
are occasions/tasks where these would be deemed appropriate (e.g., fundraising, field trips, 
safety). Each school may designate specific activities and/or assign a specific day for casual 
wear when denim jeans are appropriate.  

7. No shorts though Capri pants are acceptable.  

DETERMINING COMPLIANCE WITH DRESS AND APPEARANCE STANDARDS 

Administrative and supervisory personnel shall set a good example in personal appearance and good 
manners and shall encourage and expect employees to dress professionally in accordance with the 
NC ISD’s expectations. The employee's supervisor will make the determination of whether an 
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employee's dress or appearance is inappropriate. In making this determination, the supervisor will 
consider the following factors: 

1. The nature of the work; 

2. Whether the dress is consistent with a professional environment; 

3. Health and safety factors; 

4. The nature of the employee's public contact and the normal expectations of outside 
parties with whom the employee will work; 

5. The employee's interaction with students; 

6. The prevailing practices of other workers in similar jobs; and 

7. Any properly established guidelines for dress or appearance. 

The supervisor may make reasonable modifications to the expected standards for staff members 
who are engaged in specialized duties that may require a more relaxed mode of dress. 

CONSEQUENCES FOR VIOLATION OF DRESS AND APPEARANCE STANDARDS 

If the supervisor determines that the employee's dress or appearance violates the established 
guidelines, is not conducive to the learning environment, or is hazardous to the health or safety of 
the employee, fellow employees or students, the supervisor shall counsel the employee regarding 
attire that is consistent with this policy and shall determine whether the employee is allowed to 
remain at work or must leave work to change his or her dress. Any failure to follow the supervisor's 
directive and/or blatant or repeated violations of this policy will subject the employee to disciplinary 
action up to, and including, dismissal. 

ACCOMMODATION FOR RELIGIOUS BELIEFS 

Reasonable accommodations shall be made by the appropriate supervisor for those staff members 
who, because of a sincerely held religious belief, cultural heritage, or medical reason request a 
waiver of a particular part of this policy or guidelines or requirements established pursuant to this 
policy. Please contact your supervisor or the NC ISD HR Manager directly in order to request an 
accommodation. 

101.11 Professional and Staff Development 

NC ISD believes a strong relationship exists between the quality of education provided to students and 

the competency and training of all personnel employed by NC ISD. The NC ISD places a high priority on 

securing the most competent personnel available and, once they are employed, providing them with 

opportunities for professional growth and development throughout their careers. The goal of 

professional and staff development programs and opportunities for licensed and support staff is to 

improve the instructional program and create a safe learning environment for all students by improving 

and expanding the skills of the NC ISD’s licensed and support personnel. 



 
 

6 
 

A. PROFESSIONAL AND STAFF DEVELOPMENT 

The NC ISD Superintendent shall provide ongoing professional development opportunities for 

licensed and support staff and shall require participation by such personnel as appropriate. The 

NC ISD Superintendent shall seek input from employees when developing system-wide 

programs. The School Director shall seek input from school personnel when planning 

professional and staff development programs for his or her school. 

Professional and staff development must be provided, at the system or school level, on the 

effective delivery of the required curriculum. In addition, as required by Internet Use Policy and 

Employee Social Media Use Policy, the NC ISD Superintendent or designee shall plan and provide 

a program of technology-related professional development to prepare the instructional staff to 

integrate technology into the student learning process and to address other relevant issues 

related to the use of digital tools and resources in the instructional program. 

B. SELF-IMPROVEMENT 

Licensed employees are expected to engage in self-directed activities to improve their 

professional skills. These employees are encouraged to seek information and training through 

professional development programs, as well as other opportunities, in order to meet this 

responsibility. 

C. PLANS FOR GROWTH AND IMPROVEMENT 

Supervisors and School Directors also may require licensed employees to enter into plans, 

including mandatory improvement plans established by state law and individual, monitored 

and/or directed growth plans established by NC ISD, for professional growth and to improve 

performance. A performance improvement plan could involve participation in a professional 

development program or encompass a variety of strategies that are related to professional 

growth or improving performance.  

D. PAYMENT OF COSTS 

NC ISD will consider paying reasonable costs, within budget limits, for any courses, workshops, 

seminars, conferences, in-service training sessions or other sessions an employee is required to 

attend by the local administration. The employee must seek and receive prior approval for 

payments from NC ISD Superintendent and timely submit proof of payments in order to be 

eligible for reimbursement.  

NC ISD shall not be responsible for the cost of training taken solely for the purposes of licensure 

renewal. 

101.12 Progressive Discipline Plan 

NC ISD recognizes that an effective professional staff is critical to the smooth operations of the school 
system and to creating a learning environment where students are able to succeed. NC ISD expects all 
employees to exemplify above-average performance in carrying out their teaching or other professional 
responsibilities.  Such employees are expected to continue to strive for excellence, meet all performance 
standards established by NC ISD, the School Director and the Innovative School Operator. Employees 
should pursue professional development as provided in 101.11 Professional and Staff Development.  
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Outlined below are the steps involved in the NC ISD Progressive Discipline Policy. The NC ISD Progressive 
Discipline Plan may begin from a different step, according to the severity of an employee’s misconduct. 
Any NC ISD employee who is unable or unwilling to meet the performance expectations or other 
reasonable standards of NC ISD may be subject to demotion or dismissal as provided in this policy.  

NC ISD Progressive Discipline Policy is a sample progressive template/framework with baseline 
expectations.  There will be afforded each NC ISD school director flexibility to handle each situation 
presented them based on these guidelines. NC ISD recognizes there are times in which employees need 
a chance to correct their behavior when possible and assist them in this process.  

PROGRESSIVE STEPS 

Verbal Warning: when the school director has to issue a verbal waring to an employee, they will 
do so privately, providing the employee with a copy of the policy they violated. The school 
director should provide employees with any coaching or advice they need. The school director 
will keep notes on this meeting and place in the personnel file held in his/her office. 

Informal meeting with Supervisor: when the school director has an informal meeting with the 
employee, a discussion of corrective actions will be held with the employee. The employee 
should receive actionable feedback on how to deal with an unintentional violation or 
wrongdoing. A determination will be made as to a timeline regarding the improvement 
expected. A copy of the corrective actions will be sent to the HR Manager to make them aware 
of the behavior issue and will be placed in the employee’s personnel file. 

Formal reprimand: when an employee receives a formal written reprimand, the school director 
will outline the behavior to be corrected, giving a timeline required for the behavior to be 
corrected. The employee will be given the next steps to take effect at the end of the required 
timeframe for behavior correction. At this point the employee will be placed on a performance 
improvement plan and that plan will be sent to the NC ISD HR Manager. This plan will become a 
part of the employee’s disciplinary personnel file. 

Formal disciplinary meeting leading to termination: when an employee receives a formal 
disciplinary meeting notice, the school director and the NC ISD HR Manager will conference with 
the employee concerning the unsuccessful implementation of the performance plan. A 
determination will be made concerning termination proceedings. 

Immediate Termination: NC ISD employees may be terminated immediately based on certain 
malpractices which include but are not limited to: 

• Inadequate performance 

• Immorality 

• Insubordination 

• Neglect of duty 

• Conviction of a felony or a crime involving moral turpitude 
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• Habitual or excessive use of alcohol or nonmedical use of a controlled substance as 
defined in Article 5 of Chapter 90 of the General Statutes. 

 

102. EMPLOYEE LEAVE 

102.1 Yearly Edition of the “Retirement Benefits” Handbook 

The Yearly Edition of the North Carolina “Retirement Benefits” Handbook is posted on My NC 
Retirement. Learn about your retirement benefits, beneficiary designations, creditable service, and 
other topics. Visit the Retirement Benefits Handbook page at www.nctreasurer.com. This handbook 
outlines the benefits available to eligible members of the Teachers’ and State Employees’ Retirement 
System, including benefits eligible members will receive at retirement once they meet the service and 
age requirements; benefits the Disability Income Plan of North Carolina death benefits for beneficiaries; 
and qualifications for re-employment after retiring. You are encouraged to visit this website for your 
retirement resources and to register on ORBIT, your safe and secure online access to your personal 
retirement account information. You can also contact the North Carolina Retirement Systems if you 
have additional questions at 1.877.627.3287. A customer service representative can assist with the 
status of an application or answer questions about retirement, disability and death benefits. Consult 
with the North Carolina Retirement Systems and/or the NC ISD HR Manager to discuss your eligibility. 

102.2 North Carolina Benefits & Employment Policy Manual 

Visit http://www.dpi.state.nc.us/docs/district-humanresources/key-
information/information/policymanual.pdf to see the most current copy of the North Carolina Benefits 
and Employment Policy Manual on the Department of Public Instruction (DPI) website. The following 
leave options are available to eligible/qualifying employees and are discussed in the N.C. Benefits and 
Employment Policy Manual: Workers Compensation (9.2.1 – 9.2.6). This Policy manual is subject to 
change. 

102.3 Leave  

Eligible NC ISD employees are encouraged to utilize available leave benefit options when necessary. 
However, employees should carefully consider the impact that their absence(s) will have on the overall 
instructional program and upon the achievement of students. Even the best substitute employee cannot 
provide the high level of service that is provided by the regular employee. Every employee absence 
diminishes the overall quality of the instructional program. In addition, unused accumulated sick leave 
and/or annual leave can significantly enhance an employee’s financial entitlements at retirement. 

All leave requests must be approved by the School Director. The only exception, as per the Benefits 
Manual, is for observance of bona fide religious holidays in which the NC ISD Superintendent must 
approve. Extended Sick Leave, Voluntary Shared Leave, Family Medical Leave Act (FMLA), and Military 
Leave should be handled through the NC ISD Finance Manager.  

Please always reference the North Carolina Office of State Human Resources State Employee Resources 

online manual for more detail on each policy by visiting: https://oshr.nc.gov/state-employee-resources. 

This Policy Manual is subject to change. 

http://www.nctreasurer.com/
http://www.dpi.state.nc.us/docs/district-humanresources/key-information/information/policymanual.pdf
http://www.dpi.state.nc.us/docs/district-humanresources/key-information/information/policymanual.pdf
https://oshr.nc.gov/state-employee-resources


 
 

9 
 

102.4 Leave Without Pay 

There are several reasons that eligible employees may be granted a leave of absence without pay. All 
unpaid leaves of absence must be approved by the School Director. With the exception of military leave, 
NC ISD may determine the beginning and/or ending date of such leaves based on a consideration of the 
welfare of the students and the need for continuity of service. Please note that when an employee is on 
an unpaid leave, they will be responsible for the full cost of their benefits coverage (employee and 
employer cost). Please contact the NC ISD Finance Manager for the necessary leave paperwork and/or 
assistance with all unpaid leave requests. 

Parental 
Full-time and part-time permanent employees may be granted leave without pay if they are not 
covered by short-term disability, FMLA, or disability income plan (short-term disability) for up to one 
year; or Family and Medical Leave for up to twelve (12) workweeks. If the leave does not qualify for 
FMLA, it may be required that the employee use accumulated annual/bonus leave before granting 
leave without pay. 

102.5 Teacher Absences 

Teachers should notify the School Director as soon as it is known that absence from school is necessary. 
The teacher’s roll book, lesson plans, textbooks, and assignments should be easily accessible. No teacher 
should procure a substitute. The teacher must contact the School Director because his/her designee will 
procure a substitute. Each teacher workday shall be from 7:30 – 4:30 when students are in session. 
When students are not in session the workday shall be from 8:00 – 4:00, unless otherwise established by 
the School Director or the NC ISD Superintendent. 

102.6 Workers’ Compensation 

The Workers’ Compensation program provides benefits to any employee who suffers an injury through 
accident or occupational disease arising out of, and in the course of, his or her employment, according 
to the provisions of the North Carolina Workers’ Compensation Act. This act applies to all NC ISD 
Employees, whether full-time, part-time, or temporary. The Workers’ Compensation Program for school 
employees is a self-insured program and claims are managed through the Department of Public 
Instruction. In case of an injury or accident while on the job, the following must be done: 

1. The employee must inform his/her supervisor immediately. 

2. The supervisor should complete the Worker’s Compensation Form 19 and Accident 
Investigation and forward to the ISD HR Manager. 

3. The responsibility for reporting an accident rests upon the individual injured. 

4. All accidents/injuries are subject to investigation. 

Guidelines for submitting Workers’ Compensation Claims 

Who is Eligible? 
Any employee who receives an injury from an accident arising out of and in the course of 
his/her employment. 
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Procedures to Follow for Work-Related Injuries 
On-the-Job injuries shall be reported IMMEDIATELY to the employee’s supervisor AND the 
Workers’ Compensation (WC) Site Contact (Office Manager). In turn, the Site Contact must 
inform the NC ISD HR Manager by telephone (910.827.9117) immediately, or as soon as 
possible, when an injury has occurred. The NC ISD HR Manager will direct the Site Contact 
where treatment is to be handled. If the injury happens after-hours, the employee should 
contact the NC ISD HR Manager for instructions on where to report for treatment. If there is 
an occurrence of a life-threatening injury or illness, the employee should go directly to the 
Emergency Department. 

Forms 
The employee is responsible for completing the NC ISD Accident Investigation and Reporting 
Injury Form and the preliminary information on the Industrial Commission Form 19. These 
forms should be filled out within 24 hours of the incident and forwarded to the NC ISD HR 
Manager. 

Return to work 
After the employee has been on Workers’ Compensation Leave, a physician’s statement 
authorizing return to work or return to work with modified duty must be submitted to the 
NC ISD HR Manager prior to reinstatement to work status.    

  

103. PAYROLL 

103.1 Change in Status Procedures 

Procedures to follow upon marriage, divorce, death, birth of a child, medical leave of absence, and 
resignation/retirement: 

Birth of a child  
At least six weeks before the expected date of birth of a child, the employee should contact the 
NC ISD Finance Manager if additional health insurance coverage is needed for the child. If the 
employee already has employee/child or employee/family coverage and wants to cover the 
baby, the employee should contact the Finance Manager within 30 days of birth with child’s 
name, date of birth, and social security number. Also, at least six weeks before the expected 
date of birth of a child, the employee should contact the NC ISD Finance Manager to discuss 
Family Medical Leave Act eligibility rights and leave options available. When a leave of absence 
must be taken (upon exhaustion of sick leave, extended sick leave, personal leave, and annual 
leave), the employee must directly pay benefits in order to continue coverage. 

Death 
Upon the death of a family member, an employee should change their beneficiary (through the 
NC ISD Finance Manager) with the retirement system. To add or change beneficiaries, log into 
ORBIT or contact NC ISD Finance manager to obtain Form 2C and mailed to the Retirement 
System by the employee. 
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Marriage/Divorce 
If an employee gets married or divorced during the year, a new W-4 form, NC-4 EZ, or NC-4 form 
will need to be completed. An employee who wants to change his/her beneficiary with the 
Retirement System should contact the NC ISD Finance Manager.  

Medical Leave 
Employees who experience or expect to be absent in excess of five days consecutively should 
notify the NC ISD Finance Manager and HR Manager to discuss Family Medical Leave Act 
eligibility and rights. Also, employees will be given information on other available leave options 
including disability, shared leave, and workers’ compensation. When a leave of absence must be 
taken, the employee must directly pay benefits in order to continue coverage. 

Retirees 
Employees who are considering retirement should contact the NC ISD HR Manager up to 90 days 
before their expected retirement date. Retirees will be paid for annual leave balances up to 30 
days. For eligible employees, they will receive prorated longevity depending on retirement date. 
Also, information will be given on continuation/conversion of benefits. 

Termination/Transfer/Resignation 
Employees should submit an advance two-week notice of separation to their supervisor and the 
NC ISD HR Manager if they are not a NC Licensed Employee. Employees should submit an 
advance 30-day notice to their supervisor and the NC ISD HR Manager if they are a NC Licensed 
Employee. Employee retirement contributions can be withdrawn if desired and employee does 
not intend on returning to work in North Carolina as a state employee. Eligible employees may 
also request annual leave payment for any remaining balance. Leave balances not paid will 
remain in force for five years. 

Flexible Benefit Plan (Medical or Dependent Reimbursement Spending Accounts, Dental, 
Vision, or any other pre-tax benefit items except hospitalization) 
Status changes should be made within 30 days of the event with NC ISD Finance Department. 
Documentation must be made in writing to make these changes per IRS regulations. 

Garnishments 
As mandated by law, NC ISD deducts child support, taxes, student loan, and other approved 
garnishment payments as instructed by federal, state, and local agencies. 

Change of Address 
Employees who change their address will need to obtain a “Change of Address” form found at 
www.innovativeschooldistrict.org. Upon completion of this form, employees should fax, email 
or mail the form to the NC ISD Finance Manager. 

 

103.2 Pay Dates & Procedures 

All staff of the NC ISD will be paid one time a month at the end of the month.  
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103.3 Withholdings 

Federal and State Taxes – NC ISD is required to withhold federal and state income taxes from the 
salaries of all school personnel. It is necessary that each employee indicate whether married or single on 
forms W-4, NC-4 or NC-4 EZ. Supplemental wages are compensation paid in addition to the employee’s 
regular wages. They include, but are not limited to bonuses, accumulated annual leave pay-off, 
retroactive pay increase for current employee, and longevity. In compliance with Internal Revenue 
Service regulations, the NC ISD, as your employer, withholds income taxes from supplemental wages. 

103.4 Retirement 

All employees working 30 hours or more in a permanent position will have 6 percent (6%) deducted 
from all earnings and deposited into the retirement system. The State of North Carolina matches this 
deduction. For more information about the retirement system, see the Benefits section. 

103.5 Social Security and Medicare 

All employees, including substitutes, are subject to social security. Per Federal guidelines, the NC ISD 
matches the amount of social security withheld from employees. The FICA and Medicare rates and FICA 
limit are determined in accordance with Federal guidelines. 

 

104 SCHOOLS FUNDS 

104.1 Receipting Funds 

All money received must be receipted regardless of the amount and turned in daily to the Office 
Manager. Employees shall not leave money unsecured. Money must be receipted the same day it is 
received. Receipts shall not be altered. If the date or total is incorrect, the receipt must be voided, and 
all copies must be attached and left in the receipt book. 

104.2 Personal Purchase and Checks 

No employee shall charge personal items to any account with intentions of paying the school when the 
items are received. Funds may not be obligated for personal purposes. Any employee who violates this 
will be disciplined up to possible discharge of employment. 

 

105. EMPLOYEE BENEFITS 

105.1 NCFlex State Insurance Plans 

For all questions concerning employee benefits, you may contact the NC ISD Finance Manager or visit 
the following website: https://files.nc.gov/ncoshr/2018%20NCFlex%20Enrollment%20Guide.pdf 

105.2 Open Enrollment 

https://files.nc.gov/ncoshr/2018%20NCFlex%20Enrollment%20Guide.pdf
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The NC State Health Plan will have open enrollment from October 1 – October 30. The plan year will be 
January – December. This annual enrollment period is the only time during the year when an employee 
may change their insurance plan and add or delete dependents without meeting the State 
requirements. Employees that desire to make a change in their plan must complete the necessary 
enrollment. During the year, if there are any changes or questions that need to be made or answered, 
please contact NC ISD Finance Manager. 

105.3 Other Deductions Available 

Dues – NCAE (North Carolina Association of Educators), PENC (Professional Educators of North Carolina, 
NCATA (North Carolina Association of Teacher Assistants), SEANC (State Employees Association of North 
Carolina), and NCASA (North Carolina Association of School Administrators), and other state approved 
associations eligible for payroll deductions are available to NC ISD employees. Any employee wanting to 
apply for eligible payroll deductions must notify the NC ISD HR Manager upon initial employment or 
upon initially joining a state approved association. Contact NC ISD HR Manager for more information. 

105.4 State Employees’ Credit Union (SECU) 

Through payroll deduction, employees can have money sent to the SECU for loan payments or into a 
savings account. Contact SECU for assistance in establishing, changing or canceling this deduction. 

105.5 Retirement System Information 

Vesting period for Teachers State Employee Retirement System (TSERS) retirement benefit eligibility is 
five years of full-time service. 

 

106. PRACTICES AND POLICIES 

106.1 Practices & Conduct 

School employees, especially professional staff, are privileged to hold positions of influence with 
students and in the school community. They must conduct themselves as role models, upholding high 
standards of integrity, trust, and professionalism. Employees must always aspire to perform their job 
duties, written and unwritten, in a highly competent, respectful, ethical and legal manner, regardless of 
whether there is a specific governing policy or rule. 

All professional educators licensed in North Carolina are also duty-bound to know, comply with, and 
report violations of the state’s Standards of Professional Conduct for North Carolina Educators. Other 
professional staff should also be familiar with and strive to uphold the Code’s values. The Code is 
available online at https://stateboard.ncpublicschools.gov/policy-manual/north-carolina-administrative-
code-16-ncac/16-ncac-6c-0601-policy-regarding-the-code-of-ethics-for-north-carolina-educators 

A staff that models such behaviors and attitudes can profoundly shape students’ behavior for good, thus 
promoting a long-term impact that benefits our students, our school community, school families, and 
other communities in which students eventually live. 

https://stateboard.ncpublicschools.gov/policy-manual/north-carolina-administrative-code-16-ncac/16-ncac-6c-0601-policy-regarding-the-code-of-ethics-for-north-carolina-educators
https://stateboard.ncpublicschools.gov/policy-manual/north-carolina-administrative-code-16-ncac/16-ncac-6c-0601-policy-regarding-the-code-of-ethics-for-north-carolina-educators
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It is expected that you pride yourself as a representative of NC ISD in your appearance and image you 
create. The image we project of our school is important and request that our employees maintain 
standards of dress and appearance appropriate to NC ISD as a whole and your individual position 
responsibilities. Dress, grooming, personal cleanliness, and professional behavior standards contribute 
to the professional image we present to our customers and visitors. Therefore, while performing duties, 
employees are expected to dress in attire appropriate to the setting and to behave in a professional and 
businesslike manner at all times to best represent NC ISD and the school.  

106.2 Outside Employment 

Employees shall not accept any other employment while they are employed at the school, regardless of 
the time of year, including summer months, when such employment: 

1. Conflicts with the effective performance of employee school duties; 

2. Disrupts, discredits, or otherwise undermines the schools’ educational program or reputation; 

3. Involves work that actually or is likely to compete with the educational offerings or financial 
development of the school; or; 

4. Conflicts with the employee’s duty to be a role model to students. 

Contact the NC ISD HR Manager if you have questions. 

106.3 Discrimination, Harassment & Bullying 

NC ISD acknowledges the dignity and worth of all students and employees and strives to create a safe, 
orderly, caring and inviting school environment to facilitate student learning and achievement. NC ISD 
prohibits discrimination on the basis of race, color, religion, sex (including pregnancy), national origin, 
age, disability or genetic information. The NC ISD will not tolerate any form of unlawful discrimination, 
harassment or bullying in any of its educational or employment activities or programs.  

A. PROHIBITED BEHAVIORS AND CONSEQUENCES 

1.  Discrimination, Harassment and Bullying 

Students, school system employees, volunteers and visitors are expected to behave in a 
civil and respectful manner. NC ISD expressly prohibits unlawful discrimination, 
harassment and bullying. 

Students are expected to comply with the behavior standards established by the ISO 
and the student code of conduct. Employees are expected to comply with this policy 
and regulations. Volunteers and visitors on school property also are expected to comply 
with this policy and established school rules and procedures. 

Any violation of this policy is serious, and school officials shall promptly take appropriate 
action. Students will be disciplined in accordance with the school’s Student Code of 
Conduct. Based on the nature and severity of the offense and the circumstances 
surrounding the incident, the student will be subject to appropriate consequences and 
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remedial actions ranging from positive behavioral interventions up to, and including, 
expulsion.  

Employees who violate this policy will be subject to disciplinary action, up to, and 
including, dismissal. Volunteers and visitors who violate this policy will be directed to 
leave school property and/or reported to law enforcement, as appropriate. 

When considering if a response beyond the individual level is appropriate, the School 
Director, or designee, should consider the nature and severity of the misconduct to 
determine whether a classroom or school-wide response is necessary. Such classroom 
and school-wide responses may include staff training, harassment and bullying 
prevention programs and other measures deemed appropriate by the NC ISD 
Superintendent to address the behavior. 

2.  Retaliation 

NC ISD prohibits reprisal or retaliation against any person for reporting or intending to 
report violations of this policy, supporting someone for reporting or intending to report 
a violation of this policy or participating in the investigation of reported violations of this 
policy.  

After consideration of the nature and circumstances of the reprisal or retaliation and in 
accordance with applicable federal, state or local laws, policies and regulations, the 
superintendent or designee shall determine the consequences and remedial action for a 
person found to have engaged in reprisal or retaliation. 

B. APPLICATION OF POLICY 

This policy prohibits unlawful discrimination, harassment and bullying by students, employees, 
volunteers, and visitors. “Visitors” includes persons, agencies, vendors, contractors and 
organizations doing business with or performing services for NC ISD.  

This policy applies to behavior that takes place: 

1. In any school building or on any school premises before, during or after school hours. 

2. On any bus or other vehicle as part of any school activity. 

3. At any bus stop. 

4. During any school-sponsored activity or extracurricular activity, even if the activity occurs in 
a place other than a school building or on school premises. 

5. At any time or place when the individual is subject to the authority of school personnel. 

6. At any time or place when the behavior has a direct and immediate effect on maintaining 
order and discipline in the schools. 
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C. REPORTING AND INVESTIGATING COMPLAINTS OF DISCRIMINATION, HARASSMENT OR 
BULLYING 

Employees are required to report any actual or suspected violations of this policy. Students, 
parents, volunteers, visitors or others are also strongly encouraged to report any actual or 
suspected incidents of discrimination, harassment or bullying. All reports should be made to the 
School Director and NC ISD HR Manager. Reports may be made anonymously, and all reports shall 
be investigated. 

D. COORDINATORS 

The NC ISD Superintendent has appointed the following individuals to coordinate the efforts to 
comply with and carry out its responsibilities under federal non-discrimination laws. These 
responsibilities include investigating any complaints communicated to school officials alleging 
noncompliance with Title VI or Title IX of the Civil Rights Act, Section 504 of the Rehabilitation 
Act, the Americans with Disabilities Act (ADA), the Age Discrimination Act, or alleging actions 
which would be prohibited by those laws.  

1. Title IX Coordinator, Age Discrimination Coordinator, Other Non-Discrimination Laws – 
NC ISD HR Manager  

2. Section 504 Coordinator – NC ISD HR Manager 

3. ADA Coordinator – NC ISD HR Manager 
 

H. RECORDS AND REPORTING 
The NC ISD Superintendent or designee shall maintain confidential records of complaints or 
reports of discrimination, harassment or bullying. The records must identify the names of all 
individuals accused of such offenses and the resolution of such complaints or reports. The NC ISD 
Superintendent also shall maintain records of training conducted and corrective action or other 
steps taken by NC ISD to provide an environment free of discrimination, harassment and 
bullying. The NC ISD Superintendent shall evaluate the effectiveness of efforts to correct or 
prevent discrimination, harassment and bullying and shall share these evaluations periodically 
with the State Board.  

106.4 Nondiscrimination on the Basis of Disabilities 

The NC ISD will not discriminate against qualified persons with disabilities on the basis of a disability. NC 
ISD will provide aids, benefits and school services to a person with disabilities in the most integrated 
school setting appropriate to his or her needs so that he or she may have an opportunity commensurate 
to that provided to persons without disabilities to obtain the same results, gain the same benefit or 
reach the same level of achievement. 

106.5 Sexual Harassment 

The purpose of this section is to establish a uniform procedure to determine if a person(s) accused of 
sexual harassment did in fact violate the NC ISD Prohibition against Discrimination, Harassment, and 
Bullying Policy, and if so, to provide sanctions to stop the harassment. ALL complaints of sexual 
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harassment require an investigation which, upon conclusion, will include a formal written report of the 
investigator's findings of facts, conclusions of findings, and recommended actions to resolve the 
complaint. Copies of the report shall be submitted to the NC ISD Title IX contact person. 

PROCEDURE 

1. Complaints should be reduced to writing and should describe what happened in as much detail 
as possible, including the names of witnesses who may be privy to information that would 
support the complaint filed 

A complaint should be filed as soon as possible but no later than 30 days after disclosure or 
discovery of the facts giving rise to the complaint. Complaints submitted after the 30-day period 
may be investigated; however, employees should recognize that delays in reporting may 
significantly impair the ability to investigate and respond to such complaints.   

2. Reach a conclusion. There should be four possible outcomes: 

a. The harassment occurred; or 

b. The harassment did not occur; or 

c. The allegation was unsubstantiated but with probable cause; or 

d. There was insufficient information to make a decision. 

3. The employee will be notified by the investigator with the results of the investigation in written 
form within 15 days of receiving the complaint unless additional time is necessary to conduct an 
impartial and thorough investigation. If the employee chooses to appeal, then the case will be 
submitted to the NC ISD Superintendent. 

4. The alleged perpetrator(s) will be notified by the investigator of the results of the investigation 
in written form as to whether any NC ISD policies were violated and of any disciplinary actions if 
required. If the perpetrator is found to have violated the NC ISD policy, then he/she must be 
informed of the appeal process of the investigative report. An appeal case will be submitted to 
the NC ISD Superintendent. 

106.6 Reporting Harassment Charges 

All complaints of harassment shall be promptly and thoroughly investigated, documented, and 
monitored, with appropriate follow-up and disciplinary action taken to remedy any act of harassment. 
Confidentiality will be maintained throughout all complaints, investigations and follow-up actions to the 
best of ISD’s ability. Only individuals and employees in a need-to-know position are entitled to receive, 
report, or provide such information. Any person who is subject to or aware of any harassing behavior 
may report the matter orally or in writing to a supervisor. Any employee who knows of such behavior 
shall immediately report such information to a supervisor and the supervisor shall promptly inform the 
School Director. If a supervisor is involved, a report may be made directly to the School Director. If the 
School Director is involved, the report may be made to the NC ISD HR Manager. No employee or student 
shall be subject to negative or retaliatory action for reporting or assisting in the investigation of an 
allegation of harassment.  
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106.7 Drugs & Alcohol 

NC ISD is a drug-free, tobacco free and alcohol-free workplace. It shall be a condition of employment 
and continuing employment by the NC ISD that each employee complies with the requirements of the 
NC ISD Drug, Tobacco and Alcohol Policy.  

A. PROHIBITED ACTIVITIES 

NC ISD prohibits employees from engaging in the unlawful manufacture, sale, distribution, 
dispensing, possession, or use of any narcotic drug, hallucinogenic drug, amphetamine, 
barbiturate, marijuana, anabolic steroid, alcohol, stimulants, synthetic cannabinoids, counterfeit 
substance or any other controlled substance as defined in (1) Schedules I through VI of the 
North Carolina Controlled Substances Act or in (2) schedules I through V of section 202 of the 
Controlled Substances Act (21 U.S.C. 812) and further defined by regulation at 21 C.F.R. 1300.01 
through 1300.04 and 21 C.F.R. 1308.11 through 1308.15. Employees must not be under the 
influence of alcohol or be impaired by the excessive use of prescription or nonprescription drugs 
at any time this policy is applicable. This policy is not violated by an individual's proper use of a 
drug lawfully prescribed for that individual by a licensed health-care provider. 

Employees are prohibited from using or being under the influence of alcohol or other drugs (1) 
while acting in the course and scope of employment duties, (2) while at school-sponsored 
activities or (3) while on school property.  

B. APPLICABILITY 

This policy governs each employee before, during or after school hours while the employee is on 
any property owned or leased by NC ISD; at any time during which the employee is acting in the 
course and scope of his or her employment with NC ISD; and at any time that the employee's 
violation of this policy has a direct and adverse effect upon his or her job performance. This 
policy does not apply to an employee’s consumption of alcoholic beverages that are served at a 
reception or other similar function that occurs outside the regular workday and that the 
employee is authorized or required to attend as a part of his or her employment duties. 

Independent contractors, volunteers, and visitors are subject to all requirements of this policy 
while on school property or at a school-sponsored event. 

C. REASONABLE SUSPICION TO SEARCH 

Any employee may be subjected to a search of his or her person or belongings or of school 
property under the employee's control if there is reasonable suspicion that the employee has 
violated this policy. An employee also may be required to submit to a drug or alcohol test when 
there is reasonable suspicion of drug or alcohol use by the employee in violation of this policy.  
Reasonable suspicion shall be based on specific, contemporaneous observations concerning the 
physical, behavioral, speech and/or performance indicators of drug or alcohol use. The 
observations must be made by a supervisor or other NC ISD official. All drug and alcohol testing 
will be done with procedures that ensure the confidentiality and privacy interests of the 
employee and in accordance with law. Employees who refuse to submit to a search or a test to 

http://redirector.microscribepub.com/?loc=US&cat=usc&id=21-812
http://redirector.microscribepub.com/?cat=cfr&loc=us&id=21&spec=1300
http://redirector.microscribepub.com/?cat=cfr&loc=us&id=21&spec=1300
http://redirector.microscribepub.com/?cat=cfr&loc=us&id=21&spec=1308
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detect alcohol or drug use after reasonable suspicion is established may be suspended 
immediately pending consideration of a decision to terminate employment.  

In addition, any employee, volunteer or independent contractor who operates a commercial 
motor vehicle or performs other safety-sensitive functions in the course of duties for NC ISD 
may be subject to drug testing. 

D. DUTY TO REPORT 

An employee must notify his or her supervisor and the NC ISD HR Manager in writing of any 
charge, conviction, or arrest under any criminal drug statute for a violation occurring within the 
scope of Section B of this policy. The notification must be given no later than the next scheduled 
business day after the employee's conviction. If the employee's position is funded in any part by 
a federal grant and the conviction was for a violation occurring in the workplace, the NC ISD HR 
Consultant or designee shall notify the funding agency of the conviction within 10 days of 
receiving notice of the conviction. "Conviction" as used in this section includes the entry in a 
court of law or military tribunal of: (1) a plea of guilty, nolo contendere, no contest or the 
equivalent; (2) a verdict or finding of guilty; or (3) a prayer for judgment continued ("PJC") or a 
deferred prosecution. 

E. CONSEQUENCES 

Violation of this policy will subject an individual to disciplinary action by NC ISD that could result 
in non-renewal or termination of employment with NC ISD or the requirement that the 
employee participate satisfactorily in a drug or alcohol abuse assistance or rehabilitation 
program approved by NC ISD or federal, state or local health, law enforcement or other 
appropriate agency. Information concerning available counseling, rehabilitation, and re-entry 
programs will be provided to employee. Any illegal drug activity will be reported to law 
enforcement authorities. 

F. COMMERCIAL MOTOR VEHICLE OPERATORS 

Employees, volunteers and independent contractors who operate a commercial motor vehicle in 
the course of duties for NC ISD are subject to drug testing.  

The NC ISD Superintendent shall establish administrative procedures for conducting drug tests 
authorized by this policy.  

106.8 Smoking & Tobacco Products 

NC ISD promotes the health and safety of all students and staff and the cleanliness of all school facilities. 
The use of tobacco products on school grounds, in school buildings and facilities, in or on any other 
school property owned or operated by the school board, or at school-related or school-sponsored 
events is detrimental to the health and safety of students, staff and school visitors. To this end, and to 
comply with state and federal law, NC ISD adopts this tobacco-free policy that prohibits smoking and the 
use of tobacco products as follows. For the purposes of this policy, the term "tobacco product" means 
any product that contains or is made or derived from tobacco and is intended for human consumption 
or that resembles tobacco or tobacco products, including all lighted and smokeless tobacco products, as 
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well as electronic cigarettes, vaporizers, and other electronic smoking devices even if they do not 
contain tobacco or nicotine. 

1. All employees and other persons performing services or activities on behalf of NC ISD, including 
volunteers and contractors, as well as students and visitors, are prohibited from using any 
tobacco products at any time in any school building, in any school facility, on school campuses, 
and in or on any other school property, including school buses and other vehicles owned or 
operated by NC ISD. 

2. In addition, persons attending a school-sponsored event at a location not specified in subsection 
1 above are prohibited from using tobacco products when (a) in the presence of students or 
school personnel, or (b) in an area where use of tobacco products is otherwise prohibited by 
law. 

106.9 Weapons 

NC ISD is committed to providing a safe school environment that is free from violence, to the maximum 
extent possible. Except as otherwise specified in this policy, employees, visitors and other persons are 
prohibited from possessing, carrying, using or threatening to use, or encouraging another person to 
possess, carry, use or threaten to use, weapons or explosives on school property or while attending 
curricular or extracurricular activities sponsored by NC ISD. This policy applies to weapons or explosives 
carried openly or concealed.  

Any employee who violates this policy will be subject to immediate termination. Any visitor or other 
person who violates this policy will be escorted from the premises and/or school activity immediately. 
Any student who violates this policy will be subject to immediate suspension. The NC ISD 
Superintendent or School Director shall immediately report any violation of this policy to law 
enforcement officials. Any employee who is aware that a weapon or explosive is present on school 
property or at a school event must immediately report this information to the School Director or 
designee or the school resource officer, as appropriate. 

A. WEAPONS AND EXPLOSIVES DEFINED 

For purposes of this policy, a weapon includes, but is not limited to, any gun, rifle, pistol, or 
other firearm of any kind; any BB gun, stun gun, air rifle, air pistol, bowie knife, dirk, dagger, 
slingshot, leaded cane, switchblade knife, blackjack, metallic knuckles, razors and razor blades, 
fireworks, mace, pepper spray, and other personal defense sprays; and any sharp-pointed or -
edged instrument, except instructional supplies, unaltered nail files, and clips and tools used 
solely for the preparation of food, instruction and/or maintenance on educational property. For 
purposes of this policy, an explosive includes, but is not limited to, any dynamite cartridge, 
bomb, grenade, mine or powerful explosive as defined in G.S. 14-284.1. 

B. SCHOOL PROPERTY 

For purposes of this policy, school property is any school building or bus, school campus, 
grounds, recreational area, athletic field, or other property owned, used or operated by NC ISD. 

  

http://redirector.microscribepub.com/?cat=stat&loc=nc&id=14&spec=284.1
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C. EXCLUSIONS 

This policy does not apply to: 

1. a weapon or explosive used solely for educational or school-sanctioned ceremonial 
purposes that has been approved in advance by the NC ISD Superintendent; 

2. a person who has a concealed handgun permit that is valid under state law or who is 
exempted by state law from needing a permit to carry a concealed handgun, if any of the 
following conditions are met: 

3. the person has a handgun in a locked container securely affixed to the person’s vehicle; or 

4. the person is within a locked vehicle and removes the handgun from concealment only for 
the amount of time reasonably necessary to move it to a locked container within the 
vehicle; 

5. firefighters, emergency service personnel, North Carolina Forest Service personnel; and 

6. law enforcement officers or other persons as provided in G.S. 14-269.2(g)(1a). 

106.10 School Safety 

Safe schools are critical to creating a learning environment in which students can succeed. Staff and 
students share the responsibility for taking reasonable precautions and following established safety 
measures to create and maintain safe schools. The following safety measures must be implemented in 
all NC ISD schools. 

A. SUPERVISION OF STUDENTS 

Students must be reasonably supervised while in the care and custody of a NC ISD school. This 
supervision by all NC ISD employees must occur throughout school hours, including during class, 
between classes, on the playground, and during recess or lunch periods; during authorized 
school field trips; and on school buses. Reasonable precautions should be taken by all NC ISD 
employees to protect the safety of students on school grounds and on buses before, during and 
after school. 

B. SUPERVISION OF VISITORS 

The School Director and all NC ISD employees shall be responsible for ensuring all visitors on 
school campus are supervised at all times. 

C. CARE OF SCHOOL BUILDINGS AND GROUNDS 

The School Director is required to inspect school buildings, playgrounds and equipment for 
health, fire and safety hazards on a regular basis as required by law and to notify the NC ISD 
Superintendent immediately of unsanitary conditions or repairs needed to meet safety 
standards. Any staff member who observes any potential hazards must notify the School 
Director or the employee’s supervisor immediately. All warning systems must meet building and 

http://redirector.microscribepub.com/?cat=stat&loc=nc&id=14&spec=269.2
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equipment codes required by law and must be properly maintained. When necessary, proper 
signs indicating potential hazards or recommended safety precautions must be posted. 

 

D. ESTABLISHING PROCESSES TO ADDRESS POTENTIAL SAFETY CONCERNS AND 
EMERGENCIES 

1.  Responding to Student Altercations and Other Threats to Safety 
All school system employees have a duty to be alert at all times to situations that may 
pose a threat to the safety of students, employees or visitors on school property, at 
school events or in other situations in which the students are under the authority of 
school employees. Even an employee who does not have responsibility for supervising 
students is expected to make an immediate report if the employee observes or has 
reason to suspect that a situation poses a threat to safety and no administrator, teacher 
or other supervisory employee is present and aware of the potential threat.  

Teachers, Educational Partners, coaches and other employees with responsibility for 
supervising students will use appropriate student behavior management techniques to 
maintain order and discipline on school property, at school events and anywhere that 
students are under the employees’ authority. Such employees must enforce the Code of 
Student Conduct and address student behavior in accordance with the school plan for 
management of student behavior (see ISO Student Handbook).  

When employees with responsibility for supervising students have personal knowledge 
or actual notice of a student altercation or other situation that poses an immediate 
threat to safety, they shall use their professional judgment to determine how best to 
address the situation to protect the safety of everyone in the vicinity. Emergency 
procedures identified in a student’s Behavior Intervention Plan shall be followed to the 
maximum extent possible under the circumstances. For minor threats or altercations or 
altercations involving young children, the employee shall intervene directly to end the 
fight or address the safety threat if the employee can do so safely. An employee who 
encounters a situation that cannot be managed safely and effectively by that employee 
immediately shall request assistance from other employees or administrative staff and 
shall take steps to remove bystanders from the area. Only the degree of force or 
physical control reasonably necessary shall be used to re-establish a safe environment.  

Employees should take further action as appropriate in accordance with any response 
protocols established by the School Director or NC ISD Superintendent. All employees 
are responsible for knowing and following such protocols to the fullest extent 
reasonable under the circumstances at the time.  

2.  School Rules and Training for Staff  
The School Director or designee shall develop rules to help prevent accidents in school 
buildings, on school buses and on school grounds. Staff training must include detailed 
instruction on how to respond to a variety of emergency situations. In addition, staff 
should be able to recognize and respond to behavior, information and related indicators 
that warn of impending problems. In addition, as a part of instruction, school personnel 
must teach and review with students (1) safety procedures, including fire safety 
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procedures; (2) precautions for handling chemicals or potentially dangerous equipment; 
and (3) appropriate responses to threats to school safety.  

3.  Safety Equipment 
NC ISD school employees shall provide students and visitors with safety equipment as 
required by law and shall enforce school rules pertaining to wearing safety equipment. 
NC ISD school employees shall wear and use appropriate safety equipment as required 
for the safe performance of their specific job assignments. 

4.  Planning for Emergencies and Conducting Fire Drills and Other Emergency Drills 
NC ISD in coordination with local law enforcement and emergency management 
agencies, will adopt a school risk management plan relating to incidents of school 
violence for each school in the school system. The NC ISD Superintendent must provide 
the Department of Public Safety’s Division of Emergency Management (Division) with 
emergency response information it requests for the school risk management plan and 
updated emergency response information when such updates are made. The NC ISD 
Superintendent or School Director must also provide the Division and local law 
enforcement with schematic diagrams, including digital schematic diagrams, of all school 
facilities and updates of the schematic diagrams when the school system makes 
substantial facility modifications, such as the addition of new facilities or modifications 
to doors or windows. Schematic diagrams must meet any standards established by the 
Department of Public Instruction for the preparation and content of the diagrams. In 
addition, the NC ISD Superintendent or School Director shall provide local law 
enforcement with (1) either keys to the main entrance of all school buildings or 
emergency access to key storage devices for all school buildings and (2) updated access 
to school buildings when changes are made to the locks of the main entrances or to the 
key storage devices. 

At least one school-wide tabletop exercise and drill that meets the requirements of 
state law and is based on the procedures documented in the school risk management 
plan will be held annually at each school. All NC ISD School Directors shall also conduct 
fire drills as required by law. 

5. Reporting Risks to the School Population 
Maintaining a safe school environment that is conducive to learning requires staff to be 
proactive in dealing with violence, harassment and bullying. Staff members must report 
immediately to the School Director any information regarding unusual or suspicious 
behavior or acts of violence, harassment or bullying. Every NC ISD School Director is 
required to investigate and act upon any reports of such behavior, including, when 
appropriate, reporting criminal activities to law enforcement and the NC ISD 
Superintendent or designee. 

6.  Potential Threats of Registered Sex Offenders 
The School Director of each school shall register with the North Carolina Sex Offender 
and Public Protection Registry to receive e-mail notification when a registered sex 
offender moves within a one-mile radius of the school. All NC ISD employees should 
make the School Director aware of anyone they have knowledge of that has moved into 
the area that may be a registered sex offender. 
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7.  Student Behavior Standards 
Students are expected to meet behavior standards set forth in NC ISD policies and the 
approved Student Handbook. All NC ISD employees are expected to have read the 
Student Handbook so as to know and enforce the procedures set forth in the Student 
Handbook. 

106.11 Employee Grievances 

NC ISD recognizes that harmonious relations with its employees can be maintained and improved 
through effective communications. All NC ISD employees are at-will employees. The interests of all 
parties can best be served by sincere efforts of all concerned to promote understanding and 
cooperation. It is the policy of NC ISD, in keeping with the ultimate goal of serving the educational 
welfare of children, to develop and practice reasonable and effective methods of resolving difficulties 
that may arise among employees. The intent is to reduce potential areas of grievances and to establish 
and maintain recognized channels of communications between staff and administration. The purpose of 
this procedure is to secure, at the lowest possible level, equitable solutions to the problems that arise 
from time to time and affect employees. 

This policy does not apply to grievances alleging discrimination, harassment or bullying, including 
complaints arising under the Americans with Disabilities Act (ADA) or Section 504 of the Rehabilitation 
Act. Such grievances shall be processed under NC ISD Discrimination, Harassment and Bullying Policy. 

A. INFORMAL RESOLUTION 

It is desirable for an employee and his or her immediate supervisor to resolve problems 
through free and informal communication. When informal procedures fail or are 
inappropriate or when the employee requests formal procedures, a grievance will be 
processed pursuant to the steps set forth in this policy. 

 
B. DEFINITIONS 

1. Days 
Days are the working days, exclusive of Saturdays, Sundays, vacation days or holidays, as set 
forth in the aggrieved employee's employment calendar. In counting days, the first day will be 
the first full working day following receipt of the grievance. When a grievance is submitted on or 
after May 1, time limits will consist of all weekdays (Monday - Friday) so that the matter may be 
resolved before the close of the school term or as soon thereafter as possible. 

2. Final Administrative Decision 
A final administrative decision is a decision of a school employee from which no further appeal 
to a school administrator is available. 

3. Grievance 
A grievance is a formal written claim by an employee regarding specific decision(s) made by 
another employee and alleging that such decision(s) have adversely affected the person making 
the claim. A grievance may include, but is not limited to, the following allegations: 
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a. that there has been a violation, misapplication or misinterpretation of state or federal 
law or regulations, NC ISD policy or administrative procedure; 

b. that an employee's employment status or the terms or conditions of his or her 
employment have been adversely affected; or 

c. that there exists a physical condition that jeopardizes an employee's health or safety or 
that interferes with an employee's ability to discharge his or her responsibilities properly 
and effectively. 

The term "grievance" does not apply to any matter for which the method of review is prescribed 
by law, for which there is a more specific NC ISD policy providing a process for addressing the 
concern, or upon which the NC ISD is without authority to act. 

NC ISD also specifically excludes the following matters from the grievance process: (1) disputes 
arising out of the performance evaluation process; or (2) disputes arising out of an employment 
reference provided by any employee of the NC ISD. 

Claims of discrimination, harassment or bullying, including complaints arising under the 
Americans with Disabilities Act (ADA) or Section 504 of the Rehabilitation Act, shall be processed 
under the Discrimination, Harassment and Bullying Policy. 

4. Grievant 
The grievant is the employee(s) making the claim. 

5. Official 
The official is the person hearing and responding to the grievant. 

6. Parties in Interest 
"Parties in interest" refers to the grievant and the person against whom the grievance is filed. 

C. INFORMAL RESOLUTION 

It is desirable for an employee and his or her immediate supervisor to resolve problems through 
free and informal communication. Any problems that arise should, therefore, first be discussed 
with the person's immediate supervisor or School Director. It is the responsibility of the 
supervisor or School Director to make a decision following the discussion. When a mutually 
satisfactory agreement is not reached, a grievance will be processed pursuant to the steps set 
forth in this policy. 

D. TIMELINESS OF PROCESS 

Failure by the official at any step to communicate a decision within the specified time limit will 
permit the grievant to appeal the grievance to the next step unless the official has notified the 
grievant of the delay and the reason for the delay, such as the complexity of the investigation or 
report. The official shall make reasonable efforts to keep the grievant apprised of progress being 
made during any period of delay. Delays may not impermissibly interfere with the exercise of 
the grievant's legal rights. 
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Failure by the grievant at any step to appeal a grievance to the next step within the specified 
time limit will be considered acceptance of the decision at that step, unless the grievant has 
notified the official of a delay and the reason for the delay and the official has consented in 
writing to the delay. 

E. GENERAL REQUIREMENTS 

1. All parties in interest and their representatives in any grievance filed pursuant to this 
policy shall conduct themselves in a professional manner at all times during the 
investigation and hearing of the grievance. 

2. NC ISD or an employee of the NC ISD will take no reprisals of any kind against any party 
in interest or other employee on account of his or her participation in a grievance filed 
and decided pursuant to this policy. 

3. Each decision will be in writing, setting forth the decision and reasons therefore, and 
will be transmitted promptly to all parties in interest. 

4. All meetings and hearings conducted pursuant to this policy will be private. 

5. NC ISD will consider requests to hear grievances from a group of grievants, but NC ISD 
officials have the discretion to hear and respond to grievants individually. 

6. NC ISD will cooperate with the employee and representative in the investigation of any 
grievance and will furnish the employee or representative information pertinent to the 
grievance without cost to the grievant employee or the employee against whom the 
grievance is filed. 

7. The employee may have a representative, including an attorney, at any stage of the 
grievance. However, if the grievant intends to be represented by legal counsel, he or she 
must notify the appropriate NC ISD school official in advance so that NC ISD school 
personnel also will have the opportunity to be represented by legal counsel. 

8. Should, in the judgment of the NC ISD Superintendent or designee, the investigation or 
processing of any grievance require the absence of the grievant and/or representative 
from regular work assignments, such absences will be excused without loss of pay or 
benefits. 

F. PROCESS FOR GRIEVANCE 

1. Filing a Grievance 

a. An employee dissatisfied with the decision of the employee's immediate supervisor 
and/or School Director may file a grievance with the NC ISD HR as soon as possible 
and in no case longer than 30 days after disclosure or discovery of the facts giving 
rise to the grievance. For a grievance submitted after 30 days that claims a violation, 
misapplication or misinterpretation of state or federal law the NC ISD 
Superintendent or designee shall determine whether the grievance will be 
investigated after considering factors such as the reason for the delay; the extent of 
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the delay; the effect of the delay on the ability of NC ISD to investigate and respond 
to the complaint; and whether the investigation of the complaint is necessary to 
meet any legal obligations. However, employees should recognize that delays in 
filing a grievance may significantly impair the ability of NC ISD to investigate and 
respond effectively to such complaints. 

b. All grievances must be in writing, and the written statement of grievance must 
remain the same throughout all steps of the grievance procedure. The written 
grievance must include the following information: (1) the name of the NC ISD 
employee or other individual whose decision or action is at issue; (2) the specific 
decision(s), action(s) or physical condition at issue; (3) any NC ISD policy, state or 
federal law, state or federal regulation or State Board of Education policy or 
procedures that the grievant believes has been misapplied, misinterpreted or 
violated; and (4) the specific resolution desired. If there is not a specific decision, 
action or physical condition at issue or no concern that federal or state law, federal 
or state regulation, State Board of Education policy or procedure, or NC ISD policy or 
procedure has been misapplied, misinterpreted or violated, then the following 
procedure is appropriate and the School Director or immediate supervisor shall 
address the concern following this procedure: The complaint should be received and 
addressed at the level closest to which the complaint originated. If the complainant 
is not satisfied with the response to the complaint, the complainant should be 
informed of the options for further review of the complaint.  

c. The employee(s) shall present the grievance in writing to his or her immediate 
supervisor or School Director, unless the grievance alleges that a state or federal law 
has been misapplied, misinterpreted, or violated, in which case the grievance may 
be presented instead to the NC ISD HR Manager and both parties shall sign the 
grievance acknowledging receipt of the written grievance. The supervisor or School 
Director shall notify the NC ISD HR Manager in writing within five days of the date of 
receipt of the request by the employee(s) and submit a copy of the grievance. The 
NC ISD HR Manager shall arrange a conference between the employee(s) and the 
ISO within 10 days thereafter. 

2. Guidelines for response by ISO 

a. The ISO shall conduct any investigation of the facts necessary before rendering a 
decision. 

b. The ISO shall provide the aggrieved employee(s) with a written response to the 
grievance within ten days after the meeting. 

3. Guidelines for response by NC ISD Superintendent 

a. If the aggrieved employee(s) is dissatisfied with the ISO response, within five days of 
receipt of the response, the employee(s) must notify the NC ISD HR Manager in 
writing of his or her desire to appeal the decision to the NC ISD Superintendent. 

b. The NC ISD HR Manager shall arrange for a meeting between the employee(s) and 
the NC ISD Superintendent to take place within 10 days of the receipt of the appeal. 
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c. The NC ISD Superintendent shall conduct any investigation necessary before arriving 
at a decision. The NC ISD Superintendent or designee shall provide the aggrieved 
employee(s) with a written decision within 10 days after the meeting. Once the NC 
ISD Superintendent has rendered a decision and has given written notice to the 
grievant, the case will be considered closed and final. 

d. The official shall make reasonable efforts to keep the grievant apprised of progress 
being made during review of the investigation. Delays may not impermissibly 
interfere with the exercise of the grievant's legal rights. 

G. RECORDS 

Appropriate records shall be maintained in accordance with state and federal law. 

106.12 Acceptable Use 

All NC ISD schools shall be responsible for ensuring that every individual seeking access to the network 
and/or information systems reviews the NC ISD Acceptable Use Policy. NC ISD employees must sign an 
Acceptable Use Agreement form before permission is granted to use the NC ISD systems.  

NC ISD employees are not allowed to:  

a. Access the computer network to, or transmission of, inappropriate material via Internet, 
electronic mail, or other forms of direct electronic communications  

b. Access unauthorized and other unlawful online activity  

c. Access unauthorized online disclosure, use, or dissemination of personal identification 
information of minors  

As defined in the Children’s Internet Protection Act, each NC ISD school employee will commit to:  

1. Not accessing inappropriate material as required by the Children’s Internet Protection Act.  

2. Not accessing inappropriate network usage including: a. unauthorized access, including so-called 
‘hacking,’ and other unlawful activities; and b. unauthorized disclosure, use, and dissemination 
of personal identification information regarding minors.  

3. Educate themselves and student and supervise and monitor students in appropriate usage of 
the online computer network and access to the Internet in accordance with this policy, the 
Children’s Internet Protection Act, the Neighborhood Children’s Internet Protection Act, and the 
Protecting Children in the 21st Century Act.  

4. Student safety regarding:  

a. Safety on the Internet 

b. Cyberbullying awareness and response 
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c. Appropriate online behavior, including interacting with other individuals on social 
networking websites and in chat room 

d. Compliance with the E-rate requirements of the Children’s Internet Protection Act 

Following receipt of this training, the student will acknowledge that he/she received the training, 
understood it, and will follow the provisions of the NC ISD Internet Use Policy by signing the “NC ISD 
Student and Parent Technology Acceptable Use Agreement.”  

106.13 Social Media Use 

NC ISD recognizes the importance of incorporating current technology tools, including new methods of 
electronic communication, into the classroom to enhance student learning. It further recognizes the 
importance of employees, students and parents engaging, learning, collaborating and sharing in digital 
environments as part of 21st Century learning. NC ISD strives to ensure that electronic communication 
tools incorporated into the school curriculum are used responsibly and safely. As practicable, NC ISD will 
provide access to secure social media tools and approved technologies for use during instructional time 
and for school-sponsored activities. 

NC ISD acknowledges that school employees may engage in the use of social media during their personal 
time. School employees who use social media for personal purposes must be mindful that they are 
responsible for their public conduct even when not acting in their capacities as NC ISD employees. All NC 
ISD employees, including student teachers and independent contractors shall comply with the 
requirements of this policy when using electronic social media for personal purposes.  

For the purposes of this policy, “social media” includes, but is not limited to: personal websites, web logs 
(blogs), wikis, social network sites, online forums, virtual worlds, video-sharing websites, and Internet-
based application which allow the exchange of user-generated content. It also includes any form of 
instant or direct messaging available through such application such as (e.g., Web 2.0 tools, MySpace, 
Facebook, Twitter, LinkedIn, Flickr, YouTube, Instagram, Google+ and social media components of 
learning management systems such as Moodle and Edmodo. 

A. SOCIAL MEDIA COMMUNICATIONS INVOLVING STUDENTS 

Employees are to maintain professional relationships with students at all times. The use of 
electronic media for communicating with students and parents is an extension of the employee’s 
workplace responsibilities. Accordingly, NC ISD Expects employees to use professional judgment 
when using social media or other electronic communications and to comply with the following. 
All electronic communications with students who are currently enrolled in any NC ISD schools 
must be school-related and within the scope of the employees’ professional responsibilities, 
unless otherwise authorized by this policy. School personnel may use only school-controlled 
social media to communicate directly with current students about school-related matters. 
Employees are prohibited from knowingly communicating with current students through personal 
social media without parental permission. An Internet posting on a personal social media website 
intended for a particular student will be considered a form of direct communication with that 
student in violation of this policy unless the parent has consented to the communication. 
Employees are strongly discouraged in the use of giving out personal cell phone numbers or using 
personal devices to text or contact students. The NC ISD Superintendent will develop a list of 
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approved social media sites. An employee seeking to utilize and/or establish other non-school-
controlled social media websites for instructional or other school-related purposes must have 
prior written approval from the NC ISD Superintendent or designee and School Director. 

Employees must possess a signed Media Release Form for all Students. 

B. EMPLOYEE PERSONAL USE OF SOCIAL MEDIA 

NC ISD respects the right of employees to use social media as a medium of self-expression on 
their personal time. As role models for the school system’s students, however, employees are 
responsible for their public conduct even when they are not performing their job duties as 
employees of NC ISD. Employees will be held to the same professional standards in their public 
use of social media and other electronic communications as they are for any other public 
conduct. Further, school employees remain subject to applicable state and federal laws, NC ISD 
policies, administrative regulations and the Code of Ethics for North Carolina Educators, even if 
communicating with others concerning personal and private matters. If an employee’s use of 
social media interferes with the employee’s ability to effectively perform his or her job duties, the 
employee is subject to disciplinary action, up to and including termination of employment. 

It is the duty of every NC ISD employee to notify his or her supervisor of any unsolicited one-to-
one communication, in any form, electronic or otherwise, received from a student when the 
communication lacks a clear educational purpose. School counselors are excluded from this 
requirement only to the extent that it conflicts with their professional duties.  

Employees are responsible for the content on their social media sites, including content added by 
the employee, the employee’s friends or members of the public who can access the employee’s 
site, and for Web links on the employee’s site. Employees shall take reasonable precautions, such 
as using available security settings, to restrict students from viewing their personal information 
on social media websites and to prevent students from accessing materials that are not age-
appropriate. 

School employees are prohibited from accessing social networking websites for personal use 
during instructional time.  

C. POSTING TO SOCIAL MEDIA SITES 

Employees who use social media for personal purposes must be aware that the content they post 
may be viewed by anyone, including students, parents and community members. Employees shall 
observe the following principles when communicating through social media:  

1. Employees shall not post confidential information about students, employees or school 
system business. 

2. Employees shall not accept current students as “friends” or “followers” or otherwise 
connect with students on social media sites (except as authorized in Section A). 

3. Employees shall not knowingly allow students access to their personal social media sites 
that discuss or portray sex, nudity, alcohol or drug use or other behaviors associated 
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with the employees’ private lives that would be inappropriate to discuss with a student 
at school. 

4. Employees may not knowingly grant students access to any portions of their personal 
social media sites that are not accessible to the general public (except as authorized in 
Section A). 

5. Employees shall be professional in all internet postings related to or referencing the 
school system, students and other employees. 

6. Employees shall not use profane, pornographic, obscene, indecent, lewd, vulgar or 
sexually offensive language, pictures or graphics or other communication that could 
reasonably be anticipated to cause a substantial disruption to the school environment. 

7. Employees shall not use the school system’s logo or other copyrighted material of the 
system without express, written consent from NC ISD Superintendent or designee. 

8. Employees shall not post identifiable images of a student or student’s family without 
permission from the student and the student’s parent or legal guardian (except as 
authorized in Section A). 

9. Employees shall not use internet postings to libel or defame NC ISD, students or other 
school employees.  

10. Employees shall not use internet postings to harass, bully or intimidate other employees 
or students in violation of NC ISD Prohibition Against Discrimination, Harassment and 
Bullying, or state and federal laws. 

11. Employees shall not post inappropriate content that negatively impacts their ability to 
perform their jobs. 

12. Employees shall not use internet postings to engage in any other conduct that violates 

NC ISD policy and administrative procedures or state and federal laws. 

D. CONSEQUENCES 

NC ISD personnel shall monitor online activities of employees who access the Internet using 
school technological resources. Additionally, the NC ISD Superintendent or designee may 
periodically conduct public internet searches to determine if an employee has engaged in conduct 
that violates this policy. Any employee who has been found by the NC ISD Superintendent to have 
violated this policy may be subject to disciplinary action, up to and including dismissal. 

The NC ISD Superintendent shall establish and communicate to employees, guidelines that are 
consistent with this policy. 

106.14 Communicable Disease  

It is the policy of the NC ISD to attempt to provide a safe and secure environment for all students and 
employees. In an effort to maintain a balance between the need to protect the rights of students and 
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employees and the need to control the spread of serious communicable diseases and conditions, the NC 
ISD Superintendent shall make decisions regarding the employment status of employees with 
communicable diseases or conditions on a case-by-case basis, in accordance with this policy. An 
employee suffering from a communicable disease or condition is encouraged to inform his or her 
supervisor so that appropriate accommodations may be made, and appropriate precautions may be 
taken. This policy applies to all legally reportable communicable diseases, including HIV and AIDS, as set 
forth in 10A N.C.A.C. 41A .0101. This policy must be shared with NC ISD school employees annually and 
with new employees as part of an initial orientation. 

A. COMMUNICABLE DISEASE DEFINED 

A communicable disease is defined as an illness due to an infectious agent, or its toxic products, 
that is transmitted directly or indirectly to a person from an infected person or animal. 

B. SAFETY CONTROL MEASURES 

1.  Handling Bodily Fluids 

Universal health and safety precautions that include precautions regarding the handling 
and cleanup of blood and other bodily fluids must be distributed by NC ISD and followed 
by all employees to help prevent the spread of communicable disease and conditions. 
Employees are also required to follow the NC ISD bloodborne pathogens exposure 
control plan that contains universal precautions and specific work practice controls 
relating to the handling, disposal, and cleanup of blood and other potentially infectious 
materials. The bloodborne pathogens exposure control plan will be made available to all 
employees. All employees are required to review and be familiar with the plan within a 
reasonable time, not exceeding 30 days, after assuming employment. Faculty should not 
allow students to be involved in the handling, disposal and cleanup of potentially 
infectious materials. 

Failure to follow universal health and safety precautions or applicable provisions of the 
bloodborne pathogens exposure control plan may result in disciplinary action against 
the offending employee. All employees have a duty to report to the School Director or 
the NC ISD HR Manager any failure by a staff member or a student to follow the 
universal precautions, including their own. 

2.  Reporting Communicable Diseases 

In accordance with G.S. 130A-136, School Directors are required to report suspected 
cases of reportable communicable diseases or conditions to the county health director 
for investigation. School Directors must provide the health director with available 
factual information to substantiate the report. Such reports are to remain strictly 
confidential and may be shared only with other employees as necessary to prepare and 
file a report. All information must be kept strictly confidential except to the extent 
reporting is required. 

3.  Following Health Control Measures for Communicable Diseases 

http://redirector.microscribepub.com/?cat=code&loc=nc&id=10a&spec=41a.0101
http://redirector.microscribepub.com/?cat=stat&loc=nc&id=130a&spec=136
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Any employee suffering from a communicable disease or condition is required to follow 
all control measures given to him or her by the health director and take all necessary 
precautions to prevent the transmission of the disease or condition. Any NC ISD 
employee who has reason to believe that a fellow employee is not following safe 
practices, including the universal precautions, must report this failure to his or her 
School Director or supervisor. Supervisory personnel shall report unsafe conduct to the 
health department when they have a reasonable concern that such conduct may cause 
or may have caused the spread of a communicable disease. 

4.  Cooperating with Health Officials 

If the county health director notifies the NC ISD Superintendent or any other NC ISD 
personnel that an NC ISD employee with a communicable disease or condition may be 
posing a threat to the public health, these employees shall cooperate with the health 
director in eliminating the threat. 

C. EMPLOYMENT STATUS OF EMPLOYEE 

The NC ISD Superintendent will follow all applicable state and federal laws and regulations and 
this policy in determining when an employee with a communicable disease or condition will be 
required to take leave from his or her position or otherwise be restricted from continuing his or 
her employment. 

1.  Requests to Alter Duties 

Any employee may request that the NC ISD Superintendent or designee consider 
altering the employee's duties or other conditions of his or her employment if the 
employee: 

a. believes that he or she is unable to continue to perform the regular duties of the 
position due to a communicable disease or condition, or 

b. believes that he or she may risk transmitting the communicable disease to 
others by continuing to perform assigned duties. 

The employee seeking alteration in the conditions of employment must apprise the NC 
ISD Superintendent or designee of his or her condition, submit medical documentation 
regarding such condition, suggest possible accommodations known to him or her and 
cooperate in any ensuing discussion and evaluation regarding whether there are 
possible reasonable accommodations. 

2.  Interdisciplinary Committee 

If the NC ISD Superintendent so requests, the employee must give the NC ISD 
Superintendent written permission either to consult with appropriate medical personnel 
or to convene an interdisciplinary committee to receive medical information regarding 
the employee to the extent necessary to assist the NC ISD Superintendent in 
determining whether alternative employment opportunities reasonably can be provided 
to the affected employee. The committee may include appropriate personnel, 
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appropriate medical personnel, including the employee's personal physician when 
possible, the health director or designee, and the employee. 

3.  Reasonable Accommodation Review 

When addressing the issue of whether reasonable accommodation is possible, the NC 
ISD Superintendent shall determine: 

a. to what degree the employee's presence in his or her current job exposes 
students or other employees to possible transmission of the disease; and/or 

b. whether the employee is able to continue in his or her current position with 
reasonable modifications. 

The NC ISD Superintendent shall consult with the local health director if there is any 
question as to the employee's risk of transmission on the job. If the NC ISD 
Superintendent determines that a significant risk of transmission exists in the 
employee's current position or that the employee is no longer able to continue in his or 
her current position for health reasons, the NC ISD Superintendent shall decide whether 
alternative employment opportunities are reasonably available and follow appropriate 
board policies for implementing or recommending a transfer. 

If the employee requesting accommodation refuses to consent to the release of 
information to medical personnel or an interdisciplinary committee appointed by the NC 
ISD Superintendent, his or her request for an accommodation may be denied until the 
employee agrees to allow the NC ISD Superintendent to consult with the necessary 
parties. 

4.  Confidentiality of Information 

Information shared with the NC ISD Superintendent, medical personnel, or 
interdisciplinary committee personnel must be kept confidential and separate from 
other personnel file information and may be shared with other school employees only 
with the written permission of the employee as necessary to explore, design, or 
implement possible accommodations or as otherwise allowed by law. 

Nothing in this policy is intended to grant or confer any employment rights beyond 
those existing by law or contract. 

106.15 Occupational Exposure to Bloodborne Pathogens 

It is the policy of the NC ISD to comply with federal and state regulations and standards regarding 
bloodborne pathogens as set forth in the Federal Register, 29 C.F.R. 1910.1030, and the North Carolina 
Administrative Code, 13 N.C.A.C. 7F .0207, by attempting to limit or prevent occupational exposure of 
employees to blood or other potentially infectious bodily fluids and materials that may transmit 
bloodborne pathogens and lead to disease or death. 

A. REASONABLY ANTICIPATED OCCUPATIONAL EXPOSURE 

http://redirector.microscribepub.com/?cat=cfr&loc=us&id=29&spec=1910.1030
http://redirector.microscribepub.com/?cat=code&loc=nc&id=13&spec=7f.0207
http://redirector.microscribepub.com/?cat=code&loc=nc&id=13&spec=7f.0207


 
 

35 
 

Employees who have occupational exposure to bloodborne pathogens are covered by the 
Occupational Safety and Health Administration (OSHA) Bloodborne Pathogens Standard, the 
North Carolina Administrative Code, and this policy. "Occupational exposure" includes any 
reasonably anticipated skin, eye, mucous membrane or parenteral (brought into the body 
through some way other than the digestive tract) contact with blood or other potentially 
infectious materials that may result from the performance of an employee's duties. "Good 
Samaritan" acts, such as assisting a co-worker or a student with a nosebleed, would not be 
considered "reasonably anticipated occupational exposure," and employees whose only 
anticipated exposure to bloodborne pathogens would result from such acts are not considered 
to have occupational exposure. 

B. UNIVERSAL PRECAUTIONS 

Universal precautions must be used at all times. Employees should handle all blood, bodily fluid 
and other potentially infectious material as if the material is infected. The program standards for 
the control of potential exposure to Human Immunodeficiency Virus (HIV) and Hepatitis B Virus 
(HBV) as outlined in the OSHA Rule, "Occupational Exposure to Bloodborne Pathogens" 
(Standard 1910.1030), and the NC Administrative Codes and/or the most current standards 
available must be followed. 

C. EXPOSURE CONTROL PLAN 

The NC ISD Superintendent shall ensure that an Exposure Control Plan is developed and 
maintained in accordance with OSHA regulations or the most current available federal and/or 
state standards issued to eliminate or minimize employee occupational exposure to blood or 
certain other bodily fluids that may carry infectious materials. In addition, the NC ISD 
Superintendent shall ensure that the following requirements are met: 

1. The Exposure Control Plan must provide, at a minimum, for the following: 

a. determination of who is at risk for an exposure incident; 

b. what the NC ISD will do to protect employees from exposure incidents, 
including the use of universal precautions, engineering and work practice 
controls and, as appropriate, personal protective equipment; 

c. how to deal with an exposure incident, including post-exposure evaluation 
and follow-up; 

d. who should be vaccinated for Hepatitis B; and 

e. communication, training and record-keeping procedures. 

2. All elements of the Exposure Control Plan must be met. 

3. All employees must have access to a copy of the Bloodborne Pathogens Policy and 
Exposure Control Plan. 

4. The Exposure Control Plan must be reviewed and updated at least annually. 

http://redirector.microscribepub.com/?cat=cfr&loc=us&id=29&spec=1910.1030
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E. TESTING 

An employee who suspects that he or she has been exposed to blood or bodily fluid on the job 

may request to be tested, at NC ISD’s expense, provided that the suspected exposure poses a 

significant risk of transmission as defined in the rules of the Commission for Public Health. The 

HIV and HBV testing of a person who is the source of an exposure that poses a significant risk of 

transmission must be conducted in accordance with 10A N.C.A.C. 41A .0202(4) (HIV) and 41A 

.0203(b)(4) (HBV). NC ISD shall strictly adhere to existing confidentiality rules and laws regarding 

employees with communicable diseases, including HIV or HIV-associated conditions. 

F. NONDISCRIMINATION POLICY 

NC ISD shall not discriminate against any applicant or employee who has or is suspected of 

having a communicable disease, including tuberculosis, HBV, HIV infection or Acquired Immune 

Deficiency Syndrome (AIDS). An employee may continue to work as long as the employee is able 

to satisfactorily perform the essential functions of the job and there is no medical evidence 

indicating that the employee's condition poses a significant, direct threat to co-workers, 

students or the public. 

106.16 Child Abuse – Reports and Investigations 

NC ISD supports all employees who in good faith make a report of suspected child abuse, neglect, 
dependency, or death as a result of maltreatment. 

Any NC ISD employee who knows or has cause to suspect child abuse, neglect, dependency, or death as 
a result of maltreatment is legally required to report the case of the child to the director of social 
services.  The NC ISD employee also shall immediately report the case to the NC ISD School Director.  

Any doubt about reporting a suspected situation must be resolved in favor of reporting, and the report 
must be made immediately.  An NC ISD employee is immune by statute from any civil and/or criminal 
liability when reporting in good faith suspected child abuse, neglect, dependency, or death as a result of 
maltreatment.  Failure on the part of any NC ISD school employee to report may result in disciplinary 
action being brought against the employee by the school system or civil action under the law.  

The NC ISD School Director may establish a contact person in the school to act as a liaison with social 
services. All NC ISD employees shall cooperate fully with the department of social services in its 
investigation of suspected child abuse, neglect, dependency, or death as a result of maltreatment.  NC 
ISD employees shall permit the child to be interviewed by social services on school campuses during 
school hours and shall provide social services with confidential information, so long as the disclosure 
does not violate state or federal law.  Any confidential information disclosed by the department of social 
services to NC ISD employees will remain confidential and will only be redisclosed for purposes directly 
connected with carrying out the responsibilities of the school system or the employee. 

Upon request and to the extent permitted by law, NC ISD school system officials shall share with other 
agencies designated in G.S. 7B-3100(a) information that is relevant to (1) any assessment of a report of 
child abuse, neglect, dependency, or death as a result of maltreatment by the department of social 
services; (2) the provision or arrangement of protective services in a child abuse, neglect, or dependency 

http://redirector.microscribepub.com/?cat=code&loc=nc&id=10a&spec=41a.0202
http://redirector.microscribepub.com/?cat=code&loc=nc&id=10a&spec=41a.0203
http://redirector.microscribepub.com/?cat=code&loc=nc&id=10a&spec=41a.0203
http://redirector.microscribepub.com/?cat=stat&loc=nc&id=7b&spec=3100
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case by the department of social services; or (3) any case in which a petition is filed alleging that a 
juvenile is abused, neglected, dependent, undisciplined, or delinquent. NC ISD school system officials 
and the designated agencies must continue to share such information until the protective services case 
is closed by the department of social services or, if a petition is filed, until the juvenile is no longer 
subject to the jurisdiction of juvenile court. 

The NC ISD Superintendent shall develop any necessary procedures for reporting suspected child abuse, 
neglect, dependency, or death as a result of maltreatment, for sharing information with designated 
agencies and for cooperating with investigations by the department of social services. NC ISD 
encourages NC ISD school officials to provide staff development opportunities related to identifying and 
reporting child abuse, neglect, dependency, or death as a result of maltreatment.  

In addition to the requirements of this policy, any NC ISD School Director who knows or has reason to 

believe that a licensed employee has engaged in conduct which involves physical or sexual abuse of a 

child shall report that information to the State Superintendent of Public Instruction.  

106.17 Staff-Student Relations 

NC ISD expects all employees to maintain the highest professional, moral, and ethical standards in their 
interactions with students.  Employees are required to provide an atmosphere conducive to learning 
through consistently and fairly applied discipline and established and maintained professional 
boundaries.  Employees are expected to motivate each student to perform to his or her capacity while 
modeling the behavior expected of students in staff-student relationships.  

The interactions and relationships between staff and students must be based upon cooperation, mutual 
respect, and an understanding of the appropriate boundaries between adults and students inside and 
outside of the educational setting.  Employees are expected to demonstrate good judgment and to 
avoid the appearance of impropriety in their interactions with students.  Employees must consult their 
supervisor any time they suspect or are unsure whether conduct is inappropriate or otherwise 
constitutes a violation of this or other NC ISD policy. 

Romantic Relationships and Sexual Contact Prohibited 
All NC ISD employees are prohibited from dating, courting, or entering into a romantic 
relationship or having sexual contact with any student enrolled in an NC ISD school regardless of 
the student’s age. Employees engaging in such inappropriate conduct will be subject to 
disciplinary action, up to and including dismissal, and may be subject to criminal action as 
provided in G.S. 14-202.4 and 14-27.32.  Further, NC ISD personnel shall provide no assistance to 
an employee in finding another job, beyond the routine transmittal of personnel or 
administrative files, if the employee engaged in sexual misconduct with a minor or a student in 
violation of the law. 

106.18 Employee Conflict of Interest 

NC ISD employees are expected to avoid engaging in any conduct that creates or gives the appearance 
to the public of creating a conflict of interest with their job responsibilities.  Employees shall not engage 
in or have a financial interest, directly or indirectly, in any activity that conflicts with duties and 
responsibilities in the school system.  Although conflicts of interest are not limited to those described in 
this policy, at a minimum, employees must comply with the NC ISD directives established below 

http://redirector.microscribepub.com/?cat=stat&loc=nc&id=14&spec=202.4
http://redirector.microscribepub.com/?cat=stat&loc=nc&id=14&spec=27.32
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A. Contracts with NC ISD 

An employee shall not do any of the following: 

1. obtain a direct benefit from a contract that he or she is involved in making or administering 
on behalf of NC ISD, unless an exception is allowed pursuant to G.S. 14-234 or other law; 

2. influence or attempt to influence anyone who is involved in making or administering a 
contract on behalf of NC ISD when the employee will obtain a direct benefit from the 
contract; or 

3. solicit or receive any gift, favor, reward, service, or promise of reward, including a promise 
of future employment, in exchange for recommending, influencing, or attempting to 
influence the award of a contract by NC ISD. 

An employee is involved in administering a contract if he or she oversees the performance of the 
contract or has authority to interpret or make decisions regarding the contract.  An employee is 
involved in making a contract if he or she participates in the development of specifications or 
terms of the contract or participates in the preparation or award of the contract.  

An employee derives a direct benefit from a contract if the employee or his or her spouse does 
any of the following:  (1) has more than a 10 percent ownership or other interest in an entity that 
is a party to the contract; (2) derives any income or commission directly from the contract; or (3) 
acquires property under the contract.   

 

B. Misuse of Information 

An employee shall not do any of the following: 

1. use information, which was learned in the employee’s role as an employee and which has 
not been made public, to acquire a financial interest or gain a financial benefit, or to 
intentionally help another do so; or 

2. acquire or gain, or intentionally help another person to acquire or gain, a financial interest 
or benefit in contemplation of official action by the employee or NC ISD. 

C. Receipt of Gifts 

No NC ISD employee may solicit or accept any gifts from any potential or current provider of E-
rate services or products in violation of federal E-rate program gifting rules.  

No NC ISD employee may solicit or accept trips, meals, favors, or other gifts or items of monetary 
value from any other person or group desiring to do or doing business with NC ISD, unless such 
gifts are of nominal value ($50 or less) and (1) are instructional products or advertising items that 
are widely distributed; (2) are honorariums for participating in a meeting; (3) are meals served at 
a banquet; or (4) are approved for receipt by the superintendent or designee.  

http://redirector.microscribepub.com/?cat=stat&loc=nc&id=14&spec=234
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D. Violations 

The NC ISD Superintendent or designee shall ensure that all personnel are aware of the 
requirements of this policy and applicable conflict of interest laws. Any NC ISD employee who 
violates this policy will be subject to disciplinary action. 

 

107. EMERGENCY PROCEDURES 

107.1 Emergency Procedures 

The NC ISD will ensure that it aligns its school-based emergency procedures with those established by 
the local school district, as well as those established in law. Each NC ISD school will have a documented 
set of emergency procedures that are site-specific and are reviewed with all staff during orientation. The 
NC ISD school will conduct annual training on the established emergency procedures with all staff, and 
will conduct fire drills, tornado drills, and other safety and security drills with staff and student to ensure 
that emergency procedures are well established and understood. Please refer to your NC ISD School’s 
Emergency Procedure Manual for additional details and direct all emergency procedure related 
questions to supervisor or the School Director. All NC ISD employees must abide by the procedures set 
forth by both the NC ISD and the School Director. NC ISD employees must ensure student safety 
throughout emergency procedures and must account for students at all times during the emergency 
procedures.  

 

 
 

 


