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To create a learning environment that will enable every
child to discover his or her unique gifts and talents.

Mission:
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talents to ensure every child is college, career and life ready.
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PREFACE
The information contained in this handbook is intended to be a quick reference to School Board
personnel policies and procedures for all employees. When further details about policy and
procedural matters are needed, employees should consult the complete Policy Manual of the
Isle of Wight County School Board or request further information from the Department of
Human Resources at (757)-357-0652. This handbook offers an overview of the work
environment at the Isle of Wight County Schools. In case of any conflict between this
publication and the School Board’s Policy Manual, the Policy Manual will prevail.
This handbook is not an employee contract, expressed or implied, and does not guarantee
conditions of employment, job assignments, salary, benefits, or other conditions of
employment, all of which are subject to review and changes at any time by the School Board or
School Administration as appropriate
The School Board and/or Administration reserves the right to unilaterally revise, suspend,
revoke, terminate or change any of its policies, in whole or in part, whether described within
this handbook or elsewhere, in its sole discretion. Every effort will be made to keep you
informed of the company’s policies, however we cannot guarantee that notice of revisions will
be provided. The handbook is available online. It is the responsibility of the employee to review
the handbook annually for any revisions.
This version supersedes and replaces any and all previously distributed, made available or
applicable handbooks to employees.
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GENERAL INFORMATION FOR ALL EMPLOYEES
EMPLOYEE BENEFITS
HEALTH & DENTAL INSURANCE
Medical insurance plans shall be available under group rates for all eligible employees by payroll
deduction. The board shall offer to pay a partial group rate premium for one of the board plans
for all full-time (30 hours/week) salaried employees who are eligible for membership in the
Virginia Retirement System (VRS). Substitute employees, temporary employees, and employees
whose primary work assignment is less than 30 working hours per week are not eligible for
medical insurance.
HEALTH INSURANCE: The carrier for the School District is BPA BestLife. The School Board
contributes a portion of the monthly premium. The premiums are paid on a 12-month basis. The
benefit plan year is October 1 to September 30.
DENTAL INSURANCE: Dental Insurance is offered to eligible employees through Delta Dental.
These premiums are also paid on a 12-month basis for 12-month coverage. The benefit plan year
is October 1 to September 30.

LIFE INSURANCE
As a fringe benefit, eligible employees are entitled to life insurance coverage through Securian
Financial. The natural death value of this insurance is equal to twice the employee’s annual
salary in any given year rounded up to the nearest thousand. There is also Accidental Death and
Dismemberment coverage. The School Board pays the premiums for this insurance on behalf
of employees. In addition, employees may obtain optional life insurance to supplement their
basic group insurance coverage. Information on the optional life insurance can be obtained from
the Human Resources Office. At retirement, this coverage converts to approximately 25% of the
employee’s final annual salary.

VIRGINIA RETIREMENT SYSTEM
All eligible employees must be members of the Virginia Retirement System. Employee
retirement benefits are governed by the rules and regulations established by the Virginia
Retirement System. For the purpose of participation in the Virginia Retirement System through
Isle of Wight County Schools, eligible employees will be those employees who are contracted,
full time employees, working a minimum of 30 hours a week. Depending on date of hire,
employees are enrolled in either the VRS Plan 1, Plan 2 or Hybrid retirement plan. The retirement
benefit is calculated based on the age of retirement, number of years of service, and average
final compensation. Members contribute five (5) percent of their salary to the plan on a pre-tax
basis.
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LEAVE
The Isle of Wight County School Board recognizes the importance of a sound and inclusive leave
policy for the promotion of physical and mental health of its employees and for maintaining good
morale. All approved leaves, whether paid or unpaid, shall preserve the right of tenure,
retirement, annual leave with pay, salary increments, and other benefits provided by law for
those employees who return from leave within the agreed time.
When the need for absence is known in advance, employees shall notify their immediate
supervisor as far in advance as possible. When absence is not known prior to one hour before
the employee would have been expected to have reported to work, the employee shall arrange
for notification to his/her immediate supervisor as soon as circumstances permit.
Whenever a long-term absence (i.e., in excess of five days) is anticipated by an employee, his/her
supervisor is required to report to Human Resources the individual's name and anticipated time
of confinement. This shall be done as soon as this information is known. In cases where a longterm absence had not been anticipated, supervisors shall notify Human Resources whenever an
employee has been absent for five consecutive days. If an anticipated time of confinement can
be determined, the information shall also be forwarded to Human Resources Coordinator.
The following categories of leaves shall be recognized by the Isle of Wight County School Board
as applicable to the Isle of Wight County Schools personnel who are employed on a regular fulltime salaried basis.

ANNUAL LEAVE
Ten (10) and eleven (11) month employees of the Isle of Wight County School Board are not
granted annual leave unless approved by the school board as a part of the compensation
package. Annual leave for vacations or other personal reasons for all twelve (12) month full-time
salaried employees of the Isle of Wight County School Board shall be earned for each completed
calendar month or major fraction of workdays thereof according to the following schedule:
Years of Service with IWCS

Hours Earned Monthly

Less than 2 years
2 - 9 years
10 - 16 years
17 - 22 years
23 or more years

8 hours
10 hours
12 hours
14 hours
16 hours

Annual leave must be earned before it can be taken. Earnings and use of annual leave will be
recorded for each employee on the last working day of each calendar month by a designated
member of the Superintendent's staff. A written application will be made by an employee to
his/her immediate supervisor and annual leave will be scheduled and approved prior to the
beginning of leave for an individual. Annual leave cannot be taken in less than one hour
increments.
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Annual leave earned by an eligible employee may be accumulated to the following year if it is not
used. All employees terminating employment will receive a lump sum payment for earned,
accumulated, unused annual leave days up to a maximum of thirty (30) days. The maximum
annual leave balance of an eligible employee as of June 30 of each year is to be 30 days. Any
days over thirty (30) will automatically be converted to sick leave effective July 1.

FAMILY MEDICAL LEAVE
Any eligible employee is entitled, pursuant to the Family and Medical Leave Act (FMLA), to leave
for a combined total of twelve (12) weeks per year for the following situations:
●
●
●
●

The birth and care of a newborn child;
The adoption or foster placement of a child;
To care for an employee's spouse, parent, or child with a serious health condition; and
Because of a serious health condition that makes the employee unable to perform the
essential functions of the employee’s job.

To be eligible for leave under this policy, the employee must have at least twelve months of
service with the Isle of Wight County school division and have worked at least 1250 hours
according to the Fair Labor Standards Act in the twelve months preceding the commencement
of the leave. Full-time teachers are deemed to meet the 1250-hour test. Year: A rolling 12month period measured backward from the date an employee uses an FMLA leave
To the extent that an employee is entitled to compensated leave under other Isle of Wight County
school division policies, such paid leave shall be used concurrently with the family and medical
leave entitlement. Otherwise, family and medical leave is unpaid. Refer to School Board Policy
GCBE for specific information and guidelines

HOLIDAYS
All employees of the Isle of Wight County School Board are granted holidays in accordance with
the adopted school calendar. If an official school day is scheduled by board authority for any of
the holidays, employees shall report for duty as usual. In such cases, the Superintendent will
schedule a replacement holiday. Additional holidays may be granted by the Superintendent, at
the discretion of the Board.

JURY DUTY
An employee who is called for Federal or State jury duty shall be absent without loss of pay
provided reasonable notice is given to his/her supervisor and provided a copy of the subpoena is
transmitted to the payroll office.

LEAVE WITHOUT PAY
Employee’s Debilitating or Life-Threatening Illness or Injury
A leave of absence without pay may be granted to employees of the school division who have a
debilitating or life-threatening illness or injury and who are not eligible for Family and Medical
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Leave as described in Policy GCBE Family and Medical Leave because they have not worked for
the division for 12 months or have not worked at least 1250 hours according to the Fair Labor
Standards Act, 29 U.S.C. § 201 et seq.
Employees with a debilitating or life-threatening illness who are entitled to leave under this
policy may take up to thirty (30) days unpaid leave during their first year of employment with the
school division. Leave may be taken only in full-day increments. Leave may be taken only when
the employee has no other leave (such as sick leave) available.
Employees must submit medical documentation of their need for leave. Whenever possible,
documentation must be provided prior to leave being taken. Approval must be obtained prior to
leave being taken. All rights under this policy expire at the end of the employee’s first year of
service.
Other Work During Leave
Employees who are on unpaid leave pursuant to this policy or any other policy, except those on
leave pursuant to the Uniformed Services Employment and Reemployment Rights Act of 1994
(USERRA) (see Policy GCBEB Military Leave and Benefits), may not engage in work for which they
receive pay or any other type of remuneration without the prior written approval of the
superintendent. Refer to School Board Policy GCBEA for specific information and guidelines

MANDATORY COURT APPEARANCE
An employee, except a defendant in a criminal case, who is summoned or subpoenaed to appear
in a court of law when a case is to be heard shall not be required to use sick leave, personal leave,
or annual leave, as a result of his/her absence from employment provided reasonable notice is
given to his/her supervisor of such court appearance or summons and provided a copy of the
subpoena is transmitted to the payroll office. Refer to School Board Regulation GCBD-R for
specific information and guidelines

PERSONAL LEAVE
The rules regarding personal leave shall be as follows:
1. Personal leave shall apply to all personnel who earn sick leave except those employees
who earn annual leave.
2. Notification of personal leave shall be made in writing on the appropriate form at least
forty-eight (48) hours prior to the expected absence. In case of emergency, the
appropriate school official shall be notified prior to the start of the school day to be used
as personal leave.
3. No specific reason for such personal leave shall be required or solicited.
4. Leave on in-service days or immediately before or after a holiday, vacation, or in-service
day, may be approved for emergencies only. Such requests must have prior approval of
the Superintendent of schools.
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5. Up to three (3) days per contract year of an employee's accumulated sick leave may be
granted for personal leave. Personal leave may be taken in minimum increments of onehalf day.
6. No more than one instructional staff member, or ten percent of a staff or administrative
unit, whichever is greater, may take personal leave at any one time. Approval will be
made by priority of time of receipt of application.

SICK LEAVE BANK
The Isle of Wight County Schools will maintain a sick-leave bank to be administered by the
superintendent of schools. Membership in the sick-leave bank is voluntary and open to all
Virginia Retirement System (VRS) Plan 1 and Plan 2 employees who receive sick-leave benefits
under the plan administered by the school division. Employees that are members of the VRS
Hybrid Plan are not eligible to participate in the Sick Leave Bank. Refer to School Board Policy
GCBF for specific information and guidelines

SICKNESS AND ACCIDENT
The Isle of Wight County School Division operates under the regulations governing the State Sick
Leave Plan for Teachers (Revised – Effective September 1, 1980) as supplemented by School
Board policies. Full-time employees are those contracted employees who work thirty (30) hours
or more a week.
Full-time employees are those in a single position the minimum hours of which are:
● Teachers, Nurses and Instructional Assistants - 37.5 hours per week
● All Other Employees - 40 hours per week
The following provisions apply:
1. Ten (10), eleven (11), and twelve (12) month full-time employees may earn one and onehalf days respectively for each monthly contractual period. Such leave, if not used, may
accumulate without limit.
2. Bus drivers, food service workers, and other permanent employees working at least 20
hours per week for the school division earn four (4) days sick leave each year. These days
may accumulate up to a limit of 25 days. A day for such employees shall be equivalent to
the number of hours such employees are regularly scheduled to work.
3. Such leave must be taken in minimum of one-hour increments.

4. Earnings for less than a full year shall be prorated per month or major fraction thereof.
This provision applies to those employees who do not begin work at the start of the
contracted period and to those who do not complete the full contracted period.’
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5. The principal or Superintendent shall have the authority to require reasonable proof of
illness when he/she deems it necessary.
6. An employee cannot claim any portion of earned leave unless he has actually reported
for duty in accordance with the terms of his contract. However, if an employee is unable,
because of an accident or illness, to begin work in accordance with the terms of his
contract, such employee may use accumulated leave to his credit not to exceed such
balances as of June 30 of the immediately preceding school year.
Sick leave shall be allowed for personal illness, including quarantine, injury, pregnancy,
temporary physical or mental incapacity. Sick leave shall also be allowed for illness or death in
the immediate family requiring the attendance of the employee for not more than six (6) days in
any one case. This may be extended by the Superintendent. (The term "immediate family" of an
employee shall be regarded to include children, stepchildren, foster children, mother, father,
foster parents, adoptive parents, stepmother, stepfather, grandparents, grandchildren, wife,
husband, brother, sister, father-in-law, mother-in-law, brother-in-law, sister-in-law, son-in-law,
daughter-in-law, and any other relative living in the household of the employee.)
Employees covered under this policy may transfer from one school system to another in Virginia
and likewise transfer any such accumulated leave if the School Board of the system to which the
transfer is made signifies its willingness to accept such transfer.
The School Board of Isle of Wight County accepts the transfer of accumulated sick leave from
another public school system for professional instructional, administrative and supervisory
personnel only.
An employee will be presumed to have left public school employment if he/she accepts
employment other than in the public school system of Virginia, or is unable to be employed in
the public schools of Virginia for a period of three (3) consecutive years because of illness or
physical disability or family responsibility.
An employee who leaves employment in the public schools to enter the armed services does not
forfeit accumulated earnings unless he/she fails to return to public school employment
immediately upon discharge from an original tour of duty in the armed services. However,
current earnings cannot be allowed for the period while in the service.
Upon separation from employment with Isle of Wight County School System, except for
retirement or death, employees are not entitled to any payment for unused accumulated sick
leave. Upon retirement or death of an employee, under any Virginia Retirement System plan,
employees (or their estates in the event of death) shall be entitled to a partial per diem payment
for all credited sick leave earned through the date of retirement, not to exceed 250 days.
Payment will be computed at a rate of $30 per day.
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The School Board will continue to pay the employer's portion of health insurance and life
insurance should the employee's sick leave be depleted while the employee is absent due to a
sickness/injury covered by Worker's Compensation. Provisions of the policy are effective upon
approval date of this policy, and are not retroactive.
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PAYROLL
The Finance Office, in accordance with schedules approved by the School Board, will pay wages,
salaries, and supplemental payments to employees. The finance office will maintain records
that accurately reflect the compensation and related benefits of each employee. (Refer to
Regulation DL-R for specific information and guidelines)

DIRECT DEPOSIT
All employees are required to have their payroll check deposited directly to their bank. All banks
are eligible. Every new employee will typically receive a “Live” check for their first paycheck. All
other paychecks will be received by direct deposit and a secure electronic pay advice will be
emailed to each employee. To access the pay advice, the password is the last four digits of your
social security number. Please contact the Finance Department to make any changes regarding
your direct deposit at 757-357-4393.
● It shall be the policy of Isle of Wight County Schools to pay employees through direct
deposit to their checking and savings accounts. New employees shall be required to
receive their pay through direct deposit. The administration shall establish agreements
with area banks so that employees may establish accounts that do not require
unreasonable fee payments of employees.
● Employees hired before April 1, 2014, and who at that date were not receiving their pay
through direct deposit shall be encouraged, but not required, to enroll in the direct
deposit program.

HOLDBACK PROGRAM
This program is used for ten and eleven month employees. It allows the school division to pay
employees every month of the year. All amounts withheld shall be released in two equal
installments during July for 11 month employees and four equal installments during July and
August for 10 month employees. For ten-month employees, one-sixth (1/6) of each contract
payment shall be withheld starting in September and continuing through June. All amounts
withheld from such employees shall be released in four equal installments during July and
August. For employees working eleven months, one-twelfth (1/12) of each contract payment
shall be withheld starting in August and continuing through June. All amounts withheld from
such employees shall be released in two equal installments in July. In this manner, employees
will receive equal payments each day pay of the year (differences may exist because of rounding
or if the employee fails to work the entire contract).

SALARY DEDUCTIONS
Federal and State taxes are automatically deducted from each employee's pay based on the most
recent withholding statement provided by the employee. In the absence of a withholding
statement, deductions will be made based on federal and/or state tax laws and regulations.
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POLICY AND PRACTICES
CHANGE OF ADDRESS/NAME
It is most important that personnel records show the employee’s current home mailing address, legal
name and telephone number. It is in the employee’s own interest as well as the School Board’s that this
information be accurate and up to date. Employees are required to give written notice to the Human
Resources Office immediately upon any change of name, address, and/or telephone number.

CHILD ABUSE AND NEGLECT
Reporting Requirement:
Every employee of Isle of Wight County School Board who, in his professional or official capacity,
has reason to suspect that a child is an abused or neglected child, in compliance with the Code
of Virginia § 63.2-1509 et seq. shall immediately report the matter to
● the local department of social services where the child resides or where the abuse or
neglect is believed to have occurred;
● to the Virginia Department of Social Services’ toll-free child abuse and neglect hotline; or
● to the person in charge of the school or department, or his designee, who shall make the
report forthwith to the local or state agency. The person making the report to the local or
state agency must notify the person making the initial report when the report of
suspected abuse or neglect is made to the local or state agency, and of the name of the
individual receiving the report, and must forward any communication resulting from the
report, including any information about any actions taken regarding the report, to the
person who made the initial report. Refer to School Board Policy JHG/GAE for specific
information and guidelines

CLOSING DUE TO INCLEMENT WEATHER
The division will utilize multiple avenues to communicate any changes in school schedules due to
weather or other emergency conditions. When possible, announcements will be made by 10 p.m.
the night before. If conditions warrant a delayed closing due to overnight developments, an
announcement will be made through the following sources as soon as the decision is made.
Primary Sources (direct IWCS communications)
● Website: www.iwcs.k12.va.us
● Connect 5: https://iwcsmyconnect.bbcportal.com/Entry
● Twitter: www.twitter.com/IWCSchools@IWCSchools
● Facebook: https://www.facebook.com/IsleofWighCountySchools/
If no school closing or delayed start announcement is made by 6 a.m., schools WILL open at
their regular time.
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COMPUTER USE GUIDELINES
The School Board provides a computer system, including the internet, to promote educational
excellence by facilitating resource sharing, innovation and communication. The term computer
system includes, but is not limited to, hardware, software, data, communication lines and
devices, terminals, display devices, printers, CD, DVD, and other media devices, tape or flash
drives, storage devices, servers, mainframe and personal computers, tablets, telephones,
cameras, projectors, multimedia devices, workstations, the internet and other electronic services
and internal or external networks. This includes any device that may be connected to or used to
connect to the school division’s network or electronically stored division material.
All use of the Division’s computer system must be (1) in support of education and/or research,
or (2) for legitimate school business. Use of the computer system is a privilege, not a right.
Inappropriate use may result in cancellation of those privileges, disciplinary action, and/or legal
action. Any communication or material generated using the computer system, including
electronic mail, social media posts, instant or text messages, tweets, and other files, including
communications and materials deleted from a user’s account, may be monitored, read, and/or
archived by school officials.
This policy applies to all users of the division’s computer system. By using or accessing the
computer system, the user agrees to abide by this policy. The superintendent is responsible for
establishing Technology Use Guidelines containing the appropriate uses, ethics and protocols for
the computer system. It is the user’s responsibility to know and follow this policy and the
Technology Use Guidelines. Refer to School Board Policy GAB/IIBEA for specific information and
details

DISMISSAL
TEACHING AND INSTRUCTIONAL SUPPORT STAFF
Teachers may be dismissed or placed on probation for incompetence, immorality, noncompliance with school laws and regulations, disability in accordance with State and federal law,
conviction of a felony or a crime of moral turpitude, or other good and just cause. Please contact
the Executive Director for Human Resources for assistance with employee issues.
In order to be eligible for a hearing, an employee must provide the Superintendent with a written
request for a hearing within five (5) calendar days of receipt of the dismissal notice. The Board
committee will hold a hearing within thirty (30) calendar days after the receipt of the request for
a hearing. The employee and Superintendent may be represented at the hearing by a
representative or legal counsel. Each party may request the presence of witnesses and shall have
the right to cross examine witnesses.
The provisions of this section shall not apply to probationary employees. Such employees shall
serve at the pleasure of the Board and may be dismissed from employment at the sole discretion
of the Board and upon recommendation of the Superintendent.
SUPPORT STAFF
Support personnel may be subject to immediate dismissal for just cause.
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Support personnel who are removed from employment for just cause by the Superintendent shall
be ineligible thereafter for employment in any school or duty station within the school system.
Upon the recommendation of the Superintendent, the Board may dismiss classified personnel
who have failed to perform their duties in a satisfactory manner or for other good and just cause
as determined by the Board. An employee who has been dismissed shall have the right to a
hearing before a committee appointed by the Board. The Board committee will then make a
recommendation to the Board.

EMPLOYEE CHARGES AND CONVICTIONS
CRIMINAL PROCEEDINGS
An employee who is charged by summons, warrant, indictment, or information with the
commission of a felony or a misdemeanor specified in Va. Code § 22.1-315 may be suspended in
accordance with Policy GCPF Suspension of Staff Members. If a current employee is suspended
or dismissed because of the information appearing on his/her criminal history record, the School
Board shall provide a copy of the information provided by the Central Criminal Records Exchange
to the employee. The superintendent shall inform the School Board of any notification of arrest
of a school board employee received pursuant to Virginia Code §19.2-83.1.
The School Board shall require such employee, whether full-time or part-time, permanent, or
temporary, to submit to fingerprinting and to provide personal descriptive information to be
forwarded along with the employee's fingerprints through the Central Criminal Records Exchange
to the Federal Bureau of Investigation for the purpose of obtaining criminal history record
information regarding such employee. The contents of the employee’s criminal record shall be
used only to implement dismissal, suspension or probation in accordance with §§22.1-307 and
22.1-315 of the Code of Virginia.
EFFECT OF CRIMINAL CONVICTION / SELF-REPORTING
All personnel, as a condition of employment, shall self-report in writing to the Executive
Director of Human Resources, within forty-eight (48) hours of any arrests or charges involving:
Driving Under the Influence (DUI) or Driving While Intoxicated (DWI). In addition, all personnel
shall self-report in writing to the Executive Director of Human Resources any conviction, finding
of guilt, withholding of adjudication, commitment to a pretrial diversion intervention program,
or entering a plea of guilty or Nolo Contender must be reported within forty-eight (48) hours
after final judgment. The Superintendent shall establish and maintain administrative procedures
for implementing this policy. (See Exhibit GCAB-E) Failure to comply with this self-reporting rule
shall result in disciplinary action up to and including termination of employment.

EMERGENCY RESPONSE
All employees are obligated to report for duty during a state of emergency when called upon. A
state of emergency is defined as any condition that causes a threat of injury or death to a large
segment of the populace. A state of emergency may be a natural occurrence caused by severe
storms, earthquakes, or other severe weather conditions or it may be caused by civil unrest or
terrorist act.
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In such events, the superintendent may assign employees to a shelter or other duties. Personnel
are required to report to work in an emergency if they receive an assignment to a shelter or other
duty. Refer to School Board Policy GCJA for specific information and guidelines

EMPLOYMENT OF FAMILY MEMBERS
The School Board may not employ or pay, and the superintendent may not recommend for
employment, any family member of the superintendent or of a School Board member except as
authorized below. This prohibition does not apply to the employment, promotion, or transfer
within the school division of any family member who
● has been employed pursuant to a written contract with the School Board or employed as
a substitute teacher or teacher’s aide by the School Board prior to the taking of office of
the superintendent or any School Board member, or
● has been employed pursuant to a written contract with the School Board or employed as
a substitute teacher or teacher’s aide by the School Board prior to the inception of the
family relationship, or
● was employed by the School Board at any time prior to June 10, 1994 and had been
employed at any time as a teacher or other employee of any Virginia school board prior
to the taking of office of any member of the School Board or the superintendent.
Refer to School Board Policy GCCB for specific information and guidelines

EQUAL OPPORTUNITY EMPLOYER / NON-DISCRIMINATION
The Isle of Wight County School Board is an equal opportunity employer, committed to
nondiscrimination in recruitment, selection, hiring, pay, promotion, retention, or other personnel
actions affecting employees or candidates for employment. Therefore, discrimination in
employment against any person on the basis of race, color, religion, national origin, ancestry,
political affiliation, sex, gender, gender identity, age, marital status, genetic information or
disability is prohibited. Personnel decisions based on merit and the ability to perform the
essential functions of the job, with or without reasonable accommodation.
The Isle of Wight County School Board provides facilities, programs, and activities that are
accessible, usable, and available to qualified disabled persons. Further, the Isle of Wight County
School Board does not discriminate against qualified disabled persons in the provision of health,
welfare, and other social services. The statement, “Isle of Wight County School Board is an equal
opportunity employer,” is placed on all employment application forms.
COMPLIANCE OFFICER AND ALTERNATE COMPLIANCE OFFICER
The Isle of Wight County School Board has designated Mrs. Cheryl Elliott, Executive Director of
Human Resources, Isle of Wight County Schools, 820 West Main Street, Smithfield, VA 23430,
telephone 757-357-0652, as the Compliance Officer responsible for identifying, investigating,
preventing and remedying prohibited discrimination. Complaints of discrimination may also be
made to the Alternate Compliance Officer Mr. Ralph Freeman, Coordinator for SPED Compliance
& Home Based/Bound Services, Isle of Wight County Schools, 820 West Main Street, Smithfield,
VA 23430, telephone 757-357-0652. Refer to School Board Policy GB
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EXIT PROCEDURES
For all employment terminations, please follow the procedures below:
EQUIPMENT RETURN
1. Turn in your ID badge and any keys that you may have to a building administrator or the
Human Resources Office.
2. Technology should be turned in to Tech Central located at Smithfield High School.
If you are unable to come to Tech Central, please turn in your equipment in to your building
principal. Please do not leave your equipment in a classroom as you are responsible for any
damaged or missing items. You will want to make sure that you turn in both laptops and iPads,
if applicable, along with any charging blocks, cords, equipment bags/cases or any other
accessories.
EXIT INTERVIEWS
We want to hear about your experiences at Isle of Wight County Schools. Once we receive your
letter of resignation/retirement you will receive an electronic exit interview form. We hope that
you take time to complete this as your comments are valuable to us. We also welcome face-toface exit interviews so please stop by the Human Resources Office before you separate
employment.
ADDITIONAL INFORMATION
To ensure proper delivery of your W-2 forms, please submit any change of address to the
Human Resources Office prior to January 10, 2020.

GRIEVANCES
PROFESSIONAL STAFF
The Isle of Wight County School Board adopts the most recent version of Procedure for Adjusting
Grievances promulgated by the Virginia Board of Education based on current statutory
provisions.
Refer to School Board Regulation GBM-R for specific information and guidelines
SUPPORT STAFF
The School Board adopts the following procedure in accordance with §22.1-79(6) of the Code of
Virginia. Nothing in this procedure is intended to create, nor shall it be construed as creating, a
property right in employment, nor shall this procedure be interpreted to limit in any way
whatsoever the school board's exclusive final authority over the management and operation of
the school division. Refer to School Board Policy GBMA for specific information and guidelines
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GUIDELINES FOR PROFESSIONAL STAFF DRESS
All employees must present themselves to our students and parents, and the general public in a
professional manner. It is our intent to ensure all employees model appropriate attire for
students, enabling them to be college, career and life ready.
All employees are expected to dress in a professional manner. Clothing should be neat, clean, in
good condition, and appropriate for on the job appearances at all times. IWCS ID badges should
be worn when school is in session.
The following guidelines and procedures will be in place beginning with the 2019-2020 school
year for all employees working in Isle of Wight County Schools. The Superintendent will review
these procedures yearly and provide the School Board with recommendations.
The following are guidelines for acceptable clothing and footwear options:
MEN
●
●
●
●
●
●

Dress pants
Collared shirts with or without a tie (button up front), Polo shirts
T-Shirts (Spirit Days only)
Shirts without writing or messages. School logo shirts are permitted.
Clothing without holes
No jeans or shorts, unless an approved spirit day

WOMEN
● Dress pants (Calf length or longer)
● Skirts or dresses no more than 3 inches above the knee with your arms raised
● Skirts or dresses with slits no higher than 3 inches above the knee
● Tops with 2-inch strap or more (no spaghetti straps, tank tops, tube tops), unless covered by
a jacket or a top
● No cleavage or midriff exposed
● No jeans, or shorts, unless an approved spirit day
● No leggings, unless worn with an appropriate length dress or top
● Shirts without writing or messages. School logo shirts are permitted.
FOOTWEAR (All Employees)
● Footwear that protects and fully encloses all parts of the foot securely is recommended.
● Footwear should consist of a slip resistant sole; shoes without leather soles are
recommended as wet surfaces and leather together present a slip and fall condition
An employee may not wear any type of clothing or jewelry that creates a disruption of the school
environment/learning activities or that poses a threat to the safety and well-being of students or
staff. Appropriate attire is also expected for cafeteria, maintenance, technology, nurse, CTE
teachers and transportation personnel, but the attire for these individuals may vary from the
staff dress guidelines as determined by the immediate supervisor.
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The principal may designate School Spirit Days during the school year. School shirts and jeans
may be worn on School Spirit Days. Administrative discretion will be allowed for permitting staff
to wear jeans for the purpose of fundraising, spirit days, and staff morale.
Only physical education teachers are permitted to wear jogging/sweat pants or shorts. Physical
education teachers shall follow the above dress guidelines on parent-teacher conference days,
PTA meetings, and when not instructing gym class (e.g., when instructing health class). Field trip
attire must be professional and appropriate to represent Isle of Wight County Schools
Any violation of these guidelines will be addressed appropriately by the administrator or
supervisor. Failure to follow the administrator’s or supervisor’s directive and/or blatant or
repeated violations of these guidelines will subject the employee to appropriate disciplinary
action up to and including termination.

HOTLINE 757-357-0908
As part of a continuous effort to ensure safety throughout our community, IWCS has activated a
School Issue Tip line (S.I.T. line). This line is for students, parents, all division employees and
community residents who wish to report situations that may pose a threat to the safety or wellbeing of our students, staff, or schools. The tip line will be checked daily and calls will be referred
to the appropriate school administrator/IOW law enforcement official as needed. All calls will
remain confidential; however, if callers want to be contacted, they may leave a telephone
number where they can be reached. Issues that should be reported include: School Violence
(weapons, bomb threats fights, vandalism, theft, gang activity), Physical/ Sexual Abuse or
Harassment, Discrimination and Drug/Alcohol use & abuse. All emergencies and imminent
threats should be reported immediately via 911.

IDENTIFICATION BADGES
The school division provides official identification badges for all employees. All employees of the
school division must wear badges at all times while on the job. Employee identification badges
are provided primarily for enhanced security in and around all school facilities by providing a
physical means of instant identification of all employees. Employees should notify the Office of
Human Resources when their employee badge is lost or stolen.
The charge for the replacement of the identification badge is $10.00 in the form of a check or
money order made payable to Isle of Wight County Schools; the cost of the replacement is the
responsibility of the employee. Identification badges remain the property of the school division
and must be returned to the school division when the employee ceases being a school division
employee or upon request of the employee’s supervisor.

PERSONNEL EVALUATION
Every employee of the Isle of Wight County School Board staff is evaluated on a regular basis at
least as frequently as required by law. The superintendent assures that cooperatively developed
procedures for professional staff evaluations are implemented throughout the division and
included in the division's policy manual.
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The results of the evaluation are in writing, dated and signed by the evaluator and the person
being evaluated, with one copy going to the central office personnel file and one copy to the
person being evaluated. Support staff evaluations will be conducted annually. Refer to
GCN/GCN-R for the professional staff evaluation schedule.

PERSONNEL RECORDS
Present and past employees shall have access to their personnel files and records which are
maintained by the Isle of Wight County Schools. No separate employee files shall be maintained
which are not available for that employee’s inspection. Any examination of an employee’s record
must be held in the office where such records are maintained and with the assistance of the
caretaker of such records. Information determined to be unfounded after a reasonable
administrative review shall not be maintained in any employee personnel file, but may be
retained in a separate sealed file by the administration if such information alleges civil or criminal
offenses. If information relative to employment is requested by banks or other establishments,
written permission from the employee to release such information is required, except to comply
with a judicial order or lawfully issued subpoena.

PROBATIONARY PERIOD
TEACHERS
A probationary term of service of five years in Isle of Wight County School Division is required
before a teacher is issued a continuing contract. A mentor teacher is provided to every first year
probationary teacher to assist him or her in achieving excellence in instruction. Probationary
teachers with prior successful teaching experience may be exempt from this requirement with
approval from the superintendent. Probationary teachers are evaluated at least annually in
accordance with policy GCN Evaluation of Professional Staff. A teacher in the first year of the
probationary period is evaluated informally at least once during the first semester of the school
year. The superintendent considers such evaluations as one factor in making recommendations
to the School Board regarding the nonrenewal of such teacher’s contract. If a probationary
teacher’s evaluation is not satisfactory, the School Board does not reemploy the teacher.
In order to achieve continuing contract status, every teacher must successfully complete training
in instructional strategies and techniques for intervention for or remediation of students who fail
or are at risk of failing the Standards of Learning assessments. Isle of Wight County School Board
provides said training at no cost to teachers it employs. If such training is not offered in a timely
manner, no teacher will be denied continuing contract status for failure to obtain such training.
Once a continuing contract status has been attained in a school division in this state, another
probationary period need not be served unless such probationary period, not to exceed two
years, is made a part of the contract of employment.
If a teacher separates from service and returns to teaching service in Virginia public schools by
the beginning of the third year, the person shall be required to begin a new probationary period,
not to exceed two years, if made part of the contract.
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CONTINUING CONTRACT
Teachers employed after completing the probationary period are entitled to continuing contracts
during good behavior and competent service. Written notice of non-continuation of the contract
by either party must be given by June 15 of each year; otherwise the contract continues in effect
for the ensuing year.
The School Board may reduce the number of teachers, whether or not such teachers have
reached continuing contract status, because of the decrease in enrollment or abolition of
particular subjects. Furthermore, nothing in the continuing contract shall be construed to
authorize the School Board to contract for any financial obligation beyond the period for which
funds have been made available.
SUPPORT STAFF
The probationary period for all support staff positions will be one year from the employment
start date. Employees who have successfully completed the probationary period for one position
will serve another probationary period if they move to another position.
PRINCIPALS, ASSISTANT PRINCIPALS, and SUPERVISORS
A person employed as a principal, assistant principal or supervisor, including a person who has
previously achieved continuing contract status as a teacher, shall serve a probationary term of
three years in such position in the same school division before acquiring continuing contract
status as a principal, assistant principal or supervisor.
Continuing contract status acquired by a principal, assistant principal or supervisor shall not be
construed (i) as prohibiting the School Board from reassigning such principal, assistant principal
or supervisor to a teaching position if notice of reassignment is given by the School Board by June
15 of any year or (ii) as entitling any such principal, assistant principal or supervisor to the salary
paid him as principal, assistant principal or supervisor in the case of any such reassignment to a
teaching position. No such salary reduction and reassignment, however, shall be made without
first providing such principal, assistant principal or supervisor with written notice of the reason
for such reduction and reassignment and an opportunity to present his or her position at an
informal meeting with the superintendent, the superintendent's designee or the School Board.
Before recommending such reassignment, the superintendent shall consider, among other
things, the performance evaluations for such principal, assistant principal or supervisor. The
principal, assistant principal or supervisor shall elect whether such meeting shall be with the
superintendent, the superintendent's designee or the School Board. The School Board,
superintendent or superintendent's designee shall determine what processes are to be followed
at the meeting. The decision to reassign and reduce salary shall be at the sole discretion of the
School Board.

RESIGNATION OF STAFF
The Superintendent is authorized to approve resignations of employees. Any resignation must be
in writing. A teacher may resign after June 15 of any school year with the approval of the
Superintendent. The teacher shall request release from contract at least two weeks in advance
of the intended date of resignation. Such request shall be in writing and state the cause of the
resignation. The teacher may, within one week, withdraw a request to resign.
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Upon the expiration of the one-week period, the Superintendent shall notify the School Board of
the decision to accept or reject the resignation.
The School Board, within two weeks, may reverse the decision of the Superintendent. In the
event that the Board or the division Superintendent declines to grant the request for release on
the grounds of insufficient or unjustifiable cause, and the teacher breaches such contract,
disciplinary action, which may include revocation of the teacher’s license, may be taken pursuant
to regulations prescribed by the Board of Education. Other employees who wish to terminate
their employment must give notice at least ten school days prior to their desired separation date.
Notice should be given to the employee’s immediate supervisor, who will inform the
Superintendent. The Superintendent will inform the School Board at its next regular meeting.

SOCIAL MEDIA
As with in-person communications, employees’ conduct on social media and social networking
websites, such as Facebook, Twitter, YouTube, Instagram, and other similar forums, must comply
with all School Board policies, regulations, and procedures. While the School Board does not
prohibit employees’ personal use of social media, employees may not use social media for official
school business or on School Board-owned equipment unless its use is work-related, authorized
by a supervisor, and consistent with the Acceptable Computer System Use Policy and Regulation
(GAB/IIBEA and GAB/IIBEA-R) and any other relevant School Board policy, regulation, and
procedure. Refer to School Board Policy GABA for specific information and guidelines

STAFF GIFTS AND SOLICITATION
Exchange of gifts between students and staff shall be discouraged. No school division employee
solicits money, property, goods or services for personal use or for use by staff or students during
school hours on school property without written authorization from the superintendent or
superintendent’s designee.

STAFF PARTICIPATION IN POLITICAL ACTIVITIES
The Isle of Wight County School Board recognizes the right of its employees to engage in political
activity. The Board also recognizes that school time and school property should not be used for
partisan political purposes. Thus, in his or her political activities, an employee may not:
● Use his or her position within the school division to further a political cause;
● Engage in any activity supporting or opposing a candidate or political party while on duty,
while on school property during school hours, or while representing the school division;
● Suggest in any manner that the school division or any component of it supports or
opposes a candidate for election to any office; or
● Use any school division property to engage in any activity supporting or opposing a
candidate for public office or a political party.
These restrictions are not intended to limit the rights of school division employees to support or
oppose any political candidate or party on their own time. They are intended to minimize
distractions from instruction, to assure that no public funds are used to support any candidate
for public office, and to assure that the public is not given the false impression that the school
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division supports or opposes any political candidate or party. School employees engaging in
political activity must make it clear that their views and actions are made as individuals and that
they do not represent the views of the school division.

STAFF SCHEDULE
WORK SCHEDULES
The workday for full-time licensed and professional staff will be a minimum of seven hours and
thirty minutes and continues until professional responsibilities to the students and school
division are completed. Administrative meetings, curriculum development, pupil supervision,
assigned duties, parent conferences, group or individual planning and extracurricular activities
may require hours beyond the stated minimum. Elementary school classroom teachers are
provided at least an average of thirty minutes per day during the students’ school week as
planning time. Each full- time middle and secondary classroom teacher is provided one planning
period per day, or the equivalent, as defined by the Board of Education, unencumbered of any
teaching or supervisory duties. If a middle or secondary school classroom teacher teaches more
than the standard load of students or class periods per week, as defined by the Board of
Education, an appropriate contractual arrangement and compensation is provided. Work
schedules for all other employees are defined by the superintendent or superintendent’s
designee, consistent with the Fair Labor Standards Act and the provisions of this policy. Refer to
School Board Policy GAA for specific information and details
WORKWEEK DEFINED
For purposes of compliance with the Fair Labor Standards Act, the workweek for employees of
Isle of Wight County School Board is 12:00 a.m. Sunday until 11:59 p.m. on Saturday.
OVERTIME AND COMPENSATORY TIME
Working hours for all employees not classified as exempt under the Fair Labor Standards Act,
including secretaries, bus drivers, cafeteria and maintenance personnel, conform to federal and
state regulations. The superintendent ensures that job positions are classified as exempt or nonexempt and that employees are made aware of such classifications.
Supervisors make every effort to avoid circumstances which require non-exempt employees to
work more than 40 hours each week. The Isle of Wight County School Board discourages overtime
work by non-exempt employees. A non-exempt employee will not work overtime without the
express approval of the employee’s supervisor. All overtime work must be expressly approved
in writing by the superintendent or superintendent’s designee. All overtime must be preapproved by the Superintendent before the time can be taken.
All supervisory personnel must monitor overtime on a weekly basis and report such time to the
superintendent or superintendent’s designee. Principals and supervisors monitor employees’
work, ensure that overtime provisions of this policy and the Fair Labor Standards Act are followed
and ensure that all employees are compensated for any overtime worked.
Principals or supervisors may need to adjust daily schedules to prevent non-exempt employees
from working more than 40 hours in a workweek. Accurate and complete timesheets of actual
hours worked during the workweek must be signed by each employee and submitted to the
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payroll technician. The payroll technician reviews work records of employees on a regular basis
to make an assessment of overtime use.
In lieu of overtime compensation, non-exempt employees may receive compensatory time off at
a rate of not less than one and one-half (1.5) hours for each one hour of overtime worked, if such
compensatory time is:
1. Pursuant to an agreement between the employer and employee reached before overtime
work is performed, and
2. is authorized by the immediate supervisor
Employees will be allowed to use compensatory time within the pay period that it is earned, if
the requested use of the compensatory time does not unduly disrupt the operation of the school
division. Accrual of compensatory time is highly discouraged. Upon leaving the school division,
an employee will be paid for any unused compensatory time at a rate of not less than the higher
of the:
1. Average regular rate received by the employee during the employee’s last three years of
employment, or
2. the final regular rate received by the employee.
Non-exempt employees whose workweek is less than 40 hours are paid at the regular rate of pay
for time worked up to 40 hours. Such employees are provided overtime pay or compensatory
time as provided above for working more than 40 hours in a workweek. Employees are provided
with a copy of this policy and are required to sign this policy to acknowledge their understanding
of overtime and compensatory time provisions. Such signed policy constitutes the written
agreement required in this section.
ATTENDANCE EXPECTATIONS
All employees are expected to be present during all work hours. Absence without prior approval,
chronic absences, habitual tardiness or abuses of designated working hours are all considered
neglect of duty and will result in disciplinary action up to and including dismissal.

STAFF WEAPONS IN SCHOOL
No one may possess or use any firearm or any weapon, as defined in Policy JFCD Weapons in
School, on school property (including school vehicles), on that portion of any property open to
the public and then exclusively used for school-sponsored functions or extracurricular activities
while such functions or activities are taking place or on any school bus without authorization of
the Superintendent or his designee. Violation of this policy by an employee will result in
appropriate personnel action up to and including dismissal. Illegal conduct will be reported to
law enforcement officials.
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SUBSTANCE ABUSE BY EMPLOYEES
The Isle of Wight County School Board is committed to maintaining a Drug-Free Workplace.
PROHIBITED CONDUCT
Employees may not unlawfully manufacture, distribute, dispense, or possess a controlled
substance on school property, at any school activity, or on any school-sponsored trip. It is a
condition of employment that each employee of the Isle of Wight County School Board will not
engage in such prohibited conduct and will notify the Isle of Wight County School Board of any
criminal drug conviction for a violation occurring in the workplace no later than 5 days after such
conviction.
DISCIPLINE
The Superintendent and School Board will take appropriate personnel action up to and including
dismissal of any employee found to have engaged in prohibited conduct listed above. Such
personnel action will include the imposition of a sanction on, or the requiring of the satisfactory
participation in a drug abuse assistance or rehabilitation program by, any employee who is
convicted of a violation occurring on school property, at any school activity or on any schoolsponsored trip.
DRUG-FREE AWARENESS PROGRAM
The Isle of Wight County School Board shall establish a drug-free awareness program to inform
its employees about the dangers of drug abuse in the workplace, the Board’s policy of
maintaining a drug-free workplace, and available drug counseling, rehabilitation, and employee
assistance programs, and the penalties that may be imposed upon employees for violations of
laws and policies regarding drug abuse.
DISTRIBUTION OF POLICY
All employees shall be given a copy of this policy. Refer to School Board Policy GBEA for specific
information and guidelines
PROCEDURES GOVERNING ALCOHOL AND SUBSTANCE ABUSE TESTING
The Isle of Wight County School Board recognizes that our employees are a great asset. It is
important that every employee of our school system understand the dangers of drug and alcohol
abuse and be aware of the new federal requirements concerning substance abuse.
All employees are expected to report to work without any alcohol or illegal or mind altering
substances in their systems. The Board also prohibits employees using, possessing,
manufacturing, distributing or making arrangements to distribute illegal drugs while at work or
on school system property. Refer to School Board Policy GDQ-R for specific information and
guidelines

SUPPLEMENTAL PAY PLANS
The Isle of Wight County School Board approves all athletic coaching and other extracurricular
activity sponsorships for which supplemental pay is provided. The Board establishes the amount
of compensation for employees who coach or supervise such activities.
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A separate contract in a form permitted by the Board of Education is executed by the School
Board with an employee who receives supplemental pay for any athletic coaching assignment or
extracurricular activity sponsorship assignment. All such contracts require a party intending to
terminate the contract to give reasonable notice to the other party before termination thereof
becomes effective.
For purposes of this policy, "extracurricular activity sponsorship" means an assignment requiring
responsibility for any student organizations, clubs, or groups, such as service clubs, academic
clubs and teams, cheerleading squads, student publication and literary groups, and visual and
performing arts organizations except those activities that are conducted in conjunction with
regular classroom, curriculum, or instructional programs.

SUSPENSION
Employees of the Isle of Wight County School Board, whether full-time or part-time, permanent
or temporary, may be suspended for good and just cause when the safety or welfare of the school
division or the students therein is threatened or when the employee has been charged by
summons, warrant, indictment or information with the commission of a felony; or a
misdemeanor involving
● sexual assault as established in Article 7 (§ 18.2-61 et seq.) of Chapter 4 of Title
18.2, of the Code of Virginia,
● obscenity and related offenses as established in Article 5 (§ 18.2-372 et seq.) of
Chapter 8 of Title 18.2, of the Code of Virginia,
● drugs as established in Article 1 (§ 18.2-247 et seq.) of Chapter 7 of Title 18.2, of
the Code of Virginia, moral turpitude, or
● the physical or sexual abuse or neglect of a child; or an equivalent offense in
another state.
Except when an employee is suspended because of being charged by summons, warrant,
indictment or information with the commission of any of the above-listed offenses, the
superintendent or appropriate central office designee shall not suspend an employee for longer
than sixty (60) days and shall not suspend an employee for a period in excess of five (5) days
unless such employee is advised in writing of the reason for the suspension and afforded an
opportunity for a hearing before the school board in accordance with Va. Code §§ 22.1-311 and
22.1-313, if applicable.
Any employee so suspended shall continue to receive his then applicable salary unless and until
the school board, after a hearing, determines otherwise. No employee shall be suspended solely
on the basis of the employee's refusal to submit to a polygraph examination requested by the
School Board. Any employee suspended because of being charged by summons, warrant,
information or indictment with any of the above-listed criminal offenses may be suspended with
or without pay. In the event an employee is suspended without pay, an amount equal to the
employee’s salary while on suspended status shall be placed in an interest-bearing demand
escrow account. Upon being found guilty of one of the above-listed criminal offenses or upon the
dismissal or nolle prosses of the charge, such employee shall be reinstated with all unpaid salary
and accrued interest from the escrow account, less any earnings received by the employee during
the period of suspension, but in no event shall such payment exceed one year’s salary.
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In the event an employee is found guilty by an appropriate court of any of the above-listed
criminal offenses and, after all available appeals have been exhausted and such conviction is
upheld, all funds in the escrow account shall be repaid to the School Board. If an employee is
suspended because of information appearing on his/her criminal history record, the School Board
shall provide a copy of the information obtained from the Central Criminal Records Exchange to
the employee. No employee will have his insurance benefits suspended or terminated because
of suspension in accordance with this policy. The placing of a school employee on probation
pursuant to the terms and conditions of Va. Code § 18.2-251 shall be deemed a finding of guilt.

THIRD-PARTY COMPLAINTS AGAINST EMPLOYEES
Any parent or guardian of a student enrolled in the Isle of Wight County Schools or any resident
of Isle of Wight County may file a complaint regarding an employee of the Isle of Wight County
Schools. Such complaint should be filed with the superintendent or superintendent’s designee.
If the complaint involves allegations that an employee of the Isle of Wight County School Board
has abused or neglected a child in the course of his employment, the complaint will be
investigated in accordance with Va. Code §§ 63.2-1503, 63.2-1505 and 63.2-1516.1. See School
Board Policy GBLA for specific information and guidelines

TOBACCO PRODUCTS AND NICOTINE VAPOR PRODUCTS
Students are prohibited from possessing any tobacco product or nicotine vapor product on a
school bus, on school property, or at an on-site or off-site school sponsored activity. In addition,
the use or distribution of any tobacco product or nicotine vapor product, on a school bus, on
school property, or at an on-site or off-site school-sponsored activity is prohibited. The
superintendent is responsible for developing a regulation which contains:
● provisions for the enforcement of this policy among students, employees, and visitors,
including the enumeration of possible sanctions or disciplinary actions, and
● referrals to resources to help staff and students overcome tobacco addiction.
DEFINITIONS
“Nicotine vapor product” means any noncombustible product containing nicotine that employs
a heating element, power source, electronic circuit, or other electronic, chemical, or mechanical
means, regardless of shape or size, that can be used to produce vapor from nicotine in a solution
or other form. "Nicotine vapor product" includes any electronic cigarette, electronic cigar,
electronic cigarillo, electronic pipe, or similar product or device and any cartridge or other
container of nicotine in a solution or other form that is intended to be used with or in an
electronic cigarette, electronic cigar, electronic cigarillo, electronic pipe, or similar product or
device. "Nicotine vapor product" does not include any product regulated by the FDA under
Chapter V (21 U.S.C. § 351 et seq.) of the Federal Food, Drug, and Cosmetic Act. "Tobacco
product" means any product made of tobacco and includes cigarettes, cigars, smokeless tobacco,
pipe tobacco, bidis, and wrappings. "Tobacco product" does not include any nicotine vapor
product, alternative nicotine product, or product that is regulated by the FDA under Chapter V
(21 U.S.C. § 351 et seq.) of the Federal Food, Drug, and Cosmetic Act. See School Board Policy
GBEC (Also JFCH) for specific information and guidelines
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TRANSFERS
Principals and other supervisory personnel may submit recommendations to the superintendent
for the appointment, assignment, promotion, transfer and dismissal of all personnel assigned to
their supervision. Upon recommendation of the superintendent, the Isle of Wight County School
Board shall place all employees within the various schools and facilities located in the school
division. The superintendent has the authority to assign such employees to their respective
positions within the school or facility wherein they have been placed by the School Board.
The superintendent may also reassign any such employee for that school year to any school or
facility within such division, provided no change or reassignment during a school year shall affect
the salary of such employee for that school year. However, no one will be employed in or
reassigned to a situation where a family member, as defined in Policy GCCB Employment of
Family Members, is directly responsible for that employee's supervision.
Any employee seeking a transfer of assignment to another work location for the next school year
must make a request in writing to the superintendent or the superintendent’s designee, with
copies to the current supervisor, not later than April 1. This type of request, if granted, will be
considered a voluntary transfer. A change of assignment within an immediate workstation is the
responsibility of the immediate supervisor.

TUTORING FOR PAY
Staff members may not be paid by anyone other than the Isle of Wight County School Board for
tutoring students enrolled in a class under their direction.

WORKER’S COMPENSATION
Workmen’s Compensation Instructions to Employees and Employer
The employee shall:
1. Report all work related injuries to their supervisor immediately after the injury
occurs.
2. The Supervisor or injured worker immediately calls injury hotline.
3. Company Nurse gathers information over the phone and helps injured worker
access appropriate medical treatment.
NOTE: Failure of the employee and/or employer to give notice, accept medical services, and/or
complete the necessary reports may deprive the employee of the right to compensation.
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