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NEWTON-CONOVER CITY
SCHOOLS
Mission: The mission of Newton-Conover City Schools is to provide every student
with the best possible instruction, multiple opportunities for enrichment and support,
and examples of citizenship resulting in a high quality of life.
Vision: “Highly professional and dedicated employees will collectively produce one of
the best academic programs in the state, while providing nurturing hope and direction
for all children, thus enabling them to establish a meaningful and productive role in
our world.”

EQUAL EMPLOYMENT OPPORTUNITY
/ AFFIRMATIVE ACTION PLAN
It is the policy of the board of education to provide equal opportunity in employment to all qualified
applicants and employees without regard to race, color, religion, physical handicap, national origin,
sex, age, socioeconomic status, or political affiliation. A conscientious effort will be made by all
administrative personnel to prohibit discrimination against any individual in employment
practices/procedures including sexual harassment. Positive efforts will be devised and utilized by all
administrative personnel to prevent discriminatory practices in the work environment. The board and
the superintendent will take appropriate action to ensure that all personnel transactions will be
implemented in a fair and impartial manner.
The Minority Recruitment/Affirmative Action Committee meets annually to review the system plan,
issues surrounding employment patterns, and the work of the system. If you have questions,
concerns, or suggestions, contact the Personnel Office.

ADMINISTRATION AND
ORGANIZATION
A six member, elected Board of Education, governs Newton-Conover City Schools. The
superintendent, assistant superintendent, directors, and office support staff supervise the day-to-day
operations of our school system. On this page, you will find the title and name of key personnel,
administrative assistants, and other support staff. This information has been included to help you
in communicating with the right person when you have comments, questions, or suggestions.
Superintendent
Dr. Aron Gabriel – Ext. 220
Executive Director of Auxiliary
Services
Dr. Dr. Sylvia White – Ext. 204
Administrative Assistant to
Superintendents Office
Dawn West – Ext. 214
Chief Academic Officer
Dr. Heather Mullins – Ext. 221
Administrative Assistant to Dr.
Mullins
Tefany Major – Ext. 210

Instructional Technology Facilitator
Angela Sigmon – Ext. 206
Director of Human Resources &
Communications
Dr. John Robinson – Ext. 277
HR Assistant/Licensure
Jo Ann Stanley – Ext. 280
NCCS Board Liaison
Melissa Shook – Ext. 218
Director of Elementary and ESL
Services
Tammy Brown – Ext. 201

System Data Manager
Dawn West – Ext. 214

Administrative Assistant to Tammy
Brown
Susan Stallings – Ext. 225

Director of Maintenance, Safety &
Facilities
Robin Rudisill – Ext. 268

Director of Student Services,
AIG, ELL
Dr. Rosanna Whisnant – Ext. 211

Administrative Assistant to Robin
Rudisill
Susan Stallings – Ext. 225

Administrative Assistant
Tefany Major – Ext. 210

Director of Finance
Carmen Houston – Ext. 282
Assistant Finance Director
Keista Bass – Ext. 283
Acct. Payable/Payroll Specialist
Tonya Shumate – Ext. 285
Director of Exceptional Children
Dr. Keisha Pritchard – Ext. 215
Administrative Assistant to
Dr. Pritchard
Susan Stallings – Ext. 225

Director of
Accountability/Technology
Cindy Geddes – Ext. 208
Administrative Assistant to Cindy
Geddes
Susan Stallings – Ext. 225
Assistant Director of Technology/LAN
Engineer
Benjamin Gilmore – Ext. 205
Technology Technician
Leng Yang

Technology Technician I
Peter Walsh
LAN Engineer
Tim Cochrane
Office Support for Technology Dept.
Susan Stallings – Ext. 225
Director of Child Nutrition
Tara Kelley – Ext. 269
Child Nutrition Supervisor
Nancy Lamothe – Ext. 271
Administrative Assistant to Tara Kelley
Collen Smith– Ext. 270
Construction Manager
Allen Kirby – Ext. 223
Central Office Receptionist
Anita Law– Ext. 200
Director of Community Schools
Kirsten Maynard – Ext. 279
Catawba RALC
Karoline Fisher
828 464-0013
Administrative Assistant
Catawba RALC
Melia Stover
828-464-0013

All employees are expected to act in a professional manner at all times. Since
educators and support staff serve children as our primary focus, our example in
conversation, dress, and behavior must be professional. In addition, as we deal with
the public, we must recognize that we are all ambassadors for the school system. As
such, we should always present our organization in a most positive light.
All staff members have a responsibility to make themselves familiar with, and abide by,
the laws of the state as these affect their work, the policies of the board, and the
regulations designed to implement them.
All staff members are expected to carry out their assigned responsibility with
conscientious concern. The first responsibilities of the instructional staff are the
education, safety, and emotional wellbeing of all students.
Also, essential to the success of ongoing school operations and the instructional
program are the following specific responsibilities, which shall be required of all
personnel:
 Regularity and promptness in attendance at work.
 Support and enforcement of policies of the board and regulations of the
school administration in regard to students.
 Diligence in submitting required reports correctly and promptly at the times
specified.
 Care and protection of school property.
 Concern and attention toward their own and the board's legal responsibility for
the safety and welfare of students, including the need to ensure that students
are under supervision at all times.
 Confidentiality of information concerning student performance and behavior.
Only the student's parents or guardian and school personnel directly
associated with the student has a right to know. Employees must not be
involved in conversations or gossip about students.
In their association with students, parents, and the community, all school employees will
set examples that are an important part of the educational process. Their manner,
courteousness, industry, and attitudes establish models that affect the development of
young people and how parents and the community view our schools and profession.
Appropriate, professional dress as determined by the building principal or supervisor
shall be worn by all employees while on the job. The board expects our staff members
to set a positive example as well as provide exemplary instruction.
Dress Code
Regarding employee attire, clothing should be clean, appropriate, and reflective of
community standards. Teachers will gain the respect of students and parents more
readily whenever they dress in a professional manner. If you have doubt about the
appropriateness of an outfit, it is best not to wear it. The type of activity will sometime
determine the appropriate attire.

Certainly in normal classroom instruction, more formal attire would be appropriate. If
you are in doubt as to the appropriateness of certain clothing, talk with your immediate
supervisor. Employees should remember that our attire influences our behavior, as well
as the public’s perception. We expect all employees to use proper judgment with
regard to appropriate attire.
Policy Code 7340
Teachers are reminded to refer to Title 16 of the North Carolina Administrative Code
known as “Code of Professional Practice and Conduct for North Carolina Educators.”
Drug Free Workplace
By Board of Education policy, the school system is a drug free workplace. You must not
possess, use, sell, or be under the influence of any alcoholic beverage or prohibited
substance while you are at work or on duty. Prohibited substances include but are not
limited to liquor, beer, wine, wine coolers and other alcoholic and mixed beverages,
speed, ice, phenobarbital, LSD, Quaaludes, codeine, heroin, morphine, PCP, steroids,
marijuana, cocaine and crack.
Prescription drugs may be used in accordance with your doctor’s prescription. Bus
drivers taking medication that may cause drowsiness, slow down reflexes, or that
in anyway would impede driving judgment are required to inform their
administrator and refrain from driving their assigned bus route until they are no
longer using the medication.
Anyone violating this policy may be asked to participate in an alcohol or drug abuse
rehabilitation program. Depending on the seriousness of the violation, you may receive
disciplinary action ranging from a written reprimand to dismissal from your job.
You are required to report any conviction of a drug related offense to your administrator
within five (5) days.
School bus drivers, activity bus drivers, driver-education teachers and transportation
employees may be tested for drugs and alcohol at any time during the school year for
Random Drug Testing. Names for the Random Drug Test are determined by DAMP,
Inc. Transportation personnel who use alcohol or drugs on the job will be
recommended for dismissal.
Policy 7240
Pre-employment checks
Employment with NCCS is contingent on passing a drug test and criminal background
check. Federal immigration law requires all employers to verify both the identity and
employment eligibility of all persons hired to work in the United States. In our efforts to
meet these requirements, NCCS has collaborated with Homeland Security and the
Social Security Administration to aid us in verifying employment eligibility of all newly
hired employees. In compliance with these requirements, new employees will fill out
an I-9 form for which you will need to bring a valid driver’s license and your Social
Security Card. Should employment not be authorized, you have eight (8) business
days to contact the Social Security Office to resolve your employment status.
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Health Certificate
For initial employment, all employees of the school system will have a health
examination by a licensed medical examiner within the first week of going
through the hiring process. The examination will include a statement certifying that
such person has been examined for tuberculosis and that the results of such
examination have been furnished to the State Board of Health. The cost of such
examination will be borne by the employee.
Policy Code 7120
At-will Employee – State Policy
14.5.1 Definition
Employees who are not required to be employed under contracts or who are not offered
contracts by local board prerogative are at-will employees.
Example of at-will employees include most non-certified personnel such as custodians,
bus drivers, teacher assistants, clerical staff, maintenance supervisors, and
transportation coordinators. Administrators not required by statute to be employed under
contract are also at-will employees (unless the local board has chosen to offer
contracts).
14.5.2 Demotion or Dismissal
At-will employees serve at the pleasure of the local board of education. General Statute
115C-45 gives employees the right of appeal of all decisions made by school personnel
to the local board of education. At-will employees cannot be dismissed or demoted for
illegal reasons. An at-will employee is entitled to all the rights afforded by the United
States Constitution (e.g. freedom of speech and religion) and by federal laws such as
Title VII of the Civil Rights Act of 1964, the Age Discrimination in Employment Act, and
the Americans with Disabilities Act. At the time of dismissal or demotion, at-will
employees have the right to an appeal to the local board of education. Also, at-will
employees may request, in writing, a notice outlining the reason(s) for dismissal,
demotion, or suspension without pay.
Employment Status – Classified or Licensed/At-will or contract
Employees of the school system are by law either a contracted (licensed) employee or
an at-will employee. Benefits are determined by the terms of your employment. To
receive benefits such as insurance, etc., you must be employed at least 30 hours per
week. If you have questions concerning your eligibility to receive benefits, please call
Heidi Bedington in the Personnel Department located in the Central Office.
You are considered a licensed employee if you are required to hold and maintain a
North Carolina teaching or administrator’s license. Teachers, principals, assistant
principals, counselors, media coordinators, directors, superintendent and associate
superintendent are considered licensed employees. Licensed employees are also
employed on a contract.
You are a classified employee if your position does not require a teaching license.
Classified employees are considered At-will employees. What does this mean? At-will
employees are employed at the will and pleasure of the school system. You can resign
from your position at any time and you may be dismissed or demoted for any reason by
either your school administrator or the superintendent. Should you be dismissed from
9

your position, you do have the right to request a hearing to find out why you were
dismissed.
Instructional or non-instructional
Instructional employees are responsible for students in a classroom. Teachers, teacher
assistants, school counselors, or librarians that teach part of the day are considered
instructional employees and cannot take annual leave on student days. All other
employees are considered non-instructional and can take annual leave anytime
provided they have the approval of their immediate supervisor.
Part-time/Full-time – State Policy
1.1.3 Part-time Employee
As used in these policies “part-time employee” means an employee who regularly works
at least 20 hours per week, but less than the number of hours set as full time for that
class of work. Any permanent employee who works at least 30 hours per week must be
enrolled in the Retirement System and receive employer-paid medical insurance for self.
1.1.4 Full-time Employee
As used in these policies “full-time employee” is a person employed to fill a vacancy
whose regular work week is the number of hours established as full-time for the class of
work assigned, but not less than 30 hours per week. Two or more part-time assignments
with the same LEA may be combined to satisfy requirements to become a full-time
employee. An employee working in two or more positions may not earn more benefits
than those allowed for a single, full-time position.
Part-time/Full-time
If you work more than 30 or more hours during a work week you are considered a fulltime employee.
The standard work week for:
 teachers is a minimum of 40 hours per week
 teacher assistants is 37.5 hours per week, beginning January 2014 all teacher
assistants hired will work 32.5 hours per week
 school administrators a minimum of 40 hours per week
 central office administrators a minimum of 40 hours per week
 support staff 40 hours per week

Employees that regularly work 20 hours each week are entitled to annual, sick leave,
holidays on a pro rata basis.
If you work fewer than 20 hours during a work week, you are not eligible for any
employment benefits.
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Smoking And Use Of Tobacco Products

Effective January 1, 2008 state law went into effect prohibiting smoking on any
government property, including schools and school grounds.
Maintaining the safest and most wholesome learning environment and safeguarding the
health of our public school children, staff, and patrons are significant responsibilities of
the board of education and the school system. The use of tobacco is a matter of grave
concern because it seriously endangers the physical wellbeing of students and others
in the school environment. Therefore, it is both appropriate and timely that the board of
education exercises a positive leadership role to discourage the use of tobacco among
students, school personnel, parents, and all others who serve as role models for our
youth.
Smoking and the use of tobacco products shall be prohibited on the school
district property. This shall include school buildings, buses, and school-owned
vehicles, outdoor public meetings, performances, or contests on school
campuses.

Exposure Control Plan for Bloodborne Pathogens
The Occupational Safety and Health Administration issued regulations on job exposure
to bloodborne pathogens. These are viruses present in human blood and body fluids
that can cause disease in humans. The school system plan covers employees who
could be "reasonably anticipated" to incur exposure to blood or other potentially
infectious body fluids as a result of performing required job duties. Copies of the
Exposure Plan are located in the office of each school and are available upon request
at the central office.
The plan includes the personnel covered by the standard, the potential hazards of each
job description, what measures will be taken to reduce the risk of exposure, and all
forms necessary to carry out the plan. Newton-Conover City Schools is committed to
providing a safe and healthy work environment for all employees, not just those
covered by the standard. If you feel you are at risk, but are not among the identified
people listed in the plan, you should complete the form entitled Employee Exposure
Determination Questionnaire found in the school office and send the completed form to
the personnel office.
According to OSHA, 'Good Samaritan' acts, such as assisting a student or co-worker
with a nosebleed, would not be considered 'reasonably anticipated occupational
exposure.' Since most employees are not 'occupationally exposed' to bloodborne
pathogens while performing their jobs, it is important for everyone in the school setting
to understand the dangers of infection and safe procedures to minimize risk.
A safe and effective Hepatitis B vaccination is available to 'occupationally exposed'
employees at no cost. However, all employees who have a bloodborne pathogen
exposure while on the job will be referred to the Occupational Health Center at Catawba
Valley Medical Center and not to their personal physician or to another emergency
room.
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An exposure incident is a specific eye, mouth, or other mucous membrane, non-intact
skin, or parental contact with blood or other potentially infectious materials. The
employee should notify supervisor and follow system accident plan.
Taking 'universal precautions' will reduce the risk of infection. These precautions
require taking routine care in handling blood and body fluids containing blood of all
persons regardless of whether those persons is known to be infected with some specific
disease-causing agent.
Get in the habit of washing your hands with soap and running water for at least 10
seconds at regular times during the school day. All rest rooms are stocked with an
antibacterial soap.
Disposable gloves should be worn when cleaning up blood, feces, vomit, and urine.
This is to be done in addition to, not as a substitute for hand washing. Gloves are the
most widely used and basic form of personal protective equipment. Each school will
issue gloves to staff members. After use, the employee will contact the school office for
new gloves. Gloves should be removed immediately after finishing the task.
Carefully dispose of trash that contains body wastes and sharp objects. Double bag
(sealed plastic bag) any paper towels or any disposable materials containing blood or
body fluids before putting in the trash can.
All equipment and environmental working surfaces shall be decontaminated after
contact with blood or other potentially infectious materials. A 1:10 solution of sodium
hypochlorite or EPA registered germicidal detergent can be used. These supplies
are located with the custodians. An emergency 'spill pak' is also available in the
principal's office. Contact the custodian to assist in proper cleaning and disposal of
waste materials.
Prohibition against Discrimination, Harassment and Bullying
The board of education believes that all employees and students should be free of
unlawful discrimination, harassment, and bullying as a part of a safe, orderly, caring,
and inviting working and learning environment. The board commits itself to
nondiscrimination in all its educational and employment activities. The board expressly
prohibits unlawful discrimination, harassment, or bullying including, but not limited to,
race, national origin, sex, pregnancy, religion, age or disability.
The board also prohibits retaliation against an employee or student who has exercised
any rights made available through state or federal law, including prohibiting retaliation
for reporting violation of this policy. Violation of this policy is considered a serious
offense and action will be taken. The complete board policy may be found on the
Newton-Conover City Schools web site, or at each school.
Privacy of Student Records
Teachers, Counselors, NCWISE Data Managers, and Teacher Assistants who due to
their position have access to student records should be especially careful about
discussing students with anyone that have not been authorized to have knowledge of
the student’s record. Students should not be discussed in the faculty lounge, or in any
public area where the conversation could be overheard.
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Inappropriate Relationships with Students
Faculty and/or staff are forbidden from dating, courting, entering into, or grooming for a
romantic or sexual relationship with a student, no matter the age of the student, who is
enrolled with Newton-Conover City Schools. Employees who are found to be
participating in such inappropriate activity will be subject to disciplinary action, including
dismissal.
Reporting Criminal Charges/DWIs
If you have been charged with a crime, it is your responsibility to report the incident to
your administrator and the Director of Personnel. In case of a charge that is brought
against you from a student or parent, the allegation will be investigated by the Director
of Personnel. At the conclusion of the investigation, it may be appropriate to involve the
school attorney. Should you be found guilty of the charged conduct, the superintendent
may recommend disciplinary action or dismissal.
Employees must report criminal arrests, charges, convictions, guilty pleas, or plea of no
contest to the Personnel Department. You are not obligated to report traffic violations
unless it is driving while impaired or if drugs are involved. The Personnel Department
should be notified within five (5) days after being charged, failure to do so will result in
corrective action, or suspension
Use of school mail and fax machines
School mail should not be used to distribute advertisement for private industries,
campaign literature, or personal use. Fax machines should be used for school
business, and should not be used for personal business on a regular basis. Fax
machines should not be used to send material that contains indecent language,
pictures, or inappropriate comments about a person’s religion, gender, sexual
orientation, age, national or ethnic origin or disability.
Fax machines should not be used to fax any material that contains confidential
information about a student or employee. Such information is protected under the
Family Educational Rights and Privacy Act.
Newton-Conover City Schools reserves the right to read all messages created,
received or sent over its fax machines.
Internet use and Email
The Internet should be used in an appropriate manner and not for violating copyright
laws, illegal copying of software, or accessing pornography sites.
Use caution and discretion when using My Space, Facebook, or Twittering. Be
aware that even for your private use you are representing Newton-Conover City
Schools.
Email access provided to you by Newton-Conover Schools should be used for school
business, and should not be used for personal business on a regular basis. It should
not be assumed that your email is private. When sending an email you should not
make disparaging comments concerning students, fellow co-workers, directors,
administrators, superintendent, or school board members.
Confidential material such as personnel files or student records should not be emailed
unless it is in a secure manner
13

Weather Policy
During extremely bad weather, it may become necessary to close schools. A decision
to close schools will affect all schools throughout the system. When making a decision
on opening or closing the schools due to inclement weather, the primary concern is for
the safety and welfare of the students. Announcements of school closings or delays in
the opening of schools will be made on local radio and television stations and on our
website at www.nccs.k12.nc.us by 6:00 a.m. The official announcement comes
through radio station WNNC (1230 AM), WIRC (630 AM) and television stations WSOC
(9), WBTV (3), and NBC (6). The announcement will include school closing or delay
information and staff workday information. Continue to listen or watch the media until
you have both school and staff workday information. Due to bus routes that extend
throughout Catawba County, Conover School and the ACT Program will follow
the weather cancelation schedule for Catawba County Schools.
In the event that school opening must be delayed, the delay will be for students and
personnel. Personnel are not expected to put themselves in danger by traveling on
hazardous roads and are encouraged to be extremely cautious in all inclement weather
situations. Employees are encouraged to arrive as early as they safely can travel to
work. Remember that some students may arrive earlier than the opening of school and
that the administrators will need help with supervision. Bad Weather Protocol
In the event school schedules are impacted by bad weather such that a delay or early
dismissal is required, the following protocol will be followed relative to employee payroll
issues:
1. For certified staff, early dismissals will not require a leave deduction. If however,
we have a delayed start, certified staff are expected to report to work with the
delayed period. If they arrive after the delayed period, then a half-day leave will
be deducted from their leave balance. If they do not report at all on a nonstudent day, then obviously they would have a full day of leave deducted. If
school is closed for students and staff, the certified staff will make up the time
when it is re-scheduled.
2. Non-certified staff which includes teacher assistants, custodians, secretaries,
maintenance workers, cafeteria and any other classified staff will be expected to
resolve any missed time one of the following ways:
a) If the employee has a balance of compensatory time, they will be expected to
use this first to complete any lost time for the day.
b) If compensatory time is not sufficient to remedy the gap in lost time, the
employee will be expected to make the time up during the same week the
event occurs. If the loss of time is on a Friday, the lost time will be made up
the following week. The employee can also choose to use annual leave if
they have a balance to make up the lost time.
c) Employees making up time must receive approval from their principal or
supervisor as to the day and time when the make-up can occur.
d) For the 2011 – 2012 school year and thereafter, no employee can make up
time beyond what is required to complete a full workweek.
e) While it is preferred that employees make up time, an employee may choose
to have their pay adjusted proportionate to the amount of time worked and not
make the time up. This of course results in less pay for the pay period.
3. When school is closed for ten-month employees, the twelve-month employees
may choose to work. The twelve-month employee is responsible to make the
decision as to whether or not it is safe to travel into work. If they choose not to
work, one day of annual leave will be deducted, and the option to make it up is
not available.
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4. Site custodians will be expected to assist maintenance staff in clearing sidewalks
and putting down de-ice whenever their help is needed. Principals or the
Director of Facilities will make the decision as to when such help is needed.
We will do everything we can to keep employees safe, and expect everyone to use
precaution when we have bad weather. Safety is a shared responsibility.
The personnel director and finance officer will address any issues not addressed in
this protocol. Revisions to this protocol will be made as necessary to provide
clarity, equity, and full compliance with employment laws.
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Personnel are paid on a salary schedule adopted by the General Assembly of North
Carolina or the Newton-Conover Board of Education. Inquiries about payroll and salary
should be directed to the payroll office. Certified employees are given the option of
being paid in 12-monthly installments (August-July) or in 10 checks (August-May). TAs
and Child Nutrition Assistants are given the option of being paid in 12- month
installments (September – August) or in 10 checks (September – June). Payday for all
employees is the last working day of the month.
Local Supplement
An annual salary supplement equal to seven percent (7%) of the current year's salary is
paid to each teacher employed in the school system. Teachers may also qualify for an
additional 2% supplement if ABC testing results meet certain criteria. An annual salary
supplement equal to three percent (3%) of the current year's salary is paid to all full-time
permanent classified personnel. For TAs the supplement is paid in two installments, the
first in November and the second in June. For all other classified employees, the
supplement is paid in November and April. Individuals who are not employed for the full
year will be entitled to a pro-rated portion of the salary supplement.
Longevity – State Policy
13.1.1 Eligibility Requirements
All permanent full-time or part-time (20 hours per week or more) employees (excluding
teachers and instructional support) who have at least 10 years of total qualifying state
service are eligible for longevity payments.
13.1.2 Earning State Service
(a) Employees will receive full credit for each pay period they are in pay status (working,
using vacation, sick, extended sick, or personal leave, on workers’ compensation, or
on authorized military leave) as a perm anent full-time or part-time employee for onehalf or more of the regularly scheduled workdays and holidays in the pay period.
(b) Working the contract length for a complete school year (i.e., 10 months) is equivalent
to one full calendar year. Credit for a partial year is given on a month for-month
basis.
(c) An employee may not earn more than one year of state service in a 12-month period.
If an employee did not earn a full year of state service credit during a 12- month period,
summer school employment will be included in state service credit for longevity purposes
provided that the employee was employed at least permanent part-time (20 hours per
week or more).
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Longevity Pay
The 2014 General Assembly stated that in lieu of providing annual longevity payments
to employees paid on the state salary schedule for the 2014 – 2015 school year and
subsequent school years, the amount of those longevity payments are built into the
2014 – 2015 salary schedule.
Classified employees will continue to receive longevity pay based on the years of
state service as follows:
Years of State Service
10 but less than 15 years
15 but less than 20 years
20 but less than 25 years
25 or more years

Longevity Pay Rate
1.50 percent
2.25 percent
3.25 percent
4.50 percent

Direct Deposit
Direct deposit is available on an optional basis to all employees. The deposits can be
directed to any bank in the state of North Carolina. At the end of each month,
individuals choosing direct deposit will not receive a copy of the 'Notice of Direct
Deposit' (a copy of the check stub). Beginning August 31, 2011, you can view your
check stub online through Timekeeper. Deposits are limited to one (1) bank account
per employee. The check will be deposited midnight on payday. A form must be
completed and filed with the payroll office before direct deposit can be established.
Payroll Deductions
All new applications or allowable changes in deduction amounts must be filed with the
personnel office no later than the last working day in the calendar month prior to the
month in which the change is to become effective.
Mandatory Deductions:
All employees will be required to have deductions from their monthly salary as required
by law as follows:
Federal Social Security (FICA) coverage is automatic for all employees (except
student employees) in the school system.
Federal Withholding Tax deductions shall be made according to a schedule
prepared by the Treasury Department
State Income Withholding Tax will be withheld according to a schedule
prepared by the state
Retirement is automatically deducted from your paycheck at a rate of six percent
(6%). This 6% deduction is tax sheltered and you do not pay taxes on this
amount.
Voluntary Deductions
State Employee Credit Union payments may be made. Arrangements can be made
by contacting the State Employee Credit Union at 327-4126.
Tax Sheltered Annuities and 457 Deferred Comp Plans are available whereby
payment of income tax may be deferred on money saved for retirement purposes. For
more information, contact TSA, our third-party administrator, at 1-888-777-5827 or for
information regarding 403(b) and 457(b) plans, go to www.tsacg.com
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Health Insurance premiums are deducted on the basis of the type of coverage
requested by the individual employee.
Cafeteria Benefits Plan offers optional programs for employees to save money in the
areas of extended medical coverage, dental, vision, child-care plan, cancer insurance,
heart insurance, life insurance, and disability income through a plan administered by
First Financial Administrators, Inc. The coverage period runs from January 1 through
December 31. For more information, contact the personnel office.
NC401(k) Supplemental Retirement Income Plan offers tax-deferred investment
options. For more information, contact NC Prudential 1-866-627-5267.
Worker’s Compensation – State Policy
I. PURPOSE
The purpose of this policy is to ensure that employees injured on the job are provided
compensation in accordance with the North Carolina Workers' Compensation Act and to
provide consistent application of these rules and regulations. Further, the purpose is not
only to provide swift and certain remedy to an injured employee, but also to ensure a
limited and determinant liability for the employer.
II. COVERAGE
North Carolina Public School Law, G.S. 115C-337, states that provisions of the Workers'
Compensation Act shall be applicable to all school employees and the State Board of
Education shall make such arrangements as necessary to carry out the provisions of the
Workers' Compensation Act applicable to such employees paid from state school funds.
Liability of the state for compensation shall be confined to school employees paid by the
state from state public school funds for injuries or death caused by accident arising out of
and in the course of their employment in connection with the state-operated school term.
III. ADMINISTRATION
Each Local School Administrative Unit is responsible for submitting all reportable injuries
on Form 19 and other related documentation as directed by the NC Department of Public
Instruction, Insurance Section. The State Board of Education is responsible for
administering the provisions of the Workers' Compensation Act.
IV. RESPONSIBILITY OF EMPLOYEE AND LOCAL UNIT
Responsibility for claiming compensation is on the injured employee. A claim must be filed
within two (2) years from the date of injury or knowledge thereof. Otherwise, the law bars
the claim. The local unit must submit the Form 19 as directed by the Insurance Section no
later than (5) days after knowledge of injury.
V. USE OF LEAVE DURING REQUIRED SEVEN DAY WAITING PERIOD
No compensation, as defined in the Workers' Compensation law shall be allowed for the
first seven calendar days of disability resulting from an injury, except medical treatment
and supplies as defined in G.S. 97-28. One of the following two options may be chosen
during the 7-day waiting period: Option 1: Elect to take earned sick leave during the
required waiting period, then go on workers ‘ compensation leave, and begin drawing
workers ‘ compensation weekly benefits. Option 2: Elect to go on workers' compensation
leave with no pay for the required waiting period and then begin drawing workers'
compensation weekly benefits. If the injury results in disability of more than 21 days, as
indicated in G.S. 97-28, the workers' compensation weekly benefit shall be allowed from
the date of disability. If this occurs in the case of an employee who elected to use leave
during the 7-day waiting period, no adjustment shall be made in the leave used for these
workdays.
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VI. WORKERS COMPENSATION BENEFITS
A. Under G.S. 97-28 the state paid (in full or in part) employees, receive 66 2/3% of
their average weekly salary from the state workers’ compensation fund, which is
paid directly to the employee.
B. In order to provide an income approximately equal to, but not to exceed, the
employee’s weekly salary, earned sick leave days may be used while an employee
is receiving workers’ compensation weekly benefits in full or half day increments.
VII. CONTINUATION OF BENEFITS
While on workers’ compensation leave, an employee is eligible for continuation of the
following benefits:
A. Performance Increase: Upon reinstatement, an employee’s salary will be computed
based on the last salary and any legislative increase to which entitled. Any
performance increase which would have been given had the employee been at
work may be included in the reinstatement salary, or it may be given on any
payment date following reinstatement.
B. Vacation and Sick leave: While on workers’ compensation leave, the employee will
continue to accumulate vacation and sick leave to be credited to his/her account
for use upon return. If the employee does not return, vacation leave accumulated
up to 240 hours will be paid in a lump sum payment.
C. Hospitalization Insurance: While on workers’ compensation leave, an employee is
in pay status and will continue coverage under the state’s health insurance
program. Monthly premiums for the employee will be paid from the same source of
funds and in the same proration amount from which the regular monthly salary is
paid.
D. Retirement Service Credit: While on workers’ compensation leave, an employee
does not receive retirement credit. As a member of the Retirement System, the
employee may purchase credits for the period of time on an approved leave of
absence. Upon request by the employee, the Retirement System will provide a
statement of the cost and a date by which purchase must be made. If purchase is
not made by that date, the cost will have to be recomputed.
VIII. RETURN TO WORK
When the treating physician has released an employee, who has been injured on the job
and placed on workers ’ compensation leave, to return to work, there are three possible
return to work situations.
FULL RETURN DUTY
a. When an employee has reached maximum medical improvement, and has been
released to full duty return to work by the treating physician, the agency shall return
the employee to suitable employment as defined by the Workers’ Compensation
Act, NCGS 97-2(22).
TRANSITIONAL RETURN
b. When an employee has not reached maximum medical improvement and is ready
to return to limited work duty with approval of the treating physician; but, retains
some disability which prevents successful performance in their original position, the
employer will provide transitional employment with the employee’s work
restrictions. This work reassignment shall be a temporary assignment and shall not
exceed 9 months; unless otherwise directed by the treating physician.
RETURN TO WORK WITH PERMENANT RESTRICTIONS
c. When an employee has reached maximum medical improvement and has been
released to return to work by the treating physician; but, has received a disability
which prohibits employment in his/her previous position, the employer shall place
the employee in suitable employment that is within the employee’s work
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restrictions. NCGS 97-2(22). This work placement may be a permanent
assignment, a part-time assignment, or a temporary assignment.
IX. SEPARATION DUE TO UNAVAILABLITY
An employee may be separated on the basis of “unavailability” when the employee
remains unavailable for work after all applicable leave credits have been exhausted and
LEA management does not grant a leave without pay, or does not extend a leave without
pay period, for reasons deemed sufficient by the LEA. Such reasons include, but are not
limited to, lack of suitable temporary assistance, criticality of the position, budget
constraints, etc. Separation Due to Unavailability is not a disciplinary dismissal and will
not sever any benefits the injured employee is receiving under the Workers’
Compensation Act. Separation Due to Unavailability may be grieved or appealed by the
employee. Separation of Unavailability shall be applied in accordance with 115C and any
applicable local board policy.
Unavailability may be due to 1) the employee’s inability to return to all of his/her position’s
essential duties and work schedule due to a medical condition or the vagueness of a
medical prognosis; and 2) the employee and the LEA cannot reach agreement on a return
to work arrangement that meets both the operating needs of the LEA and the employee’s
medical/health needs; OR unavailability may also be due to 1) the employee’s inability to
return to all of the position’s essential duties and work schedule due to other extenuating
circumstances, and 2) the employee and the LEA cannot reach agreement on a return to
work arrangement that meets both the needs of the LEA and the employee’s situation.
X. REFUSAL OF SUITABLE EMPLOYMENT
The Workers’ Compensation Act prevents employers from firing or demoting employees
in retaliation for pursuing remedies under the Act. When an employee, receiving workers’
compensation benefits, has reached maximum medical improvement, is released to
return to work by the treating physician, and refuses suitable employment offered by the
employer and approved by the treating physician; the employer has the right to implement
dismissal procedures in accordance with the Workers’ Compensation Act.
XI. FAILURE TO COOPERATE
When it has been determined, that the employee has not fully cooperated with the intent
and spirit of the Workers’ Compensation Act, management may terminate the employee.
Workers’ compensation benefits may be continued or discontinued in accordance with the
provisions of the Workers’ Compensation Act.
Worker’s Compensation – Local Unit
All employees are covered under the Worker's Compensation Laws. If the employee is
accidentally injured or contracts an occupational disease on the job or while carrying out
school assigned duties, the principal or supervisor must be contacted immediately for
approval and investigation. Hart Industrial Clinic should provide initial medical
attention. Each school office will provide the appropriate form to request medical
attention.
A report of injury form should be completed immediately and forwarded to
the personnel office along with a copy of the Form 18, and keep the original for their
record. Employees who lose time from work may choose, sick leave or annual leave (if
applicable), due to the fact that Workers’ Comp does not pay for the first seven days.
Contact the personnel office for information concerning the limitations on choosing a
physician.
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Employees not following the procedure outlined in the above statement and seek
medical attention elsewhere will be responsible for payment of any bills incurred.
After your initial visit with Hart Industrial Clinic, if you wish to see another
doctor, you must contact Heidi Bedington at the Central Office for clearance.
Health Insurance
All permanent full-time employees are eligible for medical insurance through the
comprehensive insurance plans of the state. The school system will pay your individual
premium, but you must pay for any family member coverage.
Upon retirement, you may continue your health insurance plan if you are receiving a
monthly retirement check from the state. The retiree must pay for any additional family
members covered. To avoid a waiting period, employees should enroll for health
insurance when first eligible.
Employees can now log on to eBenefitsNow, and make changes to their health
insurance, which needs to be approved by the Personnel Office.
Health Insurance Protocol when you leave employment
As part of the changes in State Health, school systems are now required to cancel the
insurance of employees that leave employment at the end of the school year effective
June 30th, or the last day of the month of employment if the employee leaves
employment during the school year. If the employee is being employed by a different
school system in North Carolina starting the next school year insurance may be carried
through the summer if the employee notifies and provides proof of employment to Heidi
Bedington at the Central Office.
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RETIREMENT SYSTEM

Permanent, full-time employees are covered by the North Carolina Teachers' and State
Employees' Retirement System. Employees contribute 6% of their monthly salary and
employers contribute a variable percentage amount. Employee contributions are paid
with pretax dollars, thereby reducing current state and federal income tax liability.
When an employee resigns or is terminated with less than 5 years of service, the
accumulated employee contributions may be withdrawn. Members with five or more
years of service may withdraw accumulated contributions, or leave contributions in the
retirement system and receive future retirement benefits.
Becoming Vested
You become vested in the Retirement System once you have completed a minimum of
5 years of membership service (10 years if you became a member on or after August
1, 2011). This means that you are eligible to apply for lifetime monthly retirement
benefits based on the formula, and the age and service requirements described in the
State Retirement Handbook, provided you do not withdraw your contributions. You
may also be eligible for retiree health coverage as described on page 29 of the State
Retirement Handbook. Additional information is contained in the Retirement Benefits
Handbook available on line at www.treasurer.state.nc.us.
Disability Income – State Policy
4.5.2 Short-Term Disability Benefits
Employees with at least one year of contributing membership service with the Teachers’
and State Employees’ Retirement System earned within 36 calendar months preceding
the disability are eligible for short-term disability benefits. After a waiting period of 60
continuous calendar days from the onset of a disability, an eligible employee may receive
a monthly short-term benefit equal to 50% of 1/12th of his or her annual base rate of
compensation plus 50% of 1/12th of his or her annual longevity payment, if any, to a
maximum of $3,000 per month. A person in receipt of short-term disability benefits is
covered under the Teachers’ and State Employees’ Comprehensive Major Medical Plan,
with the State contributing the cost of employee-only coverage, provided the person had
contributed to the Retirement System at least five years as a public school or state
employee at the time of disability. A person in receipt of benefits who did not meet the
five year requirement at the time of disability may elect to continue coverage under the
Major Medical Plan by paying the full premium required. Short-term disability benefits
may be extended for as many as 365 days beyond the original short-term period in cases
where the Medical Board finds that the disability continues to be temporary and is likely
to end during the extended period.
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4.5.3 Long-Term Disability Benefits
Employees with at least five years of contributing membership service with the Teachers’
and State Employees’ Retirement System, earned within 96 calendar months prior to the
end of the short-term disability period, are eligible for long-term disability benefits. Longterm disability payments are payable after the conclusion of the short-term disability
period. During the first 36 months of the long-term disability period, the monthly longterm benefit will equal 65% of 1/12th of the employee’s annual base rate of
compensation that was last payable prior to the beginning of the short-term benefit
period plus 65% of 1/12th of the annual longevity payment, if any, to a maximum of
$3,900 per month. After the first 36 months of the long-term disability period, the longterm benefit is reduced by an amount equal to the primary Social Security disability
benefit to which the employee might be entitled had he or she been awarded Social
Security disability benefits. A person in receipt of long-term disability benefits is covered
under the Teachers’ and State Employees’ Comprehensive Major Medical Plan, with the
State contributing the cost of employee-only coverage. An employee approved for longterm disability benefits must terminate employment as a permanent employee prior to
receiving long-term disability benefits. An employee approved for long-term disability
benefits who has not exhausted accumulated sick leave must be paid a lump sum for
any available sick leave, if the employee is unable to apply the sick leave toward
retirement. See Section 4.1.11. (Note: This does not include extended sick leave, and
this is the only time an employee may be paid in lump sum for unused sick leave.)
Disability Income
A comprehensive short- and long-term disability income plan is provided at the
employer's expense for permanent employees who are members of the Teachers' and
State Employees' Retirement system and meet certain state requirements. The shortterm disability plan is available to disabled employees with at least one year of
contributory retirement service. Short-term disability begins on the 61st day of disability
and provides monthly income equal to 50 percent of one-twelfth of the annual base
salary supplement, and longevity for up to 12 months, with a monthly maximum of
$3,000.
After exhausting short-term disability benefits, employees with at least five years of
contributory retirement service and disability certification by a medical review board
become eligible for long-term disability income benefits. These benefits provide
monthly income equal to 65 percent of one-twelfth of the annual base salary,
supplement, and longevity up to $3,900 per month. Long-term disability benefits
continue until the end of the disability or the earliest date a person becomes eligible for
unreduced retirements benefits. Procedural information can be obtained through the
personnel office.
Death Benefits

After completing one calendar year or a full term of employment as a member of the
Retirement System, employees are automatically covered by a death benefit while they
are being paid a salary and for up to 180 days after the last day for which a salary is
paid. Upon death, the beneficiary will receive a lump sum payment equal to an
employee's salary during a 12-month period with a minimum of $25,000 and a
maximum of $50,000, and the return of their contributions.

23

Remember:
 Keep your beneficiary up to date (births, deaths, marriage, etc.)
 Your death benefits are not paid automatically. Tell your beneficiary or your
beneficiary's guardian that they must apply for benefits in the event of your
death.
 The beneficiary must furnish a certified copy of the death certificate.
 Guardianship papers must be furnished when the beneficiaries are minor
children under the age of 18.
 Contact the personnel office to make changes in beneficiary designation.
Unemployment Insurance
Public school employees are entitled to unemployment insurance. The purpose is to
provide financial assistance to individuals who are unemployed through no fault of their
own. Eligibility and amount of benefits for each individual applying for unemployment
insurance are determined on a case-by-case basis. Claimants and former employers
are given the opportunity to indicate the reason for separation from work. Should there
be a discrepancy between the claimant and the employer's explanation, a hearing is
held to determine the facts and a judgment is made by an employment Security
Commission Adjudicator. Benefit amounts are based on the claimant's past earnings.
Professional Liability Insurance
During its 2011 session, the North Carolina General Assembly's 2011-12 Appropriations
Act directed the Department of Public Instruction to establish a professional liability
policy for all public school employees. This means that effective Aug. 1, 2011, NCDPI
will purchase Professional Liability coverage for all employees of NC Local Education
Agencies and Charter Schools.
This coverage is automatically provided. As local school district or charter school
employees, you do not have to apply or enroll. Coverage is automatically extended to all
personnel. Limits of Coverage are $1 million per occurrence and $1 million aggregate.
The NCDPI-purchased liability coverage is written on an excess basis over any general
liability, errors and omissions, and/or employment practices policies purchased by any
Local Education Agency or Charter School. If no other insurance is available through
your school district or charter school or if you have not purchased other liability
insurance on your own, this coverage will become your primary professional liability
insurance and will respond first dollar with no deductibles.
Coverage is provided when arising out of an employee's scope of duties or authorized
course of activities in a professional capacity. This coverage has historically been
purchased by individual employees. If you have typically purchased similar coverage
through another entity or insurance provider, this may be a good time to examine your
policy and consider cancellation of coverage.
An occurrence is defined as an event in which the policy will respond on behalf of any
insured individual, for damages and/or defense costs, resulting from any claim for a
wrongful act by the insured individual. Wrongful Acts must arise from professional
activities of the insured individual and occur during the policy period.
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Attendance Expectations – Policy Code 7500 (D)
The board believes that continuity of staff is essential to the provision of adequate service.
The attendance of employees should be an example for students demonstrating the
importance of attendance and commitment to doing the best job possible. All employees are
expected to be present during all working 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. The
board requires a minimum of 10 (10) working days’ notice be given prior to the employee’s
absence, except in emergency situations or except in cases of illness or other emergency.
Employees shall not leave school premises during the school day without permission
from the employee’s supervisor. Attendance at meetings called by the principal,
supervisors, assistant superintendent or superintendent, is considered a duty and is not
elective. Every effort must be made to schedule meetings to reduce conflicts.
Employees shall notify their supervisor in advance if unable to attend a scheduled
meeting.
Legal References: The Fair Labor Standards Act of 1938, as amended, 29 U.S.C. 201, et
seq.; G.S.115C-47(18), -84.2 -288, -307, -308; North Carolina Public School Personnel
Employee Salary and Benefits Manual (2002-2003), North Carolina Department of Public
Instruction, Division of School Business
Cross References: Leave of Absence (policy 7510)
Adopted: July 6, 2010

Use of Leave
In order to be consistent throughout the district we will now need approval from the principal and
director before approving the use of a day before or after a holiday.
Just to refresh the NCPS Benefits and Employment Policy Manual states: a teacher who
requires a sub may not take annual leave on a student day. Personal leave can be used with a
deduction on instructional days except: the first day teachers are required for the school year, on
required teacher workdays, on days scheduled for state testing, on the last working day before or
the next working day after holidays or annual vacation days scheduled in the calendar, unless
approved by the principal. Now it will also need to be approved by your director.
Sick Leave – State Policy
4.1.1 Eligibility and Rate of Earning
(a) Full-time employees: All permanent, full-time employees working or on paid leave (including
paid holidays and workers’ compensation) for one-half or more of the workdays in any monthly
pay period earn one sick day per month or the number of hours worked daily by a full-time
employee in that class of work up to a maximum of eight hours.
(b) Part-time employees: All permanent, part-time employees working or on paid leave
(including paid holidays and workers’ compensation) for one-half or more of the workdays in any
monthly pay period earn sick leave computed on a pro rata basis of the amount earned by a fulltime employee in that class of work. Permanent, part-time employees previously employed in a
full-time position retain the balance of sick leave earned in the prior position upon transferring to
a part-time position.
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(d) Accumulation: Sick leave may be accumulated indefinitely.
4.1.2 Purposes for Which Sick Leave May Be Used
Sick leave may be used for:
(a) Any actual period of temporary disability caused by or contributed to by personal illness or
injury, which prevents an employee from performing his or her usual duties. Sick leave due to
pregnancy, miscarriage, abortion, childbirth, or postnatal recovery must be treated in the same
manner as any other temporary disability. Sick leave may be used during the 60-day waiting
period for short-term disability to supplement, or in lieu of, short-term disability benefits. Sick
leave may also be used to supplement, or in lieu of, workers’ compensation to maintain 100%
salary.
(b) Up to 30 days of earned sick leave may also be used to care for a child placed with an
employee for adoption. (These days should be consecutive and within the first 12 months
following the adoption, unless otherwise agreed upon between the employee and the LEA
administration.) Note: the foster care benefit is afforded under FMLA and is not designated in
state policy.
(c) Medical appointments of the employee.
(d) Illness in the immediate family and medical appointments related to the illness that
necessitates the employee’s attendance.
(e) Death in the immediate family.
(f) The length of leave granted for illness or death in the immediate family is determined by the
local administrative unit based on individual employee need.
(g) Whenever possible, employees should give 30 days advance notice of plans to take sick
leave for elective medical or surgical procedures or for childbirth.
(h) Military caregivers may choose to exhaust available sick and/or vacation/bonus leave, or any
portion, or go on leave without pay to care for an injured family member.
(i) Employees may use vacation/bonus leave, or go on leave without pay for military exigencies
subject to the terms and conditions of the employer’s normal leave policy. Military exigencies do
not qualify for the use of sick leave, unless medically necessary
Sick Leave
One sick leave day is earned each month of employment. 10-month employees earn
10 sick leave days per year, 12-month employees earn 12 sick leave days per year. Sick
leave days accrue indefinitely and can be used towards retirement.
Sick leave may be used for your illness, pregnancy, doctor appointments, illness of
immediate family member, or the death of an immediate family member. If you know in
advance that you will be absent, let your immediate supervisor know so arrangements can
be made should a substitute teacher be required. If your absence is longer than 10 days,
contact the personnel office for a Leave of Absence form. The Leave of Absence request will
be brought before the School Board at their next meeting for approval. Request for leave
due to illness must be accompanied by documentation from your physician and be
attached to the Leave of Absence request.
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Extended Leave for Certified Employees –
State Policy
4.2.1 Eligibility and Rate of Earning
Extended sick leave is available to classroom
teachers and media coordinators who require
substitutes if they are absent due to their own
personal illness or injury and have exhausted all
available accumulated paid leave (sick leave,
annual vacation leave, and bonus leave). In order
to be eligible, the employee must be in a
permanent full- or part-time position. Those
qualifying are allowed extended sick leave of up to
20 workdays throughout the regular (annual) term
of employment.
4.2.2 Use of Extended Sick Leave
(a) In order for a newly hired employee to be
eligible for extended sick leave, he or she must
have reported to work.
(b) The local school system may request
appropriate medical verification of the need for
extended sick leave.
(c) Extended sick leave days do not have to be
used consecutively. (d) Unused extended sick
leave days do not carry forward to succeeding
school years.
(e) Extended sick leave is not available beyond
the waiting period of Workers’ Compensation or
Short Term Disability
Extended leave for Certified Employees
For absences due to personal illness in excess of sick leave provisions, the superintendent shall
allow pay for one or more days up to 20 workdays in a school year. All teachers newly employed
by the school system must report to work before becoming eligible for this extended sick leave.
Teachers absent for this reason shall receive full salary during the days absent, less $50 for
each working day so absent. After the 20- day period, the employee shall be placed on leave
of absence without pay for a period of up to one calendar year. Extended Leave must be
requested in writing. Contact the personnel office if you have questions concerning extended
leave.
Classified Employees who fail to report to work without notice for three consecutive days
will be considered to have voluntarily resigned. Should you not be able to notify your immediate
supervisor, it is your responsibility to have a family member, friend, neighbor, or your doctor
contact your supervisor.
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Employees who leave Newton-Conover City Schools either to take a position elsewhere or for
retirement are not paid for unused sick leave days. If you are retiring, unused sick leave days
are converted into retirement credits at the rate of 20 sick leave days to equal one month of
service. Another month is allowed for any part of 20 days that is left over.
Shared Leave – State Policy

4.3.1 Purpose
The purpose of voluntary shared leave is to provide economic relief for employees who are
likely to suffer financial hardship because of a prolonged absence or frequent short-term
absences caused by a serious medical condition.
4.3.2 Eligibility
Only full-time and part-time permanent employees who have exhausted all available
accumulated paid leave (sick leave, annual vacation leave, and bonus leave, if applicable) are
eligible to receive donated leave. An employee need not exhaust personal leave and the 20
days of extended sick leave to be eligible for voluntary shared leave. Only employees in
permanent (leave earning) status can participate in the voluntary shared leave program. An
employee who is receiving benefits or is eligible to receive benefits from the Disability Income
Plan is not eligible to receive donated leave. Voluntary shared leave may be used only during
the required waiting period. The superintendent shall approve or deny all requests for receipt of
donated leave.
4.3.3 Application for Voluntary Shared Leave
An employee who, due to a serious medical condition of self or of his or her immediate family;
faces prolonged or frequent absences from work may apply to the superintendent of the LEA for
donated leave. Application may also be made by a third person acting on the employee’s
behalf, if the employee is unable to complete an application. An employee may complete an
application for shared leave at such time as medical evidence is available to support the need
for leave beyond the employee’s available accumulated leave. The following items must be
included in the application: 1. A doctor’s statement, and 2. An authorization for release of
medical information signed by the person who is suffering the medical condition (or parent or
guardian of a minor). This release may also be signed by any legally authorized party.

Shared leave
An extended illness can cause financial hardship when an employee has exhausted their
sick and annual leave. The State Board of Education has made provisions so that co-workers
are able to donate annual leave days to help.
Only full-time and part-time permanent employees who have exhausted all accumulated paid
leave (sick leave, annual vacation leave, and bonus leave, if applicable) are eligible to receive
donated leave from employees of the same school system, a different school system, a
community college or a state agency as identified in Section 4.3.4 of the State Employee
Benefits Manual. An employee need not exhaust personal leave and the 20 days of extended
sick leave (available to teachers only) to be eligible for voluntary shared leave.
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The request for donation of leave by an employee is to be communicated to the
superintendent or their designee by a form signed by the employee. A doctor's statement
and authorization for release of medical information must be attached with the request for
shared leave. Request forms are available from the personnel office.
Participation in this policy is on a voluntary basis. The donating employee may not receive
compensation in any form for the donation of leave. Any employee found guilty of giving or
receiving compensation may be subject to dismissal as outlined in G.S.
115C-325.
Restrictions on donating annual leave and/or sick leave – State Policy
4.3.4 Donation and Receipt of Leave
(a) What Immediate Family Members May Donate:
An employee of a public school system (Local Education Agency) may donate
vacation/bonus or sick leave to an immediate family member, who is eligible to receive
shared leave, in any public school, state agency, or community college. An eligible
employee of a public school system (LEA), may receive vacation/bonus and/or sick leave
from an immediate family member in any public school system, state agency, or community
college. Bonus leave may also be donated. There is no provision for public school
employees to donate leave to or receive leave from employees or family members in charter
schools, or in county agencies of mental health, public health, social services or emergency
management including those covered by the State Personnel Act. Employees who donate
sick leave shall be notified in writing of the State retirement credit consequences of donating
sick leave. Donors may not reduce their leave balance(s) below one-half of what can be
earned in a year.
(b) What Non-Family Members May Donate:
An LEA employee may donate the following leave to a non-family member:
1. An employee may donate vacation or bonus leave to an employee of the same or another
LEA. (Sick leave can be donated under the provisions of 3 below.)
2. An employee may donate vacation or bonus leave to a coworker’s immediate family who
is an employee in a state agency or community college.
3. An employee of an LEA may donate sick leave to a nonfamily member in the same or
another LEA under the following provisions:
i. The donor shall not donate more than five days of sick leave per year to any one
nonfamily member;
ii. The combined total of sick leave donated to a recipient from a nonfamily member
donors shall not exceed 20 days per year;
iii. Donated sick leave shall not be used for retirement purposes,
iv. Donors may not reduce their sick leave balances below one-half of what can be earned
in a year;
v. Employees who donate sick leave shall be notified in writing of the State retirement
credit consequences of donating sick leave. There is no provision for public school
employees to donate leave to or receive leave from employees in charter schools, or in
county agencies of mental health, public health, social services or emergency management
including those covered by the State Personnel Act.
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Restrictions on donating annual leave and/or sick leave
Donation of annual leave may be made by any eligible employee in the school system to any
approved employee in the same school system. Family members may donate annual leave
to an immediate family member in another school system. (Immediate family member is
defined as a spouse, parents, children, brother, sister, grandparent, and grandchildren. Also
included are the step, half and in-law relationships). There is no provision for public school
employees to donate or receive annual leave from employees or family member’s community
colleges or other county agencies including those covered by the State Personnel Act.
Annual leave may not be reduced below one-half of what the donor can earn in the year.
Donation of sick leave may only occur with an employee who is a family member of the donor.
(Family member is defined as spouse, children, parents, and dependents living in the
employee's household. Also included are the step relationships.) Sick leave may be donated
to a family member in the same or another school system or state agency. Sick leave may not
be reduced below one-half of what the donor can earn in one year.
Personal Leave – State Policy
5.1.1 Eligibility and Rate of Earning
Personal leave is earned by classroom teachers and school media coordinators who require
substitutes. In order to be eligible, the teacher must be in a permanent full- or part-time position.
Personal leave is earned at the rate of .20 days for each full month of employment not to
exceed two days per year. Part-time personnel earn a pro rata share of the rate for full-time
teachers. Unused personal leave may be carried forward from one year to another and may be
accumulated without limitation until June 30th. On June 30, personal leave in excess of 5 days
is converted to sick leave so that a maximum of 5 days of personal leave are carried forward to
July 1st. Upon retirement, any personal leave may also be converted to sick leave.
5.1.2 Use of Personal Leave
(a) Personal leave may be used only upon the authorization of the immediate supervisor.
(b) A teacher shall not take personal leave on the first day the teacher is required to report
for the school year, on a required teacher workday, on days scheduled for State testing, or on
the day before or the day after a holiday or scheduled vacation day, unless the request is
approved by the principal.
(c) A teacher who requests personal leave at least five days in advance shall be
automatically granted the request subject to the availability of a substitute teacher. A teacher
making the request cannot be required to provide a reason for the request if the request is
made at least five days in advance.
(d) Personal leave may be used on any instructional day or workday except as noted in
paragraph (b) above.
(e) Teachers using personal leave receive full salary less the required substitute
deduction, except for teachers using personal leave on teacher workdays. Teachers using
personal leave on teacher workdays shall receive full salary. Teachers may use up to their
accrued amount of personal leave on teacher workdays in accordance with paragraphs a, b, c
and d above.
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5.1.3 Limitations on Personal Leave
(a) Personal leave should be used with due and proper consideration given to the welfare
of the students and teachers alike and shall not be advanced.
(b) Personal leave may not be used during summer employment.
(c) When a teacher is no longer eligible to earn personal leave, that teacher may not use
previously accumulated personal leave.
(d) When a teacher resigns or separates from service, personal leave cannot be paid out
in lump sum.
Personal Leave
Classroom teachers and school media coordinators who require substitutes earn personal
leave. All permanent full and part-time classroom teachers earn personal leave at the rate of
.20 days for each month of employment equal to two days per school year.
Based on a request being made at least five days in advance of the date(s) desired, personal
leave shall be granted to a teacher without the teacher having to divulge a reason, provided
such leave is not the first day teachers are required to report for the school year, required
teacher workday, the last working day before or the next working day after a holiday and
scheduled vacation days, or other day the principal determines. The principal shall handle
necessary exceptions on an individual basis. Personal leave is to be used in one-half or
whole day units. Personal leave shall not be allowed in excess of the earned number of days
as defined and should be used with due and proper consideration given to the welfare of the
students and teachers alike.
A former teacher shall be re-credited with all personal leave that was accumulated up to the
time of separation if the teacher is re-employed as a teacher within 60 calendar months from
the date of separation.
Teachers absent for this reason shall receive full salary during days absent, less appropriate
substitute pay for each working day absent. A mandatory deduction ($50) is required
whether a substitute is employed.
* The term 'teachers' as used herein includes all permanent teachers employed for a
time to equal 50 percent (50%) or more of a full-time employee -- academic, exceptional
child, vocational, and media who regularly teach one or more classes. Extended sick
leave and personal leave for part-time teachers are provided at a pro rata share.
During the 2007 – 2008 school year, the Legislature and State School Board determined
that personal leave would continue to accrue over the five (5) days that had been
previously stipulated. Teachers that have accrued more than five (5) days of personal
leave on June 30 will have days over five (5) to convert to sick leave days, and will
begin the new school year with five (5) days. Upon retirement, any personal leave that
has been accrued may now be used towards retirement credit.
HB 15 An Act to Provide That Teachers are not Penalized for Taking Personal
Leave Time Under Certain Circumstances.
G.S. 115C-302.1(d) reads as rewritten: Teachers using personal leave receive full salary
less the required substitute deduction, except for teachers using personal leave on nonprotected teacher workdays. Teachers using personal leave on non-protected teacher
workdays shall receive full salary.
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This policy becomes effective July 1, 2008.Use of Personal Leave Chart
Use of Personal Leave Chart (Reflecting Changes): Revised 8/3/2011
(1) In accordance with Section 5.1.2. – Benefits & Employment Policy Manual
(a) Personal leave may be used only upon authorization of the immediate
supervisor.
(b) Unless approved by the principal, a teacher shall not take personal leave on
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Can Use
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Instructional Days

185

No

Yes (1)

No
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No
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(c) the first day teachers are required to report for the school year, on required
teacher workdays, on days scheduled for State testing, on the last working
day before or the next working day after holidays or annual vacation days
scheduled in the calendar.
(d) On all other days, if the request is made at least five days in advance, the
request shall be automatically granted subject to the availability of a
substitute teacher.
(e) A teacher who requests personal leave at least five days in advance cannot
be required to provide a reason.
(f) Personal leave may be used on any instructional day or workday except as
noted in (b) above.
For the additional days (formally protected workdays) the board is able to grant
a waiver to use as teacher workdays that will enhance students’ performance.
Non-Protected Workdays – Workdays that are not designated as mandatory
attendance workdays. See (6) below.
2 of the 10 non-instructional days must be designated as days that teachers may
take accumulated annual leave (optional workdays).
Limited to the accrued personal leave balance as of the leave date.
Workdays that the local board can designate as mandatory workdays; if not
mandatory, non-protected workdays provisions apply.
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Annual Leave – State Policy
3.1.1 Purpose
The purpose of paid annual vacation leave is to allow and encourage all employees
to renew their physical and mental capabilities and to remain fully productive.
Employees are encouraged to request annual vacation leave during each year in
order to achieve this purpose
3.1.3 Use of Annual Vacation Leave
(a) For 10-month employees the first 10 days of annual vacation leave must be
scheduled in the school calendar and must be taken as scheduled.
(b) Approval: All annual vacation leave taken by a public school employee
must be with the authorization of the employee’s immediate supervisor and must
conform to policies established by the State Board of Education and the local board
of education.
(c) Units of annual vacation leave: Annual vacation leave may be used in onehalf days, whole days, or hours as determined for earning purposes by the local
board.
(d) Restrictions on use by instructional personnel and teacher assistants:
Classroom teachers who require a substitute, school media coordinators who require
a substitute may not take annual vacation leave at any time that students are
scheduled to attend. Teacher Assistants may not take annual leave on student
days. However, local school boards of education may adopt policies permitting
instructional personnel employed for 11 or 12 months in year- round schools to, with
the approval of the principal, take annual vacation leave at a time when students
attend; local funds shall be used to cover the cost of substitute teachers. Teachers
who do not require a substitute may, with their supervisor’s approval, take annual
vacation leave on any day school is in session. Employees who are restricted in their
use of annual leave (i.e., when students are in school) shall accrue personal leave at
the same rate as classroom teachers. Teachers who do not accrue personal leave
shall not be restricted in their use of annual leave with prior approval.
(e) Annual vacation leave in lieu of sick leave: Annual vacation leave may be
used in lieu of sick leave. Instructional personnel who require substitutes are subject
to the restrictions set forth in paragraph (d) above.
(f) Adverse weather: Employees may elect to use annual vacation leave for
absences due to adverse weather conditions only on days when students are not
required to attend school due to the adverse weather conditions.
(g) Disability: Employees may elect to exhaust annual vacation leave during
the 60-day waiting period or in lieu of short-term disability benefits. Instructional
personnel who require substitutes may use this leave only on days that students are
not scheduled to be in regular attendance. This election does not extend the 365--‐
day duration of short-term disability.
(h) Use of annual vacation leave by interim or temporary employees: An
employee who had previously earned annual vacation leave may not use this leave
while employed in an interim position of less than six months, a temporary position,
or a position of less than 20 hours per week.
(i) Accumulation and use during summer employment: Any employee who
earned annual vacation leave in the regular school term will continue to earn annual
vacation leave during the summer if employed at least 20 hours per week in the
same school system. The rate will be pro rata if the summer employment is less than
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full-time. Annual vacation leave may be used under the same conditions as during
the regular term.
(j) Scheduling annual vacation leave and workdays in the calendar: Local
calendars must be designed to allow all employees an opportunity to take annual
vacation leave. This applies to summer school calendars as well as calendars for the
regular term. Days not scheduled in the calendar for student attendance, holidays,
annual vacation leave, or optional workdays may be designated by the local board of
education as mandatory workdays.
(k) Leave deficit: An employee who neither has earned nor will earn sufficient
annual vacation leave to cover any annual vacation leave day scheduled in the
school calendar will be placed on leave without pay.
(l) Military caregiver: An employee may choose to exhaust available sick and/or
vacation/bonus leave, or go on leave without pay to care for an injured family member. (An
employee’s ability to substitute accrued paid leave is determined by the terms and
conditions of the employer’s normal leave policy.)
(m) Qualifying Exigency: When necessitated by one of the qualifying exigency
reasons, employee may use available vacation/bonus leave, or go on leave without pay. (An
employee’s ability to substitute accrued paid leave is determined by the terms and
conditions of the employer’s normal leave policy.)

Annual Leave
Annual leave or vacation leave shall be provided for a full-time or part-time (halftime or more) permanent employee who is working or on paid leave for one-half or
more of the workdays in any monthly pay period. The rate is based on length of
aggregate service in North Carolina.
A part-time permanent employee in a budget position employed for as much as
half- time shall earn annual leave on a pro rata basis if he/she works or is on paid
leave one- half or more of the work days in any monthly period. The leave shall be
computed on a pro-rata basis of the total amount earned by a full-time employee.
There are 10 annual leave days placed in the calendar for all employees.
Beginning employees or those with less than 2 years’ experience do not have
additional annual leave to take. Optional workdays are therefore not optional for
these employees.
Days missed due to inclement weather, if designated, as optional workdays will have
to be worked, arrangements made with the immediate supervisor to make up the
day missed, or the daily rate of pay will be lost.

Rate of earnings of annual leave shall be accrued as follows:
Years of Aggregate State Service
Employment

Days per Month of
1.17
1.42
1.67
1.92
2.17

0 but less than 5 years
5 but less than 10 years
10 but less than 15 years
15 but less than 20 years
20 years or more
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Aggregate state service shall be credited for full-time and part-time (half-time or
more) permanent employment. The anniversary date for each employee must be
established on the basis of his/her aggregate state service.

Accumulation of annual leave
Annual leave may be accumulated to a maximum of thirty (30) days until June 30
in each calendar year. On June 30, excess annual leave will be transferred to
sick leave so that only 30 annual leave days are carried forward to July 1 of that
year.
Annual leave will be transferred when employees transfer among local educational
agencies and may be transferred to state agencies if they are willing to accept the
leave; otherwise, employees leaving the public schools will be paid for up to 30
days of accumulated leave when separated from service due to resignation,
dismissal, reduction-in-force, death, or service retirement.
Use of annual leave by Instructional Personnel
The term instructional personnel include all teachers - academic, exceptional
children, and vocational that regularly teaches any part of the day.
All annual leave taken will be upon the authorization of the immediate supervisor
and under policies established by the local board of education. The board of
education may designate specific scheduled workdays for required attendance as
long as the
employee has an opportunity to take annual leave earned in that school year. Annual
leave is to be taken in one-half or whole-day units. Scheduled teacher workdays, the
ten annual leave days scheduled in the school calendar and the individual work days.
Instructional personnel cannot take annual leave when students are scheduled to
attend. Annual leave may be used in lieu of sick leave when students are not
scheduled for attendance. Leave may be used for absences caused by adverse
weather conditions when pupils are not required to attend school due to the
weather (Note: Beginning employees with less than two years’ experience do not
have leave to take in these cases and must therefore make up days for those
missed).
Employees who have previously earned annual leave may not use this leave
while employed in a temporary or less than half-time position.
Use of annual leave by Non-instructional Personnel
The term non-instructional personnel include all public school employees not
included in the definition of instructional personnel above.
All vacation leave taken by a public school employee will be upon the authorization
of his/her immediate supervisor and under policies established by the board of
education. In reviewing annual leave requests, the supervisor must consider the
impact on the instructional program and student growth and performance.
The principal may grant vacation leave for teacher assistants after consultation with
the classroom teacher to whom the teacher assistant is assigned, and with
consultation, and permission of the superintendent.
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Within any given year, instructional personnel who do not require a substitute may
be granted a maximum of three (3) vacation days when students are in attendance.
Such days are not cumulative. Non-instructional personnel are asked to utilize
holidays and required annual leave days, so that use of annual leave on student
days is not necessary.
Annual leave may be used in lieu of sick leave on non-student days. Leave may
be used for absences caused by adverse weather conditions when pupils are not
required to attend due to the weather. (Note: beginning employees with less than
two years’ experience do not have leave to take in these cases and must therefore
make up days for those missed).
Employees who have previously earned annual leave may not use this leave
while employed in a temporary or less than half-time position.
Leave of Absence – State Policy
8.1.1 Eligibility
All full-time permanent or part-time permanent employees may take a leave of
absence without pay for up to one calendar year from the date of birth or adoption to
care for a newborn child or a newly adopted child.
8.1.2 Leave
The employee may elect to use appropriate earned leave during the time of the
leave (See Annual Vacation Leave - Section 3.3 and Sick Leave - Section 4.0). For
the purposes of educational continuity, with the approval of the local board, the
unpaid leave of absence may be extended for the remainder of the school year when
the leave would otherwise end in the latter half of the school year. Spouses who are
both employed by the same school system are limited to a combined total of 12
months of parental leave during the year following the birth or adoption. Whenever
possible, an employee should give written advance notice of request for leave of
absence. Local boards of education may establish procedures for giving such notice.
The local board may also determine when the leave will begin or end, based on a
consideration of the welfare of the students and the employee and the need for
continuity of service.
8.1.3 Effect on Career Status
Tenured employees approved for a leave of absence retain career status upon
return from the authorized leave. Probationary teachers must begin a new
probationary period if a leave of absence, paid or unpaid, prevents the probationary
teacher from completing four consecutive years of 120 workdays in each year in the
same school system. Unless, the probationary teacher in a full-time, permanent
position did not work for at least 120 workdays in a 215-day school year because the
teacher was on sick leave, disability leave or both, that school year shall not be
deemed to constitute: (a) A consecutive year of service for the teacher, or (b) A
break in the continuity in consecutive years of service for the teacher.
Leave of Absence
The personal welfare and the professional growth of employees may require
occasional extended absences from duty. Employees may be granted leave of
absence for one year or less for maternity, illness, professional study, military
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service, overseas teaching, family responsibilities, and approved special
assignments. Employees, male or female, shall be granted a leave of absence
without pay for up to one calendar year for the birth or adoption of a child.
A written statement requesting a leave of absence shall be submitted to the
superintendent in any case where more than ten days are missed. The request
should be made 30 days in advance of the absence. The granting of extended
leave of absence to any employee will require board action. The board of
education may determine when the leave will begin or end, based on a
consideration of the welfare of the students and the need for continuity of services.
Staff members granted a leave of absence would return to duty at the salary
attained at the time the leave began. While assurance cannot be made that they
will return to the identical assignment, the assignment given them will be
comparable. Upon their return, employees granted extended leave would be
credited with unused sick leave they have previously accumulated.
Individuals on leave of absence without pay may arrange to continue any state or
system-sponsored benefits by reimbursing the total cost during the period of
absence. Failure to pay benefit premiums will result in cancellation of coverage.
Forms to request a leave of absence are located in each school office and in the
personnel office. In situations of serious illness or disability, a written release from
the doctor must be presented to the immediate supervisor and the Personnel Office
before returning to work.
Parental Leave
Parent involvement is an essential component of school success and positive
student outcomes. Therefore, any employee who is a parent, guardian, or person
standing in loco parentis and who has a school-aged child may take up to four
hours of paid leave to attend or otherwise be involved in that child's school per
school year.
Leave for involvement in the child's school shall be granted under the following
conditions: 1) the leave must be requested at least 48 hours in advance of the
time of the leave. 2) The leave must be approved by the employee's immediate
supervisor.
3) Each employee shall be entitled to a maximum of four hours of leave, regardless
of the number of school-aged children. 4) The employee may be requested to
furnish written verification from the child's school that the employee attended or was
otherwise involved at the school during the time of the leave. 5) Child involvement
leave not taken within the fiscal year of employment shall be forfeited. 6) The
employee shall not be entitled to payment for unused child involvement leave upon
separation from the school district.
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Family and Medical Leave – State Policy
8.2.1 Overview
The Family and Medical Leave Act of 1993 (FMLA) as amended, allows eligible
employees to take 12 workweeks of unpaid, job-protected leave for their own serious
medical condition or that of an immediate family member (parent, spouse or child). In
addition, the FMLA allows eligible employees to take the same job-protected leave
for the birth of a child or the placement of a child with the employee through adoption
or foster care. Employers must maintain any employer-paid health benefits while the
employee is on FMLA leave. The summary in this section does not in any way alter
the requirements of the Family and Medical Leave Act. If any part of this section is
inconsistent with the Act, the Act takes precedence. School systems should not rely
exclusively on this summary for administration of their legal responsibility under the
FMLA. More information is available on the Internet at
http://www.dol.gov/esa/whd/fmla/
Family and Medical Leave
The Family and Medical Leave Act of 1993 (FMLA) provides for up to 12 weeks of
unpaid, job-protected leave during any 12 month period for eligible employees for
certain family and medical reasons. Employees are eligible if they have worked for
the school system for at least one year and for at least 1250 hours over the
previous 12 months. The calculation of the 12-month period will be measured by a
rolling 12-month period measured backward from the date an employee uses
FMLA leave.
Unpaid leave will be granted:
To care for the employee's child after birth, or placement for adoption or foster
care; To care for the employee's spouse, son or daughter, or parent, who has a
serious
health
condition; or
For a serious health condition that makes the employee unable to
perform the employee's job. Prior to taking FMLA leave, agreement will
be reached between the employee and the administration as to what
portion, if any, of the FMLA leave is to be attributed to the accumulated
leave (sick leave or other leave) of the employee. If agreement cannot
be reached, the portion of the FMLA leave attributed to the
accumulated leave of the employee will be determined by the
superintendent. Advanced notice of 30 days is required when the
leave is 'foreseeable.'
Medical certification to support a request for leave due to a serious health condition
will be required. A second or third opinion (at the employer's expense) may be
required. A release or a fitness for duty report from the physician will be required
before the employee can return to work.
During the FMLA leave, the school system will maintain the employee's health
coverage under the group health plan. Upon return from the period of leave, the
employee will return to the original position or an equivalent position with equivalent
pay, benefits, and other employment terms. Contact the personnel office for
information or to request
FMLA leave.
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Short-Term Military Leave – State Policy
10.1.1 Eligibility
Full-time or part-time permanent employees are eligible for short-term military leave.
If any part of this policy is inconsistent with Federal law, the Federal law takes
precedence. Public schools should not rely exclusively on this summary for
administration of their legal responsibility. LEAs and charter schools should review
their responsibilities under the Uniformed Services Employment and Reemployment
Rights Act of 1994 (USERRA).
http://www.dol.gov/vets/programs/userra/Final_USERRA_Poster.pdf
10.1.2 Short-Term Military Leave with Pay
Leave with pay shall be granted to m embers of Reserve Components of the U.S.
Armed Forces for periods of active duty training. Reserve components of the U.S.
Armed Forces are the National Guard, the Army Reserve, the Naval Reserve, the
Marine Corps Reserve, the Air Force Reserve and the Coast Guard Reserve. The
National Guard serves both as a Federal Reserve component and as the State
Militia.
(a) Periods of entitlement for all reserve components:
(i) Military Leave with Pay: Leave with pay shall be granted for up to 15
workdays during the federal fiscal year (October 1 to September 30).
(ii) Differential Pay: If paid leave is not available and the military pay is less
than the pay with the LEA or charter school, the employee is eligible for differential
pay. The employee must provide military pay vouchers or other documentation and
the LEA or charter school determines the difference between the military pay and
pay with the LEA or charter school. Differential pay is made from the same source of
funds as the employee’s salary.
(iii) Local Supplement: If a local supplement is paid to employees on the job
and the employee is eligible for differential pay, the local supplement is to be paid as
a part of the differential pay to employees on short-term military leave
(b) Physical examination for military service: An employee shall be granted
necessary time off when the employee must undergo a required physical
examination relating to membership in a reserve component (included in the 15 days
paid leave per federal fiscal year).
(c) Scheduled unit assemblies: Regularly scheduled unit assemblies usually occur
on weekends and are referred to as “drills”. If an employee is required to leave on a
workday, the employee may be allowed to use military leave with pay or other
eligible paid leave. This military leave with pay is included in the 15 days allowed
each federal fiscal year for training.
(d) Additional periods of entitlement for National Guard only:
(i) Military leave with pay shall be granted for infrequent special activities in the
interest of the State when so authorized by the Governor or his designee. This leave
is in addition to the 15 days allowed for military training.
(ii) For active duty in excess of 30 days, employees shall be entitled to military
leave with differential pay between military pay and regular pay if the military pay is
less than the employee’s regular pay.
(iii) Military leave for active state duty is in addition to military leave which may
be granted for other purposes.
(e) Periods ineligible for paid military leave:
(i) Duties resulting from disciplinary actions imposed by military authorities.
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(ii) Inactive duty training (drills) performed for the convenience of the members
such as equivalent training, split-unit assemblies, make-up drills, etc. Employing
agencies are not required to excuse an employee for unscheduled or incidental
military activities such as volunteer work at military facilities and unofficial military
activities.
10.1.3 Orders and Leave Documentation
The employee must give advance notice to the employer of absence for military
service and apply for reemployment following leave of more than 30 days. The notice
and application may be either written or verbal. The school system may request that
the employee submit a copy of the orders or other appropriate documentation of
required military duty.
Short-Term Military Leave
Full-time or part-time permanent employees are eligible for short-term military leave.
Leave with pay shall be granted to members of Reserve Components of the U.S.
Armed
Forces for periods of active duty training.
Reserve components of the U.S. Armed Forces are the National Guard, the Army
Reserve, the Naval Reserve, the Marine Corps Reserve, the Air Force Reserve, and
the Coast Guard Reserve. The National Guard serves both as a Federal Reserve
component and as the State Militia.
Periods of entitlement for all reserve components:
Military leave with pay shall be granted for up to 15 workdays during
the federal fiscal year. The federal fiscal year begins October 1 and
ends September 30.
Physical examination for military service:
An employee shall be granted necessary time off when the employee
must undergo a required physical examination relating to membership
in a reserve component (included in the 15 days paid leave per federal
fiscal year).
Scheduled unit assemblies:
Regularly scheduled unit assemblies usually occur on weekends and
are referred to as “drills”. If an employee is required to leave on a
workday, the employee may be allowed to use military leave with pay
or other available paid leave. This military leave with pay is included
in the 15 days allowed each federal fiscal year for training.
Additional periods of entitlement for National Guard only:
Military leave with pay shall be granted for infrequent special
activities i the interest of the State when so authorized by the
Governor or his designee. This leave is an addition to the 15 days
allowed for military training.
For active state duty in excess of 30 days, employees shall be entitled
to military leave with differential pay between military pay and regular
pay if the military pay is less than the employee’s regular pay. Military
leave for active state duty is in addition to military leave which may be
granted for other purposes.
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Periods ineligible for paid military
leave:
Duties resulting from disciplinary actions imposed by military
authorities. Inactive duty training (drills) performed for the
convenience of the members such as equivalent training, split-unit
assemblies, make-up drills etc.
Employing agencies are not required to excuse an employee for unscheduled
or incidental military activities such a volunteer work at military facilities and
unofficial military activates.
Jury Duty
Full-time or part-time public school employees retain full salary when absent from
work to serve on a jury. The employee is entitled to regular compensation in
addition to payment for jury duty.
Substitutes employed for these absences shall be paid from the same source of
funds
as the employee’s salary (local, federal, or state)
Legal Reference NCAC 6C.0404
Maternity Leave – State Policy

8.1.1 Eligibility
All full-time permanent or part-time permanent employees may take a leave of
absence without pay for up to one calendar year from the date of birth or adoption to
care for a newborn child or a newly adopted child.
8.1.2 Leave
The employee may elect to use appropriate earned leave during the time of the
leave. For the purposes of educational continuity, with the approval of the local
board, the unpaid leave of absence may be extended for the remainder of the school
year when the leave would otherwise end in the latter half of the school year.
Spouses who are both employed by the same school system are limited to a
combined total of 12 months of parental leave during the year following the birth or
adoption. Whenever possible, an employee should give written advance notice of
request for leave of absence. Local boards of education may establish procedures
for giving such notice. The local board may also determine when the leave will begin
or end, based on a consideration of the welfare of the students and the employee
and the need for continuity of service.
NCCS Maternity Leave Protocol
Female employees who anticipate the birth of a child should use the
following procedure to communicate with the school district:
1) After the physician confirms pregnancy, and when the employee feels
comfortable in sharing the news with others, the principal or direct supervisor
should be informed of the pregnancy and the approximate date of delivery.
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This allows the principal to make adequate plans for the continuation of services
to students or for whatever task the employee is responsible. This information
should be communicated certainly within three months of the anticipated
delivery and earlier if at all possible.
2) A very brief letter from the employee and a supporting note from the doctor
should be written to Heidi Bedington, personnel specialist, requesting
available leave for the time the employee will be out of work. A copy of this
should be provided to the principal or supervisor.

The letter should communicate the
following: Estimated date of
delivery
Normal or Caesarian if known
Date of Return to Work
Type of Leave to be used
Request to petition the Board if leave without pay is being used.
3 The employee should contact the personnel specialist to schedule a
meeting for the purpose of reviewing the leave requests, and to be sure all
questions and concerns are addressed.
4) The employee should keep the principal or immediate supervisor informed
with regard to the delivery date, or any complications that cause a change in
the amount of leave that has been requested.
The following information will be used to determine the type and amount of leave
that can be taken for maternity:
1. With a normal delivery, up to six weeks of leave for the birth of the child
may be taken.
2. If the delivery is by caesarian section, up to eight weeks of leave may be
taken.
3. If the employee does not have enough leave to cover these terms, request
for leave without pay must be made, or the employee must return to work
sooner, provided the physician has released the mother to resume work
4. If the employee has leave balances greater than these terms, they may not
take a longer period of time off with pay, even though they may have
balances to cover the extra days. In other words, even though you may have
fifty days of sick leave, you cannot take off for ten weeks with pay, unless
there are complications.
5. If the mother has complications that warrant additional time off, a doctor’s
letter is required to substantiate the need. The personnel manager must be
informed of the need in writing and provided with the doctor’s request.
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6. When the employee meets initially with the personnel manager, a
determination will be made as to the amount of leave balances that are
currently held by the employee. After discussing the balance, the employee
will be able to determine the amount of unpaid leave that may need to be
taken.
7. Leave will be used in the following order:
a. Sick leave balances will be used first.
b. Annual (vacation) leave will be used second. Normally, annual leave
may not be used when students are in attendance, however, with
maternity, employees may use their annual leave.
c. For classified (non-certified) employees, bonus leave may be used in
the same manner as annual leave, and therefore bonus leave could
be used third.
d. Teachers may request 20 days of extended sick leave after sick leave
and annual leave are exhausted. This option is not available for noncertified staff.
e. Teachers could use any available personal leave balance prior to
using leave without pay.
f. Once the above leave options are exhausted, any time off will be
leave without pay, and notice to the Board of Education for approval
must be submitted.
8. Donated shared leave is only an option when there is a serious medical
condition. Pregnancy is considered a temporary disability and unless there
are serious complications, this leave provision is not considered for
maternity.9. The Family Medical Leave Act allows for up to twelve weeks
of unpaid leave per year for an employee to provide care for a newborn or
family member with a serious illness. Any leave utilized during the
maternity leave is considered part of this provision and runs concurrent
with FMLA. In other words, you may not take paid leave and then ask for
twelve more weeks of unpaid leave. You could use the six weeks for a
normal delivery or eight weeks for a caesarian, and then request
additional time without pay to complete the twelve weeks of family medical
leave. Consideration should to be given however for the possibility of
other needs in the future.
10. All full-time permanent or part-time permanent employees may take a leave of
absence without pay for up to one calendar year from the date of birth of the
child. The local board may determine when the leave will begin and end, based
on a consideration of the welfare of students and the need for continuity in the
classroom.
11. If an employee delivers the child during the summer, they will be expected to
return to work six weeks after the birth of the child in a normal delivery, or eight
weeks for a caesarian delivery, unless there are substantiated complications. In
other words, time computation starts with the delivery and not with the beginning
date of school. The same provisions for leave without pay would apply as
previously stated.
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The only change that the summer delivery date affects is the
FMLA leave balance. The time off during the summer after the birth is not counted
against the twelve weeks of the FMLA provision.
12. Insurance coverage during FMLA leave is maintained in the same arrangement
as though the employee has remained employed continuously. If a leave of
absence is taken beyond the twelve weeks, the total cost of insurance becomes
the responsibility of the employee.
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All professional personnel employed in the public schools are required either to hold or
be qualified to hold a license in compliance with the provision of the law or in
accordance with the regulations of the State Board of Education.
Routes to Licensure
A license can be obtained through five (5) approaches:
 completion of a State approved education program in an accredited college or
university
 reciprocity with other states
 alternative entry
 lateral entry, or
 direct licensing by the Department of Public Instruction (Licensure Section)
Completion of an approved education program in an accredited college or university is
the standard and preferred basis for licensure established by the State Board of
Education (SBE). With the exception of career-technical education areas and Junior
ROTC, approved education programs at various degree levels are offered for most
areas of licensure
Reciprocity
Reciprocal licensing plans allow educators from outside North Carolina to establish
eligibility for licensing in this state. Reciprocity applies to the extent that out-of-state
education programs are equivalent to North Carolina standards for approved education
programs.
Note: Reciprocity does not guarantee that all areas of licensure transfer directly from
one state to another, but applicants receive the closest comparable North Carolina
license areas. In some cases, North Carolina grade levels differ from those in other
states, and such a difference may be reflected on the North Carolina license.
Teacher License Renewal
NEW ONLINE SYSTEM
Beginning August 1, 2015 new and existing professional educators will be able to apply
for and update their North Carolina licenses online. Instructions and more information are
available within the online licensure system.
Go to the new NCDPI Online Licensure System
On the NCDPI Online Licensure System Website, click on NCDPI Registration, you will be
asked to list your name, and an email address to be used as your login. It is highly
recommended that you do not use your school email, instead use your personal email..
With the online system you are able to change your name, add an area to licensure based
on Praxis testing, print a copy of your teaching license, etc.
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For EVERYONE renewing on or after June 30, 2019:
Credits required for licenses expiring on:
June 30, 2017 & June 30, 2018

Credits required for licenses expiring on or after:
June 30, 2019

Grades K-5

Grades K-5





3 Subject Area
3 Literacy
2 General





3 Subject Area
3 Literacy
2 Digital Learning Competencies

Grades 6-12




3 Subject Area
5 General

Grades 6-12





Student Services Personnel




3 Professional Discipline Area
5 General

3 Subject Area
2 Digital Learning Competencies
3 General

Student Services Personnel





3 Professional Discipline Area
2 Digital Learning Competencies
3 General

Administrators




3 Executive's Role
5 General

Administrators





3 Executive's Role
2 Digital Learning Competencies
3 General

The policy also changes the number and type of credits required in each category. The
category of reading has been broadened to reflect the definition of Literacy found in
Standard 3 of the North Carolina Professional Teaching Standards. Literacy is defined
as data literacy, technology literacy, financial literacy, global literacy, and information
literacy across the content areas. Reading methodology will continue to count as
literacy.
Renewal credits awarded for initial and renewal of the National Board certification
process are also reduced. Completion of the initial National Board process will award
8.0 CEUs one of which will be categorized as literacy credit and one as academic.
Renewal of a National Board certificate will yield 2 CEUs, one as literacy and one as
academic.
A copy of the teacher's license shall be maintained in the personnel office. Teaching
assignments must be made in an area of documented licensure.
For the license to remain current, all credit must be earned by the expiration date of the
license. The expiration date on a license is always June 30. XXXX. If the license
expires, the requirements listed above apply for renewal or reinstatement.
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Note: It is the responsibility of the teacher and/or administrator to know when
their license expires, and to keep up with their CEUs during the five (5) year
renewal cycle, NOT the personnel office.
Adding areas to an existing license:
Teachers who hold a clear teaching license (SPII) in one area can add an additional
teaching area to their license by taking the Praxis II test and making the required
passing score. The Personnel/Licensure Specialist will mail the Praxis II test to the
Licensure Section and request that the subject area be added to the teaching license.
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Graduate Study Tuition Grant Loans
NCCS offers tuition grants to certified staff working towards their Master’s Degree.
Guidelines include:
 You must hold a valid North Carolina Teaching License and be under contract as
a full-time employee of NCCS.
 You must be accepted into a graduate program in an educational field at an
accredited college/university.
 Tuition reimbursement is $75 per semester with a maximum of 6 per term totaling
18 hours.
For further information, contact Heidi Bedington in the Personnel Office.
National Board Certification
Is offered by the National Board for Professional Teaching Standards (NBPTS), is a way
to recognize the accomplished teaching that is occurring in North Carolina’s
classrooms.
The mission of the National Board for Professional Teaching Standards is to advance
the quality of teaching and learning by:
 Maintaining high and rigorous standards for what accomplished teachers should
know and be able to do
 Providing a national voluntary system certifying teachers who meet these
standards; and
 Advocating related education reforms to integrate National Board Certification in
American education and to capitalize on the expertise of National Board Certified
Teachers.
For more information on becoming a National Board Certified Teacher contact Dr.
Amanda Bridges at the Central Office.
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North Carolina Professional

Teaching Standards Commission

STANDARDS FOR
TEACHING
IN NORTH CAROLINA
6328 Mail Service Center
Raleigh, NC 27699-6328
919-807-3423
www.ncptsc.org

STANDARDS FOR TEACHING IN NORTH CAROLINA
FUTURE-READY STUDENTS for the 21st Century
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The guiding mission of the North Carolina State Board of Education is that every public
school student will graduate from high school, globally competitive for work and post
secondary education and prepared for life in the 21st century.
A New Vision of Teaching
The different demands on 21st century education dictate new roles for teachers in their
classrooms and schools. The following defines what teachers need to know and do to
be able to teach students in the 21st century.
Leadership among the staff and with the administration is shared in order
to bring consensus and common, shared ownership of the vision and
purpose of work of the school. Teachers are valued for the contributions
they make to their classroom and the school.
Teachers make the content they teach engaging, relevant, and meaningful
to students’ lives.
Teachers can no longer cover material; they, along with their students,
uncover solutions. They teach existing core content that is revised to
include skills like critical thinking, problem solving, and information and
communications technology (ICT) literacy
In their classrooms, teachers facilitate instruction encouraging all students
to use 21st century skills so they know how to learn, innovate, collaborate,
and communicate their ideas.
Additionally, 21st century content (global awareness, civic literacy, financial
literacy and heath awareness) are included in the core content areas.
Subjects and related projects are integrated among disciplines and involve
relationships with the home and community.
Teachers are reflective about their practice and include assessments that
are authentic, structured, and demonstrate student understanding.
Teachers demonstrate the value of lifelong learning and encourage their
students to learn and grow.
Intended Purposes of the Standards
The Standards for Teaching in North Carolina have been developed as a guide for
teachers as they continually improve their effectiveness. These Standards will guide
professional development as we move forward in the 21st century so that teachers can
attain the skills and knowledge needed, focus teacher evaluations, and inform higher
education programs as they develop the content and requirements of teacher education
programs.
Organization of the Standards
Standard: The Standards is the broad category of the teacher’s knowledge and skills;
Summary: The summary more fully describes the content of the Standard;
Practices: The practices define what one would see the teacher doing to demonstrate
the Standard
Artifacts: (To be completed by the Commission) The artifacts are examples of what the
teacher might include as evidence that he/she is meeting the Standards.
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STANDARD I: TEACHERS ARE LEADERS.
Teachers lead in their classrooms.
Teachers demonstrate leadership by taking responsibility for the progress of all students
to ensure that they graduate from high school, are globally competitive for work and
postsecondary education, and prepared for life in the 21st century. Teachers
communicate this vision to their students. Using a variety of data sources, they
organize, plan, and set goals that meet the needs of the individual student and the
class. Teachers use various types of assessment data during the school year to
evaluate student progress and to make adjustments to the teaching and learning
process. They establish a safe, orderly environment and create a culture that empowers
students to collaborate and become lifelong learners.
Take responsibility for all students
Communicate vision to students
Use data to organize, plan, and set goals
Use a variety of assessment data throughout the year to evaluate
progress
Establish a safe and orderly environment
Empower students
Teachers demonstrate leadership in the school.
Teachers work collaboratively with school staff including administrators and licensed
and non-licensed personnel to create a school-wide learning community. They take an
active role in analyzing local, state, and national data. Teachers develop goals and
strategies through a school improvement plan that enhances student learning and
working conditions in the school. Choosing resources in a strategic manner, teachers
take an active role in determining the school budget and in the selection of professional
development that meets the needs of students and their own professional growth. They
participate in the hiring process and collaborate with their colleagues to mentor and
support teachers to improve the effectiveness of their departments or grade levels.
Work collaboratively with all staff to create a learning community
Analyze data
Develop goals and strategies through a school improvement plan
Assist in determining school budget and professional development
Participate in hiring process
Collaborate with colleagues to mentor and support teachers to improve
effectiveness
Teachers lead the teaching profession.
Teachers advocate for improving the teaching profession. They contribute to the
establishment of positive working conditions in their school, district, and across the
state. They actively participate in and advocate for decision-making structures in
education and government that take advantage of the expertise of teachers. Teachers
promote professional growth for all educators and collaborate with their colleagues to
improve the profession which may include participation in their professional
organizations.
Advocate to improve the profession
Contribute to the establishment of good working conditions
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Participate in decision-making structures
Promote professional growth
Participate in professional organizations
Teachers advocate for schools and students.
Teachers advocate for positive change in policies and practices affecting student
learning. They participate in implementing initiatives to improve the education of
students.
Advocate for positive change in policies and practices affecting
student learning
Implement initiatives to improve education
Teachers work collaboratively with the families and significant adults in the lives
of their students.
Teachers recognize that educating children is a shared responsibility involving the
school, parents/guardians, and the community. Teachers improve communication and
collaboration between the home, school, and community in order to promote trust and
understanding and build partnerships with all segments of the school community.
Teachers find solutions to overcome cultural and economic obstacles that may stand in
the way of effective family and community involvement in the education of their children.
Improve communication and collaboration between the home, school, and
community
Promote trust and understanding and build partnerships with school
community
Seek solutions to overcome obstacles that prevent parental/community
involvement
Teachers function effectively in a complex, dynamic environment.
Understanding that change is constant, teachers actively investigate and consider new
ideas that improve teaching and learning. They adapt their practice based on current
research and relevant data to best meet the needs of students.
Actively investigate and consider new ideas that improve teaching and
learning
Adapt practice based on research and data
Teachers demonstrate high ethical standards.
Teachers demonstrate ethical principles including honesty, integrity, fair treatment, and
respect for others. Teachers uphold the Code of Ethics for North Carolina Educators
(effective June 1, 1997) and the Standards for Professional Conduct adopted April 1,
1998.
Demonstrate ethical principles
Uphold the Code of Ethics and Standards for the Professional Conduct
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STANDARD II: TEACHERS KNOW THE CONTENT THEY TEACH.
Teachers align their instruction with the required curriculum.
The North Carolina Standard Course of Study is the foundation for instruction. In
addition, teachers investigate the content standards developed by professional
organizations in their specialty area. Teachers develop and apply strategies to make the
curriculum rigorous and relevant for all students. Teachers know how to develop literacy
skills including reading, writing, speaking, computing, and solving problems appropriate
to their specialty areas. The teaching of reading is critical in elementary school;
therefore, it is vital that elementary teachers have explicit and thorough preparation in
literacy instruction. Middle and high school teachers are also teachers of reading and
writing and incorporate literacy instruction within the content area/discipline.
Teach the NC Standard Course of Study
Develop and apply strategies to make the curriculum rigorous and relevant
Develop literacy skills appropriate to specialty area
Teachers know the content appropriate to their teaching specialty.
All teachers bring a richness and depth of understanding to their classrooms by knowing
their subjects beyond the content they are expected to teach and by directing students’
natural curiosity into an interest in learning. Elementary teachers have a broad
knowledge across disciplines. Middle school and high school teachers have depth in
one or more specific content areas/disciplines.
Know subject beyond the content they teach
Direct students’ curiosity in subject
Teachers recognize the interconnectedness of content areas/disciplines.
Teachers know the links and vertical alignment of the grade or subject they teach and
the NC Standard Course of Study. Teachers understand how the content they teach
relates to other disciplines in order to deepen understanding and connect learning for
students. Teachers understand and address the international relevance of the subjects
they teach and promote global awareness.
Know links between grade/subject and the Standard Course of Study
Relate content to other disciplines
Address international relevance and promote global awareness
Teachers make the content areas/disciplines they teach relevant to the daily lives
of students.
Teachers incorporate 21st century life skills into their content area. These life skills
include leadership, ethics, accountability, adaptability, personal productivity, personal
responsibility, people skills, self direction, and social responsibility. Teachers help their
students understand the interconnectedness between the core content and 21st century
content that includes global awareness, financial, economic, business and
entrepreneurial literacy, civic literacy, and health and wellness awareness.
Incorporate life skills which include leadership, ethics, accountability,
adaptability, personal productivity, personal responsibility, people skills,
self direction, and social responsibility.
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Demonstrate the interconnectedness between the core content and 21st
century content that includes global awareness, financial, economic,
business and entrepreneurial literacy, civic literacy, and health and
wellness awareness.

STANDARD III: TEACHERS KNOW HOW TO FACILITATE LEARNING
FOR ALL
STUDENTS
Teachers know the ways in which learning takes place, and they know the
appropriate levels of intellectual, physical, social, and emotional development of
all students.
Teachers know how students think and learn. Teachers also understand the influences
that affect
individual student learning (development, culture, language proficiency, etc.) and design
their instruction for all students. Teachers are cognizant of students’ strengths and
weaknesses. Teachers keep abreast of evolving research and understand the
influences that affect student learning. They adapt resources to meet the needs of all
students.
Know how students think and learn
Keep abreast of evolving research and understand the influences on
student learning
Adapt resources to address the strengths and weaknesses of students
Teachers plan instruction appropriate for all students.
Teachers collaborate with their colleagues and use a variety of data sources for short
and long range planning. These plans reflect an understanding of how students learn.
They engage students in the learning process. Teachers understand that instructional
plans must be constantly monitored and modified to enhance learning. Teachers make
the curriculum responsive to cultural diversity and to individual learning needs.
Collaborate with other teachers
Use data for short and long range planning
Monitor and modifies plans to enhance student learning
Respond to cultural diversity and learning needs of students
Teachers use a variety of instructional methods.
Teachers choose the methods and techniques that are most effective in meeting the
needs of all students in order to eliminate achievement gaps. To teach all students
successfully, teachers must have command of a wide range of techniques including the
use of information and communication technology, an understanding of learning styles,
and strategies to differentiate instruction.
Choose methods and materials to eliminate the achievement gap
Employ a wide range of techniques using information and communication
technology, an understanding of learning styles, and strategies to
differentiate instruction
Integrate and utilize technology
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Teachers integrate and utilize technology in their instruction.
Teachers know when and how to use technology to maximize student learning.
Teachers help students use technology to learn content, think critically, solve problems,
discern reliability, use information, communicate, innovate, and collaborate.
Know appropriate use
Assist students in use of technology to learn content, think critically, solve
problems, discern reliability, use information, communicate, innovate, and
collaborate
Teachers help students develop critical thinking and problem solving skills.
Teachers encourage students to ask questions, think creatively, develop and test
innovative ideas, synthesize knowledge and draw conclusions. Teachers help students
exercise sound reasoning in understanding, make complex choices, understand the
interconnections among systems, and frame, analyze and solve problems.
Encourage students to ask questions, think creatively, innovate and test
ideas, synthesize knowledge and draw conclusions
Help students exercise sound reasoning in understanding, make complex
choices, understand the connections among systems, and frame, analyze
and solve problems
Teacher’s help students work in teams and develop leadership qualities.
Teachers organize learning teams in order to help students define roles, strengthen
social ties, improve communication and collaborative skills, interact with people from
different cultures and backgrounds, and develop leadership qualities. They teach the
importance of cooperation and collaboration in order for students to be successful in
school and in life.
Teachers incorporate life skills into their teaching deliberately, strategically, and broadly.
Teachers help students develop skills needed in the workplace including leadership,
ethics, accountability, adaptability, personal productivity, personal responsibility, people
skills, self direction, and social responsibility.
Organize learning teams in classroom
Incorporate 21st century workplace skills that develop leadership, ethics,
accountability, personal productivity, person responsibility, people skills,
self direction, and social responsibility
Teachers communicate effectively.
Teachers communicate in ways that are clearly understood by their students. They are
perceptive listeners and interpreters and are able to communicate with students in a
variety of ways.
Teachers help students’ articulate thoughts and ideas clearly and effectively.
Communicate clearly with students in a variety of ways
Assist students in articulating thoughts and ideas in clearly and effectively
Teachers use a variety of methods to assess what each student has learned.
Teachers use multiple indicators, including formative and summative assessments, to
evaluate student progress and growth and to eliminate achievement gaps. Teachers
provide opportunities, methods, and tools for students to assess themselves and each
other. Teachers use 21st Century assessment systems to inform instruction and
demonstrate evidence of 21st Century knowledge, skills, performance, and dispositions.
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� Use multiple indicators, both formative and summative to evaluate students and
eliminate the achievement gap
Provide opportunities for self-assessment
Use 21st Century knowledge, skills, performance and dispositions

STANDARD IV: TEACHERS ESTABLISH A RESPECTFUL
ENVIRONMENT FOR A
DIVERSE POPULATION OF STUDENTS.
Teachers provide an environment in which each child has a positive, nurturing
relationship with caring adults. Teachers embrace diversity in the school
community and in the world.
Teachers demonstrate their knowledge of the history of diverse cultures and their role in
shaping global issues. They actively select materials and develop lessons that
counteract stereotypes and incorporate histories and contributions of all cultures.
Demonstrate knowledge of diverse cultures
Select materials and develop lessons that counteract stereotypes and
incorporate contributions.
Teachers treat students as individuals.
Teachers maintain high expectations including graduation from high school for children
of all backgrounds. Teachers appreciate the differences and value the contributions of
each student in the learning environment by building positive, appropriate relationships.
Maintain high expectations for all students
Appreciate differences and value contributions by building positive,
appropriate relationships
Teachers recognize the influence of race, ethnicity, gender, religion, and other
aspects of culture on a child’s development and personality.
Teachers strive to understand how a student’s culture and background may influence
his or her school performance. Teachers consider and incorporate multiple perspectives
instruction.
Understand how culture and background may influence student
performance
Examine different points of view
Takes step to communicate even when language is a barrier
Teachers adapt their teaching for the benefit of students with special needs.
Teachers collaborate with the range of support specialists to help meet the special
needs of all students. Through inclusion and other models of effective practice, teachers
engage students to ensure that the needs of all learners are met.
Collaborate with specialists
Engage and ensure they meet the needs of all students through inclusion
and other models of effective practice
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STANDARD V: TEACHERS ARE REFLECTIVE ABOUT THEIR
PRACTICE.
Teachers analyze student learning.
Teachers think systematically and critically about student learning in their classrooms
and schools: why it happens and what can be done to improve student achievement.
Teachers collect and analyze student performance data to improve school and
classroom effectiveness. Teachers use technology to assist in their interpretation of the
data.
Think systematically about learning in their classroom, why it happens and
what can be done to improve student achievement
Collect and analyze student performance data to improve effectiveness
Use technology to assist in their interpretation of data
Teachers collaborate with their colleagues.
Teachers value and learn from the expertise of other educators on the local, state,
national and international levels. They offer and accept support, encouragement, and
advice that promote a culture that embraces change and stimulates dynamic,
continuous improvement. Teachers assume responsibility for the effectiveness of their
colleagues and of the entire school. They collect the best ideas and practices and
collaborate with their colleagues to construct rigorous and relevant lessons for students
that reflect the interconnectivity of the world.
Value and learn from other educators on the local, national and
international levels
Promote a culture that embraces change and promotes dynamic,
continuous improvement
Collaborate with colleagues to construct rigorous and relevant lessons that
reflect the interconnectivity of the world
Teachers demonstrate lifelong learning for the 21st Century.
Teachers participate in continued professional growth in order to improve effectiveness.
Teachers participate in professional learning communities that include study groups,
collective inquiry, action research, virtual learning, and collaborative teams for
continuous improvement.
Teachers learn about the interconnectedness of the world and educational practices in
other countries through research, international experiences, travel, technology including
virtual learning, and/or language study. Teachers participate in high quality professional
development that reflects 21st Century skills and knowledge, aligns with State Board of
Education priorities, and meets the needs of their students and their own professional
growth. Teachers demonstrate the value of lifelong learning and the importance of
continuing to learn and grow throughout their lives.
Participate in continued professional growth to improve effectiveness
Participate in professional learning communities
Learn about the interconnectedness of the world and educational
practices in other countries
Participate in high quality professional development
Demonstrate to students the value of lifelong learning
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