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I want to take this opportunity to welcome you to the Clay County
School System. We strive to live up to our motto, “Excellence in
Action”. We truly believe that every child can learn and become a
productive member of society. The Board of Education is committed to

employing the very best faculty and staff available. The Central Office
is committed to giving you the necessary support to insure your success
as an educator in Clay County.

We hope that you find the necessary information in this Handbook that
will cover any issues you may have during your employment with our
school system. Our employees are our greatest asset and we value your
well being while working here.

Always feel free to visit the Central Office for additional information
concerning your employment. Best wishes for a very bright future here
in Clay County.

Sincerely,
77
/
i .a’ \%)QI/ Y}é/ﬂ

D. Scott Penland
Superintendent
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Title Last First |E-mail & Phone Areas of Responsibility
Superintendent [Penland |Scott spenland@clayschools.org - All Areas
828-389-8513
Associate Arnold Carol |carnold@clayschools.org - Personel
Superintendent 828-389-8513 - Curriculum
- Federal Programs
- Excp. Children
- Staff Development
Assistant Leek Mark mleek@clayschools.org - Vocational (CTE) Director
Superintendent 828-389-8513 - Textbook Coordinator
- Transportation
- After-school & Summer Programs
- Safe & Drug Free School / Alt School
- Discipline & Dropout Prevention Cordinator
- Fixed Assets
- NC WISE
Téchnology Gibson Andy agibson@clayschools.org - Network
Director 828-389-8513 - Hardware
- Software
Finance Officer Pétterson JUdy jpatterson@clayschools.org - Financial Matters
828-389-8513 - Payroll —
Maintenénce Swénson Larry Iswanéon@élayéchdols.org - Plant Operations
Director 828-389-9727 - Electrical
- HVAC
- Plumbing
- Grounds
Tranéportétion Martin Bill bniartih@claySChools.drg - School Bus Safety '
Supervisor 828-389-8412 - Drivers
- Routes
Teétinngirector Penland |Kathy kpéhlénd@clayschools.org - EOG's
828-389-8432 - EOC's
- SIMS
Schodl F.ood Wood | Barbéra bw‘opd@clayschb'olrs.org - Pfogrém Compliance
Service Director 828-389-8513 - Nutrition & Menus
! - Purchasing
- Financial Mgt.
Book‘ke.eping Daven‘port Sue sdé-\)enport@clayschools.org - Accounts Recéivable
828-389-8513 - Accounts Payable
- Employment Processing
Rec‘é‘ptiohi‘st Penland |Penny ‘ppe\nland@clayschools.org " Front Desk
828-389-8513 - Superintendent Secretary
- Purchase Orders
School Food | Gribble  |Barbara bgribble@clayschools.org ~School Food Service (SFS) |
Service 828-389-8513 - SFS Accounts Payable
Bookkeeper - SFS Accounts Receivable

- SFS Employment Processing




CODE OF ETHICS FOR NORTH CAROLINA EDUCATORS

Developed by the North Carolina Professional Practices Commission in consultation
with North Carolina educators. Adopted by the State Board of Education, June 5, 1997
and updated February 2006.

The purpose of this Code of Ethics is to define standards of professional conduct. The
responsibility to teach and the freedom to learn, and the guarantee of equal opportunity
for all are essential to the achievement of these principles. The professional educator
acknowledges the worth and dignity of every person and demonstrates the pursuit of truth
and devotion to excellence, acquires knowledge, and nurtures democratic citizenship.
The educator exemplifies a commitment to the teaching and learning processes with
accountability to the students, maintains professional growth, exercises professional
judgment, and personifies integrity. The educator strives to maintain the respect and
confidence of colleagues, students, parents, and legal guardians, and the community, and
to serve as an appropriate role model. To uphold these commitments, the educator will
adhere to the following three commitments:

I. COMMITMENT TO THE STUDENT

e Protects students from conditions within the educator’s control that circumvent
learning or are detrimental to the health and safety of students.

e Maintains an appropriate relationship with students in all settings; does not
encourage, solicit, or engage in a sexual or romantic relationship with students,
nor touch a student in an inappropriate way for personal gratification, with intent
to harm, or out of anger.

e Evaluates students and assigns grades based upon the students” demonstrated
competencies and performance.

e Disciplines students justly and fairly and does not deliberately embarrass or
humiliate them.

e Holds in confidence information learned in professional practice except for
professional reasons or in compliance with pertinent regulations or statutes.

e Refuses to accept significant gifts, favors, or additional compensation that might
influence or appear to influence professional decisions or actions.

II. COMMITMENT TO THE SCHOOL AND SCHOOL SYSTEM

e Utilizes available resources to provide a classroom climate conducive to learning
and to promote learning to the maximum extent possible.

e Acknowledges the diverse views of students, parents, and legal guardians, and
colleagues as they work collaboratively to shape educational goals, policies, and
decisions; does not proselytize for personal viewpoints that are outside the scope
of professional practice.

e Signs a contract in good faith and does not abandon contracted professional duties
without a substantive reason.



e Participates actively in professional decision-making processes and supports the
expression of professional opinions and judgments by colleagues in decision-
making processes or due process proceedings.

e When acting in an administrative capacity:

> Acts fairly, consistently, and prudently in the exercise of authority with
colleagues, subordinates, students, and parents and legal guardians.

> Evaluates the work of other educators using appropriate procedures and
established statutes and regulations.

» Protects the rights of others in the educational setting and does not
retaliate, coerce, or intentionally intimidate others in the exercise of rights
protected by law.

» Recommend persons for employment, promotion, or transfer according to
their professional qualifications, the needs and policies of the school
district, and according to the law.

1.  COMMITMENT TO THE PROFESSION

e Provides accurate credentials and information regarding licensure or
employment and does not knowingly assist others in providing untruthful
information.

e Takes action to remedy an observed violation of the Code of Ethics for North
Carolina Educators and promotes understanding of the principles of
professional ethics.

e Pursues growth and development in the practice and uses that knowledge in
improving the educational opportunities, experiences, and performance of
students and colleagues.

SECTION .0600 — CODE OF PROFESSIONAL PRACTICE AND CONDUCT FOR
NORTH CAROLINA EDUCATORS

.0601 Purpose and Applicability

The purpose of these Rules is to establish and uphold uniform standards of professional
conduct for licensed professional educators throughout the State. These rules shall be
binding on every person licensed by the SBE, hereinafter referred to as “educator” or
“professional educator,” and the possible consequences of any willful breach shall
include license suspension or revocation. The prohibition of certain conduct in these
rules shall not be interpreted as approval of conduct not specifically cited.

History Note: Authority G. S. 115C-295.3; Eff. April 1, 1998.

.0602 Standards of Professional Conduct
(a) The standards listed in this Section shall be generally accepted for the education
profession and shall be the basis for State Board review of performance of
professional educators. These standards shall establish mandatory prohibitions
and requirements for educators. Violation of these standards shall subject an
educator to investigation and disciplinary action by the SBE or LEA.



(b) Professional educators shall adhere to the standards of professional conduct
contained in this Rule. Any intentional act or omission that violates these
standards is prohibited.

Generally recognized professional standards. The educator shall practice
the professional standards of federal, state, and local governing bodies.
Personal Conduct. The educator shall serve as a positive role model for
student, parents, and the community. Because the educator is entrusted
with the care and education of small children and adolescents, the educator
shall demonstrate a high standard of personal character and conduct.
Honesty. The educator shall not engage in conduct involving dishonesty,
fraud, deceit, or misrepresentation in the performance of professional
duties including the following:
e Statement of professional qualifications;
e Application or recommendation for professional employment,
promotion, or licensure;
e Application or recommendation college or university admission,
scholarship, grant, academic award, or similar benefit;
e Representation of completion of college or staff development
credit;
e Evaluation or grading of students or personnel;
e Submission of financial or program compliance reports
submitted to state, federal, or other governmental agencies;
e Submission of an official inquiry by the employing LEA or the
SBE related to fats of unprofessional conduct, provided,
however, that an educator shall be given adequate notice of the
allegations and may be represented by legal counsel; and
e Submission of information in the course of an investigation by a
law enforcement agency, child protective services, or any other
agency with the right to investigate, regarding school related
criminal activity; provided, however, that an educator shall be
entitled to decline to give evidence to law enforcement if such
evidence may tend to incriminate the educator as that term is
defined by the Fifth Amendment to the U. S. Constitution.
Proper remunerative conduct. The educator shall not solicit current
students or parents of students to purchase equipment, supplies, or services
from the educator in a private remunerative capacity. An educator shall
not tutor for remuneration students currently assigned to the educator’s
classes, unless approved by the local superintendent. An educator shall
not accept any compensation, benefit, or thing of value other than the
educators regular compensation for the performance of any service that the
educator is required to render in the course and scope of the educators
employment. This Rule shall not restrict performance of any overtime or
supplemental services at the request of the LEA,; nor shall it apply to or
restrict the acceptance of gifts or tokens of minimal value offered and




accepted openly from students, parents, or other persons in recognition or
appreciation of service.

e Conduct with students. The educator shall treat all students with respect.
The educator shall not commit any abusive act or sexual exploitation with,
to, or in the presence of a student, whether or not that student is or has
been under the care or supervision of that educator, as defined below:

(A) any use of language that is considered profane, vulgar, or demeaning;

(B) any sexual act;

(C) any solicitation of a sexual act, whether written, verbal, or physical;

(D) any act of child abuse, as defined by law;

(E) any act of sexual harassment, as defined by law; and

(F) any intentional solicitation, encouragement, or consummation of a
romantic or physical relationship with a student, or any sexual contact
with a student. The term “romantic relationship” shall include dating
any student.

e Confidential information. The educator shall keep in confidence
personally identifiable information regarding students or their family
members that has been obtained in the course of professional service,
unless disclosure is required or permitted by law or professional standards,
or is necessary for the personal safety of the student or others.

7. Rights of others. The educator shall not willfully or maliciously violate the
constitutional or civil rights of a student, parent/legal guardian, or colleague.

8. Required reports. The educator shall make all reports required by Chapter
115C of the North Carolina Statutes.

9. Alcohol or controlled substance abuse. The educator shall not:

(A) be under the influence of, possess, use, or consume on school premises
or at a school-sponsored activity a controlled substance as defined by
N. C. General Statute 90-95, the Controlled Substances Act, without a
prescription authorizing such use;

(B) be under the influence of, possess, use, or consume an alcoholic
beverage or a controlled substance on school premises or at a school-
sponsored activity involving students; or

(C) furnish alcohol or a controlled substance to any student except as
indicated in the professional duties of administering legally prescribed
medications.

10. Compliance with criminal laws. The educator shall not commit any act
referred to in G. S. 115C-332 and any felony under the laws of the United
States or of any state.

11. Public funds and property. The educator shall not misuse public funds or
property, funds of a school-related organization, or colleague’s funds.
The educator shall account for funds collected from students, colleagues,

10



12.

13.

parents/legal guardians. The educator shall not submit fraudulent
requests for reimbursement, expenses, or pay.

Scope of professional practice. The educator shall not perform any act as
an employee in a position for which licensure is required by the rules of the
SBE or by Chapter 115C or the North Carolina General Statutes during any
period in which the educator’s license has been suspended or revoked.

Conduct related to ethical violations. The educator shall not directly or
indirectly use or threaten to use any official authority or influence in any
manner that tends to discourage, restrain, interfere with, coerce, or
discriminate against any subordinate or any license who in good faith
reports, discloses, divulges, or otherwise brings to the attention of an LEA,
the SBE, or any other public agency authorized to take remedial action,
any facts or information relative to actual or suspected violation of any law
regulating the duties of persons serving in the public school system,
including but not limited to these Rules.

History Note: Authority G. S. 115C-295.3; Eff. May 1, 1998.

11



COMPENSATION

Salary Schedule — All employees will be paid on the salary schedule as adopted by the
Clay County Board of Education.

Pay Day - Month All employees are paid on the last working day of the month.

Longevity Pay — All permanent full or part-time employees receive longevity pay after
completing 10 years of qualifying service. This is an annual payment based on a
percentage of a person’s yearly base salary and this percentage increases as years of state
service increase. Longevity payments are paid during the pay period following a
person’s anniversary date. The chart below shows the longevity pay rates for personnel.

Years of State Service Longevity Pay Rate
10 but less than 15 years 1.50 percent
15 but less than 20 years 2.25 percent
20 but less than 25 years 3.25 percent
25 or more years 4.50 percent

Ten or Twelve Month Salary Option - All full time salaried employees have the option
of receiving their salary on a 10 month or 12 month basis. Employees must sign up on or
before the first day of the school year to be eligible to be paid on a 12 month basis.
Employees paid on an hourly basis are not eligible.

Direct Deposit — Direct Deposit is available only through the State Employees Credit
Union. If you wish to have your check deposited directly, you must notify payroll at the
beginning of the school year and the Credit Union in order to establish account
preferences.

Payroll Deductions

Mandatory Deductions
All employees are required to have deductions from their monthly salary as required by
law as follows:

e Federal Withholding Tax — Federal withholding tax deductions shall be made
according to a schedule prepared by the Treasury Department and the amount
deducted will be based upon the number of exemptions claimed by the employee.

e Federal Social Security — Federal Social Security coverage is automatic for all
employees in the Clay County School system. The current rate is 7.65%.

e State Withholding Tax — The amount withheld shall be prepared by the State,
which takes into consideration the amount of salary and the number of
exemptions claimed.

e Retirement — Employees and the State pay the cost of providing retirement
benefits. Employees share, which is 6% of salary, is automatically deducted from
the salary.

12



Voluntary Deductions

¢ Credit Union — Payroll deductions are available by contacting the state or local

credit union.

o Tax Sheltered Annuities — see Finance Officer for available plans.

e Hospitalization, Dental, and Life Plans — You may add children and/or family to

your existing plan(s) of coverage.

e Professional Organizations

The following is a guide to the various monthly payroll deduction codes used on your

check voucher stub:

PR

Deducuon Codes:

SFBILI Southern Farm Bureau Life FWH Federal T
. cdera
SFB Tax Shelter Annuity (Southern Farm Bureau) GCTY County G:l:rnishmcnl DED
CSWH State T : :
_ Slate Lax _ GNC Stote Gamishment DED
THM Life Insurance (The Horace Mann) GNC | State Garnishunent DED
-E{SOR'MA glllsligllgltly I:gf;fa"cc HI 10 Health Tns. 10 Months EMP
401K 8B & T 412” K HMLIF FHorace Mann Life
401 KL BB & T 401 KL Loa HMLIPT Life Insusance Pre Tax Horace Mann
c . Prof. Lducalors ol?NnC HORLIF Life Insurance Pre Tax Horace Mann
IDE]C’ - Day.Carl:E Foes HORMAN Tax Shelter Annuily
: o DENT 2 Horace Mann Demal
R ,
SSTIRE g:::z ;c“/f[c-:ge(::ﬂ BtS Disabitity Tnsarance
. o P|a’:/EE 5 c{na DISPT Disability Ins. Pre - Tax
- o a ! DI 10O Dental ins. 10 Mos EMP
SECLIF Lifc Insurance (Secure Life) CICARE Child C i
SECU Statc BE Credit Union oA Social Sac'e |
SF-. h Plan/FFami eenrty
o State Plan/Famity FICAM Social Security Mcdicace
1T Tax Shelter Annuily (Hariford) ETLIF Aetna Life Ins. Co
1 . .
S’%DC %2’ ﬁfu%}’hﬁi)’ [:Cr\irrf c1o Cancer Ins 10 Mos EMP
MIDNTL Lifc Insurance (Midfand) g:;{flr;\'l[: Delta Dcnt?%)T
NCAE NC Assoc, of Educators ALFMLI E\)I‘i‘]ltFaL glENr In
NTA NTA Cancer Insurance (Naull. Teachers Assoc.) (Americ n;ie -,'S. Lif
NTAPT Cancer Ins. - NTAPT ce Colonr;::mca:::llry fe)
' Nere .
(Na Teachers Assoc. Pre Tax) CcCco Cancer s, - CCD Colonial Disab
cL Colonial Life Insurance cery Colonial Cancer CCPT Pre Tax
CBTC Tax Sheltesed Annuity (Capital Bank  Tr. Co.) ING 403B or 457

Absence Reporting — It is the individual’s responsibility to verify their check voucher |
stub each month for its corrections. Discrepancies should be reported to the individual’s ,
school payroll person. Absences are reported on your check voucher stub using the ‘

following codes:

Codes

01 Sick Leave

11 Sick Lecave RBmploying Certified Sub

03 Extended Sick Leave

I3 Extended Sick Leave Employmng Cenificd Sub
04 Absence w/o Deduction )

]4 Absence w/o Deduction Employing Cerufied Sub
06 Pcrsonal Leave

16 Personal Leave Employing Certiflied Sub

07 Absence w/o Pay

17 Absence w/o Pay Employing Certificd Sub

200 Annual Leave '

Pay Siajus

No Deduction

No Deduction

$50 Dcduction

350 Dcduction

No Dcduction

No Deduction

350 Deduction

$50 Dceduction
Davs Pay Deduclion
Days Pay Deduction

No Decduction
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It is very important that PAYCHECK SAMPLE
this number s correct §0 )
that your Social Security
“account can be properly
credited.

Your leave balances
mclude earned amounts
- for the entire schoo] year.

Indicates the school

or departrnent in
which you work.

' . S[TATE/FEDERAL PUBLIC SCHOOL FUND PERSONAL SERVICE VOUCHER NOI{ 054254
[ EMPLOFEE NUMBER | LOCATION CLAY COUNTY ADMINISTRATIVE UNIT UMTNol VOUCHER DATE [VOUCHER WUMBER
N S P.O BOX 178 1(MAIYESVILLE, N.C. 28904 | L ’ |
A\
"RETIREMENT C L LEAVE BALANCES
NAME INSTALLMENT PAY NUMBER SICK. CANNUAL | PERSONAL | BONUS
: T ) PAY | DAYS | HOURSOR | PERCBNT |- & o__ o - - R
. GROSS ~ CODE " - UBVEL| EMPL | DAYS PAIG | Enproypp | | DFESCRIFITON | ! ‘
CURRENT DEDUCTIONS ABSEMCES
g b ) CODE CURRENT | YEAR-TO-DATE ] REA DAYS |
] Y
The account from
which you are paid
A
o !
This line is for the
| current pay period,
. . . : TOTAL CURRENT PAYROLL INFORMATION B . : : :
GROSS - RETIREMENT | FEDERAL WHITAX ! SOCTAL SECURITY | STATE WHTAX | BOSPITALINS. | QTHER DEDUCTIONS NETPAY
i
{
A l . | N
i " YEAR TO DATE COMULATIVE TOTALS : : g
L RETIREMENT [ FEDERAL WH.TAX | SOCIAL SECURITY [.. STATE WHTAX HOSPITALINS. [ OTHER DEDUCTIONS ) .,
i ! . NC-4 . ; )
IN PAYROLL COPY ) : ]
i . : N T
Thls im(cjshows ;f.youlare ehgltt)ll:f ) Other deductions may mclude (Tl,”hese show the number of
er— o ate. ‘ .c‘>r6;3ur;zmenl,_ . 18 ' Life Insurance |- o exemiplions and any extra
1s 670 Ol your ¢ reck. Health IOSUY_?“?‘? S -amounts you have asked
Flexible Benefits—-_ ..~ le be withheld for federal
Dental Insurance’ -~ - and ‘state income tax. You
\ Vision lnsurance < can'adjust-these by filling
Medical Reimbursement: : out a W-4 orNC-4 form.
~ Cancer/Catastrophiic Care - | \__. '
Tax Sheltered Anduities ™ -
'401(}() Conmbuuons Ce
ﬁmm_Empio;mes Crest.UmQu,
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BENEFITS

All full time employees are entitled to various benefits from the Clay County Board of
Education as well as the State of North Carolina.

Health Insurance — The State Health Comprehensive Major Medical Plan ( PPO Plans
and Indemnity Plan) currently administered by Blue Cross and Blue Shield of North
Carolina, provides coverage for hospital and medical expenses. The employers pay the
base amount for the individual coverage of any permanent full-time employee wishing to
enroll. Health coverage for spouse and dependents may be added at the employee’s
expense. In addition to the CMMP, there are three PPO Options: NC Smart Choice
Basic, NC Smart Choice and NC Smart Choice Plus. (see enclosure Your Health
Benefits for a full explanation of coverage)

Dental Insurance — The Clay County Board of Education provides a dental plan through
Delta Dental of NC for all full-time employees at no cost. Dental coverage for your
spouse and dependents may be added at your expense. (see Delta Dental Certificate of
Coverage for a full explanation of coverage)

Life Insurance — The Clay County Board of Education provides a fully paid accidental
death and dismemberment insurance policy on each full-time employee. Optional, self-
pay, additional coverage and family coverage is available to employees. (see Aetna
Policy for a full explanation of coverage)

Disability Insurance — A disability income plan is provided by the state at no cost for
full-time regular employees. To be eligible for short-term benefits, you must have one
year of contributing service to the Retirement System when the disability begins and
must be disabled more than 60 consecutive calendar day. The plan will provide you 50%
of your basic salary, up to $3,000 a month, for one year.

If you have 5 years of service, you are eligible for long-term benefits after the short-term
benefits expire. Long-term benefits are 65% of your basic monthly salary, up to $3,900,
reduced by the benefits you may be receiving from other plans. Benefits are payable
until the disability ends or you are eligible for full retirement benefits.

Worker’s Compensation — All employees are covered under workers’ compensation
laws. Payment is provided for medical expenses and partial income, at no cost to you, if
you are injured or contract an occupational disease in the course and scope of your job. It
is your responsibility to file a claim for compensation. Report any occupational injuries
or illnesses to your supervisor within 5 days of injury.

14



Social Security - All employees of the school system are covered by Social Security.
You may retire at age 65 to 67 (depending on your birth date) with full benefits or elect to
retire earlier with reduced benefits. Social Security also provides payments to you if you
are disabled, and to your dependents if you become disabled or die. Contributions to
Social Security cannot be withdrawn. Additional information is available at the Social
Security office.

Retirement — Permanent, full-time employees are covered by the North Carolina
Teachers and State Employees’ Retirement System. Employees contribute 6% of their
monthly salaries and employers contribute 8.14% of employee wages to the Retirement
System. Employee contributions are paid with pretax dollars, thereby reducing current
state and federal income taxes. Employees who are involuntarily terminated or resign
after five or more years of Retirement System membership may withdraw their retirement
contributions, plus any interest they have earned. Persons who voluntarily resign with
less than five years of membership in the Retirement System may withdraw only the
funds they contributed. Persons leaving public school employment with five or more
years of membership credit in the Retirement System may elect to leave their
contributions in the Retirement System and receive future retirement benefits.

Employees may retire with unreduced benefits if they: (1) reach age 65 and have at least
five years of service, or (2) reach age 60 with 25 years of service, or (3) have 30 years of
service at any age.

Additional supplemental retirement plans such as 401 K and 457 are available upon
request. (see the Finance Officer for additional information)

Death Benefit — After completing at least one calendar year of a full term of employment
as a member of the Retirement System, an individual is automatically covered by a death
benefit while 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.

Leave

Vacation (Annual Leave) - Permanent full-time and part-time employees earn annual
vacation leave. To earn vacation leave in a given month, employees must be working or
on paid leave during one-half or more of the workdays in a monthly pay period. Eligible
part-time permanent employees earn leave equal to their percentage of part-time
employment. State regulations and policies established by local school systems govern
when vacation leave may be taken.

Unused vacation leave can be accumulated and a maximum of 30 days carried forward to
the next fiscal year which begins on July 1%. On June 30" of each year, any accumulated
days of vacation leave in excess of 30 days are converted to sick leave days.

15



When employees transfer among local educational agencies, vacation leave will also be
transferred. Vacation leave may be transferred to a state agency if that agency is willing
to accept it. Employees leaving the public schools will be paid for up to 30 days of
accumulated leave. In case of death, the employee’s estate will receive payment for any
accumulated vacation leave up to 30 days.

Vacation Leave Earning Rate

Years of State Service Days Earned Per Month
Less than 2 years 1.00
2 but less than 5 years 1.15
5 but less than 10 years 1.40
10 but less than 15 years 1.65
15 but less than 20 years 1.90
20 years or more 2.15

Personal Leave — Teachers in permanent positions earn 2 days of personal leave during
the 10-month school term (.2 days per month). When used, a salary deduction of $50 per
day is assessed. These days can be accumulated to a maximum of 5 days and are
transferable among school systems.

Personal leave cannot be advanced and is granted upon authorization of an employee’s
immediate supervisor. This type of leave is not normally approved on the first day of
school, a required teacher workday, or the last day before or the next working day after a
holiday or scheduled annual leave day. In special situations, supervisors may approve
leave which does not conform to these stipulations.

Sick Leave — Permanent full-time and part-time employees who are working, or are on
paid leave for one-half or more of the workdays in a monthly pay period, earn sick leave
at the rate of one day per month. Eligible permanent part-time employees earn sick leave
equal to their percentage of full-time employment. Sick leave may be granted for the
following:

e Personal illness, injury, or other temporary disability, or

e lllness in the employee’s immediate family that necessitates the employee’s

attendance, or

e Death in the immediate family, or

e Medical appointments.
Sick leave may be accumulated indefinitely and is transferable among local school
systems and may be transferred to a state agency, community college, or technical
institute if the receiving agency is willing to accept the leave. Upon retirement, accrued
sick leave may be applied toward creditable state service. If an employee separates from
service prior to retirement, sick leave will be held for 60 months.
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Extended Sick Leave — Classroom teachers are provided 20 days each year of extended
sick leave, less a $50 per day deduction to help defray the cost of substitutes. Extended
sick leave may be used for personal illness, person injury, or other personal temporary
disability. Extended sick leave can only be used after all sick leave and available
vacation leave have been exhausted. Unused extended sick leave does not carry forward
to subsequent school years.

Voluntary Shared Leave — VVoluntary shared leave is intended to provide economic relief
for employees who face financial hardship due to a prolonged absence or frequent short-
term absences caused by a serious medical condition. Voluntary shared leave may also
be used during the required waiting period for short-term disability. An employee who is
receiving benefits or is eligible to receive benefits from the Disability Income Plan is not
eligible to receive donated leave. Permanent full-time and part-time employees are
eligible to receive donated leave. The employee must exhaust available sick leave and
vacation leave before using donated leave.

Employees who are approved by their superintendent to receive donated leave may
receive annual vacation leave from any employee in their own school system. With the
approval of the superintendent, annual vacation leave and/or sick leave may be received
from an immediate family member in any school system or state agency.

Holiday Leave — School employees receive the same number of holidays as state
employees, but not necessarily on the same days. Twelve-month employees normally
observe 11 holidays per year. Ten-month employees normally observe 10 holidays per
year.

Family and Medical Leave — Employees may be granted leaves of absence without pay
for 1 year or less for parental leave (including adoption), illness, professional study,
family responsibilities involving illness, or approved assignments. Leave requests must
be submitted to the superintendent for approval.

Military Leave — Leave with pay shall be granted to members of reserve components of
the U. S. Armed Forces for a full or part-time permanent school employee. Leave with
pay shall not exceed fifteen days in any one year; any additional time required shall be
treated as military leave without pay. Employees who are serving active duty will be
paid the difference in their salary and military pay for the time of their deployment.

Civil Leave - No deduction is to be made from the salary of an employee when absent

from work to serve on a jury. The employee is entitled to his or her regular compensation
plus fees received from jury duty.
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Resources

Discovery is the after school and summer day camp program that provides

child care for students in grades Pre-Kindergarten through Sixth grade
(ages 4-12) at Hayesville Elementary and Middle Schools. The center is
located on the campus in the old elementary building. There is a fee for
Discovery services.

Daycare services are offered to employees of the school system. Care is
provided daily from 7:30 am to 3:30 pm (until 4:30 on faculty meeting
day, including teacher workdays).

The Family Resource Center is available to faculty and their families as
well as to the community at large. The center offers:

parenting classes

a lending library of books, games, videos, etc.

Women’s Support Group

workshops on child development and care

mediation services.

P00 T
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LICENSURE AND RENEWAL CREDIT REGULATIONS

The State Board of Education shall have entire control of licensing all applicants for
teaching positions in all public elementary and high schools in North Carolina; and it
shall prescribe the rules and regulations for the renewal and extension of all licenses and
shall determine and fix the salary for each grade and type of license it authorizes.
General Statute 115C-296(a).

NO CHILD LEFT BEHIND

The No Child Left Behind Act (2002) requires that all teachers of core academic areas,
elementary teachers, and special education must meet the requirements of No Child Left
Behind. All teachers must be licensed to teach in the area in which they are assigned to
teach.

BEGINNING TEACHERS

A program of support for beginning teachers is provided for a three-year period as novice
educators enter the profession. Participation in and completion of the program are
required by North Carolina law, including attendance at regularly scheduled meetings,
completion of an annual Individual Growth Plan and monthly reflections, ongoing
communication with an assigned Mentor Teacher, and appropriate observations and
evaluations conducted by an administrator and peer teacher.

RENEWAL CREDIT

Teacher licenses are valid for a period of five years from the effective date of issuance. It
is the responsibility of the license holder to fulfill and monitor all requirements. Holders
must renew their licenses within each five-year period. Renewal is based on 15 units of
renewal credit or ten semester hours of college credit. A unit of renewal credit is
equivalent to one-quarter hour or two-thirds of a semester hour of college credit or one
in-service credit from a North Carolina public school system.

State Board of Education Renewal Policy

School Administrators Content Area Renewals
School Administrators must earn at Teachers of grades kindergarten
least 5 renewal credits during each through twelve must complete
renewal cycle focused on the principal’s 3 renewal credits in the academic
role in teacher effectiveness, teacher subject areas, including strategies
evaluations, teacher support programs, to teach those subjects, during
teacher leadership, teacher empowerment, each 5-year renewal cycle.

and teacher retention.

**All license holders in grade K-8 are required to have 3 credits in reading for the
renewal cycle. Everyone is encouraged to continue earning technology credits.
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Renewal credit may be obtained for the following activities:

1. Teaching experience (one credit for every year);

2. College or university credit courses;

3. Professional development activities and coursework must be directly related to an
individual’s area of licensure and/or professional responsibilities as a public
school professional;

4. Participation if conferences, workshops, visitations, observations, and other
training away from the school setting in which the direct supervisor must approve.

FORMS
Prior approval forms must be submitted and approved before the activity. Credit is
granted on the basis of program completion and achievement of specified individual
performance, which is determined by individual evaluation for specified competencies.

Licensure information and forms are available at the following address:

http://www.ncpublicschools.org/employment/

TRAVEL REIMBURSEMENT

Effective July 1, 2007, subsistence reimbursement increased and will remain the same for
both years of the 2007-2009 biennium. The mileage rate is 58.5 cents per mile.

In-State Out-of State
Breakfast $ 7.50 $ 7.50
Lunch $ 9.75 $ 9.75
Dinner $16.75 $19.00
Lodging (actual, up to) $63.75 $ 75.50
Total $97.75 $111.75

Travel Reimbursement forms must be completed and signed by your supervisor within 30
days of the activity. Reimbursement turn-around then can be expected within 2 weeks
barring no unforeseen circumstances.

Certified substitute teachers receive $ 90.00 per day and non-certified substitute teachers
receive $ 69.00 per day.
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CLAY COUNTY BOARD OF EDUCATION
POLICY

Equal Opportunity and Non-Discrimination Policy

Clay County Schools does not discriminate on the basis of sex, race, age, handicap, or
ethnic origin in the education programs or activity, which it operates. The schools are
required by Title IX of the Educational Amendment of 1972 not to discriminate on the
basis of race or ethnic origin extends to employment in the school and to admission to its
programs. Inquires concerning the application of Title IX another federal non-
discrimination legislation to Clay County Schools should be referred to: Carol W.
Arnold, Associate Superintendent and Title IX Coordinator.

ATTACHMENTS: Drug Free Policy
Tobacco-Free School Policy
Sexual Harassment Policy
Physical Restraint Policy
Conflict of Interest Policy
Grievance Procedure
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