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OUR VISION:
THE HOKE COUNTY SCHOOL SYSTEM, AS A TRUSTED COMMUNITY PARTNER, WILL ENSURE AN INCLUSIVE AND
SUPPORTIVE ENVIRONMENT THAT CULTIVATES POSITIVE RELATIONSHIPS AND AUTHENTIC LEARNING
OPPORTUNITIES WHICH INSPIRE AND EMPOWER FUTURE-READY STUDENTS.

OUR MISSION:
HOKE COUNTY SCHOOLS CREATES A STUDENT FOCUSED LEARNING COMMUNITY THAT FOSTERS HIGH
EXPECTATIONS FOR ALL STAKEHOLDERS, PROMOTES LIFELONG LEARNING, PROVIDES INDIVIDUALIZED SUPPORT,
AND PREPARES STUDENTS FOR SUCCESS.

ALL EMPLOYEES OF HOKE COUNTY SCHOOLS MAY REFER TO THIS HANDBOOK FOR MORE INFORMATION ON LAWS AND POLICIES
PERTAINING TO THEIR EMPLOYMENT. THIS HANDBOOK I8 AVAILABLE VIA PHYSICAL HARD COPY , ELECTRONICALLY, AND ONLINE ON
THE SYSTEM'S WEBSITE.

ACCORDING TO BOARD POLICY 7300- STAFF RESPONSIBILITIES: IT I8 EXPECTED OF ALL EMPLOYEES TO UNDERSTAND AND ABIDE BY
ALL BOARD OF EDUCATION POLICIES.

INQUIRIES REGARDING INFORMATION CONTAINED IN THIS HANDBOOK SHOULD BE DIRECTED TO:
SHAWN O'CONNOR, ASSISTANT SUPERINTENDENT OF HUMAN RESOURCES
310 WOOLEY STREET, RAEFORD NC 28376
PHONE: 910-876-3658 EMAIL: SOCONNOR@HCS8.K12.NC.US8
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EQUAL OPPORTUNITY WORKPLACE
HOKE COUNTY SCHOOLS DOES NOT DISCRIMINATE AGAINST ANYONE DUE TO AGE, RACE, NATIONAL ORIGIN, SEX OR
DISABILITY NOT RELATED TO THE PERFORMANCE OF A POSITION.
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1l employees of Hoke County Schools may refer to this handbook for
information on benefits, laws and policies pertaining to their employment. This hand-
book is available via physical hard copy, electronically and online on the system’s

website.

According to Board Policy 7300- Staff Responsibilities, it is expected of all employees to under-
stand and abide by all Board of Education policies.

Employees may find the complete Hoke County Board of Education Policy Manual in the office of
Hoke County Schools Human Resources department and online at:

https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual
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Our Core Values

Innovation- Continue to embrace forward-
thinking and creativity to transform solutions and
ideas that will enable responsiveness to the expec-
tations of the entire school community

Inspiration - Foster an environment that empow-
ers and influences creative thinking, enthusiasm,
and motivation to generate new ideas, goals, and
actions

Improvement - Engage in continuous improve-
ment to enhance processes and protocols in order
to generate the most effective and efficient organi-
zation and ensure long-term success

Intentional - Act with purpose in order to achieve
desired goals and outcomes; be deliberate and
thoughtful with words, actions, decisions, and
work to positively influence the school community

Inclusion - Value people for who they are, nurture
diversity, ensure access to opportunities, promote
a sense of belonging, and embrace the contribu-
tions of all students, families and staff in order to
strengthen the school community

Integrity - Communicate and act in a trustworthy
manner to build genuine relationships; the school
community is committed to being self-aware, ac-
countable, transparent, and responsible
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Strategic Plan Summary

N

STUDENT SUCCESS -Eusure that every studewt is challenged and engaged
while providing multiple pathhways for student success by broadenivg
opportunities, building support systems, and eliminating barriers

STUDENT WELL-BEING- (Create an environment that fos-
ters the growth of the whole child by wurturing students” intel-
lectual, physical, mental, and social-emotional growth v healthy,
safe, and supportive learving ewvironments.

Priorities
MODERN AND INNOVATIVE LEARNING
ENVIRONMENTS AND SYSTEMS
-Create av environmewnt where technoloay is used to
enhance teaching avd learning as well as financial and
Performance business systems to provide tailored support to students,
parents, and educators. )

for

EXCELLENT PROFESSIONALS
-Recruit, hire, support, and invest v high-auality and diverse
teachers, leaders, and support staff,

COMMUNICATION AND COMMUNITY ENGAGEMENT— Develop
strong connections among schools, families, and +he community to broaden
opportunities for student learnivg, development, and growth.
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Hoke County Schools offers the following benefits along with compensation, depending on employee
status according to NCDPI-HR’s Summary of Benefits for Prospective Employees:

Employee salary is in accordance with State Salary Schedules and is dependent upon licensure, years of
experience, and degrees held. Salary information is available on the website of North Carolina
Department of Public Instruction.

Employees may access more information by referring to the most recent release of
State Salary Schedules at:
http://www.ncpublicschools.org/fbs/finance/salary/

Payroll

Personnel employed on a twelve (12) month basis will be paid on the last scheduled working day of
each month, except for December in which employees will be paid the last working day before the holi-
day vacation begins for students. Other employees will be paid monthly on a date set by the Board,
based on the beginning of the school year. A list of Board approved payroll deductions is located in
Hoke County Board of Education Policy 7620 - Payroll Deductions.

LINQ

LINQ time keeper is the online payroll management portal for Hoke County Schools. LINQ is loaded with
features that streamline data entry, and give immediate access to the information needed regarding
time sheets, taxes, deductions, absences as well as leave balances. New employees will need to contact
Payroll Personnel in order to get login information.

Employees may access more information by referring to Board of Education Policies

7605 /8610 - Payroll Procedures & 7620 - Payroll Deductions on our website at:

https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual /personnel-7000-
series
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Workday & Overtime

The length of the school day for licensed and professional staff will be a minimum of sev-
en hours and thirty minutes and will continue until professional responsibilities to the
student and school are completed. For purposes of FLSA Compliance, the workweek for
school system employees will be 12:00 a.m. Saturday until 11:59 p.m. Friday.

In lieu of overtime compensation, non-exempt employees may receive compensatory time
off at a rate of not less than one and one-half hours for each one hour of overtime worked,
if such compensatory time (1) is agreed to by the employee before the overtime work is
performed and (2) is authorized by the immediate supervisor.

Employees may access more information by referring to Board of Education Policies
7500 - Workday and Overtime & 7600 - Employee Compensation on our website at:

https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual/
personnel-7000-series

Beginning with the 2021-2022 school year the North Carolina Department of Public Instruc-

tion will no longer offer the 12 month pay option for 10-month employees. You can use the
bank of your choice to deduct money for the months of June and July, or enroll in the new
Hoke County Schools Payroll Deduction Method. Talk with a Payroll Specialist on the Finance
Team at 910-875-4106 about which method will work best for you.

The 10 payroll checks are disbursed from August to May of each school year. All 10-month
employees on the Traditional Calendar are pre-paid each month by about 2 weeks, so the final
check in May will pay through the last day of school.
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Health Insurance

Hoke County Schools offers coverage through the NC State Health Plan - Blue Cross Blue Shield.
The employer pays for the employee’s basic premium. The employee pays for any additional pre-
mium and for all dependent coverage. Premiums are payroll deducted and are on a pre-tax basis.
The State Health Plan offers many health and wellness resources such as ggym memberships and
other fitness related products at discounted prices. Additional information can be found at:

https://www.shpnc.org/new-employee-resources

and

https://www.blue365deals.com/

The State’s retirement system (non-optional participation) is
a benefit for permanent full-time (75%-100%) employees,
with costs shared by the employee (6%) and the State (set by
the Legislature, subject to change). Employees become vest-
ed in the retirement system after they have completed a
minimum of five years of creditable service. Deductions are
on a pre-tax basis. At retirement, employees can receive
monthly payments for life (based on salary, age, and years of
creditable service) or can receive a contribution refund. Em-
ployees can also request a contributions refund upon em-
ployment separation. Contributed funds earn 4% interest af-
ter five years of employment. Additional information can be
located at: https://files.nc.gov/retire/documents/files/
TSERSHandbook.pdf
and
https://www.myncretirement.com/non-retirees/current-
employees/benefits-current-employees

Supplemental Retirement Plans

The NC Retirement System also offers two tax-deferred plans, Prudential NC 401 (k) and Prudential
NC Deferred Compensation (457), in addition to the State’s retirement system. These Plans allow
members to contribute towards their retirement and choose their investment portfolio. Additional
information can be found at ncplans.prudential.com
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Disability Income Plan

This plan provides income for eligible State employees who become temporarily or permanently disa-
bled for performance of duties prior to retirement. Employees are eligible for short term (one year)
benefits after one year of contribution to the retirement system, and for long term (indefinite dura-
tion) benefits after five years (must have been on short term disability first). The plan requires a sixty
day waiting period before benefits begin. Additional information can be found at:

https://www.myncretirement.com/non-retirees/current-employvees/benefits /tsers-dipnc-benefit-
recipient-fags .

The following supplemental benefits are available to full time employees: a medical spending account,
a dependent care spending account, dental options, vision care plan, and accidental death and dis-
memberment insurance. Life insurance, cancer, accident, Medical Bridge plans, and supplemental dis-
ability plans may also be purchased by employees at group rates through payroll deduction. Hoke
County Schools provides employees with the option of obtaining a $5,000 policy at no cost to the em-
ployee. These plans are available through Colonial. Additional information can be found at:

https://documentcloud.adobe.com/link/track?uri=urn:aaid:scds:US:f29eele4-e028-4c2d-bfd0-
a7265548d79e#pageNum=1.

Death Benefit

If an employee with at least one year of contributions to the retirement system dies while in active
service, his/her beneficiary receives a single lump sum payment based on the employee’s salary at the
time of death; however, the payment will be no less than $25,000 and no more than $50,000. The ben-
efit extends 180 days beyond the last date of employment. Additional information can be found at:
https://www.myncretirement.com/benefits-survivors

Educational Assistance

Employees may receive reimbursement of tuition expenses and educational leave, provided that they
obtain supervisory approval and sufficient funds are available. Educational assistance may only be
granted if the education is determined to benefit the department and the employee has permanent
status. Reimbursement must be preapproved through the Human Resources department prior to the
coursework.
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Tuition and Praxis Reimbursement for Teachers & Professionals
Eligibility
Reimbursements are made to repay the employee for personal/out-of-pocket expenses made in pursuit of his/
her higher education. Hoke County Schools will provide course reimbursements for the following employees:
1. Teacher assistants working towards a 4 year degree in the field of education,
2. Lateral entry teachers completing coursework, and
3. Teachers and other support personnel working on a graduate, Ed.S, masters or doctorate degree
towards certification in the field of education. (Doctoral candidates will only be reimbursed for course
work and two semesters of dissertation writing.)

Reimbursable Expenditures

e Employees seeking reimbursement for coursework can be receive up to $750 per course for the actu-
al costs of their tuition, textbooks and most fees. (Excludes parking and late registration fees)

e Employees will only be reimbursed for certification exams required for licensure. Passing test scores
are required for reimbursement.

¢ Hoke County Schools will not reimburse scholarships, grants or educational financial assistance from
another source- e.g., GI Bill. However, if the funds from the other source do not cover all of the
expenses, the employee will be reimbursed for the difference.

e Praxis and Pearson Test reimbursements are also available to Residency Program teachers, provi-
sional teachers, and teachers holding a temporary permit.

Documentation Requirements
Due WITHIN 30 DAYS of course begin date or Praxis/Pearson Exam

¢ Employees must submit a completed “Tuition/Praxis Reimbursement Request Form” upon request-
ing reimbursement. On this form, the employee agrees to repay to the district in full should the em-
ployee leave Hoke County Schools within 24 months after receiving a tuition/Praxis reimbursement.
This amount will be deducted from the employee’s final pay check.

e College Plan of Study with initial requests (TAs & Residency)

e Registration or enrollment confirmation indicating your date of registration or enrollment and re-
ceipts for coursework, textbooks, and/or examination fees with request form.

Due NO LATER than 30 DAYS of course end date or Praxis/Pearson Exam completion

e Grade report for each course and/or official examination score report

Grade Requirements
e Undergraduate students must make a minimum grade of “C” or higher to qualify for reimbursement.
e Graduate, masters, and doctorate certification students must make a minimum grade of “B” or higher
to qualify for reimbursement.

** IMPORTANT INFORMATION**

e Allow up to three weeks for processing.
¢ Reimbursements are made possible through a Federal Grant. When the funding for one school year is
depleted, outstanding requests will be paid when the next funding allotment is received.

Employees may access more information by referring to the Tuition Reimbursement page on our website at:
https://sites.google.com/a/hcs.k12.nc.us/human-resources/recruitment-retention/tuition-reimbursement
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Student Loan Fm:giveness

Since several Titie 1 schools are located within the Hoke County School district, depending on your stu-
dent loans service provider, you may be eligible for the federal student loan forgiveness program. For
additional information visit https://sites.google.com/d/0B2]zovOS-OiHeXhDNXRnSHhTdGc/
p/1RSYOfHv8V4PXDsKiDSDUCVTgqwDQlog4c/edit

NC State Employees Credit Union

Employees may become members of the NC State Employees’ Credit Union. The Raeford NC State Em-
ployees Credit Union branch is located at 1108 Fayetteville Road, NC 28376. Information about NC

State Employees Credit Union and this branch can be found at https://locations.ncsecu.org/
raeford/1108-fayetteville-rd

Business Discounts

.Many local businesses give discounts to HCS employees. Proof of employment (employee i.d.) will be

required. Verizon, Apple, and other large corporations also provide discounts for employees of K-12
school systems.

Employee Assistance and Work/Life Program

Employees use EAPs for a variety of services. But the primary reason employees use an EAP is the same
- to get help solving a problem, relieve a bit of stress, or take care of an issue before it becomes unman-
ageable, so they can focus on their work. Additional information can be found at:

https://drive.google.com/drive/folders/1D70rW1uu5cdZvlL-fgvjv-t52s2gP0vZ?usp=sharing and

https://www.youtube.com/watch?v=h6MuGLPeYmc&feature=youtu.be

HOKE COUNTY SCHOOLS

Departments:

o Child Nutrition

» Human Resources

o Testing and
Accountability
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Echo Ridge Apartments

Echo Ridge Apartments are available exclusively to Hoke County Schools employees. Each unit is suited
for family living or a 2 person/roommate setting. The complex also provides a picnic area and beautiful
gazebo. Hoke County Schools is proud to offer this unique incentive to becoming an educator in our
quaint and local community. Additional information can be found at https://sites.google.com/d/0B2]zov0S-
QiHeXhDNXRnSHhTdGc/p/0B2]zovOS-OiHWIMtZGdKkVGNYSTg/edit

4 A
Echo Ridge Amenities
+ 2 Bedrooms
+ 2 Full Bathrooms
+ Living Room/Dining Area
+ Washer/Dryer
+ Dishwasher
+ Refrigerator
+ Stove-top & Oven
+ Picnic Shelter with Grills
+ Lawn Care
+ Trash pickup
+ Pet Friendly
+ Security System Allowed
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The Hoke County Board of Education believes
that it is important for employees to have leave
available to attend to personal, civic, and
professional matters as well as to meet family
commitments. This need for leave is to be
balanced with the need to provide an effective
instructional program for students. No employ-
ee may be discharged, demoted, or otherwise
subjected to adverse employment action for
taking leave in accordance with Board policies
and administrative procedures. The infor-
mation provided in this section is according to
Hoke County Board of Education policies on
leave.

Annual Vacation Leave

The amount of leave earned is based on the length of total State service (full-time employees; prorat-
ed for part-time employees). Employees must work at least half the working days in a month to earn
leave.

Annual (Vacation) Leave Accrual Rate*

Years of State Service

Monthly Full-time

12 Month Full-time

Less than 5 years

1.17 days (9.33 hours)

14 days (112 hours

5 but less than 10 years

1.42 days (11.33 hours)

17 days (136 hours

10 but less than 15 years

1.67 days (13.33 hours)

15 but less than 20 years

1.92 days (13.33 hours)

23 days (160 hours

20 years or more

2.17 days (17.33 hours)

)
)
20 days (160 hours)
)
)

26 days (208 hours

*The above chart is based on the Office of State Human Resources model of an 8-hr/day, 40 hr/week
employee. The leave accrual rates are scaled to reflect the appropriate number of annual leave days
that the employee can accrue in a month. For example, an employee with less than 5 years of experi-
ence who works a 7.5 hour day (35hr/week) would earn 8.78 hours (1.17 days) of annual leave per
month. Employees cannot earn more annual leave days than are allowed by state law.

No more than 240 hours of vacation leave can be carried over from the end of one calendar year into
another. If the employee resigns or retires, payment for accumulated vacation leave cannot exceed
240 hours. At the end of the calendar year, any vacation leave exceeding 240 hours is credited to the
employee’s sick leave account. Additional information can be found at https://files.nc.gov/
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Leave

Holiday Leave

State Employees normally observe 11 paid holidays each year (12 if Christmas Day falls on a Tuesday,
Wednesday, or Thursday):

e New Year’s Day

e Memorial Day § §\ YVEIGOITIE TO 77
o Veterans Day B Rockfish Hoke
QﬁE!gmegta%School
« Martin Luther King Day @ a0 E5ellence”
W Y7 - v ’

e Independence Day
o Thanksgiving (Thursday and Friday)

e Good Friday

e Labor Day

Christmas (2 or 3 days)

Additional information can be found at https://files.nc.gov/dpi/200522 benefitsmanual final.pdf.

Sick Leave

For each month in which a full time employee works at least half the working days of the month 8
hours of sick leave is earned (part-time employees/pro-rata basis). Sick leave can accumulate indefi-
nitely and can be used for illness of immediate family members as well as for a death in the immedi-
ate family. Accumulated sick leave provides time credited towards retirement (20 days = one month).
Additional information can be found at https://files.nc.gov/dpi/200522 benefitsmanual final.pdf

Continuous Leave of More Than 5 Days

An employee must comply with the notice and verification requirements provided in Policy 7520 -
Family and Medical Leave, for continuous leave of 5 days or more if: (1) the leave also is eligible for
leave under the Family and Medical Leave Act (FMLA), defined in Policy 7520, and (2) the leave is
designated as FMLA-eligible at the time it is taken or as soon as is feasible thereafter. *All absences of
five days or more must be reported to Human Resources.
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Leave

Personal Leave

Teachers, who require substitutes, earn personal leave at a rate of .20 days for each full month of em-
ployment, not to exceed two days per year. Unused personal leave may be carried forward from one
year to another and may be accumulated without limitation until June 30 of each year. On June 30, per-
sonal leave in excess of five days shall be converted to sick leave so that a maximum of five days of per-
sonal leave is carried forward to July 1. At the time of his or her retirement, a teacher may also convert
accumulated personal leave to sick leave for creditable service towards retirement. Personal leave must
be used in half or whole day units and must be approved in advance.

Compensatory Leave

Employees who are not exempt from the provisions of the Fair Labor Standards Act may accrue com-
pensatory time (comp time) at a rate of one and one-half hours for every one hour worked in lieu of
receiving overtime pay for each hour worked beyond 40 in a given workweek. For the purpose of com-
pliance with the Fair Labor Standards Act, the workweek for school system employees will be from
12:00 a.m. Saturday until 11:59 p.m. Friday. Supervisors shall arrange for employees to take comp
time within one pay period following the time it is earned, if possible. An employee must obtain ap-
proval from his or her immediate supervisor before taking compensatory leave.

Leave of Absence Without Pay

With approval of the Hoke County Schools Board of Education, an employee may be granted a leave of
absence without pay for the following reasons and for a period of time of up to one calendar year:

1. military leave (see also Policies 7520-Family and Medical Leave and 7530-Military Leave);
personal illness in excess of sick leave;

family leave (see also Policy 7520);

professional leave;

and other reasons at the discretion of the superintendent with the approval of the Board.

i W

Community Service, Civil & Military Leave

Community service leave includes 24-36 hours annually and does not accumulate. Hours earned varies
due to service option selected and length of employment. Civil and military leave are available to quali-
fied employees, as needed. Additional information can be found at https://files.nc.gov/

dpi/200522 benefitsmanual final.pdf

hild-School Involvement Leav

With prior approval, all employees may take up to four hours of paid leave per year to attend or other-
wise be involved in the school of a child for whom the employee is a parent, guardian, or person stand-
ing in loco parentis.
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Leave

Voluntary Shared Leave

Employees may donate earned leave to a fellow employee who has ex-
hausted all earned leave and continues to be absent due to serious med-
ical conditions. Donations made pursuant to this policy are voluntary.
No employee should feel pressured or coerced to participate. The donat-
ing employee may not receive compensation in any form for the dona-
tion of leave.

Family Medical Leave Act (FMLA)

The FMLA allows eligible employees to take job-protected, unpaid
leave, or to substitute appropriate paid leave if the employee has
earned or accrued it, for up to a total of 12 workweeks (or 26
workweeks in certain cases) in a rolling 12-month period for cer-
tain qualifying conditions or events. To be eligible for FMLA leave,
employees must have been employed by the school system for at
least 12 months and must have worked at least 1250 hours during the previous 12 months. Qualifying
conditions for FMLA leave are as follows:

e the birth and first-year care of a child;
o taking care of a spouse, son, daughter, or parent with a serious medical condition;
e an employee having a serious medical condition of their own;

e aqualifying exigency arising out of the fact that the spouse, son, daughter or parent of
the employee has been deployed, or is on notice of an impending deployment to a foreign
country as a member of the regular Armed Forces on active duty or as a member of the
Reserve components of the Armed Forces under a federal call or order to active duty in
support of a contingency operation; or

e to care for a covered service member with a serious illness or injury ( “serious injury or
illness” and “covered service member” are defined in federal regulation 29 C.F.R.
825.127). An employee who is a spouse, son, daughter, parent or next of kin of the ser-
vice member may take leave for a period of up to 26 workweeks under this provision.

Employees may access more information by referring to Board of Education Policy 7520 - Family Medi-
cal Leave Act on our website at:

https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual /personnel-7000-
series

Employees may access more information by referring to Board of
Education Policies:
7510 - Leave of Absence, 7520 - Family and Medical Leave, and 7540 - Voluntary Shared Leave on our website at:
https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual /personnel-7000-
series

& North Carolina Public Schools Benefits and Enjoyment Policy Manual online at:
http://www.ncpublicschools.org/docs/district-humanresources/key-information/information/
policymanual.pdf
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Employee Rights and Responsibilities

Staff Responsibilities

All staff members must approach their responsibilities conscientiously, always remembering that the
ultimate responsibility of the school district is to create the opportunity and environment where stu-
dents can learn. The following specific responsibilities are also required of all personnel:

e be familiar with, abide by, support and, where appropri-
ate, enforce Board policies, administrative procedures,
school rules and applicable laws;

o attend to the safety and welfare of students, including the
need to ensure that students are supervised at all times;

e demonstrate integrity, respect, and commitment to the
truth through attitudes, behavior and dress;

e address or appropriately direct any complaints concern-
ing the schools, the school program or school operation;
and

e support and encourage good school-community relations
in all interactions with students, parents, and members of
the community.

Employees may access more information by referring to Board of Education Policy 7300 - Staff Respon-
sibilities on our website at:

https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual/
personnel-7000-series

Personnel Files

Personnel files, which may consist of paper or electronic records, will be maintained in the Human Re-
sources office for all employees as provided by law. Employees will be provided with all procedural pro-
tections as provided by law. Pre-employment information, criminal record checks, medical information,
and complaints/reports of harassment or discrimination must all be kept separate from the employee’s
personal general information.

Application forms, employee academic records, professional licenses and other records or reports are
also maintained in a separate location from the employee’s personal general information. An employee
may petition the Board to remove any information from his or her personnel file that the employee
deems invalid, irrelevant, or outdated.

Employees may access more information by referring to Board of Education Policy 7820 - Personnel
Files on our website at:

https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual /personnel-7000-
series
Employees may access more information by referring to Board of Education Policy 7730 - Employee Conflict of
Interest on our website at:

https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual /personnel-7000-
series
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Employee Rights and Responsibilities

Dual Employment

The Board of Education may enter into an agreement with a classified employee to create a “dual employment
position” whereby the employee serves a dual role during the school day (such as bus driver/teacher assistant,
bus

driver/custodian, etc.). When an employee enters into such an agreement for a position, failure to maintain ap-
propriate licensure or certification, failure to fully perform or any refusal to fully perform the assigned duties in
either of the areas will result in dismissal or a leave of absence without pay for both components of the dual posi-
tion. An employee may not resign one portion of the agreed upon position without resigning the other portion,
unless special permission is granted by the superintendent.

The Hoke County Board of Education recognizes the importance of providing adequate transportation for the
children and youth of this county. It is the responsibility of the Hoke County Schools Transportation Department
to maintain an adequate number of substitute bus drivers for the effective and efficient operation of the bus
transportation system. All classified employees not serving as a permanent bus driver are required to maintain
appropriate licensure or certification to operate a school bus. Serving as a substitute bus driver is an essential job
function of the dual employment position. Three refusals to drive as a substitute bus driver when requested to do
so will result in dismissal of the employee. Failure to drive all routes will result in the same.

Employees may access more information by referring to Board of Education Policy 7450 - Dual Employment
Positions on our website at:
https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual /personnel-7000-
series

Professional & Staff Development

ooooo ©000000000000000000000000000000000000000

The goal of professional and staff development programs and opportunities for licensed professional employees
and support staff is to improve the instructional program and create a safe learning environment for all students
by improving and expanding the skills of the professional staff and support personnel.

Professional and staff development must be provided, at the system or school level, on the effective delivery of
the required curriculum.

Licensed employees are expected to engage in self-directed activities to improve their professional skills. These
employees are encouraged to seek information and training through professional development programs as well
as other opportunities in order to meet this responsibility.

Supervisors and principals also may require licensed employees to enter into plans, including mandatory
improvement plans established by state law and individual, monitored and/or directed growth plans established
by the State Board of Education, for professional growth and improving performance.

The school system will not bear the responsibility of the cost of training taken solely for the purposes of licensure
renewal.

Employees may access more information by referring to Board of Education Policy 7800 - Professional & Staff
Development on our website at:

https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual /personnel-7000-
series

HCS Employee Handbook - 19


https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual/personnel-7000-series
https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual/personnel-7000-series
https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual/personnel-7000-series
https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual/personnel-7000-series

Employee Rights and Responsibilities

Staff-Student Relations

The Hoke County Board of Education expects all employees to maintain the highest professional, moral,
and ethical standards in their interactions with students. Employees are required to provide an atmos-
phere conducive to learning through consistently and fairly applied discipline and established and
maintained professional boundaries. All employees are prohibited from dating, courting, or entering
into a romantic relationship or having sexual contact with any student enrolled in the school system re-
gardless of the student’s age. Employees engaging in such inappropriate conduct will be subject to disci-
plinary action, up to and including dismissal, and may be subject to criminal action as provided in G.S.
14-202.4 and 14-27.32.

Employees may access more information by referring to Board of Education Policy 7310 - Staff-Student
Relations on our website at:

https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual/
personnel-7000-series

Confidentiality

Employees have an absolute duty to maintain the confidentiality of records as required by law. Employ-
ees, by the nature of their occupation, are exposed to confidential information which should not be re-
peated or discussed except with those recognized by law as having a right to the information. Any em-
ployee who is not sure whether particular information may be protected by state or federal confidenti-
ality laws should seek clarification from his or her immediate supervisor or the director/supervisor for
Human Resources. Where violations occur, appropriate disciplinary action will be taken, up to, and in-
cluding, dismissal.

Employee Use of Soqal Medla

As practicable, the Hoke County Board of Education will
provide access to secure social media tools and Board
approved technologies for use during instructional time
and for school-sponsored activities in accordance with Poli- = \MIF DAY
cies 3220- Technology in the Educational Program and WELCOME BACK
3225/4312/7320-Technology Responsible Use. School ST“DE“TS AND STAFF
employees who use social media for personal purposes
must be mindful that they are responsible for their public
conduct even when not acting in their capacities as school
system employees. All school employees, including student
teachers and independent contractors, shall comply with
the requirements of this policy when using electronic so-
cial media for personal purposes. In addition, all school
employees must comply with Policy 4040/7310-Staff-
Student Relations when communicating with individual
students through other electronic means, such as through
voice, email, or text messaging.

% J W TURLINGTON SCHOOL
Titans On The Rise!

Employees may access more information by referring to-

https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual /personnel-7000-
series

HCS Employee Handbook - 20


https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual/personnel-7000-series
https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual/personnel-7000-series
https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual/personnel-7000-series
https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual/personnel-7000-series

Employee Rights and Responsibilities

Technology Responsible Use

The use of school system technological resources, including access to the Internet, is a privilege, not a
right. Individual users of the school system’s technological resources are responsible for their behav-
ior and communications when using those resources. Responsible use of school system technological
resources is use that is ethical, respectful, academically honest, and supportive of student learning.
Each user has the responsibility to respect others in the school community and on the Internet. Users
are expected to abide by the generally accepted rules of network etiquette. Employee behavior stand-
ards, including those prescribed in applicable Board policies, and other regulations and school rules,
apply to use of the Internet and other school technological resources. Acceptable uses of such techno-
logical resources are limited to responsible, efficient, and legal activities that support learning and
teaching.

No right of privacy exists in the use of technological resources. Users should not assume that files or
communications created or transmitted using school system technological resources or stored on
services or hard drives of individual computers will be private. School system administrators or
individuals designated by the superintendent may review files, monitor all communication, and inter-
cept e-mail messages to maintain system integrity and to ensure compliance with Board policy and ap-
plicable laws and regulations. School system personnel shall monitor online activities of individuals
who access the Internet via a school-owned computer.

Employees may access more information by referring to Board of Education Policy 7320 - Technology
Responsible Use on our website at:

https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual /personnel-7000-
series

Conflict of Interest

All employees are expected to refrain from engaging in or having a financial interest, directly or indi-
rectly, in any activity that conflicts with duties and responsibilities in the school system. Conflicts of
interest relating to financial interests or receipts of gifts are stated in Board policy. Conflict of interests
relating to non-School employment is also stated in Board policy.
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Employee Rights and Responsibilities

Money Collection

Each officer, employee, and agent of the school district or individual school whose duty it is to collect or
receive any taxes or other monies will deposit daily his or her collections and receipts. Regardless of the
amount on hand, all funds will be deposited within 24 hours of receipt.

Employees may access more information by referring to Board of Education Policy 8325 - Daily Depos-
its on our website at:

https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual/fiscal-
management-8000-series

Political Activity

The employee's right of citizenship involving registering, discussing political issues, voting, campaign-
ing for candidates or issues, running for or serving in public office, and participating on a committee or
board which seeks to serve the welfare of the community, will not be infringed upon due to employ-
ment in the school district. These political activities will not:

o take place during school time;
¢ involve school monies or materials; or

o make use of an official school position to encourage or to coerce students or other employees
of the district to support in any way a political party, candidate or issue.

Employees may access more information by referring to
Board of Education Policy 7720 - Employee Political
Activities on our website at:

https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual/
personnel-7000-series

Resignation & Retirement

Resignation

Professional employees who intend to resign for any reason are encouraged to indicate their plans in writing at
as early a date in the school year as possible, such as when plans become firm and/or the decision to leave the
school system is made. A resignation becomes effective at the end of the school year in which it is submitted. A
resignation for any other time requires 30 days’ notice unless the superintendent consents to a shorter notice
period. Letters of resignation must be submitted to the superintendent.

Retirement

Any employee who anticipates retirement will notify the Assistant Superintendent of Human Resources at least
90 days prior to his or her intended retirement date, except in cases where health or other extenuating circum-
stances make shorter notices necessary. No employee will be required to retire at any age.

Employees may access more information by referring to Board of Education Policies 7900 - Resignation
& 7910 - Retirement on our website at:

https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual/personnel-7000-series
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Employee Rights and Responsibilities

Evaluation of Non-Certified Employee Performance

All non-certified employees should be evaluated at least once by May 29th of each school year. All employees in
the same job must be evaluated on the same competencies. The HR Department should be contacted if an em-
ployee shows evidence of an extreme violation or consistently below standard performance. Employees who
score below standard should be provided a plan of assistance to improve performance. A copy of the signed eval-
uation should be given to the employee; a copy should be placed in the employee’s personnel file.

Copyright

All Hoke County Schools employees are strictly prohibited from infringing on the property rights of any copyright
owner. Duplication of copyrighted materials is strictly prohibited by employees and students unless usage of
said material is upheld by the “fair use” standard sanctioned by the United States Congress. Employees and stu-
dents are expected to adhere to all copyright laws.

The Hoke County Board of Education Policy Manual states that fair use is based on the following standards:

e the purpose and character of the use, including whether such use is of a commercial nature or is for
nonprofit educational purposes;

e the nature of the copyrighted work;

e the amount of and the substantiality of the portion used in relation to the copyrighted work as a
whole; and

e the effect of the use upon the potential market for, or value of, the copyrighted work.

Employees may access more information by referring to Board of Education Policy 3230/7330 - Copyright
Compliance on our website at:

https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual /personnel-7000-
series

Substitute Teachers

Classroom teachers in Hoke County Schools are expected and encouraged to maintain good attendance so that
learning is optimal for students. However, effective and capable substitute teachers are employed on an ‘as
needed’ basis to assist learning for students when certified teachers must be absent from school.
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Employee Rights and Responsibilities

Teacher - Duties of and Grounds for Dismissal

To Maintain Order and Discipline,

To Provide for the General Well-Being of Students,

To Provide Some Medical Care to Students,

To Teach the Students,

To Enter into the Superintendent’s Plans for Professional Growth,

To Discourage Nonattendance,

To Make Required Reports, and,
To Take Care of School Buildings.

T o WM m o oW

Grounds for Dismissal as stated in Hoke County Board of Education Policy
inadequate performance, as defined by the applicable state statute;
immorality;
insubordination;
neglect of duty;

physical or mental incapacity;

m Mmoo 0w R

habitual or excessive use of alcohol or nonmedical use of a controlled substance as defined in Article 5,
Chapter 90 of the General Statutes;

o

conviction of a felony or a crime involving moral turpitude;

H. advocating the overthrow of the government of the United States or of the state of North Carolina by force,
violence, or other unlawful means;

. failure to fulfill the duties and responsibilities imposed upon teachers or school administrators by the Gen-
eral Statutes;

J. failure to comply with such reasonable requirements as the Board may prescribe;

K. any cause that constitutes grounds for the revocation of an employee’s teaching or school administrator
license;

L. ajustifiable decrease in the number of positions due to school system reorganization, decreased enrollment,
or decreased funding, provided that there is full compliance with other statutory requirements;

M. failure to maintain one’s license in current status;

N. failure to repay money owed to the state in accordance with the provisions of Article 60, Chapter 143 of the
General Statutes; and

0. providing false information or knowingly omitting a material fact on an application for employment or in
response to a pre-employment inquiry.

Employees may access more information by referring to HCS Board of Education Policy
7930 - Professional Employees: Demotion and Dismissal on our website at:

https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual /personnel-7000-
series
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Employee Rights and Responsibilities

Beginning Teacher Support Program

The Hoke County Schools Beginning Teacher Support Program provides comprehensive support for the induc-
tion of new teachers. Hoke County Schools will provide for the efficient management of the Beginning Teacher
Support Program by employing three full-time Personnel Support Coordinators and two full-time Licensure Spe-
cialists. The Beginning Teacher Support Program will be monitored by the Assistant Superintendent of Human
Resources in collaboration with the Personnel Support Coordinators. The program shall consist of the following:

e New teacher orientation,

e Beginning teacher assignments in the areas of licensure supported by a trained
mentor,

e Two full-time Licensure Specialists,

e Three full-time Personnel Support Coordinators,

e Training in the North Carolina Teaching Standards,

e Training in the NC Educator Evaluation System,

¢ Paid school level mentors,

¢ Collaboration with the principal and other central office departments including
Curriculum and Instruction, Exceptional Children, Federal Programs, and Ac-
countability,

e Analysis of the Teacher Working Condition Survey data, and

¢ Continuous monitoring of the Beginning Teacher Support Program.

Employees may access more information by referring to the Beginning Teacher Support Plan on our website at:
https://sites.google.com/a/hcs.k12.nc.us/human-resources/beginning-teachers

Extracurricular Activities/Non-Instructional Duties
The Hoke County Board of Education acknowledges that instructing students is the primary mission of the
school system. Generally, in order to carry out the responsibilities of the school system, teachers, and other
employees may also be required to perform certain non-instructional and extracurricular duties. Assigned
additional duties are considered part of all employees’ responsibilities. Initially licensed teachers and teachers
with 27 or more years’ experience (exempt teachers) may not be assigned extracurricular duties unless they
request the assignments in writing.

Employees may access more information by referring to Board of Education Policy
7405 - Extracurricular and Non-Instructional Duties on our website at:

https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual /personnel-7000
-series

Licensure

Except as otherwise permitted by the State Board of Education or state law, a person employed in a professional
educator position must hold at all times a valid North Carolina professional educator’s license appropriate to his
or her position. Licensure renewal is the responsibility of the individual, not of the school system. Any employee
who allows a license to expire must have it reinstated prior to the beginning of the next school year. A teacher
whose license has expired is subject to dismissal.

Employees may access more information by referring to Board of Education Policy 7130 - Licensure on our web-
site at:
https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual /personnel-7000-
series
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Discrimination, Harassment, and Bullying

The Hoke County Board of Education acknowledges the dignity and worth of all students and employees and
strives to create a safe, orderly, caring and inviting school environment to facilitate student learning and
achievement. Hoke County Schools strictly prohibits discrimination on the basis of race, color, national
origin, sex, disability, or age.

Discrimination means any intentional or unintentional act or failure to act that unreasonably or unfavorably
differentiates treatment of others based solely on their membership in a socially distinct group or catego-
ries, such as race, ethnicity, sex, pregnancy, religion, age, or disability.

Harassment or bullying behavior is any pattern of gestures or written, electronic, or verbal communications,
or any physical act or any threatening communication that

e places a student or school employee in actual and reasonable fear of harm to his or her person or
damage to his or her property; or

e creates or is certain to create a hostile environment by substantially interfering with or impairing
a student’s educational performance, opportunities, or benefits.

Employees may access more information by referring to Board of Education Policies 1710/4021/7230 -
Prohibition against Discrimination, Harassment, and Bullying at:

https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual /governing-
principles-1000-series

Employees who wish to voice a complaint should refer to Board of Education Policies 1720/4015/7225
- Discrimination, Harassment, and Bullying Complaint Procedure at:

https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual /governing-
principles-1000-series

School Safety

Safe schools are critical to creating a learning environment in which students can succeed. Staff and students
share the responsibility for taking reasonable precautions and following established safety measures to
create and maintain safe schools. All employees are expected to perform the following safety measures:

o Supervision of students while in the care and custody of the school system,
e Supervision of visitors to school campuses,

e Prevention of unsafe conditions by taking care of school buildings and grounds and identification
of any personal hazards,
e Awareness and reporting of situations and or hazards that may pose a threat to the safety of

students, employees, or visitors on school property, at school events, or in other situations in
which the students are under the authority of school employees.

Employees may access more information by referring to Board of Education Policy 7270 - School Safety on
our website at:

https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual /personnel-7000-
series
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Health Examination Certificate

The Health Examination Certificate is included in the New Hire
Paperwork. Health certificates are a condition of employment
with Hoke County Schools. North Carolina state law mandates
the completion and submission of health certificates. Per Poli-
cy 115C-323, "Any person initially employed in a public school
or reemployed in a public school after an absence of more than
one school year shall provide to the superintendent a certificate
certifying that the person does not have any physical or mental
disease, including tuberculosis in the communicable form or
other communicable disease, that would impair the person's
ability to perform his or her duties effectively.” The health
certificate must be completed before the employee’s first day

of work and returned to Human Resources.

e TBskin tests and physical examinations are considered cur-
rent only if they’ve been completed within the past year.

e Ifthe employee is coming from another NC PSU and has not ‘d“T;chmal o

Career an

been separated from public school employment for more than , HOKE COUNTY
~ HIGH SCHOOL

one school year, the employee may request a copy of their A e

health certificate from their previous NC PSU.
Horticulture

e Out-of-State applicants may have their certificate completed

Welding

by a health care provider with an out-of-state unrestricted o
arpentry

license or registration.

e Ifthe employee does not have a regular physician,
First Health Center in Raeford (910-904-2350) and the Simple
Clinic in Fayetteville (910-491-4530) offers both the TB skin
test and physical to HCS Employees. Please call for pricing.

Employees may access more information by referring to Board of Education Policy 7120- Employee Health
Certificate on our website at:

_https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual /personnel-7000-
series
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Title IX

TITLE IX SEXUAL HARASSMENT -
PROHIBITED CONDUCT AND
REPORTING PROCESS Policy Code:  1725/4035/7236

The board acknowledges the dignity and worth of all students and employees and strives to create
a safe, orderly, caring, and inviting school environment to facilitate student learning and
achievement. As provided in policy [ 720/4030/7235, Title IX Nondiscrimination on the Basis of
Sex, the board will not tolerate sexual harassment in the education program and activities of the
school system. The board takes seriously all reports and formal complaints of sexual harassment.

This Title IX sexual harassment policy specifically prohibits sexual harassment as that term is
defined under Title IX. It provides a process for students, employees, and others to report such
sexual harassment for response by school officials. All incidents of conduct that could constitute
sexual harassment under this policy are to be reported and treated in accordance with this policy,
whether or not the incidents may also constitute violations of other board policies or standards of
conduct.

Individuals who believe they have been subjected to sexual harassment prohibited by this policy
or who have witnessed or have reliable information that another person has been subjected to
sexual harassment prohibited by this policy should use the process provided in Section C of this
policy to report such violations.

The board also provides a grievance process for those who believe they have been victims of sexual
harassment that is designed to achieve prompt and equitable resolution of formal complaints of
sexual harassment through a formal investigation and adjudication of the allegations in the
complaint or through informal resolution processes. The grievance process is provided in policy
1726/4036/7237, Title IX Sexual Harassment Grievance Process. Affected individuals are
encouraged to report sexual harassment in accordance with the process provided in Section C of
thiz policy before filing a formal complaint to initiate the grievance process.

AL PROHIBITED BEHAVIOR

Students, school system employees, volunteers, and visitors are expected to behave in a
civil and respectful manner. The board expressly prohibits sexual harassment by students,
employees, board members, volunteers, or visitors. “Visitors” includes parents and other
family members and individuals from the community, as well as vendors, contractors, and
other persons doing business with or performing services for the school system.

Sexual harassment prohibited under Title IX and by this policy is conduct on the basis of
sex occurring in a school system education program or activity that satisfies one or more
of the following:

l. an employee of the school system conditioning the provision of an aid, benefit, or
service of the school system on an individual’s participation in unwelcome sexual
conduct;
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2 unwelcome conduct determined by a reasonable person to be so severe, pervasive,
and objectively offensive that it effectively denies a person equal access to the
school system’s education program or activities. This determination requires
consideration of all the facts and circumstances, including, but not limited to, the
ages and disability statuses of the harasser and the victim and the number of
individuals involved and their authority;

3 sexual assault including rape, statutory rape, fondling, and incest;
4. dating violence;

5. domestic violence; or

6. stalking.

Sexual assault, dating violence, domestic violence, and stalking will be defined in
accordance with applicable law and the definitions will be incorporated into an
administrative regulation developed by the superintendent.

Conduct that satisfies this standard is not sexual harassment for purposes of this policy if
the conduct occurred (1) outside the United States or (2) under circumstances in which the
school system did not have substantial control over both the harasser and the context in
which the harassment occurred.

All references to “sexual harassment™ in this policy mean sexual harassment that meets this
definition.

Examples of conduct on the basis of sex that would be considered sexual harassment if the
conduct satisfies the criteria above include, but are not limited to: unwelcome sexual
advances; requests for sexual favors; and other verbal or physical conduct of a sexual
nature, such as deliberate, unwelcome touching that has sexual connotations or is of a
sexual nature; suggestions or demands for sexual involvement accompanied by implied or
overt promises of preferential treatment or threats; pressure for sexual activity, continued
or repeated offensive sexual flirtations, advances, or propositions; continued or repeated
verbal remarks about an individual's body; sexually degrading words used toward an
individual or to describe an individual; sexual assault; sexual violence; the display of
sexually suggestive drawings, objects, pictures, or written materials; posting sexually
suggestive pictures of a person without the person’s consent; and forwarding pornographic
material depicting a classmate or other member of the school community. Acts of verbal,
nonverbal, or physical aggression, intimidation, or hostility based on sex or sex-
stereotyping but not invelving conduct of a sexual nature may also constitute sexual
harassment.

Conduct that is determined not to meet the definition above may violate other board
policies or established standards of conduct and will be treated accordingly. For example,
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conduct that does not meet the definition of Title IX sexual harassment above may
nevertheless violate other board policies, including:

. policy 4329/7311, Bullying and Harassing Behavior Prohibited. prohibiting all
forms of bullying and harassing conduet, including when it consists of unwelcome
conduct of a sexual nature:

. policy 7232, Discrimination and Harassment in the Workplace, prohibiting
harassment in the workplace; or

. policy 4040/7310, Staff-Student Relations, prohibiting romantic or sexual
relationships between employees and students.

Mothing in this policy 15 intended to limit discipline for violation of other board policies
when appropriate and consistent with law.

B. DEFINITIONS
The following additional definitions apply in this policy.
l. Eeport

A report is an oral or written notification that an individual is an alleged or
suspected perpetrator or victim of sexual harassment.

Making a report initiates the interactive process with the complainant described in
Section D.1, below. Mo disciplinary action will be taken against a respondent for
sexual harassment based on a report alone.

2. Formal Complaint
A formal complaint is a document signed and filed with the Title IX coordinator by
a complainant or signed by the Title IX coordinator alleging sexual harassment
against a respondent and requesting that school officials investigate the
allegation(s). Filing a formal complaint initiates the grievance process set forth in

policy 1726/4036/7237, Title IX Sexual Harassment Grievance Process.

At the time of filing a formal complaint, a complainant must be participating in or
attempting to participate in the education program or activities of the school system.

3 Complainant

The complainant is the individual(s) who is alleged to be the victim of conduct that
could constitute sexual harassment.

4. Respondent
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The respondent is the individualis) who has been reported to be the perpetrator of
conduct that could constitute sexual harassment.

5. Grievance Process

Grievance process means the process for investigating and reaching a final
determination of responsibility for a formal complaint of sexual harassment. The
sexual harassment grievance process is set out in policy 1726/4036/7237.

6. Title IX Coordinator

The Title IX coordinator is a school official who is designated to coordinate the
school system’s response to sexual harassment and allegations of sexual

harassment. Contact information for the Title IX coordinator is posted on the
school system’s website and listed in policy 1720/4030/7235, Title IX
MNondiscrimination on the Basis of Sex.

7. Supportive Measures

Supportive measures are non-disciplinary, non-punitive individualized services
offered as appropriate, as reasonably available, and without fee or charge to the
complainant or the respondent before or after the filing of a formal complaint or
where no formal complaint has been filed. Such measures are designed to restore
or preserve equal access to the school system’s education program and activities
without unreasonably burdening the other party, including measures designed to
protect the safety of all parties or the school system’s educational environment, or
deter sexual harassment.

Supportive measures available to the parties include, but are not limited to,
counseling, mental health services referral, extensions of deadlines or other course-
related adjustments, modifications of work or class schedules, escort services,
mutual restrictions on contact between the parties, changes in work locations,
leaves of absence, increased security and monitoring, and other similar measures
determined by school officials to be necessary to protect the safety or educational
or employment activities of a party.

8. Days
Days are calendar days unless specified otherwise.
9, Student(s)
“Student(s)” means the student and/or the student’s parent or legal guardian unless

the context clearly indicates otherwise. When the complainant or respondent is a
student, references to those terms also include the student’s parent or legal guardian

HOKE COUNTY BOARD OF EDUCATION POLICY MANUAL Page 4 of 11

HCS Employee Handbook - 31



Title IX

Policy Code:  1T25/4035/7236

unlezs the context clearly indicates otherwize.
10, Actual Knowledge

“Actual knowledge” means a school emplovee has notice of sexual harassment or
allegations of sexual harassment.

C. REPORTING SEXUAL HARASSMENT
l. Student Reports

Any student who believes he or she is a victim of sexual harassment occurring in
the school system’s education programs or activities is encouraged to report the
matter to the student’s principal or to the Title IX coordinator. Reports may also
be made to a teacher, counselor, assistant principal, teacher assistant, or any other
school employvee. Middle and high school students may also report sexual
harassment through the anonymous tip line, but school officials may be limited in
their ability to respond if the report does not identify the complainant.

2. Mandatory Reporting by School Employees and Board Members
Any employee or member of the board of education who has actual knowledge of
sexual harassment or allegations of sexual harassment occurring in the education
program or any activity of the school system must report that information

immediately to the Title IX coordinator.

Any of the following confers “actual knowledge” and must be reported

immediately:
a. a report of sexual harassment from a student or other person;
b. the employee or board member witnesses conduct that is or reasonably

could be sexual harassment; or

C. the employee or board member discovers evidence of sexual harassment,
such as sexualized graffiti on school property, or otherwise has reliable
information or reason to believe that a student, employee, or other
individual may have been sexually harassed in violation of this policy, even
if no one has reported the sexual harassment.

Employees who observe an incident of harassment are expected to intervene to stop
the conduct in situations in which they have supervisory control over the
perpetrator, and it is safe to do so. An employee with actual knowledge of possible
sexual harassment in violation of this policy who does not promptly report the
conduct and/or take proper action as required by this subsection, or who knowingly
provides false information about the incident, will be subject to disciplinary action,
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up to and including dismissal.

Any doubt about whether particular conduct 1s possible sexual harassment must be
resolved in favor of reporting the conduct.

The mandatory reporting required by this section is in addition to required reporting
under policies 4040/73 10, Student-Staff Relations, and 4240/7312, Child Abuse
and Related Threats to Child Safety, where the conduct at i1ssue requires a report
under either of those policies.

3 Reporting by Others

All other members of the school community are strongly encouraged to report any
act that may constituie an incident of sexual harassment in violation of this policy
to the school principal, the Title IX coordinator, or the superintendent.

4. Content of the Report

To the extent possible, reports should be sufficient to put school officials on notice
of conduct that could constitute sexual harassment. Employees making mandatory
reports should provide as much detail about the alleged sexual harassment as is
known, unless such disclosure would violate law or standards of professional
ethics. Reports, other than mandatory reports by emplovees, may be made
anonymously, but anonymous reports may limit the school system’s ability to
respond fully if the alleged victim is not identified.

3. Time Period for Making a Report

Reports by students and third parties can be made at any time. During non-business
hours, reports can be made by using the contact information for the Title IX
coordinator provided on the school system’s website and in policy 1720/4030/7235,
Title IX Nondiscrimination on the Basis of Sex. A report should be made as soon
as possible after disclosure or discovery of the facts giving rise to the report. Delays
in reporting may impair the ability of school officials to investigate and respond to
any subsequent formal complaint.

School employees and board members with actual knowledge of sexual harassment
must report that information immediately, as provided in subsection C.2 above.

D. SCHOOL OFFICIALS" RESPONSE TO ACTUAL KNOWLEDGE OF SEXUAL HARASSMENT
As required to meet the school system’s obligations under Title IX, school officials shall
respond promptly and impartially to actual knowledge of alleged sexual harassment in a
manner that is not deliberately indifferent. A response that is not deliberately indifferent

is one that is not clearly unreasonable in light of the known circumstances and includes, at
a minimum, the provision of supportive measures to the complainant, as described in this
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gection.

Consistent with this duty, school officials shall respond to all reports of conduct that could
constitute sexual harassment in accordance with this section. However, a report alleging
conduct that is not sexual harassment as defined in this policy is not subject to this policy
but may be referred to appropriate school officials as a possible violation of other board
policies.

1. Title IX Coordinator Initiates Interactive Process with Complainant

Upon receiving a report of alleged sexual harassment, the Title IX coordinator shall
prompily contact the complainant and the complainant’s parent or guardian
confidentially. This contact must occur within three days, excluding weekends,
absent extenuating circumstances. The Title IX coordinator shall also notify the
principal of the report and, if an employee is the complainant or respondent, the
senior human resources official or designee.

When contacting the complainant and parent or guardian, the Title IX coordinator
shall do all of the following during the contact and shall document the same:

a. offer supportive measures,
b. consider the complainant’s wishes with respect to supportive measures;
C. explain that supportive measures are available with or without the filing of

a formal complaint; and

d. explain the process for filing a formal complaint with the Title 1X
coordinator and the response required of the school system when a
complaint is filed, including all the following:

L that a formal complaint will initiate the grievance process described
in policy 1726/4036/7237, Title IX Sexual Harassment Grievance
Process:

1. that a formal complaint may be filed with the Title IX coordinator
in person, by mail, or by electronic mail;

1. the major steps in the grievance process, including (1) a notice of
the allegations that will be provided to the respondent that includes
identification of the complainant and the allegations made; (2) an
investigation of the allegations of sexual harassment in which both
parties will have opportunity to have an advisor, present witnesses,
review evidence, pose written questions of the other party, and
receive a copy of the investigative report: (3) a decision on
responsibility in which a decision-maker objectively evaluates all
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relevant evidence and determines whether the respondent engaged
in the alleged sexual harassment in violation of this policy; and (4)
the opportunity for either party to appeal the decision;

v, the approximate time frame for concluding the grievance process;

V. that school officials will treat both parties equitably by (1) providing
remedies to the complainant if the respondent is found responsible,
and (2) by not imposing disciplinary sanctions on the respondent
without first following the grievance process set forth in policy
1726/4036/7237;

vi. the circumstances under which a formal complaint might be
consolidated with other formal complaints or dismissed; and

vii.  that the Title IX coordinator may have an obligation to initiate the
grievance process in the absence of a formal complaint filed by the
complainant and the time frame in which that decision will be made.

2. Title IX Coordinator Arranges Implementation of Supportive Measures

After considering the complainant’s wishes, the Title I’X coordinator shall arrange
the effective implementation of appropriate supportive measures unless, in the
exercise of good judgment, the Title IX coordinator determines that supportive
measures should not be provided. If supportive measures are not provided to the
complainant, the Title IX coordinator shall document why supportive measures
were not provided and why not providing supportive measures is not deliberately
indifferent to known sexual harassment.

If the complainant is a student with a disability, the Title IX coordinator may need
to consult with appropriate school personnel to determine whether adjustments to
the student’s IEP or Section 504 plan are needed to implement any supportive
measures to be provided and/or whether the student’s plan necessitates any
adjustment to the proposed supportive measures.

3 Title IX Coordinator Determines Whether to Sign a Formal Complaint

If the complainant declined to file a formal complaint within the designated time
period following the interactive process described above, the Title IX coordinator
shall determine on a case-by-case basis whether to sign, i.e., file, a formal complaint
to initiate the grievance process.

The Title IX coordinator should file a formal complaint (1) if the respondent is a
school employee and the complainant is a student; and (2) in other cases where, in

the exercise of good judgment and in consultation with the school attorney as
appropriate, the coordinator determines that a grievance process is necessary to
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comply with the obligation not to be deliberately indifferent to known allegations
of sexual harassment. Credibility or merit of the complaint shall not be considered
in making the determination.

A decision by the Title IX coordinator to sign a formal complaint is not to be
construed as supportive of the complainant or in opposition to the respondent or as
an indication of whether the allegations are credible or have merit, or whether there
is evidence sufficient to determine responsibility. Signing a formal complaint does
not make the Title IX coordinator a complainant or party to the complaint nor
relieve the Title IX coordinator from any responsibilities under this policy.

The Title IX coordinator shall document the decision of whether to sign a complaint
and the reasons for that decision.

4. Presumption of Non-responsibility of Respondent and Bar on Disciplinary
Sanctions without Due Process

The respondent identified in any report alleging sexual harassment under this policy
will he presumed not responsihle for the alleped conduct until the respondent’s
responsibility is conclusively established through the grievance process outlined in
policy 1726/4036/7237, Title IX Sexual Harassment Grievance Process,

No disciplinary sanction or other action that is not a supportive measure, including
but not limited to (1) short or long-term suspension, expulsion, or transfer to an
alternative school or program for student-respondents and (2) suspension,
demotion, or dismissal for emplovee-respondents, may be imposed for a violation
of this policy unless the respondent agrees to a specific disciplinary sanction or
action in an informal resolution or has been determined to be responsible for the
sexual harassment at the conclusion of a grievance process that complies with the
process in policy 1726/4036/7237. An employee-respondent, however, may be
placed on administrative leave during the pendency of the grievance process if
consistent with applicable state and federal laws.

Notwithstanding the limitation just described, respondents are subject to emergency
removal as described in the next paragraph.

3. Emergency Removal of Respondent from School or Emplovment

Any respondent is subject to removal from the school system’s education program
and activities, or any part of the program or activities, on an emergency basis if a
school-based threat assessment team conducts an individualized safety and risk
analysis and determines that removal is justified because the person poses an
immediate health or safety threat to any person arising from the allegations of
sexual harassment. A removal under this subsection includes a transfer of a student
to an alternative education program consistent with policy 3470/4303, Alternative
Learning Programs/Schools. A schedule change, and/or removing a student from
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an extracurricular activity is also considered a remowval under this subsection where
such action would not otherwise constitute a supportive measure.

The emergency removal may take place regardless of whether a formal complaint
has been filed. However, any such removal must be consistent with federal and
state law, including any applicable law protecting the rights of individuals with
disabilities. The respondent shall receive notice of the removal and an opportunity
to challenge the decision in an informal hearing with the superintendent or designee
immediately following the remowval.

An employee may be placed on administrative leave with or without pay during the
pendency of the grievance process set out in policy 1726/4036/7237, Title IX
Sexpal Harassment Grievance Process, if consistent with state law and in
accordance with any applicable requirements of state law.

The superintendent or designee shall document all emergency removal decisions
under this subsection, including the immediate threat to health or safety that
justified the remowval.

6. Supportive Measures

Supportive measures will be available to both the complainant and respondent
before or after the filing of a formal complaint or where no formal complaint has
been filed. Supportive measures will remain confidential to the extent that
maintaining such confidentiality does not impair the ability to provide the
supportive measures. The Title IX coordinator is responsible for coordinating the
effective implementation of supportive measures.

E. GRIEVANCE PROCESS FOR FORMAL COMPLAINTS

The grievance process for formal complaints of sexual harassment under this policy is set
out in policy 1726/4036/7237, Title IX Sexual Harassment Grievance Process. The policy
also provides an informal resolution process for complainants who seek an alternate means
of resolution to their complaint.

As described in subsection D.3 above, the Title IX coordinator may also initiate the
grievance process, as needed.

F. RECORDS
The Title IX coordinator shall create and maintain for a period of seven years records of
all reports and formal complaints of sexual harassment. For each report or formal

complaint, the coordinator shall document the following:

l. any actions, including any supportive measures, taken in response to the report or
formal complaint;
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2 that school officials have taken measures that are designed to restore or preserve
equal access to the school system’s education program and activities;

3. why school officials believe their response to the report or complaint was not
deliberately indifferent; and

4, if supportive measures were not provided to the complainant, why that was not
clearly unreasonable in light of the known circumstances.

In conjunction with the superintendent, the Title IX coordinator shall also maintain for seven years
all materials used to train the Title IX coordinator, investigators, decision-makers, and any person
who facilitates an informal resolution process. These materials will be made publicly available on
the school system’s website.

Legal References: Title IX of the Education Amendments Actof 1972, 20 U.5.C. 1681 ef seq., 34
C.F.R. pt. 106: Gebser v. Lago Vista Independent School Disirici, 524 U.S. 274 (1998); G.8. 115C-
335.5; Davis v. Monroe County Board of Education, 526 U.S. 629 (1999); O& 4 on Campus Sexual
Misconduct, U.S. Department of Education, Office for Civil Rights (2017), available at
hitps:/fwww2.ed. goviabout/offices/list'ocr/docs/ga-title-ix-201 709.pdf; Dear Colleague Letter
(Title 1X Coordinator) and Tirle IX Resowrce Guide, U.S. Department of Education, Office for
Civil Rights (2015), both available at htips./www2. ed.gov/policy/rights/guidiocr/title-ix-
coordinators.html; Revised Sexual Harassment Guidance: Harassment of Students by School
Employvees, Other Students, or Third Parties, U.5. Department of Education, Office for Civil
Rights (2001), available at https:/'www?2.ed.sov/about/offices/list/ocr/docs/shouide. him]

Cross References: Title IX Nondiscrimination on the Basis of Sex (policy | 7200/4030/72335), Title
IX Sexual Harassment Grievance Process (policy 1726/4036/7237), Alternative Learning
Programs/Schools (policy 3470/4305), Staff-Student Relations (policy 4040/7310), Child Abuse
and Related Threats to Child Safety (policy 4240/7312), Bullying and Harassing Behavior
Prohibited (policy 4329/7311), Discrimination and Harassment in the Workplace (policy 7232)

Adopted: August 11, 2020
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Employees, students, visitors, and other persons are prohibited from
possessing, carrying, using, threatening to use, or encouraging |
another person to possess, carry, use, or threaten to use, weapons or R o
explosives on school property or while attending curricular or - S
extracurricular activities sponsored by the school system. This policy ‘

applies to weapons or explosives carried openly or concealed. Any 11 \

employee who violates this policy will be subject to immediate |
termination. Any visitor or other person who violates this policy will
be escorted from the premises and/or school activity immediately.
Any employee who is aware that a weapon or explosive is present on
school property or at a school event in violation of this policy must -
immediately report this information to the principal or designee or

the school resource officer as appropriate.

Employees may access exclusions and more information by referring to Board of Education Policy 7275
- Weapons and Explosive Prohibited on our website at:

https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual /personnel-7000-
series

Bloodborne Pathogens & the Universal Precautions

Employees need be aware of the Universal Precaution for
Body Fluid and Blood-borne Pathogens. Employees should
avoid contact with blood or other body fluids or should wear
gloves when coming into contact with blood or body fluids.
The Universal Precaution is defined as always handling an
individual’s blood and body fluid as if it is infectious. The term
“Infectious” means that a disease or disease-causing organism
has the ability to enter an Individual’s body if they are ex-
posed to it. Exposure typically occurs through the mucous
membranes, such as one’s eyes or mouth or through an
opening in the skin'’s surface, such as a cut or puncture
wound.

Employees are required to forego training with Student Support Services to learn about Blood-borne
Pathogens and the Universal Precautions for Body Fluid and Blood-borne Pathogens. If an employee
feels that he/she has been exposed to blood or bodily fluids, they should immediately contact a School
Nurse. If a School Nurse is unavailable, the employee should contact Hoke County Schools’ Human
Resources Department.

Employees may access more information by referring to Board of Education Policy 7260 - Occupational
Exposure to Blood-borne Pathogens on our website at:

https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual /personnel-7000-
series
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Inclement Weather Procedures

As per Hoke County Board of Education Policy, on a day that employees have the option to report for a workday,
but pupils are not required to attend school due to inclement weather, employees may have the following options
based on the superintendent’s determination:

e report to work;
e take accumulated annual (vacation) leave;

e take accumulated personal leave, if available (teachers on-
ly);
¢ take leave without pay;

e use compensatory leave already accumulated; or

¢ make up the time missed.

If an employee elects to make up time, it must be at a mutually agreed upon time between the employee and the
immediate supervisor. For 10-month employees, it must be within the regular 10-month employment.

Employees may access more information by referring to Board of Education Policy 7550 - Absences due to
Inclement Weather on our website at: https://sites.google.com/a/hcs.k12.nc.us/testb/departments/
administration/policy-manual /personnel-7000-series

Drug, Tobacco, & Alcohol-Free Workplace Environment

The Hoke County Board of Education recognizes that eliminating drug and alcohol abuse in the workplace
improves the safety, health, and productivity of employees. It is the policy of the Board of Education that a
drug-free, tobacco-free and alcohol-free workplace must be maintained. All employees of Hoke County Schools
are prohibited from possessing or using drugs, alcohol or illegal substances of any kind on school campuses. As a
condition of employment with Hoke County Schools, employees must accept and agree to all of the conditions
outlined in Hoke County Board of Education Policy 7240-E. Employees are subject to a pre-employment urine
drug test, and must willingly supply a urine sample for testing to determine the presence or absence of illegal
drugs or alcohol in their bodies at any time.

Employees may access more information by referring to Board of Education Policies 7240 - Alcohol-Free
Workplace, 7240-E - Drug-Free And Alcohol-Free Workplace, and 5026/7250- Smoking and Tobacco Products on

Student Information

All student records must be current and maintained with appropriate measures of security and confidentiality.
The principal is responsible for complying with all legal requirements pertaining to the maintenance, review,
and release of records retained at the school. Directory information is the only form of information that may be
released. If any other form of information is released to any party without the approval of the student’s parent
or proper legal authority, disciplinary actions will be taken.

Employees may access more information by referring to Board of Education Policy 4700 - Student Records on
our website at:

https://sites.google.com/a/hcs.k12.nc.us/testb/departments/administration/policy-manual /personnel-7000-
series
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Code of Ethics for North Carolina Educators

Preamble: 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:
[. Commitment to the Student.

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

B. 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.

C. Evaluates students and assigns grades based upon the students’ demonstrated competencies
and performance.

D. 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 rea-
sons or in compliance with pertinent regulations or statutes.

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

[I. Commitment to the School and School System

A. Utilizes available resources to provide a classroom climate conducive to learning and to pro-
mote learning to the maximum possible extent.

B. 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.

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

D. 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:

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

2. Evaluates the work of other educators using appropriate procedures and established
statutes and regulations.
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3. 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.

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

[II. Commitment to the Profession

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

B. Takes action to remedy an observed violation of the Code of Ethics for North Carolina Educa-
tors and promotes understanding of the principles of professional ethics.

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

.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 es-
tablish mandatory prohibitions and requirements for educators. Violation of these standards shall subject
an

educator to investigation and disciplinary action by the SBE or PSU.

(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.

(1) Generally recognized professional standards. The educator shall practice the professional
standards of federal, state, and local governing bodies.

(2) Personal conduct. The educator shall serve as a positive role model for students, 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 con-
duct.

(3) Honesty. The educator shall not engage in conduct involving dishonesty, fraud, deceit, or
misrepresentation in the performance of professional duties including the following

(A) statement of professional qualifications;

(B) application or recommendation for professional employment, promotion, or licen-
sure;

(C) application or recommendation for college or university admission, scholarship,
grant, academic award, or similar benefit;

(D) representation of completion of college or staff development credit;
(E) evaluation or grading of students or personnel;

(F) submission of financial or program compliance reports submitted to state, federal, or
other governmental agencies;

(G) submission of information in the course of an official inquiry by the employing PSU or
the SBE related to facts of unprofessional conduct, provided, however, that an educator
shall be given adequate notice of the allegations and may be represented by legal counsel;
and
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(H) 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.

(4) 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 educator's regular compensation for the
performance of any service that the educator is required to render in the course and scope of the
educator's employment. This Rule shall not restrict performance of any overtime or supplemental
services at the request of the PSU; 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.

(5) 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.

(6) 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 General 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. Gen. Stat. § 90-95, the
Controlled Substances Act, without a prescription authorizing such use;
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(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 Unite 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, or parents/legal guardians. The educator shall not submit
fraudulent requests for reimbursement, expenses, or pay.

(12) 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.

(13) 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 licensee who in
good faith reports, discloses, divulges, or otherwise brings to the attention of an PSU, 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.
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Ethics

Testing Code of Ethics

(a) This Rule shall apply to all public school employees who are involved in the state testing program.

(b) The superintendent or superintendent’s designee shall develop local policies and procedures to ensure
maximum test security in coordination with the policies and procedures developed by the test publisher. The
principal shall ensure test security within the school building.

(1) The principal shall store test materials in a secure, locked area. The principal shall allow test materials
to be distributed immediately prior to the test administration. Before each test administration, the build-
ing level test coordinator shall accurately count and distribute test materials. Immediately after each test
administration, the building level test coordinator shall collect, count, and return all test materials to the
secure, locked storage area.

(2) “Access” to test materials by school personnel means handling the materials but does not include
reviewing tests or analyzing test items. The superintendent or superintendent’s designee shall designate
the personnel who are authorized to have access to test materials.

(3) Persons who have access to secure test materials shall not use those materials for personal gain.

(4) No person may copy, reproduce, or paraphrase in any manner or for any reason the test materials
without the express written consent of the test publisher.

(5) The superintendent or superintendent’s designee shall instruct personnel who are responsible for the
testing program in testing administration procedures. This instruction shall include test administrations
that require procedural modifications and shall emphasize the need to follow the directions outlined by
the test publisher.

(6) Any person who learns of any breach of security, loss of materials, failure to account for materials, or
any other deviation from required security procedures shall immediately report that information to the
principal, building level test coordinator, school system test coordinator, and state level test coordinator.

(c) Preparation for testing.
(1) The superintendent shall ensure that school system test coordinators:
(A) secure necessary materials;

(B) plan and implement training for building level test coordinators, test administrators, and
proctors;

(C) ensure that each building level test coordinator and test administrator is trained in the
implementation of procedural modifications used during test administrations; and

(D) in conjunction with program administrators, ensure that the need for test modifications is
documented and that modifications are limited to the specific need.

(2) The principal shall ensure that the building level test coordinators:
(A) maintain test security and accountability of test materials;
(B) identify and train personnel, proctors, and backup personnel for test administrations; and
(C) encourage a positive atmosphere for testing.

(3) Test administrators shall be school personnel who have professional training in education and the
state testing program.
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(4) Teachers shall provide instruction that meets or exceeds the standard course of study to meet the
needs of the specific students in the class. Teachers may help students improve test-taking skills by:

(A) helping students become familiar with test formats using curricular content;
(B) teaching students test-taking strategies and providing practice sessions;
(C) helping students learn ways of preparing to take tests; and

(D) using resource materials such as test questions from test item banks, testlets and linking
documents in instruction and test preparation.

(d) Test administration.
(1) The superintendent or superintendent’s designee shall:

(A) assure that each school establishes procedures to ensure that all test administrators comply
with test publisher guidelines;

(B) inform the local Board of Education of any breach of this code of ethics; and
(C) inform building level administrators of their responsibilities.
(2) The principal shall:
(A) assure that school personnel know the content of state and local testing policies;

(B) implement the school system’s testing policies and procedures and establish any needed
school policies and procedures to assure that all eligible students are tested fairly;

(C) assign trained proctors to test administrations; and
(D) report all testing irregularities to the school system test coordinator.
(3) Test administrators shall:

(A) administer tests according to the directions in the administration manual and any subsequent
updates developed by the test publisher;

(B) administer tests to all eligible students;
(C) report all testing irregularities to the school system test coordinator; and
(D) provide a positive test-taking climate.

(4) Proctors shall serve as additional monitors to help the test administrator assure that testing occurs
fairly.

(e) Scoring. The school system test coordinator shall:

(1) ensure that each test is scored according to the procedures and guidelines defined for the test by the
test publisher;

(2) maintain quality control during the entire scoring process, which consists of handling and editing
documents, scanning answer documents, and producing electronic files and reports. Quality control shall
address at a minimum accuracy and scoring consistency.

(3) maintain security of tests and data files at all times, including:
(A) protecting the confidentiality of students at all times when publicizing test results; and

(B) maintaining test security of answer keys and item-specific scoring rubrics.
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(f) Analysis and reporting. Educators shall use test scores appropriately. This means that the educator recognizes
that a test score is only one piece of information and must be interpreted together with other scores and
indicators. Test data help educators understand educational patterns and practices. The superintendent shall
ensure that school personnel analyze and report test data ethically and within the limitations described in this

paragraph.

(1) Educators shall release test scores to students, parents, legal guardians, teachers, and the media with
interpretive materials as needed.

(2) Staff development relating to testing must enable personnel to respond knowledgeably to questions
related to testing, including the tests, scores, scoring procedures, and other interpretive materials.

(3) Items and associated materials on a secure test shall not be in the public domain. Only items that are
within the public domain may be used for item analysis.

(4) Educators shall maintain the confidentiality of individual students. Publicizing test scores that contain
the names of individual students is unethical.

(5) Data analysis of test scores for decision-making purposes shall be based upon:
(A) disaggregation of data based upon student demographics and other collected variables;
(B) examination of grading practices in relation to test scores; and
(C) examination of growth trends and goal summary reports for state-mandated tests.

(g) Unethical testing practices include, but are not limited to, the following practices:

(1) encouraging students to be absent the day of testing;

(2) encouraging students not to do their best because of the purposes of the test;

(3) using secure test items or modified secure test items for instruction;

(4) changing student responses at any time;

(5) interpreting, explaining, or paraphrasing the test directions or the test items;

(6) reclassifying students solely for the purpose of avoiding state testing;

(7) not testing all eligible students;

(8) failing to provide needed modifications during testing, if available;

(9) modifying scoring programs including answer keys, equating files, and lookup tables;

(10) modifying student records solely for the purpose of raising test scores;

(11) using a single test score to make individual decisions; and

(12)misleading the public concerning the results and interpretations of test data.

(h) In the event of a violation of this Rule, the SBE may, in accordance with the contested case provisions of
Chapter 150B of the General Statutes, impose any one or more of the following sanctions:

(1) withhold ABCs incentive awards from individuals or from all eligible staff in a school;

(2) file a civil action against the person or persons responsible for the violation for copyright infringe-
ment or for any other available cause of action;

(3) seek criminal prosecution of the person or persons responsible for the violation; and

(4) in accordance with the provisions of 16 NCAC 6C .0312, suspend or revoke the professional license of
the person or persons responsible for the violation.
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Traditional Calendar

2022-23 TRADITIONAL CALENDAR

July 2022
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Calendar for SandHoke Early College

2022-23 SandHoke Calendar
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Calendars

2022-2023 Payroll Schedule

July 28, 2022
August 31, 2022
September 30, 2022
October 31, 2022
November 22, 2022** (supplement)
December 19, 2022**
January 20, 2023*
February 28, 2023
March 31, 2023**
April 28, 2023
May 26, 2023** (supplement)

June 22, 2023 ***11-&12-Month Employees Only

*Pay early to help teachers and staff recover from holidays
**Pay early due to holidays / Spring Break
**Pay early for closeout of fiscal year
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2022-2023 Payroll Schedules
2022-2023 Substitute Teacher & Hourly Worker

Payroll Schedule
Days Worked Date Paid
August 22,2022 - September 16, 2022 September 30, 2022
September 19, 2022 - October 14, 2022 October 31, 2022
October 17,2022- November 11, 2022 November 22, 2022**
November 14, 2022 - December 2, 2022 December 19, 2022%**
December 5, 2022- January 13, 2023 January 20, 2023*
January 16, 2023 - February 10, 2023 February 28,2023
February 13, 2023 - March 10, 2023 March 31,2023
March 13,2023 - April 14, 2023 April 28,2023
April 17,2023 - May 12,2023 May 26, 2023**
May 15,2023 - June 2, 2023 June 22, 2023***

*Pay early to help teachers and staff recover from holidays

**Pay early due to holidays

***Pay early for closeout of fiscal year
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10-Month Salaried Employee Pay Date Explanation

**The first check of the 2022-2023 school year will be paid on August 31, 2022, will pay for
21.5 days, and will pre-pay employees by 8.5 days. This pre-payment will continue through
the school year. The final check for the 2022-2023 school year will be issued on May 26, 2023,
and will pay 10-month employees through the last workday of the school year, June 9, 2023.
The May 26 check will pre-pay employees by 9 days. There will not be another salaried check
issued for 10-month employees after May 26, 2023. Absence dates provided each month are
only for reporting purposes and are not the dates 10-month employees are paid for each

month.**

Please understand that 10-month employees will receive 10 checks from August 2022 through
May 2023, and each check will pay 21.5 days. This will fulfill the 215 days the state of NC re-
quires for 10-month employees. Ten-month employees will not receive checks in June and July.

Pay Date Dates Paid For Absence Dates Date Due to
Bookkeeper/Finance
8/31/22 8/15 - 9/13 /15 - 8/19 8/22/2022
“pre-paid for 8.5 days
9/30/2022 813 -10M12 (22 - 9/16 9/19/2022
*pre-paid for 8 days
10/31/2022 1013172022 9/19 -10/14 10/17/2022
“pre-paid for 8.5 days
1172212022 11/11-1212 1017 - 11/11 11/14/2022
*nre-paid for 8 days
12/19/2022 1213 - 111 11/14 - 12/2 12/5/2022
“pre-paid for 7.5 days
172002023 111 -2/9 12/5-1/13 1/16/2023
*pre-paid for 7 days
212812023 2110- 313 116 - 2110 2/13/2023
“pre-paid for 8.5 days
331/2023 313 - 411 2/13- 310 3M32023
*pre-paid for 7 days
4/28/2023 4M12 - 5N (13 -4/14 41712023
“pre-paid for 8.5 days
5/26/2023 511 - 6/9 {17 -5/12 5/15/2023
*nre-paid for 7 days
No Check In June & July
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Don D. Steed Elementary School

800 Phillipi Church Road
Raeford, NC 28376

Ph: 910-875-1125
Fax: 910-875-2274

Haley Hall- Principal

East Hoke Middle School

4702 Fayetteville Road
Raeford, NC 28376

Ph: 910-875-5048
Fax: 910-875-9307

Antonio Covington- Principal

Hawk Eye Elementary School

4321 Old Maxton Road
Red Springs, NC 28377
Ph: 910-875-2470
Fax: 910-875-2005

Hayden Simon- Principal

Hoke County High School

505 South Bethel Road
Raeford, NC 28376

Ph: 910-875-2156
Fax: 910-904-1644

Dr. Thomas Benson - Principal

McLauchlin Elementary School

326 N. Main Street
Raeford, NC 28376
Ph: 910-875-8721
Fax: 910-904-6868

Dave Renninger - Principal

Rockfish I-g%h% glementary

6251 Rockfish Road
Raeford, NC 28376

Ph: 910-875-9343
Fax: 910-875-3761

Sherika Atkinson-Principal

SandHoke Early College

1110 East Central Avenue
Raeford, NC 28376
Ph: 910-878-5806
Fax: 910-878-5807

Colleen Pegram - Principal

Sandy Grove Elementary School

8452 North Old Wire Road
Lumber Bridge, NC 28357
Ph: 910-875-6008
Fax: 910-875-8498

Dacia Bullard - Principal

Sandy Grove Middle School

300 Chason Road
Lumber Bridge, NC 28357

Ph: 910-875-3559
Fax: 910-875-3632

Dr. Doresia Williams- Principal

Scurlock Elementary School

775 Rockfish Road
Raeford, NC 28376
Ph: 910-875-4182
Fax: 910-875-0292

Demarious McNeill - Principal

Turlington Alternative School

116 W. Prospect Avenue
Raeford, NC 28376
Ph: 910-875-2583
Fax: 910-875-3012

Gerald Puckett - Principal

Upchurch Elementary School

730 Turnpike Road
Raeford, NC 28376
Ph: 910-875-1574
Fax: 910-904-0624

Devona McPhatter-Graham -
Principal

West Hoke Elementary School

6050 Turnpike Road
Raeford, NC 28376
Ph: 910-875-2584
Fax: 910-875-7312

Pam O’Brien - Principal

West Hoke Middle School

200 NC 211 West
Raeford, NC 28376
Ph: 910-875-3411
Fax: 910-875-0332

Dr. Mary McLeod - Principal
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https://sites.google.com/a/hcs.k12.nc.us/dses/
https://sites.google.com/hcs.k12.nc.us/rhes/home
https://sites.google.com/hcs.k12.nc.us/rhes/home
https://sites.google.com/a/hcs.k12.nc.us/welcome-to-j-w-turlington-alturnative-school/
https://sites.google.com/a/hcs.k12.nc.us/ehms/
https://sites.google.com/hcs.k12.nc.us/sandhoke-early-college
https://sites.google.com/a/hcs.k12.nc.us/upchurch-school/
https://sites.google.com/a/hcs.k12.nc.us/hawk-eye-elementary/home
https://sites.google.com/a/hcs.k12.nc.us/sandy-grove-elementary/
https://sites.google.com/a/hcs.k12.nc.us/whes/
https://sites.google.com/a/hcs.k12.nc.us/hchs/
https://sites.google.com/a/hcs.k12.nc.us/sandy-grove-middle/
https://sites.google.com/a/hcs.k12.nc.us/whms/
https://sites.google.com/hcs.k12.nc.us/ses

FOR MORE INFORMATION

All Hoke County Board of Education Policies are available on our website at

https://sites.google.com/hcs.k12.nc.us/boardofeducation/policy-manual

The policies, procedures and standard practices described in this manual are
not conditions of employment and do not represent the HCS policies in their
entirety. This manual does not create an expressed or implied contract be-
tween Hoke County Schools and any of its employees. The entire Hoke County
Schools Policy Manual may be accessed via this link.


https://sites.google.com/hcs.k12.nc.us/boardofeducation/policy-manual
https://sites.google.com/hcs.k12.nc.us/boardofeducation/policy-manual?authuser=0

