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It is the policy of the Carteret County Board of Education to maintain a support staff comprised of individuals who are competent, caring, discrete, of good character, who promote a good learning and working environment, who exercise good judgment, and who efficiently follow work directives.  Support personnel serve at the pleasure of the Board of Education or its designees.  Employment, assignment, and separation are subject to the regulations that follow this policy.  All employment decisions of the Board of Education and its designees shall be in conformity with Title VII of the Civil Rights Act of 1964 (which bars employers from hiring or dismissing or making other decisions on the basis of race, color, religion, sex, or national origin), the Age Discrimination in Employment Act of 1967, the Immigration Control and Reform Act of 1986, The Fair Labor Standards Act, the Equal Pay Act of 1963, The Americans with Disabilities Act, all amendments to said acts, and all other federal or state laws to which the Carteret County Board of Education is subject.
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Support Staff.  The support staff consists of all employees in the Carteret County School System who are neither teachers (as defined in G.S. 115C-325), school administrators (as defined in G.S. 115C-287.1), the Superintendent, professional personnel previously granted tenure according to state law, and all other personnel employed pursuant to and subject to a valid written employment contract.


Employment.  The Superintendent shall recommend to the Board of Education the initial employment of support personnel. Support personnel, at the direction of the Superintendent may begin work prior to formal action by the Board of Education.


Assignment.  Support personnel will be assigned by the Superintendent.  Support staff may be reassigned within a department as the department head, with the prior approval of the Director of Personnel, deems appropriate.  The Superintendent may reassign support staff members from one department to another under such circumstances as the Superintendent deems appropriate.  A reassignment may be made regardless of the impact such reassignment may have the employee's compensation; however, in making such reassignment, compensation differences will at least be considered.


Duties.  Support personnel will perform the duties assigned to them by their supervisors.


Resignation.  Support personnel may terminate their employment at any time by resignation.  A written resignation shall be requested by the employee's supervisor.  A minimum of two weeks' prior notice of the effective date of the resignation is requested.


Reduction in Force.  The Superintendent is authorized to terminate the employment of support personnel as a result of reduction in force.  When possible, an employee who is to be separated as a result of reduction in force will be given at least a one pay period notice of anticipated lay off.


Retirement.  Whenever an employee meets the conditions set forth under the provisions of retirement, he may elect to retire and receive the appropriate benefits earned under any retirement plan then in place.


Suspension With Pay.  A department head, with the prior approval of the Director of Personnel, or the Superintendent, may suspend a support staff employee from his duties with pay in circumstances deemed appropriate by the Superintendent.


Disciplinary Actions.  The following are approved disciplinary actions for matters occurring on or off the job.  The Superintendent is authorized to approve other disciplinary actions he deems necessary for efficient personnel administration.  In determining appropriate

action, it is recommended that consideration be given to the seriousness of the matter, longevity, and prior performance.  Disciplinary action against a member of the support staff shall normally be initiated by an immediate supervisor or the head of the department to which the employee is assigned.  If the support staff member is assigned indefinitely to a school, the principal of such school shall be deemed the employee's department head.

a.
Oral Warnings.  Oral warnings may be issued by supervisors, department head, or the Superintendent, to support personnel under their direct or indirect supervision.  It is recommended that a written memorandum of the oral warning be placed in the employee's personnel file

b.
Written Warning.  Written warnings may be issued by department heads, or the Superintendent, to support personnel under their direct or indirect supervision.

c.
Suspension Without Pay.  The Superintendent may suspend a support staff employee from his job without pay for a maximum of sixty (60) days under circumstances 
deemed appropriate by the Superintendent.

e.
Reassignment.  Support staff may be reassigned within a department as the department head, with the prior approval of the Director of Personnel, deems appropriate. The Superintendent may reassign support staff members from one department to another under such circumstances as the Superintendent deems appropriate.  A reassignment may be made regardless of the impact such reassignment may have on the employee's compensation.  Reassignment will not be deemed a disciplinary action unless the employee is so notified in writing.

f.
Demotion.  The Superintendent is authorized to demote members of the support staff to lower grades of employment and to positions with lower pay.

g.
Dismissal.  The Superintendent may dismiss members of the support staff in cases where the Superintendent deems such action justified and appropriate.

Appeal Procedures.  Disciplinary actions against support staff employees, and any other adverse employment decisions appealable under state law, are subject to appeal as follows but are not subject to the grievance procedures.  With the exception of the time for filing the initial appeal and any subsequent appeal to the Board of Education, strict compliance with these procedures is not required, as long as the Board of Education determines the procedures followed were appropriate under the circumstances.

a. Support personnel may appeal adverse employment decisions generally in the following line of authority:  from the supervisor to the department head to the Director of Personnel (or Assistant Superintendent in charge of personnel) to the Superintendent to the Board of Education.  The initial appeal should be made in writing and filed with the person who is to consider the appeal within two weeks after the decision to be appealed is communicated to the employee.  After the initial appeal is made, further appeals within the chain of authority shall be communicated by the employee to the person who is to consider the same with a copy sent or given to the person who made the previous decision.  The person considering the appeal may render either a formal or informal decision.  An informal decision will be verbal and a formal decision in writing.  In some cases, an official higher in the chain of authority may intercede in an appeal and issue a decision without receiving a formal written notice of appeal.  In such cases, it is unnecessary for the employee to file an additional written appeal with such official or anyone below such official in the line of authority.  While it is not mandatory, it is recommended that an official considering an appeal render a formal written decision.

b.
The decision of the Superintendent may be appealed to the Board of Education pursuant to G.S. 115C-45(c) according to the following:

1.
The appeal must be filed within two (2) weeks after the Superintendent has issued his final decision.

2.
The appeal must be in writing and must state the specific action or decision being appealed and the reason for the appeal.  The appeal must be addressed to the Chairman of  the Board of Education with a copy sent to the Superintendent.  The appeal should specifically detail the employee's position, contain a statement in support of the employee's position, and indicate whether the employee would like to be heard personally by the Board.

3.
Upon receipt of notice of the appeal, the Superintendent must forward to the School Board members, any written record of the case that exists, and he may, but is not required, to file with the Board Members a response to the appeal and a statement supporting the position the administration took involving the matter. Copies of all documents filed with the Board Members shall be sent by the Superintendent to the employee.

4.
Upon receiving the appeal, the Board of Education may direct the Superintendent to provide the Board Members and the employee with a 
position statement if he has not previously done so.

5.
Upon receipt of the record, the Board of Education shall then decide 
whether it will consider the appeal based on the record and position statements submitted or whether it will schedule an evidentiary hearing on the matter.  If the Board decides to consider the appeal based on the record, it shall nonetheless afford the employee an opportunity to appear before the Board to present oral argument.  All hearings shall be informal, but a record of the proceeding will be kept for a reasonable time after the hearing.

6.
The Board of Education will cause a written decision regarding the appeal to be delivered to the employee.

Superintendent's Designee.  The Superintendent may designate an assistant superintendent, or the personnel director, to act on his behalf in implementing this regulation.

