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    Welcome to Carteret County Schools! 

 

CONGRATULATIONS !!!   You are beginning a career with a dynamic school system.  Our 

teachers are the best. We believe that hiring superlative teachers and administrators is what 

continues to make the Carteret County Public School System one of the top school systems in 

the state.  We have 16 schools - 8,273 students in K through 12.  We have 1,155 total 

employees and are the largest employer in the county.  Approximately 50% of our teachers 

have advanced degrees including master’s degrees, doctorates and National Board 

Certification. 

The mission of the Carteret County Public School system is to graduate all students 

prepared to be productive citizens. 

It is with your assistance that we will continue to accomplish this mission.  

On the pages that follow you will find vital information regarding your role as a 

teacher/administrator for the Carteret County Public School System.  The topics listed below will 

be discussed in detail.  Please read each section carefully and should you have any questions 

please do not hesitate to contact the Human Resources Department (252) 728-4583. 

A. HIRING PROCESS 

B. SALARY INFORMATION 

C. PROFESSIONALISM 

D. GENERAL INFORMATION 

E. COUNTY SCHOOL HOURS 

F. POLICY 4040/7310 – STAFF - STUDENT RELATIONS 

G. POLICY  GBCC– DUTIES, RESPONSIBILITIES, AND 

RIGHTS OF EMPLOYEES – ALCOHOL AND DRUG-

FREE WORKPLACE EMPLOYEES   -  POLICY  GBK 

USE OF TOBACCO PRODUCTS 
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A.  HIRING PROCESS 

 

1. Prepare an on-line application (carteretcountyschools.org), click on Human Resources 

then click on on-line application.  Complete the application.   You will notice that this 

application is the State of North Carolina Department of Instruction’s application.  Be 

sure to list Carteret County as the recipient.  If you fail to list Carteret County we will not 

be able to download your application.  

 

2. Download the professional reference forms (3) and have them completed. These 

references may be past supervisors or professional individuals who may be able to 

attest to your character & work ethic (neighbors & family are excluded). These need to 

be attached to your forms (in sealed envelopes) and brought to the orientation. 

 

3. Complete the forms listed under Forms for New Hires on carteretcountyschools.org  

[click on Human Resources and then click on Forms for New Hires] and bring them to 

the orientation.  You will find the forms necessary for payroll information; employ profile 

information and the background check form. 

 

4. Driver license and social security card will need to be in your possession for copying at 

the orientation. 

 

5. Health certificate (found on the forms for New Hires on the carteretcountyschools.org 

web site) needs to be completed by either your family physician or the County Health 

Department (the TB test and the mini physical) and added to your employment 

paperwork brought to the orientation. 
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B.   SALARY INFORMATION 
(TAKEN FROM THE CARTERET COUNTY PUBLIC SCHOOL SYSTEM BOARD OF EDUCATION POLICY) 

 

PERSONNEL POLICIES 

SALARY - POLICY GCBA 
 

The salary schedule for employees of Carteret County Schools is based on salary schedules 

adopted by the State Board of Education.  A local supplement is provided by the Carteret County 

Board of Education when local funds are available. Local supplement, when authorized and 

funded, is paid half in November and half in June. 

 

Revised 5/13/97 

 

REGULATION 
 

The salary schedule for employees of Carteret County Schools is based on salary schedules 

adopted by the State Board of Education.  A local supplement, to be determined each year by the 

Carteret County Board of Education, is provided when local funds are available.  The local 

supplement, when provided, will be issued in two (2) equal payments.  An employee terminating 

employment prior to the supplement payment dates will be paid a pro-rated amount calculated in 

terms of months earned.   

 

The Payroll Department will deduct from each employee's paycheck the following: 

 

 -Federal Withholdings tax 

 -North Carolina State Withholdings tax 

 -Social Security Withholdings 

 -North Carolina State Retirement 

 

The following Board approved voluntary deductions can be made: 

 -HMO Health Care 

 -Tax-Sheltered Annuities (403B) 

 -Credit Union 

 -Cancer Insurance 

 -Dental Insurance 

 -Savings Bonds 

 -Section 125 Reimbursement Plans (Child Care & Medical) 

 -State 401K Supplemental Retirement Plan 

 -United Way 
 
Your monthly check will be deposited into your preferred bank account. 

Teachers are paid on the last working day of each month.   
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C.   PROFESSIONALISM 

 

As teachers in the Carteret County Public School System it is imperative that we look 

and act as professionals to instill in our students the same want and desire.  Remember 

you may be the one teacher that changes the life of a child.  You have an awesome 

responsibility.   

 

1. Dress neatly and be well groomed. 

 

2.  Student/teacher confidentiality must be observed at all times. 

 

3. Physical contact with students should always be appropriate (refer to Policy JP included 

with this packet). 

 

4. Abide by all school rules.  Each school has its own teacher/student handbook.  Obtain a 

copy and read it carefully. 
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D.  GENERAL INFORMATION 

 

1. Employee Handbook – As an employee of the Carteret County Public School System 

you have available to you online a copy of the Employee Handbook.  This is your source 

of general information including but not limited to information dealing with the 

organization of the school system to salary information to employee relations and 

benefits to career advancement and beyond.   

 

2. Benefits – Carteret County Public School System is pleased to offer health, dental, 

vision, life insurance, 401K, IRA and flexible spending accounts.  All of these benefits 

will be explained in detail at the New Hire Orientation. 

 

3. Smoking – All campuses are smoke free. 

 

4. Drug Policy – We are a drug free school system. 

 

5. Money – Received money must be turned in daily.  Per school, determine who the 

money should be given to (in the main office) and the time frame for turning it in. 

 

6. Emergency Information 

a.   Serious Situations – Call the office immediately by using the intercom switch in the 

classroom (know location). 

  

b.     Fire Drill – Fire drills occur at least once a month in every school.  The fire exit route 

will be posted in each classroom.  Use it for drills and fires. 

 

c.   Tornado Drill – Tornado drill information should be posted in each classroom (know 

location). 

 

d.  For other emergency situations (including CODE 300), follow the school’s procedures. 

 

i. Each school has a Safety Plan.  If the substitute is injured: 

 

a.  Contact the school’s Workers’ Compensation Coordinator immediately and 

report the incident. 

b.  The school-site Workers’ Compensation Coordinator will fill out Form 19 for 

any employee who is injured and will direct the substitute to a doctor. 

 

7.  DO NOT use personal cell phones during class time. 
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E. COUNTY PUBLIC SCHOOL HOURS 

 

 

 

SCHOOL START TIME END TIME 
   

Atlantic Elementary 7:30 am (8:00 students) 3:30 pm   (3:00 students) 

Beaufort Elementary 7:45 am (8:10 students) 3:15 pm (2:45 students) 

Beaufort Middle School 7:55 am 2:55 pm 

Bogue Sound Elementary 7:45 am 3:05 pm 

Broad Creek Middle School 7:30 am 3:00 pm 

Croatan High School 7:30 am  (7:50 students) 3:00 pm  (2:35 students) 

East Carteret High School 7:45 am   (7:50 students) 3:15pm   (2:50 students) 

Harkers Island Elementary 7:45 am 2:45 pm 

Morehead Elementary 8:05 am 3;10 pm 

Morehead Middle School 7:30 am 3:30 pm 

Morehead City Primary 7:45 am (8:05 students) 3:15 pm (3:05 students) 

Newport Elementary 7:50 am 3:00 pm 

Newport Middle School 7:50 am 3:00 pm 

Smyrna Elementary 7:55 am 2:55 pm 

West Carteret High School 7:55 am 2:50 pm 

White Oak Elementary 8:00 am 3:00 pm 
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F. POLICY 4040/7310 – STAFF- STUDENT RELATIONS 
(TAKEN FROM THE CARTERET COUNTY PUBLIC SCHOOL SYSTEM BOARD OF EDUCATION POLICY) 

We live in a day and age where nothing can be taken for granted.  We are therefore 

presenting the Policy JP that speaks to Staff and Student relations.  This policy is to be 

read carefully and adhered to without exception.   

The relationship between staff and students should be one of cooperation, understanding and 

mutual respect. The staff has the responsibility to provide an atmosphere conducive to learning and 

to motivate each student to perform to his or her capacity. The staff is expected to model the 

behavior expected of students in staff-student relationships. 

 All employees are prohibited from dating, courting or entering into a romantic or sexual 

relationship with any student enrolled in the school system regardless of the student's age. 

Employees engaging in or attempting to engage in such inappropriate conduct shall be subject to 

disciplinary action, up to and including dismissal, and may be subject to criminal action as provided 

in G.S. 14-202.4 and 14-27.7.  

Any employee who has reason to believe that another employee is inappropriately involved with a 

student, as described above, is required to report this information to the superintendent. An 

employee who fails to inform the superintendent of a suspected inappropriate relationship 

between an employee and a student may be subject to disciplinary action, up to and including 

dismissal.  

For the purposes of this policy, the term “employees” includes independent contractors, volunteers 

and school safety officers but does not include student employees.  

Legal References: Title IX of the Education Amendments of 1972, 20 U.S.C. 1681 et seq., 34 C.F.R. pt 

106; G.S. 14-27.7, -202.4; 115C-47(18); 16 N.C.A.C. 6C.0601, .0602; State Board of Education Policy 

TPC-C-014  

Cross References: Governing Principle – Removal of Barriers (policy 1700), Prohibition Against 

Discrimination and Harassment (policy 1710/4021/7230), Harassment Defined (policy 

1735/4025/7235), Sexual Harassment Defined (policy 1736/4026/7236), Student and Parent 

Grievance Procedure (policy 1740/4010), Sexual Harassment Complaint Procedure for Students 

(policy 1745/4027), Staff Responsibilities (policy 7300)  

Adopted: November 4, 2009 
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All employees are required to sign and date the below written acknowledgement.  This 

acknowledgement will be placed in your personnel file.  You may want to retain a copy of both 

the policy and the acknowledgement. 

 

CARTERET COUNTY BOARD OF EDUCATION 

 ACKNOWLEDGEMENT 

POLICY 4040/7310 STAFF-STUDENT RELATIONS 

 

 

Name of Employee  _______________________________________________________ 

Position ___________________________________________   Date _________________________ 

 

The substitute/employee listed above hereby acknowledges receipt of Policy 4040/7310 STAFF-

STUDENT RELATIONS on the date written above. 

The substitute/employee, having read Policy 4040/7310 STAFF-STUDENT RELATIONS, understands 

that violation of this policy will subject the employee to disciplinary action, up to and including 

dismissal, as well as criminal action as provided in the North Carolina General Statutes. 

 

___________________________________________ 

Employee 

 

____________________________________________ 

Witness/Date 
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G.   POLICY GBCC – DUTIES, RESPONSIBILITIES AND RIGHTS OF 

EMPLOYEES – ALCOHOL AND DRUG-FREE WORKPLACE 

EMPLOYEES 

 

POLICY GBK – USE OF TOBACCO PRODUCTS 

 

The policies below deal with alcohol/drugs including tobacco.  Carteret County Public 

Schools have alcohol/drugs/tobacco free campuses.  These substances are not allowed 

on the school campuses and any other facilities operated by the school system.  These 

policies are to be read carefully and adhered to without exception.   

 

PERSONNEL POLICIES 

USE OF TOBACCO PRODUCTS - POLICY GBK 
 

The Board of Education recognizes that smoking represents a health and safety hazard which can 

have serious consequences for the smoker and nonsmoker and the safety of the District.  Because 

of the Board's concern for the safety of the District, and in order to protect the students, staff, 

employees, visitors and guests of the District from an environment that may be harmful to them, 

and because of its possible harm to personal well-being, the Board hereby prohibits smoking and 

other uses of tobacco products by all persons in all school district buildings, or school grounds 

and other property under its jurisdiction. 

 

It is specifically directed that the tobacco use ban will be in effect 24 hours a day, seven days a 

week, and will apply to anyone present on school property. 

 

It is understood that this policy will be in addition to existing Board policy concerning the 

prohibition of tobacco use by students as set forth in regulation JFC. 

 

 

REGULATION 
 

Recognizing that smoking represents a health and safety hazard which can have serious 

consequences for smokers and nonsmokers and the safety of the District, the Board of Education 

prohibits smoking and other uses of tobacco products in all district buildings, on school grounds 

and other property operated under its jurisdiction.  Further, employees and other persons who 

supervise school activities are prohibited from using tobacco products in the presence of students 

during school or school related functions away from school property. 

 
Since guests to our school campuses are likely to be unaware of the full implication of this policy, notices 

will be prominently displayed throughout.  Should violations occur, guests will be reminded of the 

Board's wishes and encouraged to honor its policy. 
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PERSONNEL POLICIES 

DUTIES, RESPONSIBILITIES, AND RIGHTS OF EMPLOYEES ï POLICY GBCC 

ALCOHOL- AND DRUG-FREE WORKPLACE EMPLOYEES 

 

 

The Carteret County Public School System has a vital interest in maintaining a safe, healthful, 

and productive environment for its employees and the students under its supervision.  Employees 

who appear at schools or school sponsored events under the influence of alcohol or whose 

physical condition indicates alcohol use, or who use or possess illegal drugs, or who unlawfully 

use prescription drugs, undermine the quality of job performance, endanger coworkers and 

students, destroy the status of teachers and other school employees as role models for students, 

and bring discredit to the school system.  While this policy is designed to promote federal law 

and regulations with respect to an alcohol and drug-free work place, it also has a primary goal of 

promoting the position of teachers and other school employees as role models for students. 

 

Alcohol and drug use among students is a problem throughout this country.  Alcohol and drug 

use by students in connection with school activities is strictly prohibited.  Further, it is a violation 

of the laws of the State of North Carolina for students to consume or possess any alcoholic 

beverage or to use or possess illegal drugs. The requirement that teachers and employees refrain 

from any identification with alcohol use in connection with school activities, and refrain from 

use of or possess illegal drugs whether in connection with school activities or not, will enhance 

their position as role models for students.  The regulations promulgated under this policy will be 

strictly enforced. 

 

In any job related context, the school system will not tolerate the possession or use of alcohol or 

illegal drugs by its employees, or a physical condition that indicates alcohol or illegal drug use 

by its employees, or unlawful use of prescription drugs by its employees.  Further, the system 

will not tolerate the use of illegal drugs by its employees in any situation, whether in or out of the 

work place. 

 

 

REGULATION  
 

As a condition of employment, each employee shall abide by the terms of the school district 

policy/regulation respecting an alcohol and drug free work place. 

 

No employee shall unlawfully manufacture, dispense, possess, or use on or in the work place, 

any narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana, or any other 

controlled substance, as defined in Schedule I through V of Section 202 of the Control Substance 

Act (21 U.S.C. 812) and as further defined by regulation at 21 CFR 1300.11 through 1300.15.  

Controlled substances defined in the Control Substance Act are referred to in this 

policy/regulation as either "controlled substances" or "drugs".  No employee shall be present at 

his/her work place either under the influence of a controlled substance or having detectable 

control substance in his/her body (except as legally prescribed by a licensed physician).  Use by 

employees of controlled substances without a legal prescription, whether in or out of the work 

place is prohibited. 
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In the work place no employee shall possess or consume any alcohol or be under the influence of 

alcohol (legal intoxication not required) or have measurable amounts of alcohol in his/her body 

or smell of alcohol.  Further, no employee shall be present at his/her work place having used or 

consumed alcohol within the previous eight hours.  Bona fide use and possession of medications 

containing low percentages alcohol, whether prescription or not, is not a violation of this policy, 

unless such use adversely affects the behavior or the employee or causes a physical condition 

that indicates alcohol use. 

 

"Work place" is defined to mean the site for the performance of work.  "Work place" includes 

any school building, any school campus, the Central Office and its campus, the school bus 

maintenance garage and its surrounding properties, all real estate owned or leased by the Carteret 

County Board of Education and used in connection with the school system, any school-owned 

vehicle or any other school-approved vehicle used to transport students to and from school or 

school activities, approved activity, event or function, such as a field trip, athletic event, or 

project graduation. 

 

As a condition of employment, each employee shall notify his/her supervisor of his/her arrest or 

conviction for any controlled substance or alcohol related criminal offenses or infractions, and 

will also notify his/her supervisor of his/her conviction of any drug or alcohol related offenses.  

Such notifications must be provided within five days after the event.  The fact that an employee 

was arrested is not competent evidence against the employee in subsequent disciplinary actions 

absent a conviction or independent evidence establishing the employee's conduct giving rise to 

the arrest as a violation of this regulation. 

 

Upon reasonable suspicion of a violation of the policy and regulations with respect to Duties, 

Responsibilities, and Rights of Employees - Alcohol- and Drug-Free Work Place, the Office of 

Human Resources Services may require an employee to submit to a breathalyzer or equivalent 

device, and/or to submit to a medical examination which may include blood testing to determine 

whether drugs or alcohol are present within the employee's body.  An employee requested to 

submit to a test under this paragraph shall give written consent to a test authorizing the release of 

test results to the Superintendent of Schools of Carteret County.  Failure to submit to a test or  

failure to release the test results to the Superintendent shall be a violation for purposes of 

disciplinary action. 

 

In the event of a violation of this policy/regulation, such employee shall be subject to discipline 

up to and including non-renewal or dismissal.  In the event of a violation of this policy, the 

Superintendent and the employee are authorized to discuss a rehabilitative program for the 

employee that will include counseling and/or treatment of the employee at a facility licensed by 

the Department of Human Resources, State of North Carolina for the treatment of drug or 

alcohol abuse.  If the Superintendent is satisfied that treatment at such a facility is an appropriate 

alternative to other disciplinary actions, he may approve an appropriate rehabilitative program, 

and the use of available sick leave and/or vacation days.  However, leave in connection with a 

rehabilitative program beyond sick days and vacation days will be without pay.  Satisfactory 

participation in and successful completion of the rehabilitative program and an affirmative 

demonstration by the employee that he/she has, for a reasonable time not exceeding one year 
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remained free of drug or alcohol use may be a condition of reinstatement and continued 

employment.  The rehabilitative program may include a leave of absence without pay for up to 

one year. 

 

In the event the Superintendent does not agree that a rehabilitative program is an alternative to 

other discipline including dismissal and proceeds to recommend to the Board of Education 

discipline that would include demotion or dismissal, the Board of Education, at any hearing 

lawfully requested by the employee may, in lieu of demotion or dismissal, approve a 

rehabilitative program for the employee as above.  Participation by an employee in a 

rehabilitation program will be handled in confidence.  Upon returning from a treatment program, 

the Director of Personnel will (a) seek to be involved in the discharge planning process; (b) 

conduct a reentry meeting with the employee's supervisor to clarify short-term and long-term 

expectations for performance; (c) communicate to the employee the school system's 

recommendation and encouragement for the employee to participate in a support program which 

may include system support group, AA or NA, or aftercare counseling; (d) the employee's 

supervisor will remain in contact with the recovering employee to assess progress and assist in 

any way possible. 

 

A notice will be issued to all employees annually describing the duties, responsibilities and rights 

of employment outlined under this regulation. 

 

This regulation is specifically declared to be "a requirement of the Board" pursuant to G.S. 

115C-325 (e)(1)j. 

 

All applicants for part-time or full-time positions who, as part of his/her duties, drives a vehicle, 

repairs school equipment, or repairs school vehicles, will be directed to submit to a controlled 

substance abuse screening which will include testing of the applicants urine.  Testing will be 

done for amphetamines, cannabinoids, cocaine, opiates, and illegal drugs or non-prescribed 

drugs in his/her system will be verified by further tests on the original samples taken.  Verified 

positive results will be cause to deny employment to any individual.  A Medical Review Officer 

will be available to discuss any positive results from the testing.  Any applicant refusing to 

submit to a controlled substance screening will be disqualified for employment. 

 

All current employees who operate or repair school vehicles and equipment will be subject to a 

controlled substance abuse screening no less than once every two (2) years.  Test results 

indicating that an employee has illegal drugs or non-prescribed drugs in his/her system will be 

verified by further tests on the original samples taken.  Verified positive results will be cause to 

terminate employment of the individual.  A Medical Review Officer will be available to discuss 

any positive results from the testing.  Any employee refusing to submit to a controlled substance 

screening will be terminated. 

 

If any employee, while on school property, while operating a school vehicle, or while engaging 

in school district business, acts in an abnormal manner sufficient to cause reasonable suspicion 

that he/she has violated this policy, he/she will be required to submit to a controlled 

substance/alcohol abuse screening upon the approval of the supervisor.  Test results indicating 

that the employee has illegal drugs, alcohol, or non-prescribed drugs in his/her system will be 
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verified by further test on the original samples taken.  Verified positive results will be cause to 

terminate employment of the individual.  A Medical Review Officer will be available to discuss 

any positive results from the testing.  An employee who tests positive will have the right to be 

examined, in a timely manner, at his/her own expense by an authorized Medical Review Officer 

of his/her choice.  Any employee refusing to submit to a controlled substance/alcohol screening 

will be terminated. 

 

If any employee while operating a school district vehicle or equipment, is involved in an accident 

that results in a fatality, that results in a bodily injury requiring a person be treated away from the 

scene of the accident, or that results in total aggregate property damage in excess of forty-four 

hundred dollars ($4400.00) based on reliable estimate, will be required to submit to a controlled 

substance/alcohol abuse screening.  Samples for testing will be taken within thirty-two (32) 

hours of such an accident. Test results indicating that the employee has illegal drugs or non-

prescribed drugs in his/her system will be verified by further tests on the original samples taken.   

 

A Medical Review Officer will be available to discuss any positive results from testing.  Any 

employee refusing to submit to a controlled substance screening will be terminated. 

 

All employees who operate or repair school vehicles and equipment will be subject to random 

testing for controlled substance abuse.  Random testing will be done in a fair and equitable 

manner with notification given two (2) hours prior to specimen collection.  If the elapsed time 

from notification to collection exceeds four (4) hours, written documentation stating the reason 

for the delay must be kept on file.  Test results indicating that an employee has illegal drugs or 

non-prescribed drugs in his/her system will be verified by further tests on the original samples 

taken.  Verified positive results will be cause to terminate employment of the individual.  A 

Medical Review Officer will be available to discuss any positive results from the testing.  An 

employee who tests positive will have the right to be examined, in a timely manner, at his/her 

own expense by an authorized Medical Review Officer of his/her choice.  Any employee 

refusing to submit to a controlled substance screening will be terminated. 

 

The results of the controlled substance abuse screenings are strictly confidential and retained 

only by the Personnel Director.  All costs for required controlled substance abuse testing will be 

paid by the Board of Education. 

                                          

The use of legal drugs prescribed by a licensed physician for specific treatment will not result in 

disciplinary action.  However, any employee who must use such prescribed medication while 

engaged in school business and who has been advised by a physician that his/her performance 

behavior might be adversely affected by such medication particularly in safety sensitive 

situations, should report these facts to his/her supervisor with appropriate documentation.  The 

supervisor with input from Personnel will determine if temporary reassignment of duties is 

appropriate. 

 
LEGAL REF.:  G.S. 115C-325(e)(1)j. 
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All employees are required to sign and date the below written acknowledgement.  This 

acknowledgement will be placed in your personnel file.  You may want to retain a copy of both 

the policy and the acknowledgement. 

 

CARTERET COUNTY BOARD OF EDUCATION 

 ACKNOWLEDGEMENT 

POLICY GBK – USE OF TOBACCO PRODUCTS 

POLICY GBCC – DUTIES, RESPONSIBILITIES, AND RIGHTS OF EMPLOYEES 

ALCOHOL – AND DRUG-FREE WORKPLACE EMPLOYEES 

 

 

Name of Substitute/Employee _______________________________________________________ 

Position ___________________________________________   Date _________________________ 

 

The substitute/employee listed above hereby acknowledges receipt of Policies GBK [Use of Tobacco 

Products] and Policy GBCC [Duties, Responsibilities, and Rights of Employees  

 Alcohol – and Drug-Free Workplace Employees]  on the date written above. 

 

The substitute/employee, having read the above referenced policies, understands that violation of 

these policies will subject the employee to disciplinary action, up to and including dismissal, as well 

as criminal action as provided in the North Carolina General Statutes. 

 

___________________________________________ 

Employee 

 

____________________________________________ 

Witness/Date 

 


