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INJURY AND LOSS PREVENTION         Policy Code: 4201/7271 
 
 
 
The board directs the superintendent to implement a system-wide loss prevention/safety 
program with the goal of maintaining a safe working environment for employees and a 
safe learning environment for students.  The program must be consistent with the 
requirements for school safety established in policy 1510/4200/7270, School Safety, 
and with applicable state and federal rules related to workplace safety and other safety 
issues in the school environment. 
 
The superintendent shall establish a system-wide health and safety leadership team to 
oversee the school system’s injury and loss prevention efforts.  These efforts will 
include (1) accident and injury prevention and investigation; (2) hazard investigation and 
control; and (3) promotion of safe practices and safety awareness in the school 
environment.  The team shall be responsible for developing processes for accident 
investigation and for the identification, reporting, and correction of hazards and other 
unsafe conditions within the school environment, as described below.  The 
superintendent or designee shall lead the health and safety leadership team in carrying 
out its responsibilities.  

 
A. ACCIDENT INVESTIGATION AND CORRECTION OF HAZARDS 

 
The health and safety leadership team shall develop an accident investigation 
protocol, or improve existing protocols, for investigating all employee work-
related injuries.  The protocol may also address investigation of accidental 
injuries to students or visitors, as well as incidents of violence in the school 
environment.   
 
The accident investigation protocol must include steps to identify in a timely 
manner the cause(s) of the accident and any underlying factors that may have 
contributed to it.  It must also require the identification and implementation of 
actions to address unsafe conditions to prevent recurrence of the incident.  
Investigation steps may include, but are not limited to, interviews of the injured 
employee(s) and witnesses, examination of physical evidence, examination of 
the workplace, and data collection.   

 
The protocol must provide for recording the findings of cause, recommendations 
for correction, and actions taken. 
 
The health and safety leadership team shall develop additional protocols, or 
improve existing protocols, as necessary to investigate reports of hazards and 
other unsafe conditions within the school environment. 

  
B. PREVENTATIVE MEASURES: IDENTIFICATION, EVALUATION, AND CONTROL OF HAZARDS  
 

The health and safety leadership team shall establish or improve processes and 
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strategies for the identification, investigation, and control of hazards and other 
unsafe conditions in the school environment, including those arising from safety 
hazards (e.g., slippery floors, cluttered work areas, overloaded electrical outlets); 
chemical and biological hazards (e.g., solvents, pesticides, lab chemicals, 
bloodborne pathogens); other health hazards (e.g., allergens and other indoor air 
pollution, noise), and ergonomic risk factors (e.g., repetition, use of excessive 
force, awkward posture).   
 
The processes for identification, investigation, and control may include periodic 
worksite inspections to identify potential or actual safety hazards; job task safety 
analysis; employee safety surveys; analysis of ergonomic risk factors; review of 
injury data, accident reports, and workers’ compensation records; hazard control 
analysis; and/or other standard means of hazard identification and control that 
are consistent with the goal of improving safety in the school environment.  The 
superintendent or designee may appoint site-based safety teams to conduct 
these activities at each school system site that houses employees.  If site-based 
teams are utilized, they shall report to the health and safety leadership team on a 
schedule to be established by the superintendent or designee. 
 

C. CORRECTION OF IDENTIFIED HAZARDS 
 
The processes and strategies for improving safety in the school environment 
required by this policy must include a system for correcting identified hazards 
and must require the immediate removal of employees from an area where there 
is an imminent danger that cannot be immediately corrected (e.g., a chemical 
spill).  
 
The system for correcting hazards must give priority to solutions that actually 
remove the hazard.  If the hazard cannot be removed altogether, procedures that 
limit exposure to the hazard should be implemented when practicable.  In 
addition, personal protective equipment may be provided to protect the 
individual(s) from direct exposure to a hazard that cannot be eliminated.  A 
combination of these methods should be used if needed to address the 
hazardous condition. 
 

D. REPORTING HAZARDS OR OTHER UNSAFE CONDITIONS 
 
The health and safety leadership team shall establish or improve processes for 
employees and others to report hazards and other unsafe conditions to 
supervisory or administrative personnel without fear of reprisal.   
 

E. DEVELOPMENT OF SAFE WORK PRACTICES  
 
The health and safety leadership team shall assist the superintendent or 
designee in the development of safety standards for facilities, equipment, 
machinery, tools, and work practices.  The standards must be consistent with all 
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applicable federal and state standards. 
 

F. SAFETY EDUCATION AND TRAINING 
 
The health and safety leadership team shall coordinate a system-wide safety 
education program to educate individuals in the school environment on safety 
practices.  The program of education and training must be documented and must 
include instruction on workplace-related safety practices, relevant job- or activity-
specific safety practices, and site-specific safety and emergency procedures.  It 
must also include instruction on measures for reporting any unsafe conditions, 
work practices, or injuries.   
 

G. RECORDKEEPING 
 
The health and safety leadership team shall establish uniform processes for 
recordkeeping that comply with the requirements of federal and state law.    

 
H. EMPLOYEE RESPONSIBILITY FOR SAFETY 

 
All employees are expected to follow safe work practices, use appropriate 
personal protective equipment as instructed by their supervisors, and attend 
safety education programs as assigned.  Employees must report unsafe 
conditions or work practices, accidents, or injuries as soon as practicable, in 
accordance with established procedures.  

 
Legal References:  29 C.F.R. Part 1910; 13 N.C.A.C. 07F.0101; State Board of 
Education Policy TCS-Q-003  
 
Cross References:  School Safety (policy 1510/4200/7270), Hazardous Materials (policy 
6540), Occupational Exposure to Bloodborne Pathogens (policy 7260), Occupational 
Exposure to Hazardous Chemicals in Science Laboratories (policy 7265) 
 
Adopted:     
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Deputy/Associate/Assistant Superintendent 
Contracts                                                                                          Policy Code: 7422 
 
 
The board recognizes the importance of establishing a clear contractual relationship 
with its deputy/associate/assistant superintendents.  The board, upon the 
recommendation of the superintendent, may choose to elect deputy/associate/assistant 
superintendents.  Any individuals hired into these positions will be hired pursuant to an 
explicit written contractual agreement that meets the requirements of state law.  Any 
such contract will be voted upon by the board in open session at a duly called meeting 
after the members of the board have had an opportunity to review the final written 
document.  If the contract is approved, the open session minutes of the board will reflect 
that the board voted to approve the contract and will include the executed written 
documents as an attachment.   
 
Any subsequent revisions to or extensions of the deputy/associate/assistant 
superintendent’s contract, including any additional compensation, will likewise be voted 
upon by the board in open session at a duly called meeting of the board after the board 
members have had an opportunity to review the written amended document.  If the 
amendments are approved, the open session minutes of the board will reflect that the 
board voted to approve the amendments to the contract and will include the executed 
written document as an attachment.   
 
The terms of the contract between the board and the deputy/associate/assistant 
superintendent will include general responsibilities, professional activities, evaluations, 
salary, vacation and leave arrangements, and other benefits.  The contract also may 
specify performance expectations, including expectations related to board goals and 
objectives and State Board standards for student success.  The contract, as well as any 
amendments, will be signed by the board chair and vice chair on behalf of the board 
and attested to by the superintendent and must be pre-audited by the finance officer. 
 
Legal References:  G.S. 115C-47(17), -278 
 
Cross References:   
 
Adopted:     
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SCHOOL ADMINISTRATOR CONTRACTS          Policy Code:    7425 
 
 
 
The board recognizes that an effective staff is critical to the smooth operations of the 
school system and to creating a learning environment in which students can succeed.  
The board further believes that students will not excel in performance unless those who 
most directly affect students, including school administrators, teachers and other 
licensed professionals, excel in their performance. For the purposes of this policy, the 
term “school administrator” is defined as a principal, assistant principal, supervisor or 
director whose major function includes the supervision of teaching or any other part of 
the instructional program.  
 
A.  STANDARD FOR INITIAL, EXTENDED, OR RENEWED CONTRACTS  
 

School administrator contracts will be granted, extended or renewed only for 
individuals of proven ability who strive for excellence.  School administrators 
should be able to facilitate student learning, and effectively carry out the 
responsibilities of providing for school safety, and enforcing student discipline. 
The superintendent is expected to be able to substantiate any recommendation 
for granting a new contract, extending a current contract or renewing a contract 
with evaluation data, as described in policy 7810, Evaluation of Licensed 
Employees, or with regard to applicants, with data from the selection process as 
provided in policy 7100, Recruitment and Selection of Personnel.  If the board is 
not satisfied that an applicant or employee has met the standards established by 
the board, employment will be denied, following statutorily prescribed procedures 
and other applicable legal requirements. 

 
B. TERM OF CONTRACT 
 

1. Initial Contracts 
 

Initial contracts between a school administrator and the board will be for a 
term of two to four years. Four-year contracts will be granted only to 
exemplary school administrators.  Absent unusual circumstances, two-year 
initial contracts will be granted for individuals who do not have experience as 
school administrators.  In addition, one-year contracts may be granted to 
individuals who hold a provisional assistant principal’s license.   

 
2. Subsequent Contracts 
 

Subsequent contracts between a principal or assistant principal and the board 
will be granted for a term of four years. 

 
C. PERFORMANCE EXPECTATIONS 
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An employee who has a school administrator contract with the school system is 
expected to continue to strive for excellence, meet all performance standards 
established by the board, and pursue professional development as provided in 
policy 1610/7800, Professional and Staff Development.  Any employee who is 
unable or unwilling to meet reasonable standards of the board may be subject to 
demotion or dismissal, as provided in policy 7930, Professional Employees: 
Demotion and Dismissal,  and in accordance with statutorily prescribed 
procedures. 

 
D. PROCEDURE FOR NEW, RENEWED, OR EXTENDED CONTRACTS 
 

1. Decisions of the superintendent and board with regard to recommendations 
and offers and decisions not to recommend or offer new, renewed, or 
extended contracts will be made in accordance with G.S. 115C-287.1. 
 

2. If the superintendent decides not to recommend that the board offer a school 
administrator a new, renewed or extended contract, the employee has all 
procedural rights accorded by G.S. 115C-287.1. 

 
3. In considering a recommendation of the superintendent to offer a school 

administrator a new, renewed, or extended contract, the board may review 
any information that was in the employee’s  personnel file at the time of the 
superintendent’s recommendation.  If the board determines that it needs 
additional information to reach a decision, it will notify the administrator of the 
board’s concerns and of the additional information that it is considering and 
provide an opportunity for the employee to respond to the additional 
information. 

 
Legal References:  G.S. 115C-36, -47(18), -284(c), -287.1, -289, -325.1 et seq,. Tobe-
Williams v. New Hanover Co. Bd. Of Educ._N.C. App._, 759 S.E.2d 680 (2014) 
 
 
 
Cross References:  Professional and Staff Development (policy 1610/7800), Hearings 
Before the Board (policy 2500), Recruitment and Selection of Personnel (policy 7100), 
Evaluation of Licensed Employees (policy 7810), Professional Employees: Demotion 
and Dismissal (policy 7930) 
 
Adopted:  May 1, 2000                   Updated   March 2, 2010         Updated:  
Updated:  June 2, 2014   Updated:  April 6, 2009 
Updated:  August 3, 2009 
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LEAVE                                                                                  Policy Code:  7510 
 

 
 
The 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 employee will be discharged, demoted 
or otherwise subjected to adverse employment action for taking leave in accordance 
with board policies and administrative procedures. 
 
All requests for leave, with or without pay, must be addressed in accordance with state 
and federal law, as well as policies promulgated by the State Board of Education 
including those specified in the most current edition of the North Carolina Public 
Schools Benefits and Employment Manual, available at  
http://www.ncpublicschools.org/district-humanresources/key-information  
 
In addition to applicable laws and regulations, the following board policies will apply to 
leave requests.  The superintendent is directed to develop administrative procedures 
and make them available to any employee upon request. 
 
A. MINIMUM LEAVE TIME 
  
 An employee may take any type of leave increments of hours unless otherwise  

specified in this policy.  Any ten-month employee requiring a substitute who is 
absent less than one-half day will be charged with the use of one-half day of 
leave.  If an absence is more than one-half day but less than one full day, one 
day of leave will be charged.  Leave that is designated as eligible for leave under 
the Family and Medical Leave Act, defined in board policy 7410, may be taken in 
increments of hours. 

 
B. CONTINUOUS LEAVE OF MORE THAN TEN DAYS 
 

An employee must comply with the notice and verification requirements as 
provided in policy 7520, Family and Medical Leave, for continuous leave of more 
than 10 days 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 leave is taken or as soon as is feasible 
thereafter. 

 
C. SICK LEAVE 
 

The superintendent or designee may require a statement from a medical doctor 
or other acceptable proof that the employee was unable to work due to illness.  
Employees who anticipate using sick leave for more than a single day must 



 Policy Code: 7510 
 

 

MONTGOMERY COUNTY BOARD OF EDUCATION POLICY               Page 2 of 5 

inform the principal or immediate supervisor in advance, so that arrangements 
may be made to reassign the employee’s duties during the period of absence. 

 
D. PERSONAL LEAVE 
 

Teachers earn personal leave at a rate of .20 days for each full month of 
employment, 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, personal leave in excess five 
days shall be converted to sick leave so that a maximum of five days of personal 
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.  Personal leave may be 
requested by application in accordance with the policies of the State Board of 
Education and may be used only upon the authorization of the teacher’s 
immediate supervisor.  A teacher shall not take personal leave on the first day he 
or she is required to report for the school year, on a required teacher workday, on 
days scheduled for State testing, or on the day before or the day after a holiday 
or scheduled vacation day, unless the request is approved by the principal.  On 
all other days, if the request is made at least five days in advance, the request 
will be automatically granted subject to the availability of a substitute teacher. 
The teacher cannot be required to provide a reason for the request. 

 
E. VACATION LEAVE 
 

The superintendent or designee has the authority to approve the vacation 
schedules of all personnel.  To promote the efficient operation of the schools, the 
superintendent may designate certain periods during the nonacademic year as 
preferred vacation periods for 12-month employees.  Vacation is earned by 12-
month teachers during the two months of "extended employment" will be taken 
only upon the authorization of the employee's immediate supervisor and in 
accordance with procedures established by the superintendent.  Vacation earned 
by teachers and other 10-month employees during the 10-month school-year 
employment will be taken as outlined in the school-year calendar.  If a teacher 
schedules vacation leave in accordance with the school calendar, the board 
and/or principal must give the teacher at least 14 calendar days notice before 
requiring the teacher to work on the scheduled day(s), unless the teacher waives 
the notice requirement. 

 
Annual vacation leave may be accumulated without any applicable maximum 
until June 30 of each calendar year.  On June 30, accumulated annual vacation 
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leave in excess of 30 days will be converted to sick leave so that only 30 
workdays of annual vacation leave are carried forward. 

 
An employee who has unused vacation from another school system in North 
Carolina may have the vacation time transferred to this school system.  

 
Instructional personnel who must be replaced by a substitute may not take 
earned vacation on days when school is in session for students unless the 
employee's absence is due to the employee’s own catastrophic illness and the 
employee has exhausted all of his or her sick leave or unless the employee 
qualifies as a new parent.  In such instances, the employee will not be required to 
pay the substitute. 

 
Within any given year, instructional personnel who do not require a substitute 
may be granted a maximum of five vacation days when students are in 
attendance.  Such days may not be consecutive.  Leave will not be granted for 
days immediately before or immediately following days when students are out of 
school.  Leave will not be granted on mandatory staff development days.  An 
exception to these restrictions may be made when an employee is absent due to 
a catastrophic illness and the employee has exhausted all of his or her sick 
leave. 

 
The superintendent shall establish procedures for reviewing requests for the use 
of vacation leave for catastrophic illness by instructional personnel and bus 
drivers. 

 
F. CHILD-SCHOOL INVOLVEMENT LEAVE 
 

All employees may take up to four hours of leave per year to attend or otherwise 
be involved in the school of a child for whom the employee is a parent, guardian 
or person standing in loco parentis. Employees must contact finance department 
prior to taking leave. 

 
 
G. COMPENSATORY LEAVE  
 

Because professional employees are expected to fulfill all job duties, 
compensatory leave should only apply in extraordinary circumstances. 

 
Employees who are not exempt from the provisions of the Fair Labor Standards 
Act may accrue compensatory time (comp time) at a rate of one and one-half 
hours for every 1 one hour worked in lieu of receiving overtime pay for each 
hours worked beyond 40 in a given workweek.  For the purposes of compliance 
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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.  The superintendent or designee may exempt certain 
employees or categories of employees from this comp time provision when 
deemed necessary for the proper administration of the school system. 

 
A n employees must obtain approval from his or her immediate supervisors 
before taking compensatory leave. 

 
H. MILITARY LEAVE 
 

Employees may take up to 15 workdays of paid military leave during the federal 
fiscal year, which runs from October 1 through September 30.  Paid military leave 
may be used for: (1) active duty training in the Reserve Components of the U.S. 
Armed Forces, including the National Guard, the Army Reserve, the Naval 
Reserve, the Marine Corps Reserve, the Air Force Reserve and the Coast Guard 
Reserve; (2) required physical examinations relating to membership in a reserve 
component; and (3) regularly scheduled unit assemblies, also referred to as 
drills.  For infrequent special activities in the interest of the state when authorized 
by the Governor or designee, members of the National Guard may be paid for up 
to 30 days in addition to the 15 days allowed for training. 
 

I. LEAVE OF ABSENCE WITHOUT PAY 
 

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, renewable at the 
discretion of the superintendent with approval from the board: 

 
1. military leave (see also policies 7520, Family and Medical Leave, and 7530 

Military Leave); 
2. personal illness in excess of sick leave; 
3. family leave (see also policy 7520); 
4. professional leave; and 
5. other reasons the discretion of the superintendent with the approval of the 

board. 
 
An employee seeking leave is responsible for making necessary arrangements 
as provided in the administrative procedures.  Except in the case of an  
Emergency, an employee who desires a leave of absence without pay shall 
provide at least 30 days’ notice and shall submit a request in writing to the board 
stating the beginning and ending dates of the desired leave of absence.  The 
employee is expected to consult with the principal or his or her immediate 
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supervisor.  The superintendent may request documentation from the employee 
in support of his or her request.  In determining the length of absence without pay 
that will be approved, with the exception of military and family leave, due and 
proper consideration must be given to the welfare of the students as well as the 
employee.  The superintendent may require the employee to give notice of his or 
her intent to return to work at reasonable time intervals during the leave. 

 
Once a leave of absence without pay has been requested by an employee and 
approved by the board, the dates are binding unless both parties agree to a 
change. 

 
Legal References:  G.S. 95-28.3; 115C-12, -36, -47, -84.2, -285. -302.1, -316, -336, -
336.1; 16 N.C.A.C. 6C. .0405; State Board of Education Policy TCP-D-003, North 
Carolina Public Schools Benefits and Employment Policy Manual (N.C. Dept of Public 
Instruction, current version) available at    
http://www.ncpublicschools.org/district-humanresources/key-information  
 
Cross References:  Family and Medical Leave (policy 7520), Military Leave (policy 
7530), Voluntary Shared Leave (policy 7540), Absences Due to Inclement Weather 
(policy 7550) 
 
Adopted:   May 1, 2000 
Amended: February 2, 2004  
Updated: April 6, 2009 
Updated: March 3, 2010 
Updated: December 8, 2010 
Updated:       April 3, 2012 
Updated:      January 14, 2013 
Updated:      December 9, 2013 
Updated:       
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VOLUNTARY SHARED LEAVE                                Policy Code:            7540 
 
 
 
The purpose of voluntary shared leave is to enable employees to donate earned leave 
to a fellow employee who has exhausted all earned leave and continues to be absent 
due to serious medical conditions.  
 
Donations made pursuant to this policy are voluntary.  No employee should feel 
pressured or coerced to participate.  The donating employee may not receive 
compensation in any form for the donation of leave.  Any employee found guilty of 
giving or receiving compensation may be subject to dismissal as outlined in applicable 
state law. 
 
Administrative procedures in conformance with State Board of Education policies will be  
developed and made available in the personnel office. 
 
Legal References:  G.S. 115C-12.2, -47, -325 (applicable to career status teachers), -
325.1 et seq.(applicable to non-career status teachers), -336; 16 N.C.A.C. 6C.0402; 
North Carolina Public Schools Benefits and Employment Policy Manual (N.C. Dept. of 
Public Instruction, current version), available at  
http://www.ncpublicschools.org/district-humanresources/key-information 
 
 
 
Cross References:   
 
Adopted:  May 1, 2000 
Updated:  August 3, 2009 
Updated:  June 2, 2014 
Updated:   
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RETURN TO WORK                                                                    Policy Code   :      7635 
 
 
The board supports the practice of bringing employees back to work after a work-related 
injury or illness as soon as they are medically able in order to enhance the employees’ 
recovery while minimizing the impact of work-related injuries on school system 
operations.  
 
The superintendent is directed to establish a return to work program that is consistent 
with federal and state law, board policy, and State Board of Education requirements.  
The objectives of the program will be to: 
 
1. assist employees who are recovering from a work-related temporary injury or 

illness to safely return to full duty without restrictions at the earliest possible time;   
 

2. assist recovering employees who have temporary work restrictions to return to a 
temporary, time-limited transitional work assignment of modified or alternate 
duties approved by the authorized health care provider, when practicable and in 
the best interests of the school system to do so;   
 

3. assist employees with permanent work restrictions to find suitable employment; 
and  
 

4. maintain close communication, coordination, and cooperation between the 
employee, school system representatives, and others working to expedite the 
employee’s recovery and return to work.  

 
The superintendent shall provide specific procedures to guide all employees in carrying 
out the return-to-work program.  All supervisory employees are expected to fully comply 
with the program procedures and to assist in meeting the program’s objectives.  
Employees experiencing work-related injuries or illnesses shall fulfill all responsibilities 
assigned to them under the return-to-work program and shall fully comply with the 
applicable requirements of the North Carolina Workers Compensation Act. 
 
If an employee refuses an approved transitional duty assignment or other suitable 
employment offered under this policy or under the return-to-work program required by 
this policy, the superintendent or designee shall direct the workers’ compensation 
administrator to apply to terminate the employee’s workers’ compensation benefit 
payments in accordance with the North Carolina Workers’ Compensation Act.  In 
addition, the employee will be subject to disciplinary action to the extent consistent with 
law.  
 
This policy and any procedures developed by the superintendent to implement this 
policy are not intended to, and do not, confer any additional employment rights on any 
employee, including any right to a transitional duty assignment, nor will they be 
construed as recognition by the school system that any employee who participates in 
the return-to-work program has a disability as defined by the Americans with Disabilities 
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Act of 1990, the Rehabilitation Act of 1973, or the North Carolina Persons with 
Disabilities Protection Act.  
 
Legal References:  Americans with Disabilities Act of 1990, 42 U.S.C. 12101 et seq., 28 
C.F.R. Part 35; Family and Medical Leave Act of 1993, 29 U.S.C. 2601 et seq., 29 
C.F.R. Part 825; Rehabilitation Act of 1973, 29 U.S.C. 701 et seq., 34 C.F.R. Part 104; 
North Carolina Persons with Disabilities Protection Act, G.S. ch. 168A; North Carolina 
Workers’ Compensation Act, G.S. 97, art. 1; 115C-12(43), -337; State Board of 
Education Policy TCS-Q-001 
 
Cross References:  Family and Medical Leave (policy 7520) 
 
Adopted:   
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PERSONNEL FILES                                             Policy Code: 7820 
 
 
 
Personnel files, which may consist of paper or electronic records, will be maintained in 
the human resources office for all employees as provided by law. The superintendent 
and all supervisors are directed to ensure that all appropriate employment-related 
information is submitted to the file.  Employees will be provided with all procedural 
protections as provided by law. 
 
The superintendent shall have overall responsibility for granting or denying access to 
personnel records consistent with this policy. 
 
A. RECORDS MAINTAINED 
 

The following records must be maintained in the personnel file: 
 

1. evaluation reports made by the administration; 
2. commendations for and complaints against the employee (see subsection C); 
3. written suggestions for corrections and improvements made by the 

administration; 
4. certificates; 
5. employee’s standard test scores; 
6. employee’s academic records; 
7. application forms;  
8. any request to the State Board of Education to revoke the employee’s 

teaching license; and  
9. other pertinent records or reports. 

 
B.          CERTAIN EMPLOYEE RECORDS MAINTAINED SEPARATELY 
 

The following employee information shall be kept separate from the employee’s 
general Personnel information, in accordance with legal and/or board 
requirements: 

 
1. Pre-Employment Information 
 

Letters of reference about an employee before his or her employment and, 
for teachers, any other pre-employment information collected, will be filed 
separately from the employee’s general personnel information and shall 
not be made available to the employee. 

 
2. Criminal Record Check 
 



Policy Code: 7820 
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Data from a criminal history check shall be maintained in a locked secure 
location separate from the employees personnel file.  The superintendent 
shall designate which school officials have a need to know the results of 
the criminal history check.  Only those officials so designated may obtain 
access to the records. 

 
3. Medical Information 

 
Employee medical information, including the following, shall be kept in a 
separate confidential file and may be subject to disclosure rules: 
 
a. health certificates (see board policy 7120, Employee Health 

Certificates); 
b. drug test results, except that drug use or alcohol use contrary to 

board policy or law also may be documented in the employee’s 
personnel file (see board policy 7241, Drug and Alcohol Testing of 
Commercial Motor Vehicle Operators); 

c. information related to an employee’s communicable 
disease/condition or possible occupational exposure to bloodborne 
pathogens (see board policies 7260, Occupational Exposure to 
Bloodborne Pathogens, and 7262,  Communicable Diseases – 
Employees);  

d. medical information related to leave under the Family and Medical 
Leave Act (see board policy 7520, Family and Medical Leave); and 

e. genetic information, as defined by the Genetic Information 
Nondiscrimination Act of 2008 

 
4. Complaints/Reports of Harassment or Discrimination 
 

The superintendent or his or her designee shall maintain records of all 
reports and complaints of harassment and discrimination and the 
resolution of such complaints.  Allegations of harassment or discrimination 
shall be kept confidential to the extent possible.  Employees involved in 
the allegations shall be identified only to individuals who need the 
information to investigate or resolve the matter or to ensure that due 
process is provided to the accused employee, (see board policies 
1710/4021/7230, Prohibition Against Discrimination, Harassment and 
Bullying, and 1720/4015/7225, Discrimination, Harassment and Bullying 
Complaint Procedure. 
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If the allegations are substantiated through investigation, the 
superintendent or designee shall ensure that the provisions of Section C, 
below, are followed to the extent that they do not conflict with the rights of 
any individual. 
  

 
C. PLACEMENT OF RECORDS IN PERSONNEL FILE 
 

All evaluations, commendations, complaints or suggestions for correction or 
improvement must be placed in the central office personnel file after the following 
requirements are met: 

 
1. the comment is signed and dated by the person making the evaluation, 

commendation, complaint or suggestion; 
  
2. if the comment is a complaint, the employee’s  supervisor has attempted to 

resolve the issue raised therein, and documentation of such efforts is 
attached with the supervisor’s recommendation to   the superintendent as to 
whether the complaint contains any invalid, irrelevant, outdated or false 
information; and 

 
3. the employee has received a copy of the evaluation, commendation, 

complaint or suggestion five days before it is placed in the file. 
 

All written complaints that are signed and dated must be submitted regardless of 
whether the supervisor considers the complaint to be resolved. 
 
The supervisor is expected to use good judgment in determining when 
documents should be submitted to the file immediately and when a delay is 
justified, such as when there exists a plan of improvement that is frequently 
revised.  However, all evaluations, commendations, complaints or suggestions 
for correction or improvement should be submitted by the end of the school year 
or in time to be considered in an evaluation process, whichever is sooner.  The 
supervisor or principal should seek clarification from the director of human 
resources as necessary to comply with this policy.   

 
The employee may offer a denial or explanation of the evaluation, 
commendation, complaint or suggestion, and any such denial or explanation 
shall become part of his or her personnel file provided that it is signed and dated. 
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The superintendent may exercise statutory authority not to place in an 
employee’s file a letter of complaint that contains invalid, irrelevant, outdated or 
false information or a letter of complaint in situations when there is no 
documentation of an attempt to resolve the issue.  
 
As provided in policy 7900, Resignation, if a career employee who has been 
recommended for dismissal under the applicable state law resigns without the 
written consent of the superintendent, then (1) the superintendent shall report the 
matter to the State Board of Education; (2) the employee shall be deemed to 
have consented to the placement of the written notice of the superintendent’s 
intention to recommend dismissal in the employee’s personnel file; and (3) the 
employee shall be deemed to have consented to the release to prospective 
employers, upon request, of the fact that the superintendent has reported this 
employee to the State Board of Education.  For purposes of this provision, 
“career employee” means (1) a teacher or an administrator with career status, or 
(2) an administrator or a non-career status teacher during the term or his or her 
contract.  

 
D. ACCESS TO PERSONNEL FILE 
 

1. Every employee shall have the right during regular working hours to inspect 
his or her personnel file, including any portions of the file maintained in 
electronic format only, during regular working hours, provided that three days 
notice is given to the personnel office. 
 

2. The following persons may be permitted to access to a personnel file without 
the consent of the employee about whom the file is maintained: 

 
a. those school officials involved in the screening, selection, or evaluation of 

the individual for employment or other personnel action; and 
 

b. members of the Board of Education, if the examination of the file relates to 
the duties and responsibilities of the board member; 

 
c. the board attorney; 

 
d. the superintendent and other supervisory personnel; 

 
e. the hearing officer in a demotion or dismissal procedure regarding the 

employee; and 
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f. law enforcement and the District Attorney to assist in the investigation of a 
report made to law enforcement pursuant to G.S. 115C-288(g) or 
regarding an arson; an attempted arson; or the destruction of, theft from, 
theft of, embezzlement from, or embezzlement of any personal or real 
property owned by the board.  Five days written notice shall be given to 
the employee prior to such disclosure. 

 
3. No other person may have access to a personnel file except under the 

following circumstances: 
 

a. when an employee gives written consent to the release of his or her 
records which specifies the records to be released and to whom they are 
to be released; 

 
b. pursuant to court order a subpoena or court order; or 

 
c. when the board has determined and the superintendent has documented 

that the release or inspection of information is essential to maintaining the 
integrity of the board or the quality of services provided by the board. 

 
4. Each request for consent to release records must be handled separately. 
 
5. It is a criminal violation for an employee or board member to do either of the 

following: 
 

a. knowingly, willfully and with malice permit any unauthorized person to 
have access to information contained in a personnel file; or 

 
      b. knowingly and willfully examine, remove or copy a personnel file that he or 

she is not specifically authorized to access pursuant to G.S. 115C-321. 
 
E. INFORMATION AVAILABLE TO PARENTS OF STUDENTS ATTENDING TITLE I SCHOOLS 
 
 The following information about a student’s teacher(s) or paraprofessional(s) 

providing services to a student shall be provided upon request to the parent of a 
student attending a Title I school: 

 
1. whether the teacher has met North Carolina qualification and licensing 

criteria for the grade level(s) and subject area(s) in which the teacher 
provides instruction; 
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2. the teacher’s baccalaureate degree major and any post-graduate 
certification or degree held; 

 
3. whether the teacher is teaching under emergency or other provisional 

status through which North Carolina qualification or licensing criteria have 
been waived; and 

 
4. the qualifications of any paraprofessional providing services to the 

student. 
 
F. Public Information 
 

1. The following information contained in an employee’s personnel file must 
be open to inspection upon request by  members of the general public; 

 
a. name; 
b. age; 
c. date of original employment or appointment; 
d. the terms of any past or current contract by which the employee is 

employed, whether written or oral, to the extent that the board has 
the written contract or a record of the oral contract in its 
possession; 

e. current position; 
f. title; 
g. current salary (includes pay, benefits, incentives, bonuses, deferred 

compensation, and all other forms of compensation paid to the 
employee); 

h. the date and amount of each increase or decrease in salary with 
the board; 

i. the date and type of each promotion, demotion, transfer, 
suspension, separation, or other change in position classification 
with the board;  

j. the date and general description of the reasons for each promotion 
with the board; 

k. the date and type of each dismissal, suspension or demotion for 
disciplinary reasons taken by the board and if the disciplinary action 
was a dismissal, a copy of the written notice of the final decision of 
the board setting forth the specific acts or omissions that are the 
basis of the dismissal; and  

l. the office or station to which the employee is currently assigned  
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2. The name of a participant in the North Carolina Address Confidentiality 
Program is not a public record, is not open to inspection, and must be 
redacted from any records released. 

 
3. Volunteer records are not considered public records. 
 
4. Unless an employee submits a written objection to the human resources 

office, the board also may make the following information available about 
each employee as part of an employee directory: 

 
 a. address; 
 b. telephone number; 
 c. photograph; 
 d. participation in officially recognized activities and sports; or  
 e. degrees and awards received. 

 
5. Employees will be notified of their right to object before any such directory 

is compiled or revised. 
 
6. Under no circumstances shall the following be released pursuant to a  

                      public records request or as part of an employee directory: 
 

a. personal identifying information, as defined board policy 4705/7825, 
Confidentiality of Personal Identifying information; or 

b. the name, address or telephone number of a participant in the North 
Carolina Address Confidentiality Program. 

             
G. REMOVAL OF RECORDS 
 

An employee may petition the board to remove any information from his or her 
personnel file that the employee deems invalid, irrelevant or outdated.   

 
Legal References:  Genetic Information Nondiscrimination Act of 2008, 42 U.S.C. 2000ff 
et seq.; No Child Left Behind Act of 2001, 20 U.S.C. 6311(h)(6), G.S. 115C-36, -47(18), 
-209.1, -288(g), -319 to -321, -325(b); and (o) (applicable to career status teachers), -
325.2 and -325.9 (applicable to non-career status teachers); 143B-931; 16 NCAC 06C 
.0313 
 
Cross Reference:  Prohibition Against Discrimination, Harassment and Bullying (policy 
1710/4021/7230), Sexual Harassment Complaint Procedure (policy 1755/7237), 
Confidential Information (policy 2125/7315), North Carolina Address Confidentiality 
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Program (policy 4250/5075/7316), Confidentiality of Personal Identifying Information 
(policy 4705/7825), Public Records (policy 5070), Employee Health Certificates (policy 
7120), Drug and Alcohol Testing of Commercial Motor Vehicle Operators (policy 7241), 
Occupational Exposure to Bloodborne Pathogens (policy 7260), Communicable 
Diseases – Employees (policy 7262), Family and Medical Leave (policy 7520), Petition 
for Removal of Personnel Records (policy 7821), Resignation (policy 7900) 
 
Adopted:  May 1, 2000 
Updated:  April 6, 2009 
Updated:  April 13, 2010 
Updated:  December 8, 2010 
Updated:  December 5, 2011 
Updated:  June 2, 2014  
Updated:   
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NON- CAREER STATUS TEACHERS: 
NONRENEWAL                                                                         Policy Code:             7950 
 
 
 
The board may refuse to renew the contract of any non-career status teacher for any 
cause it deems sufficient, so long as the cause is not arbitrary, capricious, and 
discriminatory or for personal or political reasons. 
  
 

If the superintendent decides to recommend nonrenewal of a non-career status 
teacher, the superintendent shall provide written notice of the recommendation  
no later than June 1.  The teacher may, within 10 days of receipt of the 
superintendent's recommendation, request written notice of the reasons for the 
superintendent's recommendation for nonrenewal and the information that the 
superintendent may share with the board to support the recommendation for 
nonrenewal.  If a teacher files a timely request, the superintendent shall provide 
the requested information, and the teacher will be permitted to submit 
supplemental information to the superintendent and board prior to the board's 
decision.   
 
A non-career status teacher has the right to petition the board for a hearing 
regarding the superintendent's recommendation for nonrenewal.  If the teacher 
requests a hearing, the board chair and vice chair will confer and determine 
whether such a hearing will be granted.  If the chair and vice chair cannot agree, 
a hearing will be granted.  (Note:  It is within the board’s discretion to determine 
how it will decide whether to grant a discretionary hearing.  This method is a 
suggestion, and it may be modified to incorporate the board’s current practice. 
 
In considering a recommendation of the superintendent to offer a teacher a new, 
renewed, or extended contract, the board may review any information that was in 
the teacher’s personnel file at the time of the superintendent’s recommendation.  
If the board determines that it needs additional information to reach a decision, it 
will notify the teacher of the board’s concerns and of the additional information 
that it is considering and provide an opportunity for the teacher to respond to the 
additional information. 
 
The board will notify the teacher if a decision is made to grant a hearing. 
 
The board will notify the non-career status teacher whose contract will not be 
renewed for the next school year of its decision by June 15.  If, however, a 
teacher is granted a hearing, the board will provide the nonrenewal notification 
within 10 days of the hearing or such later date upon the written consent of the 
superintendent and teacher. 
 
Non-career status teachers may be demoted or dismissed during the terms of 
their contracts only in accordance with policy 7930, Professional Employees: 
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Demotion and Dismissal. 
 
 Legal References:  G.S. 115C-45(c), -325.1 et seq. 
 

Cross References:  Teacher Employment Contracts (policy 7410), Professional 
Personnel Reduction in Force (policy 7920), Professional Employees: Demotion 
and Dismissal (policy 7930) 

 
Adopted:  April 13, 2010 
Updated:  March 8, 2011 
Updated:  July 12, 2011 
Updated:  December 5, 2011 
Updated:  June 2, 2014 
Updated:   
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FACILITY DESIGN                                         Policy Code:      9020 
 
 
 
The board is committed to designing new facilities and renovating existing facilities in a 
manner that maximizes the use of space, conserves environmental resources and 
produces structurally sound and safe buildings.  All school buildings should be designed 
to create safe, orderly and inviting learning environments where students can succeed.  
School buildings also will be planned to the extent feasible for maximum use by the 
community and for providing extended services to students.   
 
The superintendent is responsible for overseeing the design of facilities that have been 
identified in the long-range facility needs plan and been approved for funding.  New or 
renovated facilities must be designed to meet all legal requirements, including legal 
standards for accessibility and use of facilities by persons with disabilities.  Plans also 
must take into consideration the facilities guidelines developed by the North Carolina 
Department of Public Instruction. The superintendent will utilize services of outside 
professionals, including architects and other consultants, in the facility design and 
construction.  Any contract for professional services must be reviewed by the board 
attorney, approved by the board, and must meet any applicable board policies.  (See 
policy 9110, Selection and Use of Architects and Engineers.)The superintendent also 
may involve school staff, parents and students in the design of school buildings.   
 
Before investing any money in the construction of any new building, or when using any 
state money for the erection, repair, or equipping of any building, the superintendent 
must submit the plans to the State Board for review and comment and must review the 
plans based upon a consideration of the comments received. 
 
Plans for science facilities in new middle and high schools are subject to approval by 
the State Board of Education in accordance with G.S. 115C-521 (cl) and State Board of 
Education policy. 
 
The superintendent will report periodically to the board on the development of facility 
plans.  The superintendent also will report on the State Board’s review of facility plans 
conducted pursuant to G.S. 115C-521(c) and this policy and must specifically address 
any concerns noted by the State Board.  The board will give final approval of facility 
plans before investing money into new buildings or renovations.  
 
Legal Reference:  29 U.S.C. §794(b); 34 C.F.R. pt. 104 (subpt. C); 42 U.S.C. §12101 et 
seq.; 28 C.F.R. pt. 35 (subpt. D); G.S. 115C-204, -521; 133, arts. 1 and 3; State Board 
of Education Policies TCS-P003,  North Carolina Public School Facilities Guidelines and 
TCS-P-006, Procedures Manual; Public School Building Capital Fund, both available at 
www.schoolclearinghouse.org/ ; 
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FACILITY DESIGN                                         Policy Code:      9020 
 
 
 
Cross Reference:  Selection and Use of Architects and Engineers  (policy 9110) 
 
Other Resources:  North Carolina Department of Public Instruction School Planning 
Publications, available at http://www.schoolclearinghouse.org/  
Adopted:  May 1, 2000  
Updated:  March 3, 2010            Updated:  December 9, 2013   
Updated:   
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PREQUALIFICATOIN OF BIDDERS FOR  
CONSTRUCTION PROJECTS Policy Code: 9115 
 
 
A. GENERAL 

 
1. The purpose of this prequalification process is to impartially evaluate a 

contractor, and to properly determine by its responsible business 
practices, work experience, manpower, and equipment that it is qualified 
to bid on a board construction project, including prime contracts awarded 
by construction managers pursuant to the Construction Manager at Risk 
(“CM at Risk”) process.  The award of contracts should be the result of 
open competition in bidding; impartiality in the selection of contractors; 
integrity in business practices; and skillful performance of public contracts.  
 

2. The administration shall be responsible for prequalifying individual 
contractors to bid on board construction projects when the administration 
believes prequalification is preferred.  The administration is not required to 
prequalify contractors for any particular project or projects.  However, a 
contractor shall not be allowed to submit a bid on a construction project 
subject to prequalification, unless it has been prequalified in accordance 
with board policy.  
 

3. The construction manager and the administration shall jointly develop the 
assessment tool and criteria for each CM at Risk project, including the 
prequalification scoring values and minimum requirement score.  The 
construction manager shall use the process outlined in this policy for the 
prequalification of contractors on CM at Risk projects.  
 

4. Notwithstanding the fact that a contractor was prequalified, the board, 
administration, and construction manager reserve the right to reject a 
contractor’s bid if it is determined that the contractor has not submitted the 
lowest responsible and responsive bid.  The prequalification of the 
contractor shall not preclude the board, administration, or construction 
manager from subsequently concluding that the contractor is not a 
responsible bidder pursuant to G.S. 143-129.  The prequalification of a 
contract for a project shall only apply to the individual project.  All 
construction and repair contracts shall be awarded to the lowest 
responsive and responsible bidder, taking into consideration quality, 
performance, and the time specified in the proposals for the performance 
of the contract. 

 
B. APPLICATION PROCESS 
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1. The superintendent or designee shall designate a school official to 
oversee the prequalification process for each individual project (“School 
Prequalification Official”). 

 
2. Each prospective bidder on contracts identified for prequalification by the 

administration and all CM at Risk projects shall submit an application on 
the approved prequalification application form in order to become 
prequalified.  The approved prequalification application form will require 
information to be provided on the ownership of the firm, experience of the 
firm’s personnel, any affiliations with other construction firms, bonding 
capacity, financial resources, the type of work performed by the firm, and 
other objective criteria rationally related to the contract to be awarded. 
 

3. The administration shall ensure that applications prepared for the projects 
comply with this policy and State law.  The application is to be submitted 
by the deadline established in the notice of prequalification.  The act of 
submitting the application does not permit the firm to submit a bid.  
Incomplete applications will be rejected or returned for further detail or 
correction in the sole discretion of the school system or construction 
manager. 

 
C. APPLICATION 

 
1. The application used by the school system or the construction manager 

must be approved by the School Prequalification Official and shall, at a 
minimum, address the following items: 

 
a. Organizational Structure – The firm shall provide a list of all owners, 

officers, partners, or individuals authorized to represent or conduct 
business for or sign legal documents for the firm.  This list must 
include the full legal name, typed or printed in a clear legible form.  
Firms experiencing changes in ownership, organizational structure, 
or material changes in assets must inform the school system prior 
to the award of a contract.  Failure of the firm to comply with this 
requirement may result in the termination of any contract awarded 
by the school system or construction manager. 

 
b. Classification – The firm shall indicate the type(s) of work the firm’s 

workforce and equipment normally perform, licensure, and other 
pertinent information.  The firm shall provide its MWSBE (Minority, 
Women, Small Business Enterprise) status. 

 
c. Experience – The firm shall furnish information that documents the 

ability of the firm to undertake a project involving the type(s) of work 
for which prequalification is requested. 
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d. Financial – Firms will be required to provide a complete current 
annual financial statement (current within the previous 12-month 
period). 

 
e. Litigation/Claims – Firms must provide information on its success at 

completing projects on time, including the payment of liquidated 
damages.  The firm will be required to submit information regarding 
its litigation history, including litigation with owners.    

 
f. Capacity – Firms shall demonstrate sufficient bonding capacity, 

insurance, and resources for the project.  Firms must provide 
relevant information on the personnel that will be directly 
responsible for the work, including the location of the office that will 
be primarily responsible for work.  Firms shall also demonstrate an 
acceptable safety history for construction projects. 
 

g. Legal Authorization – All firms must show that they are legally 
authorized to conduct business in the State of North Carolina and 
have all required licensure for the work to be performed. 

 
D. REVIEW OF APPLICATION – SCHOOL SYSTEM BID PROJECTS 

 
1. Prequalification Committee – The School Prequalification Official shall 

establish a committee to review and score applications, including 
approving and denying prequalification (“Prequalification Committee”).  
The superintendent or designee shall not be a member of the 
Prequalification Committee. 

 
2. Review of Applications – The school system’s Prequalification Committee 

shall use the school system’s objective assessment process.  The 
prequalification criteria shall not require the firm to have previously been 
awarded a construction or repair project by the school system.  The 
prequalification criteria used by the Prequalification Committee shall 
include prequalification scoring values and the minimum required score to 
be prequalified for the project.  The school system’s Prequalification 
Committee shall approve or deny the applications in accordance with the 
prequalification criteria and scoring system. 

 
3. Notice of Decision – The firms shall be promptly notified of the school 

system’s Prequalification Committee’s decision, including the reason for 
denial, via e-mail.  Notice shall be provided prior to the opening of bids for 
the project and with sufficient time for the firm to appeal the denial of 
prequalification.  

 
E. REVIEW OF APPLICATION – CM AT RISK PROJECTS 
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1. Prequalification Committee – The construction manager and the School 
Prequalification Official shall agree upon the members of the construction 
manager’s Prequalification Committee.  The superintendent or designee 
shall not be on the Prequalification Committee.  The construction 
manager’s Prequalification Committee will review prequalification 
applications submitted by the firms and will determine the firm’s 
prequalification eligibility for the CM at Risk project. 

 
2. Review of Applications – The construction manager’s Prequalification 

Committee and the School Prequalification Official shall agree upon an 
objective assessment process.  The construction manager and the School 
Prequalification Official shall develop prequalification criteria, including 
prequalification scoring values and the minimum required score to be 
prequalified for the project.  The prequalification criteria shall not require 
the firm to have previously been awarded a construction or repair project 
by the construction manager or the school system.  The construction 
manager’s Prequalification Committee shall approve or deny the 
applications in accordance with the prequalification criteria and scoring 
system.  

 
3. Notice of Decision – The firms shall be promptly notified of the 

construction manager’s Prequalification Committee’s decision, including 
the reason for denial, via e-mail.  Notice shall be provided prior to the 
opening of bids for the project and with sufficient time for the firm to 
appeal the denial of prequalification.  

 
F. APPEALS PROCEDURE 

 
1. The firm may appeal from the denial of prequalification as noted below: 
 

a. Written Appeal – A written appeal may be filed via hand-delivery or 
e-mail to the applicable Prequalification Committee within three 
business days of receipt of notice that the firm has been denied 
prequalification. The written appeal shall clearly articulate the 
reasons why the firm is contesting the denial and attach all 
documents and additional information supporting the firm’s position.  
The Prequalification Committee may contact the firm regarding the 
information provided prior to ruling on the appeal.  If the 
Prequalification Committee is satisfied that the firm should be 
prequalified, the firm shall be notified that it is prequalified to bid on 
the project and allowed to participate in the bid process.  If the 
Prequalification Committee upholds its denial, the firm shall be 
promptly notified in writing via e-mail. 

 
b. Hearing – The firm may appeal the Prequalification Committee’s 

decision on the written appeal by requesting a hearing before the 
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superintendent or designee via hand-delivery or e-mail within three 
(3) business days of the receipt of the Prequalification Committee’s 
decision.  The hearing shall be held within five (5) business days.  
The firm shall not be allowed to submit additional information 
without the written consent of the superintendent or designee.  The 
firm shall be allowed thirty (30) minutes for the hearing.  In the 
event the superintendent or designee is unable to hold a hearing in 
a timely manner, he/she may designate a school official to handle 
the appeal. 

 
c. Decision – For projects bid by the school system, the decision of 

the superintendent or designee or designee shall be final, and the 
firm shall be promptly notified of the decision via e-mail.  For CM at 
Risk projects, the superintendent or designee shall notify the 
construction manager of its recommended decision.  The 
construction manager shall review the recommended decision and 
issue a final decision to the school system and firm.  In the event 
the construction manager rejects a recommendation from the 
superintendent or designee to prequalify the firm, the construction 
manager shall provide a written explanation of the denial to both 
the superintendent or designee and the firm.     

 
d. General Rules for Appeals – Firms submitting applications shall be 

provided an e-mail address for communication with the construction 
manager or school system during the appeal process.  The firm 
shall provide at least two e-mail addresses for use by the school 
system or construction manager in communicating with the firm.  All 
appeals shall be completed prior to the date and time for the receipt 
and opening of bids. 

 
Legal References:  G.S. 143-128.1 and 135.8 
 
Cross References: 
 
Adopted:     
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BIDDING FOR CONSTRUCTION WORK Policy Code: 9120 
 
 
 
The board strives to obtain high quality services at a reasonable price through the 
bidding process employed by the school system. 
 
A. STANDARDS FOR PARTICIPATION IN CONSTRUCTION CONTRACTS 
 

All contracts formally or informally bid will be awarded to the lowest responsible 
bidder, taking into consideration quality, performance, reliability and the time 
specified in the bids for performance of the contract.  To be eligible for an award 
of a contract subject to G.S. 143-129, the contractor and its subcontractors, if 
any, must demonstrate compliance with all applicable provisions of S.S. Chapter 
64, Article 2, including the responsibility to use E-Verify.  Prior to bidding, 
contractors may be required to prequalify if the board has elected to use this 
process. 

 
The board prohibits discrimination against any person or business on the basis of 
race, color, ethnic origin, sex, disability or religion.  In addition, in accordance 
with G.S. 143-133.5, the board prohibits discrimination against a bidder or 
contractor for being party to, refusing to be party to, adhering to, or refusing to 
adhere to an agreement with a labor organization.  The superintendent is 
required to conduct contracting and purchasing programs so as to prevent such 
discrimination. 

 
The superintendent on behalf of the board, must certify that good faith efforts 
have been made to increase the participation in construction contracts by 
minority-owned and female-owned businesses, as required by policy 9125, 
Participation by Women and Minority- Owned Businesses. 
 
The board will grant a North Carolina resident firm providing architectural, 
engineering, surveying, construction management at risk service, design-build 
services, or public-private construction services preference over a nonresident 
firm, if the home state of the nonresident firm has a practice of granting a 
preference to its resident firms over North Carolina resident firms.  Any 
preference granted to a resident firm will be in the same manner, on the same 
basis and to the same extent as the preference granted by the nonresident firm’s 
home state.  The school system’s bid documents will require that nonresident 
firms disclose and describe any construction contract preferences granted by the 
firm’s home state. 

 
B. BIDDING METHODS 
 

The board may request bids for contracts for building projects using either single 
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prime, multiprime (separate prime), construction management at-risk, dual 
bidding methods, design-build, design-build bridging, and public-private 
partnership as permitted by law.  The superintendent shall make a 
recommendation to the board as to the method(s) that should be used for a 
particular project. 

 
If the superintendent believes the project cannot be reasonably completed under 
the methods authorized by G.S. 143-128, the superintendent shall so inform the 
board and  make the recommendations to the board that it approve the use of 
alternative methods.  Upon board approval, the superintendent shall submit to 
the State Building Commission a request to use an alternative contracting 
method along with supporting documentation. 

 
C. FORMAL BIDDING 
 

Construction and repair work requiring the estimated expenditure of $500,000 or 
more will be advertised for bid and will be awarded through formal bidding 
procedures.  Dividing contracts to lower the expenditure amounts so as to evade 
these requirements is prohibited.  The board authorizes the use of newspaper 
advertisement, electronic advertisement, or both for formal bids; however, the 
superintendent has the authority to determine which method will be used for a 
specific purchase or categories of purchases.  The superintendent shall establish 
formal bidding procedures consistent with this policy and applicable law and 
make the procedures available to all bidders or potential bidders. 
 
 

D. INFORMAL BIDDING 
 
Informal bids will be obtained for construction and repair contracts between 
$30,000 and $500,000.  Quotations from contractors may be solicited by 
telephone or in writing.  Informal bids are recommended, but not required, for 
construction and repair work costing less than $30,000. 

 
Dividing contracts to lower the expenditure amounts so as to evade the informal 
bidding requirements is prohibited.  The superintendent shall develop informal 
bidding procedures consistent with this policy and applicable law and make the 
procedures available to all bidders and all potential bidders. 

 
E. APPROVAL 
 

All formally bid construction contracts must be reviewed by the board attorney 
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and submitted by the superintendent to the board for approval. 
 

The superintendent shall consult with the board attorney in developing standard 
form contracts for informally bid construction projects.  Board approval of 
informally bid projects is not required, unless otherwise directed by the board on 
specific projects. 

 
F. RECORDS AND REPORTING REQUIREMENTS 
 

Records of all informal or formal bids received will be maintained and will be 
available for public inspection.  Such records should include the date the bid is 
received, from whom it is received, and what project it is for.  The records will 
document why the selected contractor was the lowest responsive, responsible 
bidder if the contractor was not the low bidder. 

 
The superintendent must submit required reports to the State and provide reports 
to the board on the progress being made towards reaching the board’s goals. 

 
G         DISPUTE RESOLUTION PROCESS 
 

The board establishes the following dispute resolution process to resolve issues 
arising out of construction and repair projects or contracts related to such 
projects.  The dispute resolution process may be used by any party involved in 
the construction project for those disputes in which the amount in controversy is 
at least $15,000. 

 
 Prior to initiating litigation concerning a dispute, parties to the dispute must do the  

following:  (1) submit the dispute for review by the superintendent or other 
designated school official and the project architect, as appropriate, and (2) 
participate in mediation, if  the matter cannot be resolved by school officials and 
the architect.  The cost of the dispute resolution process will be divided between 
the parties to the dispute.  If the board is a party to the dispute, the board will pay 
at least one-third of the cost. 

 
 
Legal References:  G.S.  115C-521, -522; 143-64.31 and -128 to -135 
 
Cross Reference:  Prequalification of Bidders for Construction Projects, ( policy 9115), 
Participation by Women- and Minority-Owned Businesses (policy 9125) 
 
Adopted:  May 1, 2000 
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SECURITY OF FACILITIES                              Policy Code: 9220 
 
 
 
Security of school district facilities is an important part of maintaining a safe learning 
environment for students and staff and for protecting the investments of the school 
system.  The superintendent or designee shall develop and implement programs or 
procedures as necessary to meet, at a minimum, the following board requirements for 
security of facilities. 
 
1. All school system buildings must use a security control system that will limit 

access to keys or other building entry devices to authorized personnel and will 
safeguard against unauthorized individuals gaining entry to buildings. 

 
2. The superintendent is responsible for determining the need for and 

responsibilities of security personnel and will make recommendations as 
appropriate to the board for funding security personnel positions or contracts. 

 
3. The superintendent must provide the Department of Public Safety’s Division of 

Emergency Management (Division) with emergency response information it 
requests for the School Risk Management Plan and the School Emergency 
Response Plan.  The superintendent must also provide the Division and local law 
enforcement with schematic diagrams, including digital schematic diagrams,  of 
all school facilities and updates of the schematic diagrams when the school 
system makes substantial facility modifications, such as the addition of new 
facilities or modifications to doors or windows.  Schematic diagrams must meet 
any standards established by the Department of Public Instruction for the 
preparation and content of the diagrams.  In addition, The superintendent must 
provide local law enforcement with emergency access to key storage devices for 
all school buildings and with updated access to school building key storage 
devices when changes are made to the devices.  

 
4. Principals will make reasonable efforts to secure buildings and other valuable 

property on school grounds when the school is closed or vacated. 
 
5. Teachers will make reasonable efforts to secure their assigned classrooms or 

other designated space when the school is closed or vacated or when the 
classroom or other designated space is not in use. 

 
6. Principals are encouraged to involve teachers, other school staff, parents, 

students and law enforcement in identifying the security needs of the school. 
 
7. Principals will implement programs or make recommendations to the 

superintendent and board as appropriate to address the security needs of the 
school. 
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Other board policies regarding the maintenance of facilities, safety and visitors to the 
school also are important to maintaining the security of the school environment.  All 
professional employees and other employees with job duties related to the security of 
the facilities are responsible for being familiar with these policies and carrying out duties 
specified by board policies or the superintendent or his or her designee. 
 
Legal References:  G.S. 115C- 105.53, -105.54, 276(c), -288(f), -307(h), -523, -524; 
S.L. 2013-360 
 
Cross References:  School Safety (policy 1510/4200/7270), Visitors to the Schools 
(policy 5020), Relationship with Law Enforcement (policy 5120), Use of Equipment, 
Materials and Supplies (policy 6520), Vandalism (policy 6550), Care and Maintenance 
of Facilities (policy 9200) 
 
Adopted:  May 1, 2000 
Updated:  June 3, 2014 
Updated: 
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