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Dear DPS Employee:
Thank you for being a part of Durham Public Schools, whether you are a
veteran or have just joined us. Every day brings us a new opportunity to
challenge and inspire more than 33,000 Durham County students.
Whether you work directly with students or support our school
functions, you are essential to DPS’s success.
You are not alone. Families, community and business partners,
volunteers and elected officials including the DPS Board of Education are
all part of the solution to improved school and student performance. It
takes perseverance, confidence and teamwork—within and outside our
school district—and it is within our grasp.
This handbook summarizes the policies and procedures that all DPS
employees must follow, including those adopted by our school board.
We ask you to review it and keep it handy, and to communicate with
your principal or supervisor if you have any questions or concerns.

Durham Public Schools does not

We appreciate everything you do for the children of Durham Public
Schools.

discriminate on the basis of sex,

Human Resource Services Department

race, color, religion, national origin,
age or disability in any of its
education or employment programs
or activities.

Durham Public Schools. All rights reserved. See www.dpsnc.net for most recent version of
this handbook.

WHO WE ARE
WE BELIEVE IN:
Equity – Our student and schools deserve equitable access to the resources
and opportunities they need to succeed. Durham Public Schools and the
community must distribute those resources in a manner that eliminates
inequities.
Shared Responsibility - Durham Public Schools must be intentional in
acting collaboratively and involving all stakeholders, ensuring that our
community utilizes its collective resources to support every child. The
Durham community shares responsibility with DPS for the success of our
children.
High Expectations - Durham Public Schools will challenge every
stakeholder, especially our students and educators, to embrace a growth
mindset: the belief that every child can be academically successful. It is our
expectation that all of our students will excel globally and reach their highest
potential.
A Child-Centered Approach – Our students deserve an education that is
caring, culturally responsive, and embraces the whole child. Durham Public
Schools will address the social, emotional, and academic needs of each
student.

THEORY OF ACTION
If the Durham Community shares the responsibility in the investment of
every child using a holistic approach.
Then we will ensure that resources and opportunities are informed by equity
and that we are intentional about setting high expectations for all
stakeholders in their role in educating the whole child.
As we support and increase the capacity of administrators, teachers, staff,
and parents so that they are equipped to support and develop efficacy in
instruction and student learning.

MISSION
Durham Public Schools embraces, educates, and empowers every student to
Innovate, serve, and lead.

VISION
Durham Public Schools: Igniting Limitless Potential
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Introduction
This Employee Handbook will answer many questions about employment related
matters, benefits and compensation. Please read it carefully and keep it for future
reference.
It is important to note that the handbook is both selective and general in its coverage of
Durham Public Schools’ policies and procedures. Employees are expected to review the
published policies of the Durham Public Schools Board of Education and to comply with
them. Copies of the Durham Public Schools Board of Education Policy Manual
are accessible to employees on the district website at www.dpsnc.net. Additional
materials, including individual school plans, school improvement plans, safe school plans,
and school policies and procedures, are available in schools or from principals or
supervisors.

Although this handbook summarizes many detailed provisions about employment,
benefits, and other related matters, the official policies, regulations and procedures will
always govern when questions arise. The Board policy numbers are in parentheses near
headings for ease of reference. Complete copies of Board policies are housed in each
school’s media center and are also available on the Durham Public Schools website at
www.dpsnc.net. Most of the forms referred to in this handbook can be secured from the
school principal or treasurer. Some forms are online. Additionally, the contents in this
handbook are not intended to create or imply any contract rights.

This handbook offers information about state pay schedules, leave regulations and other
benefits. These are offered for illustration purposes and are not meant to confer benefits
in addition to those provided by state law and regulation.
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GENERAL POLICIES
EQUAL EMPLOYMENT OPPORTUNITIES
(Policy 5000)
The Durham Public Schools Board of Education is an equal
opportunity employer and does not discriminate on the basis of
race, color, religion, gender, age, disability or national origin. The
school system is committed to providing a workplace which
reflects the racial, gender and cultural diversity of our county and
the children we serve. We are dedicated to equality of opportunity. The school system will make reasonable accommodations
upon request to enable any employee with a disability to perform
essential job functions.
SEXUAL HARASSMENT (Policies 4410 and 5125)
The Board of Education believes that all employees and students
are entitled to work and study in environments that are free of
sexual harassment. To this end, the Board prohibits employees
and students from engaging in sexual harassment and advises
employees and students, that when evidence of sexual
harassment is established, disciplinary action may be taken, up to
and including dismissal (for employees) and suspension (for
students).
Examples of sexual harassment include, but are not limited to,
deliberate, unwelcome touching; suggestions or demands for
sexual involvement accompanied by implied or overt promises or
threats; pressure for sexual activity; continued or repeated
offensive sexual flirtations, advances or propositions; continued
or repeated verbal remarks about an individual’s body; sexually
degrading words used toward an individual or to describe an individual; or the display in the workplace or school setting of sexually
suggestive objects or pictures. Sexual harassment does not
include personal compliments welcomed by the recipient or social
interactions or relations freely entered into by an employee or
prospective employee or appropriate social interactions between
students that do not violate the Code of Student Conduct.
It is possible for sexual harassment to occur at various levels:
between peers or co-workers, between supervisors and subordinates, between employees and students, between students or
imposed by non-employees on employees and/or students.
Romantic or sexual advances toward students by employees or
romantic or sexual relationships between school system employees and students are never appropriate, whether they are
consensual or non-consensual or otherwise outside the definition
of sexual harassment. Such relationships are prohibited.
Employees engaging in inappropriate relationships with students,
or who fail
to report such relationships to the Superintendent, will be subject
to disciplinary action, up to and including dismissal.
Any employee who has knowledge of conduct or circumstances

that may constitute sexual harassment must report such to the
principal, designee or supervisor. All complaints of sexual harassment shall be promptly and thoroughly investigated. Any
employee who receives from a student a report (oral or written)
of alleged sexual harassment shall immediately report the same
to the school principal, and the principal shall promptly inform
the Superintendent of the allegations. Failure by the employee to
do so may subject the employee to disciplinary action.
Any employee who believes that he/she has suffered harassment
may report the matter in writing to the Superintendent or the
Assistant Superintendent of Human Resources.
PROHIBITED RELATIONSHIPS WITH STUDENTS
(Policies 4415 and 5130)
All employees, volunteers and student teachers of the Durham
Public Schools Board of Education are prohibited from dating,
courting or entering into a romantic or sexual relationship with
any student while enrolled in Durham Public Schools, regardless
of the student’s age and regardless of whether the involvement is
consensual. Employees engaging in such inappropriate conduct
will be subject to disciplinary action, up to and including
dismissal.
Any employee who has reason to believe that another employee is
inappropriately involved with a student as described above, shall
report this information to the Office of Human Resource Services
Any employee who fails to inform the Office of Human Resource
Services of a reported or suspected inappropriate relationship
between an employee and a student may be subject to disciplinary
action.
CRIMINAL RECORD CHECKS (Policy 5015)
The Durham Public Schools Board of Education believes that a
safe and secure learning and working environment should be
provided for all students and staff. The Board further believes
that employees should be role models for students and should
positively represent Durham Public Schools in the community.
These beliefs reflect the fundamental principle that anyone who
directly or indirectly has contact with children is in a unique
position of trust in this society.
Criminal dispositions against an applicant or employee may have
an impact upon these goals and will be considered in hiring and
dismissal decisions.
All applicants must consent to criminal record checks as a
condition of consideration for employment. Such consent shall
include consent for criminal record checks that may take place
after employment. Criminal record checks will be conducted on
all newly hired employees, including substitutes. All new
employees will be hired conditional upon the review of the
individual’s criminal record, and the employee shall be considered
a conditional employee until final approval.
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Information obtained through the implementation of this policy
shall be kept confidential as provided in the North Carolina
General Statutes. Procedures for implementing this policy will
be developed and administered by the Superintendent, including
procedures for compliance with the Fair Credit Reporting Act, if
appropriate.
COMMUNICABLE DISEASES OR CONDITIONS
(Policy 5200)
It is the policy of the Durham Public Schools Board of Education to
attempt to provide a safe and secure environment for all students
and employees. In an effort to maintain a balance between the
need to protect the rights of students and employees and the need
to control the spread of serious communicable diseases and
conditions, decisions regarding the employment status of employees
with communicable diseases or conditions shall be made on a caseby case basis, in accordance with this policy.
An employee suffering from a communicable disease or condition is
encouraged to inform his/her principal or supervisor so that
appropriate accommodations may be made and appropriate precautions may be taken.
NORTH CAROLINA HEALTH CERTIFICATE (Policy 5020) Every new
employee and any employee who is separated from employment
for more than one year shall file a completed health certificate with
the Superintendent upon initial employment.
An employee who misses more than 40 successive school days
because of a communicable disease must, before returning to work,
file a medical certificate with the Superintendent certifying that the
individual is free from any communicable disease.
BLOODBORNE PATHOGENS (Policy 5205)
The school system has a Bloodborne Pathogens Exposure Control
Plan designed to minimize employee exposure to potentially
infectious blood and other bodily fluids. All employees must comply
with provisions of the Bloodborne Pathogens Exposure Control Plan.
Some employees are classified as occupationally exposed because
they can reasonably anticipate coming into con- tact with blood or
bodily fluids in the normal performance of their assigned work
duties. These employees will receive appropriate training, be
offered the Hepatitis B vaccination free of charge and use specific
work precautions to minimize contact with potentially infectious
bodily fluids.
Employees designated as occupationally exposed will be notified
regarding training and Hepatitis B vaccinations (HBV). Copies of
the Bloodborne Pathogens Exposure Control Plan are available in
each school. Questions may be referred to the Durham Public
Schools Bloodborne Pathogens contact person in the Risk
Management Services.
DRUG-FREE WORKPLACE (Policy 5135)

It is the policy of the Durham Public Schools Board of Education
that a drug-free workplace shall be maintained. The Board proprohibits the unlawful manufacture, transmission, conspiring to
transmit, possession, use, or being under the influence of any
narcotic drug, hallucinogenic drug, amphetamine, barbiturate,
marijuana, anabolic steroid, counterfeit drug, alcohol, other
intoxicants of any kind or any other controlled substance as
defined in schedules I through V of Section 202 of the Controlled
Substances Act (21
U.S.C. 812) and further defines by regulation at 21 CFR 1300.11
through 1300.15. The Board prohibits the possession, use, transmission or conspiring to transmit drug paraphernalia. In addition,
no employee shall be impaired by the excessive use of
prescription or nonprescription drugs. Employees must not
operate equipment while taking prescription drugs that
impair/limit their ability to do so.
USE OF TOBACCO PRODUCTS (Policy 2210)
The Board of Education recognizes that the use of tobacco products is a health, safety and environmental hazard for students,
employees, visitors and school facilities. The Board also acknowledges that adult employees serve as role models for students and
that the Board’s acceptance of any use of tobacco products implies
school approval, if not endorsement, of such use. In addition, the
Board recognizes that it has an obligation to promote a healthy
learning and working environment, free from unwanted smoke, for
the students, employees and visitors in the school system.
No employee or visitor shall be permitted under any circumstances to use tobacco products in or on the grounds of any facility
owned or leased or contracted for by Durham Public Schools.
For the purposes of this policy, tobacco product is defined to include
cigarettes, cigars, pipes, chewing tobacco, snuff, and any other items
containing or reasonably resembling tobacco or tobacco products.
Tobacco use includes smoking, chewing, dipping, or any other use of
tobacco products.
DRUG AND ALCOHOL TESTING ALL EMPLOYEES
(Policies 5140 and 5145)
As an employer, Durham Public Schools is committed to provide,
within its means, a healthy and safe environment and the best
possible services to the students. The administration is also committed to maintaining the public’s confidence in its employees
and to protecting the school system from the economic losses
that can occur because of alcohol and drug abuse.
The purpose of drug and alcohol testing is to promote and maintain a drug-free environment in the workplace and to protect
employees, students and the public by ensuring that employees of
the Board are physically and mentally fit to perform their assigned
duties. Employees are expected and required to perform their
duties safely and effectively throughout the workday. When there
are reasonable grounds to believe that an employee is in violation
of the Board’s Drug-Free Workplace Policy, the Superintendent may
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require that the employee be referred to the Employee Assistance
Program (EAP) and may be required to submit to a medical
examination including a drug or alcohol assessment.
All applicants for bus driver, bus mechanic or other transportation
positions which require that the employee has a valid
Commercial Driver’s License (CDL) license will be required to
submit to a drug assessment prior to final consideration for
employment. Once employed, the employee will be subject to
drug and alcohol testing during employment under the guidelines
set forth in Board policy and the Omnibus Transportation
Employee Testing Act.
All employees may be subject to drug or alcohol testing if reasonable suspicion exists that they have used drugs or alcohol on
the job or are under the influence of drugs or alcohol on the job.
CORPORAL PUNISHMENT (Policy 4310)
The Board believes that children can be appropriately disciplined
without the use of physical punishment such as spanking, paddling,
or slapping and prohibits the use of these or other forms of
corporal punishment by any employee. No principal, teacher,
substitute teacher, voluntary teacher, teacher assistant, student
teacher, or staff member may use corporal punishment to
discipline a student.

PERMISSIBLE USE OF SECLUSION AND RESTRAINT N.C.G.S. §
115C-391.1 addresses the proper and permissible use of physical
and mechanical restraints and seclusion and isolation.
No physical or mechanical restraint may be used solely for
disciplinary purposes. Physical and mechanical restraints, when
properly used and in special needs students’ IEP, 504 plan, or
behavior intervention plan (BIP) may be used.
Physical and mechanical restraints may be used by an employee
for self-defense. An example would be if a student has a weapon
and refuses to hand it over.
Seclusion is the confinement of a student alone in an enclosed
space, from which the student is physically prevented from leaving
by locked hardware or other means, or is not capable of leaving
due to physical or intellectual incapacity.
Isolation is a behavior management technique in which the
student is placed alone in an enclosed space from which the
student is not prevented from leaving. Isolation is permitted as
a management technique as long as four conditions are met:
The space is appropriately lighted, ventilated, heated, and/or
cooled.
The space is free of objects that unreasonably expose the student or
others to harm.
The length of isolation is reasonable in light of the purpose of the
isolation.

The student is reasonably monitored.
Seclusion may never be used solely for disciplinary purposes. It
may be used if it is specified in a student’s IEP, 504 plan, or
behavioral management plan provided certain conditions are met.
USING SECLUSION WITH SPECIAL NEEDS STUDENTS
The space is appropriately lighted, ventilated, heated, and/or
cooled.
The space is free of objects that unreasonably expose the student
or others to harm.
The student is released from seclusion upon cessation of the behaviors
that led to the seclusion or as otherwise specified in the IEP or 504
plan.
The student is monitored by an adult in close proximity who is able to
see and hear the student at all times.
The space in which the student is confined has been approved for such
use by the Board of Education.
Seclusion can be used in some of the same circumstances in which
both physical restraints and mechanical restraints are permitted.
Aversive procedures are defined as causing significant physical
harm or psychological impairment. There are NO circumstances
in which an employee is permitted to use an aversive procedure
on a student.
The Board is required to provide a copy of the legislation and
board policies implementing the law to school personnel and
parents at the beginning of each school year.
All employees are required to make prompt reports to the
principal in the event of the following:
Any use of aversive procedures.
Any prohibited use of mechanical restraint.
Any use of physical restraint resulting in observable physical injury to
the student.
Any prohibited use of seclusion.
Any seclusion that exceeds 10 minutes or goes beyond the length of
time specified in the student’s IEP, 504 plan, or behavior intervention
plan.
INTERNET ACCEPTABLE USE BY EMPLOYEES (Policy
5150)
The Durham Public Schools’ computer resources are intended to
be used for business purposes only. These computer resources
are not to be considered a substitute for an employee’s personal
home computer and/or internet connection. All electronic data
files stored or transmitted on Durham Public Schools’ computer
resources are considered Durham Public Schools’ records.
As a condition of initial and continued employment, all employees
shall sign a statement indicating that they understand and will
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strictly comply with this Acceptable Use policy.
WEAPONS ON CAMPUS (Policy 2200)
The Board of Education practices zero tolerance with respect
to weapons on school property. Any person who in violation of
state law brings a firearm or other weapons onto school
property, possesses a weapon on school property, or
encourages or enables another to bring or possess any weapon
on school property will be reported to law enforcement
authorities. Possession of a concealed handgun permit does
not authorize
the holder to carry a weapon on school property. For the
purpose of this policy, school property includes any public school
building, bus, public school campus, grounds, recreational area or
athletic field.
BULLYING/HARASSMENT (Policy 5126)
It is the priority of the Durham Public Schools Board of Education
to provide every student and employee in the school system with
a safe and orderly learning environment. To this end, the Board
specifically prohibits harassing or bullying behavior at all levels:
between students, between employees and students, between
peers or coworkers, between supervisors and subordinates, or
between non-employees/volunteers and employees and/or
students. This policy is in addition to Policy 4410/5125 – Sexual
Harassment.
Students are expected to comply with the behavior standards
established by Board Policy and the Student Code of Conduct.
Employees are expected to comply with Board Policy and school
system regulations. Volunteers and visitors on school property
also are expected to comply with Board Policy and established
school rules and procedures.
The Board specifically prohibits reprisal or retaliation against any
individual who makes a complaint or reports an incident of
harassing or bullying behavior or who participates in an
investigation or grievance proceeding initiated under this policy.
Reprisal or retaliation against any individual who reports an act of
harassment or bullying may result in disciplinary action being
taken, up to and including dismissal in the case of employees, or
up to and including long-term suspension or expulsion in certain
cases for students.
EMPLOYEE DRESS CODE (Policy 5105)
All faculty and employees of the Durham Public Schools serve as
role models for students with whom they work and as leaders in
the community. Consistent with these roles, all faculty and
employees will dress in a manner and have an appearance that is
appropriate and professional in light of their job duties and work
environment.

EMPLOYEE RESPONSIBILITIES
COMPLIANCE WITH BOARD POLICY
It is the responsibility of all employees to familiarize themselves
with the printed policies of the Board. Employees will be held
accountable for compliance with those policies and will be apprised
of any revisions by the supervisor.

CODE OF ETHICS AND STANDARDS OF CONDUCT
(Policy 5100)
Each employee is responsible for both integrity and the consequences of his or her actions. Each employee must exhibit the
highest standards of honesty, integrity and fairness. Employee
conduct should be such as to protect the person’s integrity and/or
reputation and that of the school system. Employees shall perform
their jobs in a competent and ethical manner without violating the
public trust or applicable laws, policies and regulations.
IDENTIFYING AND REPORTING CHILD ABUSE AND
NEGLECT/REPORTING INFORMATION TO OUTSIDE AGENCIES
(Policies 5215.3 and 4420)
Any school employee who has reason to suspect that a child is the
victim of child abuse or neglect has a legal responsibility and duty
to report the case in accordance with the following procedures:
The employee must promptly report the case to the principal,
designee or Supervisor and Central Office. When a principal,
designee or supervisor receives a report of suspected child abuse
or neglect, the report must be transmitted immediately to the
Department of Social Services (DSS) and Central Office contact
person. The requirement is mandatory.
In the absence of the principal or designee, or where that
authority refuses to comply with the North Carolina Child Abuse
and Neglect Reporting Law, a school employee shall make at once
an oral report to DSS. Once the suspected abuse or neglect is
reported, school employees should refrain from further
investigation. If the child needs medical attention, the reporting
employee should inform the child protective services investigator
when making the report. Information regarding suspected child
abuse or neglect should be shared only among appropriate school
staff who is asked to assist in the investigation of DSS.
ADMINISTRATION OF MEDICATION TO STUDENTS
(Policy 4400)
The administration of medication to students by employees shall be
permitted only upon the proper authorization by a physician and
the student’s parent or guardian. The Board discourages the
practice of students taking medication during the school day. Only in
unusual situations and with precise attention to the regulations of
the Board policy will students be given medication during the school
day. The policy covers over-the-counter medication as well as
prescription drugs. Children are discouraged from selfadministering medication during the school day. In such cases,
Durham Public Schools normally will assume no responsibility.
LICENSE/CERTIFICATION RENEWAL (Policy 5410)
The North Carolina State Board of Education requires all
professional personnel to update professional knowledge
periodically. Every professional license is issued with a five-year
renewal cycle. Each license holder is responsible for knowing and
satisfying license renewal requirements. Failure to renew a
license makes an individual ineligible for employment. Renewal
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or reinstatement of a professional license is based on 7.5 renewal
credits earned within the renewal cycle as follows: 1 renewal
credit for literacy, 1 renewal credit in the educator’s specific
academic content area and 5.5 general renewal credits, as
approved by DPS.
To renew an expired professional educator's license, 10
semester hours or 15 units of renewal credit must be earned
within the most recent five-year period. Renewal credit must be
directly related to the licensure areas and/or professional
responsibilities.
The policy of the Board is to employ professional personnel who
hold or are eligible to hold a clear initial or continuing license in
the employment areas. The employee is responsible for obtaining
and renewing the appropriate license. In cases where the school
system has requested a provisional license, it is the responsibility
of the individual to satisfy the provisional requirements of that
license within the timeframe established by the North Carolina
Department of Public Instruction. Employees may contact the
Office of Human Resource Services for additional information.
CHANGES IN EMPLOYMENT RECORDS
It is the employee’s responsibility to advise the Office of Human
Resource Services of name, address, and telephone number
changes as well as additional educational degrees. Prompt
notification will help maintain accurate employment records for
pay, leave, salary verification and other purposes.
HIRING OF NEW EMPLOYEES/EMPLOYMENT PACKET
All permanent part-time/full-time employees are required to
complete an employment benefits packet. This packet is given once
the official offer of employment has been extended. The completed
packet must be hand-delivered to the Benefits Office within five
days of receipt. This information is necessary for pay purposes.
IDENTIFICATION BADGES
All permanent or interim employees are expected to
visibly display, attached to their person, the approved
Durham Public Schools photo identification badge while
on any property owned or leased by the Board.
Identification badges will be provided by the school
district upon employment and remain the property of
Durham Public Schools. Persons who leave employment
with Durham Public Schools are required to turn in their
identification badge to their immediate supervisor.
Replacement of lost badges can be obtained by calling
the Office of Human Resource Services at (919) 5603643.

EMPLOYMENT POLICIES AND
PROCEDURES

EMPLOYMENT OF PERSONNEL (Policy 5005)
All candidates for employment must apply for positions through
the Office of Human Resource Services. The Superintendent will
recommend and the Board will hire candidates for employment
based on the following factors:
Application
Academic qualifications
State licensure
Record of student teaching experience (where applicable)
Record of experience, background information, performance,
including references
Personal interviews, and
Criminal record check
Employment in classified positions shall be on an at-will basis.
Persons employed in a position requiring State Board of
Education license/certification will be given a contract.
Teachers are employed under contracts as defined by General
Statute (G.S.) 115C-325. Principals, assistant principals,
supervisors and directors are employed pursuant to G.S. 115287.1. Employees who are not required to be employed under
contracts by the statutes or who are not offered contracts by
local board prerogative are at-will employees.
Examples of at-will employees include most non-certified personnel such as custodians, bus drivers, teacher assistants, clerical staff,
maintenance supervisors and transportation coordinators.
Administrators not required by statute to be employed under
contract are also at-will employees unless the local board has
chosen to offer contracts.
ADVERTISING VACANCIES (Policy 5006)
All vacancies occurring during the school year shall be posted a
minimum of five work days before filling of said vacancies, except
when circumstances dictate shorter posting time. A vacancy exists
only after the Superintendent has completed lateral reassignments.
EMPLOYMENT OF RELATIVES (Policy 5010)
The Durham Public Schools Board of Education will not place any
new employee or fill any vacant position with an employee who
would be under the direct supervision of a member of that
employee’s immediate family. An employee’s immediate family
includes the employee’s spouse, child, parent, brother, sister, motherin-law, father-in-law, daughter-in-law, son-in-law, sister-in-law,
brother-in-law, grandmother, grandfather, grandson, granddaughter,
stepmother and stepfather.
Should two employees at a particular site enter into one of the
familial relationships listed above when one is in a supervisory or
evaluative role over the other, one employee will be reassigned as
soon as reasonably possible. Any summative evaluation duties shall
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be reassigned immediately. The Board does not discourage relatives
of current employees from seeking positions with the school
system.
RETENTION AND CAREER STATUS (Policy 5400)
It is the policy of the Board to award career status to teachers or
contract extensions to administrators who have demonstrated
consistently high standards of performance. The awarding of
career status is not an entitlement based upon four consecutive
years of service, but a status which may be earned through high
performance. State law on career status has recently changed.
Career status may no longer be awarded to teachers who have
not already achieved career status. You should consult a current
version of the law if you have questions about career status.
PERSONNEL FILES (Policy 5235)
Personnel files are maintained in the Office of Human Resource
Services for all personnel who work for Durham Public Schools. All
complaints, commendations and suggestions for correction or
improvement relating to the employee must be placed in their file.
The complaint, commendation or suggestion must be signed by
the person who made it, and it may be placed in the employee’s
file only after a five-day notice to the employee. Any response by
the employee to the complaint, commendation or suggestion
must also be placed in his or her file. Any employee wishing to
review his/her personnel file should call the Office of Human
Resource Services to schedule an appointment; regrettably the
Office of Human Resource Services cannot accommodate walkins. Every employee may have access to his/her own personnel
file except pre-employment data, during working hours, provided
a 48-hour written notice is given to the Office of Human
Resources Services.
THE WORKDAY (Policy 5525)
Exempt Employees: Generally defined as employees who are
salaried executive, administrative and professional and/or who
may have supervisory responsibilities (i.e., principals, teachers,
central office administration, etc.). These positions, basically the
leadership of the school system, require that the employee be at
his/her workstation, or on official business, the entire length of the
workday. The employee is also required to complete other
assignments that may go beyond the normal workday as required
by the nature of the position.
Teachers: The teacher’s minimum workday shall extend from
the established time for the particular school until the teacher has
completed his/her professional responsibility to the students and
the school. Program development, professional growth activities,
faculty meetings, bus duty, parent conferences, special help for
individual students and care of school property and equipment are
examples of the kinds of activities which will require the
continuation of professional service beyond the departure of
students.

Teacher Assistants: The workweek for assistants shall be five
(5) workdays per week, not to exceed forty (40) hours per week.
Instructional Assistants work 7.5 hours per day/37.5 hours per
week. For budget reasons, a few years ago, all newly hired IAs
were hired at 95%. Even the newly hired 95% IAs work the same
number of hours per day – however they do not work on the 10
workdays. IAs are expected to take their students to lunch, and
they get paid for that time. Since Instructional Assistants don’t
have a duty free lunch, they should get a 15-minute break after 4
hours. The break period (if needed and requested) should be
outside of that time when Instructional Assistants are expected to
take their students to lunch, depending on student and school
needs.
Other Non-Certified and Central Service Staff: The normal
workday shall be eight (8) hours with only those exceptions as
specific job assignments may require.
Supervisors are encouraged to honor the 40-hour workweek unless
absolutely necessary. Prior approval is required for compensatory
time or overtime. No employee shall work overtime without the
express approval of the supervisor. No supervisor shall allow an
employee to accumulate more than 40 hours of compensatory time
without prior approval of the Superintendent. Employees must be
allowed to use compensatory time within a reasonable period after
requesting such use.
INCLEMENT WEATHER PROCEDURES FOR ALL EMPLOYEES
When school is closed, the day will automatically become a
teacher workday. Our guiding principle is to ensure the safety of
our students and employees. Choose accordingly from these
options: 1) go to work, 2) take annual leave, 3) make up the
time (arrange with supervisor), or 4) take leave without pay. Each
school and department will devise a plan for handling this
situation. If staff does not work a full day, the time must be
made up or covered by one of the above options.
TEACHER RESPONSIBILITIES
The teacher is directly responsible to the principal. The primary
functions are to direct the growth and development of students and
to assume definite responsibilities toward the efficient operation
and the improvement of the total program of the school. Examples
of additional responsibilities that may be assigned include, but are
not limited to: bus duty, cafeteria supervision, playground duty,
supervision of extracurricular activities, and service on committees.
Initially licensed teachers and teachers with 27 or more years of
experience are not assigned extra-curricular activities unless they
request it in writing, and other non-instructional duties are
minimized. [GS 115C-47]
TEACHER ASSISTANT RESPONSIBILITIES
The primary function of the teacher assistant is to provide
assistance and support in the instruction of students. Teacher
assistants shall also be assigned for the purpose of providing
services to meet the unique needs of identified handicapped
students. Teacher assistants perform routine duties under the
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supervision of teachers and principals.
RESPONSIBILITIES OF OTHER NON-CERTIFIED AND CENTRAL
OFFICE STAFF
Each employee is directly responsible to a designated supervisor.
Each employee has a responsibility for the smooth and efficient
operation of the school system. Additional responsibilities may be
assigned by the designated supervisor.
ASSIGNMENT, PROMOTION AND TRANSFER OF PERSONNEL
(Policy 5030)
Employees who wish to transfer to other positions shall make
their interest known by submitting applications for positions as
vacancies occur.
Administrative Transfer: The Superintendent has the prerogative
to reassign personnel when the reassignment is in the best interest
of Durham Public Schools with a written explanation of the reason
for the transfer and as much advance notice being given to the
employee as possible. The Superintendent shall report
reassignments to the Board at its next regularly scheduled
meeting.
Employee-Initiated Transfer: Any employee who is seeking
a transfer to a different school or position must submit a Transfer
Request Form to the Office of Human Resource Services. The
request documents the school and/or position sought and the
applicant’s qualifications where appropriate. Transfer requests are
not approved during the current year unless there are extenuating
circumstances.
Promotion: The Superintendent shall not promote an employee
into a principal position or central services administrative
position (e.g., specialist, coordinator, etc.) without approval by
the Board of Education. For purposes of this policy, a promotion
is a reassignment to a higher position carrying a higher salary.
OUTSIDE EMPLOYMENT/CONFLICT OF INTEREST
(Policy 5230)
Responsibilities related to employment with Durham Public
Schools shall take precedence over any form of outside
employment. Outside employment is not allowed when it
prevents the employee from performing responsibilities in an
effective manner or when it raises any question of conflict of
interest should the employee’s position in the school system
provide access to information or other advantages useful to an
outside employer.
An employee of Durham Public Schools shall not engage in selling
goods or services to the public school system and shall not engage
in or have a financial interest, directly or indirectly, in any activity
that conflicts or raises a reasonable question of conflict with duties
and responsibilities in the school system. No staff member shall
engage in any type of private business during school time or on
school property.

Goods Used by the Schools: No school employee may serve as
an agent for any manufacturer, merchant, dealer, publisher or
author of any merchandise to be used in the Durham Public
Schools. No school employee may receive any gift, reward or
promise of reward for recommending or procuring the use of any
goods by the Durham Public Schools.
Private Business Interest: No staff member shall engage in any
type of private business during school time or on school property.
Confidentiality: No school employee may use confidential
information obtained in the course of employment for pecuniary
benefit or allow another employee to do so.
Gifts: No gifts from any person or group desiring to do business
with the school system shall be accepted by a school employee
except for nominally valued instructional products or advertising
items that are widely distributed. This is not intended to prohibit
the receiving of reasonable or appropriate gifts by school
personnel from students and parents.
School Resources: Employees will not use Durham Public
Schools facilities, equipment or materials in performing work outside the school system. Employees will not use expendable school
resources for non-work related reasons.
REDUCTION IN FORCE (Policy 5435)
The Board recognizes that circumstances may require the reduction
in the number of persons employed by the school system because
of district reorganization, decreased enrollment or dis- continued
funding. When circumstances require such a reduction in the work
force, the Board follows the procedures set forth in Board Policy
5435.
EMPLOYEE GRIEVANCES (Policy 5245)
The school system encourages equitable solutions at the most
immediate possible level to problems between employees that
may arise from time to time. An employee grievance is defined
as the formal written claim by a Durham Public Schools
employee or group of employees that there has been a violation,
misapplication or misinterpretation of federal or state law, or
regulation, or Durham Public Schools’ policies. The grievance
must be filed with the immediate supervisor. The complete
grievance procedure is fully described in Board Policy 5245.
Monitored Professional Development Plan (Policy 5420)
Any licensed/certified employee who receives a developing rating
on an evaluation shall be placed on a monitored professional
development plan to improve the employee’s performance, unless
the employee is recommended for dismissal or demotion. A
monitored plan also may be used whenever appropriate to address
performance concerns. The complete policy on improvement plans
is described in Board Policy 5420.
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DISMISSAL (Policies 5430 and 5520)
Licensed employees included within the definition of “teacher”
under North Carolina General Statute 115C-325 are subject to the
dismissal procedures outlined in that law. Although non- licensed
employees are not entitled to the protections of North Carolina
General Statute 115C-325, and are considered employees at-will,
the school system is committed to fair employment practices that
ensure reasonable basis for dismissal or termination. Read policy
5430 and policy 5520 for details.

DUTY TO REPORT
It is the expectation that employees notify their immediate
supervisor and the Assistant Superintendent of Human Resources
within two working days of any arrest, indictment, or other
official notification that the employee has been charged with a
crime other than a minor traffic offense. This includes a charge or
indictment of driving while impaired (DWI). Any employee who
drives as part of their duties with the Durham Public Schools is
expected to notify his/her immediate supervisor and the Assistant
Superintendent of Human Resources of an arrest, indictment, or

RESIGNATION
A teacher should not resign without the consent of the
Superintendent unless he/she has given at least a 30-day notice. If
the teacher does resign without giving at least a 30-day notice, the
Board may request that the State Board of Education revoke the
teacher’s license/certificate for the remainder of that school year. A
copy of the request shall be placed in the teacher’s personnel file.

other official notification of any crime, including traffic offenses.

EMPLOYEE RELATIONS
COMMUNICATIONS
The school system considers good communication essential in
creating a positive work environment that will retain motivated
staff who can work together to achieve goals. The district Website
is maintained by the Office of Public Affairs to keep employees
and school communities informed.
Additionally, if an employee needs information or clarification
about a matter affecting the employee, he/she is encouraged to
discuss the subject with his/her supervisor or principal.
EMPLOYEE SUGGESTIONS
The school system welcomes employee suggestions and ideas for
improvement. Employees are encouraged to share suggestions
with the appropriate supervisor or principal.
RECOGNITION
A variety of employee awards programs to recognize outstanding
service or achievement are conducted each year. Those include
but are not limited to: Teacher of the Year, Principal of the Year, Bus
Driver of the Year, Teacher Assistant of the Year and Staff
Appreciation Awards. Additional information can be obtained from
a supervisor, principal, or the Office of Human Resource Services.
In addition, the school system provides service appreciation
awards for employees who are retiring.
PERFORMANCE EVALUATION
The personnel evaluation process is designed to improve the
quality of work performance. The process is seen as continual.
The Superintendent or designee shall monitor this process. The
school system will evaluate employees at least once every school
year. The Superintendent will develop evaluation schedules for
each category of employees.

PROFESSIONAL GROWTH AND
DEVELOPMENT OPPORTUNITIES

Durham Public Schools offers employees a variety of professional
growth and development opportunities that support student
achievement. Employees are encouraged to participate in the
opportunities as appropriate to their role in the district. Employees
are provided professional growth opportunities aligned to
individual, classroom, school, district, and state goals.
BEGINNING TEACHER SUPPORT PROGRAM (BTSP) The BTSP
provides support services for all teachers who have not attained a
North Carolina continuing license - usually those with fewer than
four years of public school teaching experience. The program
includes a system and building level orientation, mentor support,
in-field assignment, limited extracurricular and non-instructional
duties, professional development programs targeted to the needs
of novice teachers and assistance meeting the performance-based
requirements for continuing licensure.

SALARY/COMPENSATION
LICENSED/CERTIFIED EMPLOYEES
Licensed employees are paid according to the licensure level and
years of experience determined by the North Carolina Department
of Public Instruction (NCDPI) when the license is issued, plus any
local supplement approved by Durham Public Schools Board of
Education. Questions about pay should be referred to either the
Payroll Department or the Office of Human Resource Services.
The daily pay rate for substitute teachers is:
$103 for individuals who hold a current or expired teaching
license from any state. The Office of Human Resource Services
must have a copy of the license.
$80 for individuals who do not hold a current teaching license.
CLASSIFIED EMPLOYEES
Classified (non-licensed) employees are paid according to an
approved Durham Public Schools salary schedule. Salary
schedules for classified employees are posted on the Durham
Public Schools Website at www.dpsnc.net.
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EXTRA DUTY
The Board recognizes that implementing the total school program
may, on occasion, require the services of teachers in areas of
responsibility other than their classroom assignment. These extra
duties are kept to a minimum and distributed equitably. Teachers in
the Beginning Teacher Support Program (BTSP) and teachers with
more than 27 years of experience will not be assigned
extracurricular duties unless they request the duty in writing.
Coaching is an example of an extracurricular activity. The
assignment of coaching duties is the responsibility of the
principal. Any person employed to coach an athletic team in the
system should be a regular employee of the system. There may
be exceptions when regular employees are not available.
The elimination of coaching duties may result in a reduction of
compensation and does not constitute a demotion.
INSTALLMENT PAY
Teachers, teaching assistants, transportation employees, 10-month
custodians and 10-month office personnel may receive their pay in
12 equal installments. The election to receive 12- month
installment payments must be made in writing to payroll by the
employee each year prior to the first required workday of the
school year. Once the school year starts, your election is
irrevocable and cannot be changed until the following school year.
If an employee is currently receiving installment pay, it is not
necessary to send in the written request unless he/she takes a
leave of absence or goes off the payroll for any reason. No teacher
may elect installment pay if his/her license has not been issued
and is receiving substitute pay. The employee is ineligible for
installment pay after his/her license is issued for that school year.
Teaching assistants, custodians and office personnel whose length
of employment is other than 10 months are not eligible for 11 and
12 month installment pay. Extended employment for a 10-month
teacher, teaching assistant, custodian or office personnel beyond
his/her 10-month assignment does not make the employee
ineligible for installment pay.
All year-round teachers and teacher assistants are required to be
paid in 12 monthly installments.
If the 10-month teacher, teaching assistant, custodian or office
person goes off pay status for any reason during the school year, 1
and 12 month installment pay status is canceled, and prior
deductions will be paid out in full at that time.
COMPENSATORY TIME
Non-licensed employees should not work in excess of assigned
hours without permission or knowledge of the supervisor. In
accordance with the Fair Labor Standards Act (FLSA), non-exempt
employees will be granted compensatory time in lieu of
compensation for hours worked in excess of 40 hours per work
week. This compensatory time will be at the rate of time and one
half for any hours over 40 hours in a work week. An employee may

not accumulate over 240 hours of compensatory time. Supervisors
are encouraged to honor the 40-hour work week unless absolutely
necessary. Prior approval is required for compensatory or overtime.
FAIR LABOR STANDARDS ACT COMPLIANCE
(Policy 5525)
The workweek extends from Saturday at 12:01 a.m. through
Friday at 12 midnight. Employees classified as non-exempt under
the Fair Labor Standards Act (FLSA) who work more than 40 hours
in a workweek must be paid overtime pay. Compensatory time
off in lieu of overtime pay may be given if agreed to by the
employee and employer before the performance of the work.
Examples of non-exempt employees are bus drivers, cafeteria
workers, custodians, maintenance workers, secretaries and
teacher assistants. Teachers and certified professional staff are
examples of exempt employees.
WORKERS’ COMPENSATION
All public school employees are entitled to receive workers’
compensation under the North Carolina Workers’ Compensation
Act. Employees must have suffered an accidental injury or
contracted an occupational disease in the course of employment
to be eligible for medical payment, compensation for lost salary or
death benefits under this program.

DEFINITIONS OF NON-EXEMPT AND EXEMPT EMPLOYEES
Non-exempt Employees: Generally employees who are non-salaried
classified employees who have little or no supervisory
responsibilities (i.e., teaching assistants, custodians, clerical,
cafeteria, etc.)
Exempt Employees: Generally employees who are salaried
executive, administrative and professional and have supervisory
responsibilities (i.e., principals, teachers, central office
administration, etc.)

BENEFITS ADMINISTRATION
The Benefits Department provides support to all DPS employees
and their covered dependents. Its goal is to give courteous and
timely care to every employee situation. Employees are
encouraged to use self-service options when possible. To help us
serve you better, the department requests appointments for the
following:

•
•
•
•
•

Leave Planning
Disability Planning
Benefits Enrollment Assistance
Life Insurance Claims
Accommodation Requests

Enrollment in Benefits
Enrollment Deadline
Employees are required to complete the enrollment process to
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elect their benefits. Failure to enroll within 30 days of the hire date
may subject an employee to a 12-month waiting period for preexisting conditions under most insurance options.
c.
Benefits Information
All new hire benefits enrollment is completed online. The Benefits
Department is available to help employees needing special
assistance and employees changing benefits elections due to a
change in benefits eligibility.
Employee and Dependent Data
Employees should enroll using the legal names for themselves and
dependents. Generally speaking, this is the name under which the
employee files his/her tax return. Employees must also provide
accurate social security numbers for themselves and each
dependent. Failure to do this may result in the inability of the IRS to
confirm required medical insurance coverage under the Affordable
Care Act and may jeopardize continued insurance coverage.

Changes in Employee Status and Qualifying Events

d.

Benefit Election Status Changes
Certain benefit changes for pre-tax health or dental insurance and
flexible benefits (vision and cancer) are regulated by federal and
state agencies. This means that an employee may not make midyear changes to plans in which the premiums are paid on a pretax basis. If one of the following qualifying events occurs during the
plan year, employees may be allowed to change (add, terminate,
increase or decrease) current election(s) in pre-tax benefits. The
change must be completed within 30 days of the event and must
be the result of one of the events below and the changes requested
must be consistent with the change in status.

e.
f.

g.

h.

Qualifying Events for Medical Plan
You are a timely enrollee for health coverage if you apply for
coverage and/or add or remove dependents within a 30-day
period following any of the qualified life events listed below:
1.
2.
3.

4.
5.

You are newly hired
Your marital status changes due to marriage, death of a
spouse, divorce, legal separation, or annulment
You obtain a dependent through marriage, birth,
adoption, placement in anticipation of adoption,
or foster care placement of an eligible child
A significant change (at least $50 per month) in
the health premium benefits in the plan covering
spouse and/or dependents
You or your dependents experience an employment
status change that results in the loss or gain of
coverage under another health benefit plan, and each
of the following conditions is met:
a. You and/or your dependents are
otherwise eligible for coverage under
the State Health Plan, and
b. You and/or your dependents were covered

i.

under another health benefit plan at the
time this coverage was previously offered
and you declined enrollment due to the
other coverage, and
You and/or your dependents lose coverage
under another health benefit plan due to i)
the exhaustion of the COBRA continuation
period, or ii) the loss of eligibility for that
other coverage for reasons including, but
not limited to, divorce, loss of dependent
status, death of the employee, termination
of employment, or reduction in the number
of hours of employment, or iii) the
termination of the other plan's coverage, or
iv) the offered health benefit plan not
providing benefits in your service area and
no other health benefit plans are available,
or v) the termination of employer
contributions toward the cost of the other
plan's coverage, or vi) meeting or exceeding
the lifetime maximum, or vii) the
discontinuance of the health benefit plan to
similarly situated individuals.
You or your dependents become Medicare
eligible.
Your dependent ceases to be an eligible
dependent (dependent child turns 26).
You, your spouse, or your dependents
commence or return from an unpaid leave
of absence such as Family and Medical
Leave or military leave.
You receive a qualified medical child
support order (as determined by
the plan administrator) that
requires the plan to provide
coverage for your children.
If you, your spouse or dependents
experience a cost or coverage change
under another group health plan for
which an election change was
permitted, you may make a
corresponding election change under
the Flex Plan (e.g. your spouse’s
employee significantly increases the
cost of coverage and as a result, allows
the spouse to change his/her election)
(not applicable to the Health FSA).
If you change employment status such
that you are no longer expected to
average 30 hours of service per week
but you do not lose eligibility for
coverage under the State Health Plan
(e.g. you are in a stability period
during which you qualify as full- time),
you may still prospectively revoke
your election provided that you certify
that you have or will enroll yourself
(and any other covered family
members) in other coverage providing
minimum essential coverage (e.g. the
Market place) that is effective no later
than the first day of the second month
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j.

k.

l.

following the month that includes the
date the original coverage is revoked
You may prospectively revoke your State
Health Plan election if you certify your
intent to enroll yourself and any covered
dependents in the Marketplace for
coverage that is effective beginning no later
than the day immediately following the last
day of the original coverage that is revoked
You or your dependents lose coverage
due to loss of eligibility under Medicaid
or the Children’s Health Insurance
Program (CHIP) and apply for coverage
under this Plan within 60 days
You or your dependents become eligible
for premium assistance with respect to
coverage under this Plan under Medicaid
or CHIP and apply for coverage under this
Plan within 60 days.

Note: Obtaining third-party coverage outside of annual
enrollment under the Affordable Care Act is not a qualifying
event.
In addition, eligible surviving spouses and any eligible surviving
dependent child of a deceased retiree, teacher, State employee,
member of the General Assembly, former member of the
General Assembly, or Disability Income Plan beneficiary are
considered a timely enrollee if they were enrolled at the time of
the member’s death and elect to continue coverage within 90
days after the death of the former State Health Plan member.
Qualifying Events for Flex Plans
You are a timely enrollee for flex coverage if you apply for
coverage and/or add or remove dependents within a 30-day
period following any of the qualified life events listed below:
1.
2.
3.
4.
5.
6.

Marriage
Divorce - Legal Separation - Annulment
Death of spouse
Birth or adoption of child
Placement of child in foster care
Termination or commencement of employment by
spouse or covered children
7. Change from part-time to full-time, or full-time to parttime employment status by employee or spouse
8. The taking of an unpaid leave of absence by either the
employee or spouse
9. Attainment of limiting age, change in student status or
marriage of dependents
10. Entitlement of Medicare or Medicaid by employee,
spouse; or dependent required, by court order, to
provide coverage for child(ren)
Deadlines
Completion of the enrollment must occur within 30 days of
employment or the qualifying life event (except as specifically
described above) in order to enroll in coverage for the current plan
year. Members who do not enroll when first eligible must wait until
the next annual enrollment period if they are still eligible. Proof of
prior coverage, if applicable, must be returned to the HBR of the
employee's employing unit. Retirees and surviving spouses are not

required to experience a qualifying event if they wish to dis-enroll
themselves or their dependents from the Plan; they may dis-enroll
at any time.
Employees adding dependent coverage are required to present
eligibility documentation upon request of the benefits department.
Failure to prove the requested documentation may result in loss of
coverage for the dependent(s).
Employee Error
It is the employee’s responsibility to ensure that dependents and
other covered family members are eligible for coverage and that
necessary changes in coverage are made in a timely manner. Midyear changes to plans with pre-tax premiums (without a qualifying
event) due to employee error are not allowed. Employee error is
not a qualifying event. DPS does not reimburse an employee for
premiums paid when an employee fails to terminate coverage in a
timely manner. This includes premiums paid for dependents that
have aged out of coverage, ex-spouses, etc.
Deadline for Change in Benefits
When a status change (qualifying event) occurs that changes
coverage needs, employees must go to www.shpnc.org within
30 days of the event and enter the change. Documentation to
verify the change must be sent to the Benefits Department
immediately. Questions should be directed to the Benefits
Department prior to the 30-day deadline to determine if
changes can be made.

Change of Address, Telephone and Name
Change Requests
Employees may make changes by completing the “Change Request”
online on the Durham Public Schools Website: Change of Address.
Name Change
Durham Public Schools requires that payroll and benefits
documents use an employee’s legal name. Generally, this is the
name used when filing annual tax returns.
Name change forms must be completed in the Benefits
Department. Employees must provide appropriate documentation
(marriage license, new social security card, court order, etc.) to
process a name change. Depending on the position and the nature
of the change, other forms may be required, e.g. change in
beneficiary or name change on teaching license.

Definitions (for Benefits Purposes)
Permanent Employee
A permanent employee is a person employed with the
expectation of permanent employment to fill a position that is to
be permanent if present needs and funds continue, or employed
for at least six full consecutive monthly pay periods to replace
one or more employees who are on leave of absence without
pay; and may be full-time or part-time.
Full-time, Regular Employee
A full-time employee is a person employed at least 30 hours per
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week and eligible for full benefits. (This definition does not
necessarily apply to Visiting International Faculty or retirees
returning to work.)
Full benefits may include:
1.
2.
3.
4.
5.
6.
7.
8.
9.

Insurance plans offered by the district
Financial plans offered by the district
Leave days (sick, annual etc.) earned at the full rate for years
worked
State Teachers’ and Employees’ Retirement System
Longevity payments
Employee Assistance Program
Leave of absence
NC State Employees Credit Union
General liability insurance

Full-time Employee (Not Eligible for Benefits)
This category of an employee is an employee who regularly
work 30 hours or more per week, but who are otherwise
ineligible for standard/full benefits.
Part-time Employee
A part-time employee is a person employed at least 20 hours
per week, but fewer than 30; eligible for pro-rated (partial)
benefits. This does not necessarily apply to Visiting International
Faculty or retirees returning to work.
Pro-Rated (partial) benefits may include:
1. health insurance may be purchased paying the employee
and employers’ cost
2. leave days (sick, annual etc.) earned on a pro-rated (partial)
basis for years worked
3. longevity payments
4. Employee Assistance Program
5. leave of absence
6. NC State Employees’ Credit Union
7. tax-deferred annuities 403 (b) programs
8. general liability insurance
Interim Employee
An interim employee is a person employed on a temporary basis
to fill a position for a designated period of time and/or is
employed to replace an employee on leave. This can be full-time
or part- time.
Temporary Employee
A temporary employee is a person employed less than 20 hours
per week, or employed in an interim position for less than six (6)
full consecutive monthly pay periods.

Insurance
Benefits listed are subject to change. The information provided in
this handbook is intended to be general in nature and for
illustrative purposes only. The plan document and summary plan
description for each plan serve as the legal authorities for that plan.
Patient Protection and Affordable Care Act (PPACA)
Effective January 1, 2015, the district began offering coverage to
employees (and their dependents) who regularly work 30 hours or
more per week the opportunity to enroll in adequate and
affordable coverage under its employer-sponsored plan.

Dependent Children and Age Limitations
It is the employee’s responsibility to ensure that dependent
children who age out of a plan’s eligibility or otherwise become
ineligible (e.g. no longer a full time student), are removed from
coverage. This can only be done with a written request or
appropriate form sent to the Benefits Department. DPS is not
responsible for reimbursement of premiums due to failure to
remove a dependent in a timely fashion (within 30 days).
Health Insurance
All permanent full-time employees of Durham Public Schools are
eligible for group insurance provided by the State Health Plan and
administered by Blue Cross Blue Shield. The insurance provides
coverage for covered hospital and medical expenses. The plans
are the Enhanced 80/20 plan, the Traditional 70/30 plan (both
Preferred Provider Plans or PPOs), the Consumer-directed Health
Plan and the High Deductible Health Plan. The annual enrollment
period for health insurance is determined by the State Benefits
Department; however, it is typically in October of each year. Plan
design, premiums and options are subject to change each plan
year. For comprehensive information, visit the State Health Plan
Website at www.shpnc.org.
Insurance coverage may require a premium payment from an
employee. Premiums are typically deducted from an employee’s
salary each pay day. Employees who work a ten-month schedule
and only receive ten paychecks directly from DPS, also have an
additional premium deduction (escrow) each pay day to cover the
two summer months during which no deduction can be taken.
Employee Responsibility for Premiums While on Leave
without Pay: When an active employee does not receive a
paycheck for some reason, for example, leave without pay, the
employee is responsible for making timely premium payments
each month. Premiums must be paid in full for all insurance
coverage in force. Partial payments are not accepted. It is the
employee’s responsibility to pay the designated premiums if
applicable each month regardless of receipt of a monthly
invoice.
By state and IRS policy, failure to make full and timely payments
will result in the termination of insurance coverage. If insurance is
canceled due to non-payment of premiums, an employee will be
unable to re-enroll in the coverage unless he/she experiences a
qualifying life event, returns to work or re-enrolls during annual
enrollment.
Employees Returning from a Leave of Absence: An employee
returning to work after an unpaid leave of absence has 30 days
from his/her date of return to make changes in insurance.
Dependent Coverage: Eligible employees may elect to have a
spouse and/or children covered by the same plan by paying a
set monthly premium. Children can be covered for health
insurance only up to age 26 regardless of student or marital
status providing the child is not eligible for other employer
sponsored health benefit coverage.
Premiums are generally collected through payroll deduction one
month in advance and are typically handled as a pre-tax salary
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deduction. For 10 and 11 month employees, you will have 10
deductions that include escrow to cover the cost of health insurance
premiums during the summer months. All 12 month employees will
have 12 deductions. Permanent part-time employees working a
minimum of twenty (20) hours per week may purchase health
insurance if they pay the total premium (employee and employer
costs).
Premiums: Please refer to www.shpnc.org for premium
information.
Claims: Claims under the State Health Plan should be filed as soon
as possible after services are received. It is the employee's
responsibility to file claims. Claims may be filed by medical
providers. Claim forms are available on the State Health Plan
Website.
Plan Changes: Changes in health and/or dental plans can
generally be made only during the annual enrollment periods.
Changes in current coverage options may be made with a
documented "qualifying event" if the changed enrollment is
completed within thirty-one (31) days of the event. "Qualifying
events" include but are not limited to: birth of a child, change in
marital status, etc. See Benefit Election Status changes. Contact
the Benefits Department with questions concerning health
insurance and speak with any insurance representative or contact
the NC Smart Choice Blue Options PPO Plans’ customer service at
1-888-234-2416.
(Reference: The State of North Carolina Comprehensive Health
Benefit Plan)
Dental Insurance
All permanent full-time employees of the school system are
offered dental coverage. Premiums are employee-paid. Three
dental plans are available and eligible employees may enroll in only
one (1) plan.
Direct Reimbursement Plan: In the Direct Reimbursement
Plan, the employee pays the bill and submits the claim with a
copy of the receipt, to the Plan Supervisor for a fifty (50)
percent reimbursement. Claim forms are located on the
Durham Public Schools Website.

manner. Employees should file claims as soon as possible after
services are received.
Enrollment: The annual enrollment period for dental insurance
is usually October of each year. The effective date of coverage is
January 1. Once enrolled, no changes in coverage options may
be made during the plan year unless there is a benefit election
status change/qualifying event. Additional information is
available from the Benefits Department or on the DPS Website.
(Reference: The Durham Public Schools Website)
Flexible Benefits
Durham Public Schools’ permanent full-time employees are
offered flexible benefits plan. This plan offers employees an
opportunity to save money by paying for eligible nonreimbursed medical expenses, dependent care expenses,
dental, supplemental hospital, cancer insurance and vision
insurance with pre-tax dollars. (Supplemental disability
insurance and whole life insurance are offered only on an aftertax basis.)
The annual enrollment period for flexible benefits is October of
each year. The effective date of coverage is January 1. Once
enrolled, no changes in coverage options may be made during
the plan year for pre-tax coverage unless there is a benefit
election status change/qualifying event. Additional information
is available in the Benefits Department. The plan year for the
Flexible Benefits program is January 1 through December 31 of
each year. The Plan Document and Summary Plan Description
for the DPS Flexible Benefits Plan are located on the Durham
Public Schools Website. Note: Employees must re-enroll in
flexible spending accounts (medical and dependent care) each
year. Other flexible benefits plans will carry over from year to
year. The Flexible Benefits Plan is chosen through a competitive
bid process and is periodically subject to change.
(Reference: Durham Public Schools Flex Benefits Plan Document,
Durham Public Schools)

Ameritas Standard Plan: The Ameritas Standard plan
allows the claim to be submitted to the insurance
company; the employee pays the remaining fee.
Ameritas PPO: The Ameritas PPO allows you to visit a
network of dental providers who charge negotiated
(reduced) rates for covered services. Visiting a network
provider can offer additional savings toe covered
employees and dependents. These savings are not
experienced if a non-network provider is used.
Dependent Coverage: An employee may elect to have a spouse
and/or eligible children covered by the same plan by paying a set
monthly premium. Unmarried children up to age 19 or up to age 26
are eligible for coverage. It is the employee’s responsibility to
terminate coverage when a dependent is no longer eligible for the
plan. DPS does not reimburse an employee for premiums paid
when an employee fails to terminate a dependent in a timely
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Term Life Insurance
The Durham County Board of Education provides to all permanent
full-time employees basic group term life insurance coverage in the
amount of $5,000. Employees may elect to purchase additional
coverage for themselves, a spouse and/or eligible children with
premiums payroll-deducted. Unmarried children up to age 19 or up
to age 26, if enrolled as a full-time student (12 or more hours per
semester) at a state-accredited school or college, are eligible for
coverage. Coverage above $150,000 for a new employee and
coverage above $30,000 for the spouse must be approved by
Metropolitan Life Insurance Company after submission of a
statement of health. If an employee desires additional coverage
after the initial election is completed, he/she must be approved by
Metropolitan Life. There is no annual enrollment period for term life
insurance. The term life insurance plan has an “Accelerated
Benefits Option” feature which may allow partial benefits if an
employee is diagnosed with a terminal illness by a medical doctor.
The employee may change beneficiaries and lower coverage at any
time. To increase coverage, a “Statement of Health” must be
completed and approval must be granted by the life insurance
carrier. Changes to term life coverage may be made during annual
enrollment. Changes in beneficiary may be made at any time.
If an employee remains in active service beyond the age of 70, the
combined amount of basic and optional insurance will be reduced
based on a published schedule. More information is available in
the Benefits Department.

Whole Life Insurance
Whole Life insurance is available through our Cafeteria (Flexible)
Benefits Program. This plan features guaranteed: level premiums,
cash values and reduced paid-up life insurance at retirement.
Coverage is portable and can be purchased on employee, spouse,
children and grandchildren.

Insurance: Removing Children from Coverage
Dental and Life Insurance
Employees who have chosen to insure their children with dental
and/or life insurance may do so until the child turns 19 or if the
child is a full-time student at a state accredited school or college,
insurance coverage can be extended until age 26 or at the time of
graduation, whichever comes first. One semester break per
calendar year is allowed for a student to maintain a full-time
student status. Summer School is optional and is not considered a
semester.
Children graduating from college must be removed before the first
day of the month following the event so the employee will not be
charged an additional month with no coverage. Married children
of any age cannot be insured for dental or life insurance. For more
information, contact the Benefits Department. It is the employee’s
responsibility to notify the Benefits Department when a
dependent is ineligible for coverage. Examples of ineligible
dependent status are divorce or a child graduating from college.
Removal of child’s coverage is done by paper form. Forms are
located on the Durham Public Schools Website, under “Forms and
Handbooks”.

Health Insurance
Adult children, who have reached the age of 26 or who are
eligible for other employer-sponsored health benefit coverage,
must be removed from the Plan. Removal can be done online by
going to www.shpnc.org. It is the employee’s responsibility to
notify the Benefits Department when a child or spouse is no
longer eligible for coverage.

Insurance: Continuation of Coverage Following
Separation from Employment (including COBRA)
Health, Dental, FSA and Vision
Continuation of group health, dental insurance coverage, the
medical reimbursement flexible spending account and vision
insurance is available to employee, spouse and/or dependents
under the Consolidated Omnibus Budget Reconciliation Act
(COBRA-Health Insurance) and the Public Health Service Act
(PHSA-Dental Insurance) as required by federal law. Qualifying
events are governed by these COBRA regulations.
Continuation of this coverage is paid by the member at full cost of
the group rate(s), plus an administrative fee, as allowed by federal
law. An employee separating from employment will receive a
letter from the Benefits Department, explaining termination of
benefits. COBRA and PHSA are offered by the health and dental
companies. For more information concerning the COBRA rights
and regulations, please contact the insurance provider.
Life Insurance: Term Life Continuation
Continuation of term life insurance coverage is available for the
employee or family only through conversion or portability.
Information is provided at separation.
Life Insurance: Whole Life Continuation
Continuation of whole life insurance is available through direct
billing. Information provided at separation.

HIPAA: Health Insurance Portability and Accountability Act
The HIPAA Act is a federal law that was passed in 1996, with
additional guidelines issued December 4, 2002. A portion of
this federal law is called the “Privacy Rule.” Through the
Privacy Rule, the federal government seeks to protect and keep
private an individual’s personal health information (PHI). Our
covered benefits plans are HIPAA compliant. PHI cannot be
released to others without your written authorization.
Authorization forms can be downloaded from the State Health
Plan (see below) and are available from the Benefits
Department. An excellent source for additional HIPAA
information can be found on the State Health Plan Website at
www.shpnc.org.

NC HealthSmart Wellness Programs
The NC HealthSmart Wellness Programs are online tools to help
employees manage their personal health. Visit www.shpnc.org and
click on NC HealthSmart. The NC HealthSmart Website includes:

1.
2.
3.
4.

Health Risk Assessment (HRA) survey
Personal Action Plan based on your HRA results
Lifestyle improvement programs
Health information references for any health or medical
questions
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Miscellaneous Benefits

Leaves and Absences

Employee Assistance
Employees and covered dependents may receive counseling
services from Beacon Health Options, the District’s EAP
provider. Employees may speak to a representative by calling
1-800-435-1986 or by visiting www.myachieve.com.

Attendance
Durham Public Schools’ employees are encouraged to use
available leave benefits options when necessary. However,
employees should carefully consider the impact that their
absence(s) will have on the overall instructional program and
on the achievement of students. Even the best substitute
employee cannot provide the high level of continuity of service
provided by the regular employee. Every employee absence
diminishes the overall quality of the instructional program.
From an employee perspective, unused accumulated sick leave
and/or annual vacation leave can significantly enhance an
employee’s financial entitlements at retirement or upon
separation from employment with the school district.

401(k)
All full-time employees are eligible to participate by payroll
deduction in the 401(k) program administered by the State of
North Carolina through Prudential Retirement. Contact the
Benefits Department for information and enrollment forms.
Information may also be obtained from the Prudential
Retirement Website at www.prudential.com/ncplans or call 1866-627-5267.
403(b) Annuities
All employees earning a consistent monthly income are eligible
to participate in the 403(b) Plan available through payroll
deduction. The 403(b) plan is administered by a third party
administrator, TCG Administrators. Participants in the 403(b)
Plan are assessed an administrative fee of $1.50 per month via
payroll deduction. For additional information call 1- 800-9439179.
457 Deferred Compensation Plan
All permanent employees are eligible to participate in the State
of North Carolina 457 Deferred Compensation Plan
administered by Prudential. A 457 plan is similar to a 403(b)
plan where contributions are made through payroll reduction,
occur on a pre-tax basis and accumulate tax- deferred until
withdrawn. The minimum monthly contribution is $20. For
more information, call 1-866-627-5267.
State Employees’ Credit Union
All employees, except individuals employed through contracted
services, may join the North Carolina State Employees’ Credit
Union. Upon obtaining membership, the employee’s spouse,
children and parents may become members. In addition,
substitutes paid by Durham Public Schools are eligible to obtain
membership in the credit union. Information is available from the
State Employees’ Credit Union’s Website: www.ncsecu.org and
from the Benefits Department.
Information regarding amusement park discounts is available
from the State Employees’ Credit Union Website at
www.ncsecu.org.

Retirement System
Teachers' and State Employees' Retirement System
All permanent full-time employees are required to join the
Teachers' and State Employees' Retirement System. Eligible
employees contribute 6% of gross salary (pre-tax) to the
Retirement System. Durham Public Schools may make a
contribution as established by the North Carolina General
Assembly for each permanent full-time employee. Monthly
benefits at retirement are based upon the employee's four (4)
highest consecutive years of salary, years of state service
and/or age at retirement. Employees may visit
http://www.myncretirement.com for more detailed
information.

Short-Term Leaves of Absence
A leave of absence for a period of up to ten (10) workdays will
be considered a short-term leave of absence. A short-term
leave of absence may be with or without pay.
Short-term leave of absence with pay: The appropriate supervisor
has authority to approve a leave of absence with pay for a period
of up to ten (10) days for appropriate reasons. Paid leave (annual
leave, eligible miscellaneous bonus leave, sick leave, and personal
leave) will be used in accordance with state regulations.
Short-term leave of absence without pay: The appropriate
supervisor has authority to approve up to five (5) days of leave
without pay for appropriate reasons. The appropriate supervisor's
superior has authority to approve up to an additional five (5) days
of leave without pay for appropriate reasons. A full day's salary
reduction will be made for each day the employee is absent.
Multiple short-term leaves of absence without pay will not be
approved for more than ten (10) cumulative workdays per fiscal
year (July 1- June 30). If additional leave is requested, the
employee should follow the procedures for requesting long-term
leaves of absence.
Long-Term Leaves of Absence
A leave of absence for a period exceeding ten (10) workdays will be
considered a long-term leave of absence. A long-term leave of
absence may be with or without pay. Durham Public Schools
requires the employee to use available paid leave before going on
leave without pay.
.
Paid Leave: Annual leave, miscellaneous bonus leave, sick leave,
personal leave, and extended sick leave will be used in accordance
with state regulations. During the period of paid leave, employees
continue to earn full benefits.
Allowable reasons for which long-term leave of absence may be
requested are:
1. Military leave, for active duty;
2. Parental leave, for the birth or adoption of a child or
placement of a foster child for a period of up to twelve (12)
calendar months;
3. Medical leave, for personal illness or temporary disability
that prevents an employee from performing his or her
usual duties, for a period up to twelve (12) calendar
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4.

5.

6.

months in excess of sick leave provisions;
Family medical leave, in order to provide care for an
immediate family member who is critically ill, for a period
up to twelve (12) calendar months;
Educational leave, if the employee is enrolled in a full-time
program at a college or university, in accordance with Board
of Education Policy GBRL, for a period up to twelve (12)
calendar months;
Qualifying Exigency leave, when eligible employee’s
spouse, son, daughter, or parent (the military member or
family member) is on covered active duty or call to covered
active duty status (or has been notified of an impending call
or order to covered active duty). For Regular Armed Forces
members, the Final Rule defines “covered active duty or call
to covered active duty status” as duty during the
deployment of the member with the Armed Forces to a
foreign country.
For a member of the Reserve components of the Armed
Forces (members of the National Guard and Reserves),
“covered active duty or call to covered active duty
status” means duty during the deployment of the
member with the Armed Forces to a foreign country
under a federal call or order to active duty in support of
a contingency operation.
NOTE: The “Armed Forces” is defined as the Army,
Navy, Air Force, Marine Corps, or Coast Guard.

7.

Military Caregiver leave for an employee who is a spouse,
son, daughter, parent or next of kin of a Veteran or other
covered service member recovering from a serious medical
injury or illness sustained in the line of active military duty.
In order for the care of a Veteran to qualify as Military
Caregiver Leave, the Veteran must have served in active
service within five (5) years preceding the date on which he
or she needs care

8.

Leaves under #2, #3, #4, #6 and #7 are also given
in conjunction with FMLA, the federal Family
Medical Leave Act.

Benefits Continuation While on Leave without Pay: Employee
Responsibility
DPS offers insurance coverage to all eligible employees. This
coverage may require a premium payment from the employee.
Premiums are typically deducted from an employee’s salary each
pay day.
When an active employee does not receive a paycheck for some
reason, for example, leave without pay, the employee is
responsible for making timely premium payments each month.
Premiums must be paid in full for all insurance coverage in
force. Partial payments are not accepted. It is the employee’s
responsibility to pay the designated premiums, if applicable,
each month regardless of receipt of a monthly invoice.
By State and IRS policy, failure to make full and timely payments
will result in the termination of insurance coverage. If insurance
is canceled due to non-payment of premiums, an employee will
be unable to re-enroll in the coverage unless he/she
experiences a qualifying life event, returns to work or re-enrolls
during annual enrollment.
Employees returning to work after an unpaid leave of absence
have 30 days from his/her date of return to make changes in
insurance.
Absences of More Than Ten Days
A request for a leave of absence form must be completed and
submitted to the Benefits Department if the absence is for more
than 10 days. These absences must be approved by the Benefits
Department. The appropriate documentation for the type of
leave requested must also be submitted to the Benefits
Department for approval. Employees should be mindful of the
following:
1. Incomplete and Untimely Documents: Incomplete
and untimely leave documents will delay the
processing of a leave request, voluntary shared
leave and other decisions. In order to ensure timely
and accurate pay, the Benefits Department must
receive complete and accurate leave
documentation at least 30 days in advance and
voluntary shared leave forms must be submitted
th
with the requests or by the 15 of each month.
Leave donations will not be accepted for time that
has already been paid. Leaves are processed after
receipt of all accurate and complete
documentation has been submitted.
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2.

Compliance with Policies and Procedures: An
employee on an approved leave must comply with
the District's procedures for requesting
leave/approved absence and provide additional
documentation as requested. Falsification of this
form or any supporting document may be grounds
for disciplinary action, up to and including denial of
leave and dismissal.

3.

Processing Priority: Timely and bonafide urgent
requests for leave with accurate and complete
documentation supporting the leave will be given
priority processing status in determining leave time
available and approval. The Benefits Department is
unable to expedite requests that are delayed due to
untimely submission or incomplete/inaccurate
documentation. If there is a conflict in information
submitted, the Benefits Department reserves the
right to use dates provided in supporting
documentation, e.g. physician’s statement as the
dates of the leave. The employee is responsible for
ensuring that supporting documentation is correct.
The employee is responsible for ensuring that the
Benefits Department receives supporting
documentation from a 3rd party, e.g. a physician.

4.

5.

6.

Accrued Leave: Each employee is responsible for
knowing the status of his/her available (unused)
leave. This information is available through the last
pay period via the self- service portal. An employee
requesting leave is responsible for ensuring that
adequate leave is available or be prepared to take
leave without pay. The Benefits Department is
unable to verify leave balances or the amount of
donated leave needed for full pay via phone or
email.
Voluntary Shared Leave: Voluntary shared leave may
only be used during the 60-day waiting period for
short term disability for an employee’s own medical
condition or of his or her immediate family. Leave
donations from DPS employees must be accurate,
complete and received by the Benefits Department on
th
or before the 15 of the month to ensure processing
for the next pay period. Leave donations from other
agencies require verification and will be processed
upon verification and on the same schedule.
Employees donating leave should send the donation
forms directly to the Benefits Department. The
Benefits Office determines the number of days eligible
employees are able to receive and donate based on
policy.
Protected Medical Information: All medical
information related to this leave should be sent to the
Leave Specialist in the Benefits Department.
Employees are not required to discuss protected
medical information, including the specific nature of a
medical leave with his/her supervisor. However,
employees must inform supervisors of any anticipated
leaves of absence for coverage purposes.

7.

Return to Work: Employees must return to work as
indicated on the leave documents. An employee
on medical leave must submit a release to return
to work notice from his/her provider to the
Benefits Department for approval as soon as
possible— preferably at least 5 days prior to the
return to work:
a. Any restrictions must be approved by the
Benefits Department in writing prior to
the return to work.
b. The Benefits Department is the only
Department that can approve the return
to work.

8.

Adjustments to Leave Dates: If an employee needs
to extend the leave, he/she is responsible for
providing appropriate documentation, preferably at
least 5 days prior to the original leave ending date.
Failure to return to work as expected and without
notice may result in action affecting employment—
up to and including interruption of pay and
dismissal.

9.

Continuation of Benefits (All Employees): If a leave is
unpaid, the employee is responsible for all
miscellaneous deductions made through payroll
deduction, including such items as health, dental, life
insurance, cafeteria benefits, etc. unless they are
declined while on leave. In the event of leave without
pay, the employee should make arrangements with
the Benefits Office to maintain coverage and pay as
billed for benefits received while on leave. Unpaid
premiums will result in termination of benefits.

10. Work While on Leave: Employees on medical leave
are discouraged from working. It is expected that an
employee on leave ensure that the supervisor and
colleagues filling in during the absence have
information necessary to provide continuity in the
performance of duties, e.g. grades, instructional
materials, lesson plans, etc.
Death in Family
Employees may use sick leave for time off for bereavement for
death in immediate family.
Leave without Pay
Durham Public Schools requires the employee to use available
paid leave before going on leave without pay. An employee may
be granted a leave of absence without pay for periods as
granted in the discretion of the Superintendent and in
accordance with the rules and regulations adopted by the
School Board.
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Other Employment While on Leave
Except for specific authorization found in the state disability plan,
it is not the practice of the school district to authorize a leave
and allow employees to accept other employment. Employees
should consider this limitation prior to requesting leave. Any
exceptions to this practice should be requested by the employee
at the time leave approval is sought. Any employee on an
approved leave of absence should request approval from the
Benefits Department prior to accepting other employment. The
request will be reviewed and a letter of notification will be mailed
to the employee. If an employee is receiving short-term
disability and working at another job, name of employer, gross
and net earnings and date of payment must be reported to the
Benefits Department via FORM 703 page 1.
Return from Long-term Leave of Absence
When an employee returns to work from an approved long-term
leave of absence without pay, the school district will attempt to
place that employee in his/her original position if possible.
However, in cases when this is not possible, the employee will be
placed in an equivalent position at another location within the
school district. An employee returning to work from a medical
leave (for self) must provide a note from the medical provider
releasing the employee to return to work. If insurance benefits
were canceled while on leave of absence, it is the employee’s
responsibility to re-enroll. An employee can call the Benefits
Department for more information and assistance in enrolling in
insurance benefits.
Sick Leave
Overview: Sick leave is earned by all permanent employees at the
rate of one (1) day for each monthly pay period they are working
or on paid leave for one-half or more of the workdays in the pay
period (pro-rated for part-time - 50 percent or more). This leave
may be used for personal illness, injury, temporary disability,
illness or death in the immediate family, or employee medical
appointments.
Approval: For periods of ten (10) working days or less,
employees must complete a "Leave Request" form available in
the school/department office, to request/document the
absence. The immediate site supervisor is authorized to approve
requests from employees for use of accumulated sick leave for
up to ten (10) consecutive days. Requests for more than five (5)
consecutive days must be accompanied by a doctor's statement.
The appropriate supervisor or the Human Resources Department
may require, at any time, a statement from a medical or other
acceptable proof that the employee was unable to work. For
periods of more than ten (10) working days, employees must
complete a packet for a Leave of Absence also available in the
school/department office and the DPS Website. The Benefits
Department has authority to approve requests from employees
for use of accumulated sick leave for a period exceeding ten (10)
workdays.
Charging: Sick leave must be charged in half-day minimums. It may
only be taken within existing guidelines for personal illness, or an
illness or death in the immediate family as defined by the State Board
of Education. Unused sick leave can be added to length of service for
pension computation at retirement. Effective October 1, 1989, sick
leave balances are restored for employees who separate from
service and return to employment in a permanent status within 60
months (63 months for teachers).

(Reference: NC Benefits and Employment Policy Manual)
Extended Sick Leave (Teachers and Media Specialists Only)
Eligibility: Permanent full-time or part-time classroom teachers
and media specialists, who are absent due to their own personal
illness or injury in excess of their accumulated sick leave and
available annual leave will be allowed extended sick leave of up
to twenty (20) workdays throughout the regular term of
employment.
Deductions: Employees on extended sick leave receive full salary
less the required substitute deduction. This deduction is
mandatory whether or not a substitute is employed. The
standard deduction is $50 a day. In order for a new employee to
be eligible, he/she must have reported to work.
Approval: If the absence is for more than 10 days, a Leave of
Absence Packet must be completed. If the absences are 10 days or
less, the employee must complete the “Request for Leave of Absence”
form and medical documentation that supports the need to be out of
work. This information must be submitted to the Benefits Department
for approval.
Voluntary Shared Leave (Donated Leave)
The purpose of voluntary shared leave (donated leave) is to
provide economic relief for employees who are likely to suffer
financial hardship because of a prolonged absence or frequent
short-term absences caused by a serious medical condition. The
serious medical condition must be documented by a medical
doctor, and follow the definition and guidelines as set forth in the
Family Medical Leave Act of 1993.
Eligibility: Only permanent full-time or part-time employees who
have exhausted all accumulated paid leave (sick leave, annual
leave, miscellaneous bonus leave, if applicable) are eligible to
receive donated leave. An employee need not exhaust personal
leave and the 20 days of extended sick leave to be eligible for
voluntary shared leave.
An employee who is eligible to receive benefits from the State of
North Carolina Disability Income Plan and/or a private
supplemental disability insurance policy is not eligible to receive
donated leave. Voluntary shared leave may be used during the
required sixty (60) day waiting period for the Disability Income
Plan or any applicable waiting period under a private policy.
The following two (2) conditions must be met before an eligible
employee can request Voluntary Share Leave:
1.

2.

Must be absent for more than five (5)
consecutive days or a series of more than five
(5) days over a period of six (6) months due to
the same medical reason.
Must be absent due to a serious medical
condition (as defined by the Family Medical
Leave Act of 1993) of self or immediate family
member.
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Requests: Employees may apply for donated leave by completing
three forms:
1.
2.
3.

“Application for Voluntary Shared Leave”
“Request for a Leave of Absence”
“U.S. Department of Labor” (forms WH-380E and WH380-F).

Forms are located in the Benefits Department and on the DPS
Website. The “U.S. Department of Labor” form is used to
document a serious medical condition. Submit forms to the
Benefits Department.
Application may also be made by a third person acting on the
employee's behalf if the employee is unable to make
application. The application must include a doctor's statement,
and an authorization for release of medical information signed
by the person who is suffering the medical condition (or parent
or guardian of a minor). This release may also be signed by any
legally authorized party.
An employee and/or supervisor may not use mass solicitation
(group solicitation of DPS employees) outside of his/her own
work location. Employees are discouraged from distributing any
medical information, including his/her own, as the district is
unable to ensure confidentiality. Employees not complying with
this policy may be denied use of donated leave and face
disciplinary action.
Leave Donation: Any eligible employee in the school system
may donate annual vacation leave to any approved employee in
the same school system. Family members may donate annual
vacation leave, miscellaneous bonus leave or sick leave to
immediate family members in the same school system, another
N. C. school system, community college or state agency as
defined by the State Board of Education. Effective January 1,
2011, sick leave may be donated to an employee of a public
school system (LEA). A public school employee cannot donate
more than five days of sick leave per year to any one, non-family
member. The combined total of sick leave donated to a
recipient from non-family member donors shall not exceed
twenty days per year.

days for each full month of employment not to exceed two (2)
days per year. Part-time personnel earn at a prorated share,
the rate for full-time employees
Accumulation: Personal leave may be accumulated without any
applicable maximum until June 30 of each year. Eligible
employees may carry forward to July 1 a maximum of five (5)
days of personal leave; the remainder of the personal leave will
be converted to sick leave on June 30. At the time of retirement,
accumulated personal leave may be converted to sick leave for
creditable service towards retirement.
Use: Personal leave may be used only upon the authorization of
the employee’s immediate supervisor. Personal leave may not
be taken on the first day the employee is required to report for
the school year, on a required teacher workday, or 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 (5) days in advance, the request will be
automatically granted subject to the availability of a substitute
teacher, and the employee cannot be required to provide a
reason for the request. With the approval of the supervisor, a
teacher can use Personal Leave without a substitute teacher
deduction on an optional workday.
Eligible employees using accrued personal leave will receive full
salary less the required substitute deduction, except for using
personal leave on non-protected teacher workdays. Eligible
employees using accrued personal leave on non-protected
teacher workdays will receive full salary. To use a personal leave
day, the employee must complete a “Leave Request” available in
the school/department office.
Transfer: Employees may transfer personal leave days between
local school administrative units. The local school administrative
unit will credit an employee who has separated from service and
is re-employed within 60 months from the date of separation
with all personal leave accumulated at the time of separation.
Local school administrative units will not advance personal
leave.
Annual Leave (Vacation)

Employees of a school system may donate annual vacation leave
to the immediate family of a co- worker if the co-worker’s
immediate family member is eligible for donated leave and
works in another school system, state agency or community
college. In order to donate leave an employee must complete a
"Voluntary Shared Leave Form” and submit it to the Benefits
Department. The form may be obtained from the School
Treasurer, the Benefits Department or the DPS Website. Donors
may not reduce their balance(s) below one-half of what can
be earned in a year.
Timelines: Requests to use voluntary shared leave and requests
to donate leave must be received in the Benefits Department
before the leave begins or by the 15th of the current pay period.
Personal Leave
Personal Leave is earned only by permanent full-time or parttime classroom teachers and media specialists. All such full-time
instructional personnel earn personal leave at the rate of .20

Durham Public Schools values the contributions, health and wellbeing of each employee. The purpose of paid annual vacation
leave is to allow and encourage all employees to take time off
from work. Durham Public Schools requires that the first ten (10)
days of annual leave earned by 10 or 11 month employees
during any fiscal year be scheduled for use in the school calendar
adopted by the local Board of Education.
Years of State
Service
Employment

Leave Days
per Period

Maximum
Carryover

< 5

1.17

30.000

5 < 10

1.42

30.000

10 < 15

1.67

30.000

15 < 20

1.92

30.000

2.17

30.000

≥20
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Leave Accumulation: Annual vacation leave may be
accumulated without any applicable maximum until June 30 of
each calendar year. On June 30 accumulated annual vacation
leave in excess of 30 days will be converted to sick leave so that
only 30 workdays of annual vacation leave are carried forward
to July 1 of each year. An employee with more than 30 days of
annual vacation leave who separates from employment prior to
June 30 is not eligible for this conversion and will be paid a
maximum of 30 days or 240 hours.
Employees are eligible to request additional available annual
vacation leave during each year for a stated purpose. State and
local regulations determine when annual leave may be taken.
Annual leave must be authorized by the immediate supervisor
and the employee must complete a "Leave Request" available in
the school/department office to request/document the
absence. Durham Public Schools requires annual vacation leave
to be used in one-half or whole day units.
All full-time and part-time permanent employees who work or
are on paid leave (including paid holidays and when on Worker's
Compensation) for one-half or more of the workdays in a
monthly pay period, earn annual vacation leave based on the
length of total State of North Carolina service. Annual vacation
leave for a part-time permanent employee will be computed on a
pro- rata basis.

circumstances and provisions as annual vacation leave.
An employee who transfers between local administrative
units or to or from a state agency must have all unused bonus
vacation leave transferred to the new school system or state
agency. Upon separation from employment, any unused
bonus vacation leave balance will be paid out at the daily rate
at the time of separation. The payment is in addition to the
annual vacation leave balance (up to 30 days) that is paid at
separation.
(Reference: Public Schools of North Carolina Benefits and
Employment Policy Manual)
Family and Medical Leave Act
The Family and Medical Leave Act (FMLA), an act of the federal
government, allows eligible employees to take unpaid leave for
up to twelve (12) weeks during each 12-month FMLA leave year.
Durham Public Schools requires an employee to use available
paid leave before taking leave without pay. Durham Public
Schools must maintain any employer-paid health benefits while
the employee is on FMLA leave.
Reasons: FMLA may be taken for the following reasons:
1.
2.

School Nutrition Services personnel who require a substitute
normally may not take annual vacation leave at any time that
students are scheduled to be in attendance.
Instructional Personnel and Bus Drivers: In 2012, the
legislature amended the law permitting instructional
employees and bus drivers who work 11 or 12 months in
a year- round or extended year and require substitutes
to use annual vacation leave on days students are in
attendance with prior approval of the principal or
supervisor.

3.
4.

5.

Bonus Vacation Leave
Special 2017-2018 Annual Bonus Leave
Any full-time permanent employee eligible to earn leave and
employed on July 1, 2017 shall receive 3 days of annual leave.
Unused leave may be carried over but has no cash value at
termination.
Prior Bonus Vacation Leave Eligibility
Bonus vacation leave was received in three special distributions
during the 2002-2003, 2003-2004 and 2004-2005 school years. In
each of the three special distributions, eligible employees in
permanent full-time, 12-month positions received bonus vacation
leave. The leave was received pro-rata if employed less than fulltime and/or less than 12 months. Unused bonus leave granted in
2012 expired on June 30, 2013 and was not eligible for carry over.
Bonus vacation leave balance is tracked separately and carries
forward each year until used or paid out at retirement or
separation. It is not included in the 30-day limit of the annual
vacation leave that can be carried forward on June 30th each year
and does not roll into sick leave. Bonus vacation leave may be
donated under the same rules and provisions as annual
vacation. Bonus vacation leave can be used under the same

6.

The birth of a child of the employee and in order to care
for the child;
The placement of a child with the employee for adoption
or foster care;
Taking care of the employee's spouse,
child or parent who has a serious health
condition;
Taking care of a service member recovering from a
serious injury or illness sustained in the line of active
duty. This also applies to a veteran, if the veteran
was on active duty within five (5) years of the date
the Veteran needs care. (Must meet eligibility
requirements);
A serious health condition of the employee that makes
the employee unable to perform the functions of the
employee's position; or
The notification of spouse, son, daughter or parent
being called to active duty and has been deployed
to a foreign country as a member of the Armed
Forces. This applies to any member of the Armed
Forces whether reservists or full-time military
personnel.

An employee is eligible for FMLA leave if both of the following
conditions are met:
1.
2.

The employee has worked for Durham Public
Schools for at least twelve (12) months, which
need not be consecutive; and
The employee has worked at least 1,250 hours for
Durham Public Schools during the twelve (12)
month period immediately preceding the
beginning of the FMLA leave.

Calendar: The FMLA leave year is a fixed leave year based on
July 1- June 30.
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Parental Leave
All full-time permanent or part-time permanent employees may take
a leave of absence without pay for up to twelve (12) calendar
months to care for a newborn child, a newly adopted child or a child
recently placed in foster care. Durham Public Schools requires an
employee to use available paid leave before taking leave without
pay.
Use of appropriate earned leave during the time of the leave (annual
vacation leave, miscellaneous bonus leave, sick leave, extended sick
leave, personal leave and voluntary shared leave) will not extend the
12-month period of parental leave to which the employee is entitled.
Employees may use up to 30 days of sick leave immediately following
childbirth or after the placement of a newly adopted child or a child
recently placed in foster care, or 30 days from when your FMLA
Leave begins. Up to 40 days of sick leave may be used immediately
following a caesarian delivery or 40 days from when your FMLA
Leave begins.
Benefits under the Family and Medical Leave Act are available to
eligible employees requesting Parental Leave. An employee may
apply for a parental leave by completing the Leave of Absence
Packet. These forms should be submitted at least 30 days prior to the
expected begin date.
Military Leave
The granting of military leave to full-time or part-time permanent
employees is an obligation of the State to the defense effort of the
nation and to the protection of the State itself. Generally, employees
may be granted up to fifteen (15) days of leave with pay during the
federal fiscal year for military training. An employee called to active
duty will take leave without pay unless he/she chooses to use
available annual leave. Important Note: The “Request for a Leave of
Absence” form must be submitted to the Benefits Department for
any amount of time away from the job due to military duties such as
annual training, annual physical or active duty. Copies of military
orders must be submitted each time military leave is utilized.
Public school employees, including charter school employees, on
leave of absence for state or federal military duty under honorable
service status, for required training, or for special emergency
management service will be paid the difference in military base pay
and public school salary, including non-performance based bonuses,
when the military pay is less than the public school salary. The
employee must request differential pay within 12 months from the
date of separation or discharge.
All military leaves of absence will be administered in accordance with
federal and state laws.
Medical Leave for Employee*
All full-time permanent or part-time permanent employees may take
a leave of absence without pay for up to twelve (12) calendar
months in excess of sick leave provisions for personal illness or
temporary disability that prevents an employee from performing his
or her usual duties. Durham Public Schools requires an employee to
use appropriate earned leave during the time of the leave (annual
vacation leave, miscellaneous bonus leave, sick leave, extended sick
leave, personal leave and voluntary shared leave). Benefits under the
Family and Medical Leave Act are available to eligible employees
requesting Medical Leave.

An employee may apply for a medical leave by completing a leave of
absence packet.
Medical Leave to Care for Family*
All full-time permanent or part-time permanent employees may
take a leave of absence without pay for up to twelve (12) calendar
months to care for the employee's immediate family member with a
serious health condition. Durham Public Schools requires an
employee to use appropriate earned leave during the time of the
leave (sick leave, annual vacation leave, miscellaneous bonus leave,
personal leave and voluntary shared leave).
Benefits under the Family and Medical Leave Act are available to
eligible employees requesting Medical Leave to Care for Family. An
employee may apply for a medical leave to care for an immediate
family member by completing a Leave of Absence Packet.
Military Caregiver Leave
An employee who is the spouse, son, daughter, parent or next of kin
of a member of the Armed Forces can now take up to 26 weeks of
job-protected unpaid leave in a single 12-month period to care for
the service member or covered veteran undergoing medical
treatment, recuperation, or therapy for a serious injury or illness
sustained in the line of active duty. This applies to veterans if the
veteran was on active duty within five (5) years of the date the
veteran needs care. The leave can be taken intermittently or on a
reduced leave schedule when medically necessary. An employee
may apply for a Military Caregiver leave by completing a Leave of
Absence Packet. The service member’s doctor must complete the
“U.S. Department of Labor Form” (WH-380).
(Reference: NC Benefits and Employment Policy Manual)
Qualifying Exigency Leave
An employee can take up to 12 weeks of job-protected unpaid
leave in a 12-month period because of any “qualifying exigency”
arising out of the fact that an employee’s spouse, son, daughter or
parent has been notified of an impending call to covered active
duty and has been deployed to a foreign country as a member of
the Armed Forces. This applies to any member of the Armed Forces
whether Reservists, National Guard or Regular Armed Forces.
Eligible employees may take qualifying exigency leave for any of the
following reasons:
1. short term deployment
2. military events and related activities;
3. childcare and school activities;
4. financial and legal arrangements;
5. counseling;
6. rest and recuperation;
7. post-deployment activities;
8. additional activities; or
9. care for a military member’s parent who
is incapable of self-care when the care is
necessitated by the member’s covered
active duty.
Eligible employees who request qualifying exigency leave to spend
time with a military member on Rest and Recuperation leave may
take up to fifteen days of leave. Supporting documentation may be
needed for approval of leave. An employee may apply for a
Qualifying Exigency leave by completing the “Request for a Leave of
Absence (form HUM-F001) and form WH-384.
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(Reference: NC Benefits and Employment Policy Manual)

Educational Leave for NCAE Officers

Educational Leave

Educational leave for the purpose of serving as an officer in
the NCAE must now meet the requirements of educational
leave in order for the educational service to remain credited
on their State Retirement System records.

Employees of Durham Public Schools, who are eligible to
take a leave of absence and are enrolled as full-time
students at a college or university should make every effort
to schedule their classes in so far as possible after their
regular duty hours. If the employee has exhausted all
measures and must schedule a class before the end of the
workday the following options are available:
1.

Employees enrolled in internships will:
a.

2.

Request placement in writing for fall
semester by April 15 and placement for
second semester by November 15 in
conjunction with the college/university
placement request.
b. Be governed by the number of hours to
be served in the internship by the
sponsoring college or university.
c. Present a proposal or plan, approved by
the college or university, to the Asst.
Superintendent of Human Resources or
designee for review. If the proposed plan
cannot be accommodated during the
school year in terms of before, during or
after school hours, then the employee
must secure a leave of absence from
his/her position (full-time) to fulfill the
internship requirement.
Receive approval and be assigned to their current
school/department or assigned to a different
school/department by the Asst. Superintendent of
Human Resources or designee, after consulting with
the principal/supervisor. Any approved request and
schedule will be forwarded to the employee's
personnel file.

To take an unpaid educational leave, an employee at least
sixty (60) days in advance must: complete the “Request for
Leave of Absence” form, attach appropriate documentation,
indicating a full-time registered student, and submit all
documents to the your Leave Analyst: Andrea Lomuscio for
all employees whose last name falls under A-K or Lisa Daniel
for all employees whose last name falls under L-Z.
Unpaid educational leave may be granted for full-time study
as defined by an accredited college or university. The
maximum length of an educational leave is one calendar
year, except for employees participating in the North
Carolina Principal Fellows' Program or other Administrative
Internship Programs. Failure to request an educational leave
sixty (60) days in advance in writing could result in denial of
the leave.

Employees must complete the form for educational leave,
and will also have to complete the employee portion of Form
463F “Requesting Continuation of Contributions and Credit
for Planned Educational Leave” and submit it to the Benefits
Office. The form will be forwarded to the State Retirement
System by the Benefits Department. This form is required for
each elected term and will initiate notification of the amount
the employee will need to contribute each month for
retirement. Effective July 1, 2013, retirement will no longer
be deducted from the monthly paycheck during service for
the NCAE and the employee will need to pay the monthly
retirement contribution to remain credited on the State
Retirement System records. Payment must be paid via check
to the Durham Public Schools Payroll department no later
than the last business day of the month. The Payroll
Department will remit the funds to the State Retirement
System for the employee’s benefit.
Leave is limited to no more than six years of educational
leave (after July 1, 2013) over the career term. The employee
must return to work for a school in the State Retirement
System or state government within one year of the term’s
end for duration of at least three years (absent death or
disability) at the end of the leave.
Professional Leave with Deduction
All full-time or part-time permanent employees are eligible
for professional leave. Permanent public school employees
who have professional responsibilities, or who need to
attend meetings of professional associations, may be absent
with pay minus a salary deduction for substitute teachers.
The deduction is mandatory whether or not a substitute is
employed. Such absences must be approved by the
Superintendent or his/her designee (usually the Principal at a
school or designated administrative supervisor at other sites)
and will be allowed for a period not exceeding three (3)
successive days for in-state meetings and five (5) successive
days for out-of-state meetings. Absences for this purpose
may not exceed ten (10) days for the school year. The
limitation will not apply to a person who is a local or district
president or president-elect, state or national officer of a
professional education, or a person selected as the National
Teacher of the Year. The Office of the Deputy State
Superintendent will upon request determine the eligibility of
the professional association.
Professional Leave without Deduction
Permanent public school employees attending meetings or
performing duties as members of the State Board of
Education, the State Textbook Commission, the Board of
Governors of the Governor’s Schools or required attendance
at a case manager’s hearing will receive full salary.
Permanent public school employees completing assignments
for, or serving on a commission or committee appointed by
the Governor, the State Superintendent, the State Board of
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Education, or the General Assembly will receive full salary.
Substitutes for these persons will be paid from the same
funding source as the employee being replaced.
Officers of Professional Organizations
Upon the recommendation of the local superintendent, local
boards of education may grant leave with pay for elected
officers of professional organizations, provided the
organization pays the full salary and all benefit costs for the
employee on leave. During such leave with pay, the
employee will earn sick, personal and annual vacation leave
and receive paid holidays. Employees will be eligible to use
leave as they would when in active status with the school
system.
Community Responsibility
Upon approval of the supervisor, a full-time or part-time
public school employee may be granted leave to represent
the school or administrative unit at community functions
such as the funeral of a school child or his parent. Absences
of this type will quality for full salary during the days absent.
Proper provisions will be made for the continuation of the
employee's regular work by making satisfactory
arrangements within the system or by employment of a
substitute. Substitutes employed for these absences will not
be paid from state funds.
Jury Duty and Court Attendance
Jury Duty: Full-time or part-time public school employees will
retain full salary when absent from work to serve on a jury.
The employee is entitled to regular compensation in addition
to payment for jury duty.
Court Attendance by Duty or Subpoena: Full-time or part-time
public school employees retain full salary for absences from
school due to court attendance related to their official duty. The
employee also will receive full salary when subpoenaed, except
as noted in section (b). Out-of-state subpoenas are not binding
on North Carolina residents, unless that state and North
Carolina have an interstate subpoena agreement.
Any fees except travel reimbursement received by a school
employee serving in an official capacity as a witness will be
returned to the employing school administrative unit to be
credited to the same fund from which the employee is paid.
Substitutes employed for these absences will be paid from the
same source of funds as the employee’s salary (local, federal or
state).

Elected Officials
Full-time or part-time public school employees serving as
elected government officials may, with their supervisor's
approval, choose to use appropriate earned leave to attend
to the responsibilities of their elected office.
Parental Involvement in Schools Leave
Eligibility and Rate of Earning: In accordance with G.S. 9528.3, any employee who is a parent, guardian or person in
loco parentis may take up to four hours per fiscal year to
attend or otherwise be involved at his or her child’s school.
There is no requirement that the employer pay an employee
while taking this leave. However, the local school district
may allow the employee to use eligible accrued leave in lieu
of non-paid parental involvement leave. Leave granted for
this purpose is subject to the following conditions:

1.

The leave will be at a mutually agreed upon time
between employer and employee,

2.

The employer may require an employee to
provide a written request at least 48 hours
before the time desired for the leave, and

3.

The employer may require that the employee furnish
written verification from the child’s school that the
employee attended or was otherwise involved at the
school during the time of leave.

Definition of School: For the purpose of this policy, “school” is
defined as any:

a.
b.

Public

c.
d.

Preschool, or

Private church school, church of religious charter, or
nonpublic school that regularly provides a course of
instruction,
Child day care facility.

(Reference: G.S. 95-28.3)

Court Attendance for Personal Reasons: Full-time or part-time
public school employees who are absent for appearance in court
as plaintiffs, defendants or witnesses for personal matters, even
if subpoenaed, will not be entitled to receive any salary payment
for those days, unless they are using appropriate earned leave.
(Note: School personnel, who are responding to subpoenas for
civic responsibilities such as a witness to a crime, are eligible for
paid court attendance leave).
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Benefits Contact List
•

Health Insurance/ Voluntary Benefits
Susan Baggett (last names A-K)
Human Resources Services
Benefits Analyst
(O) 919 560 9115 Ext. 30233
(F) 919 683 8723
(E) susan.baggett@dpsnc.net

Roderick Spears (last names L-Z)
Human Resources Services
Benefits Analyst
(O) 919 560 3673 Ext. 21673
(F) 919 683 8723
(E) roderick.spears@dpsnc.net

•

Leave of Absence/Disability

Andrea Lomuscio (last names A-K)
Human Resources Services
Disability/Leave Analyst
(O) 919 560 9120 Ext. 21050
(F) 919 683 8723
(E) andrea.lomuscio@dpsnc.net

Lisa Daniel (last names L-Z)
Human Resources Services
Disability/Leave Analyst
(O) 919 560 2618 Ext. 21818
(F) 919 683 8723
(E) lisa.daneil@dpsnc.net
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The Office of Human Resources
Contact Information
Technician (EC Programs): 919-560-2000 Ext: 21421
Technician (Area 1): 919-560-3682
Elementary:
Bethesda, Burton, Club Boulevard, Easley, Eastway, Eno
Valley, Fayetteville St., Glenn, Little River, Parkwood, Sandy
Ridge, Shepard, WG Pearson

Itinerant EC Staff, BSA, Family and Community Staff,
Homebound, Hospital School, Occupational
Therapists/Physical Therapists, PBIS, Pre-K, Psychologists,
Speech Language Pathologists, Social Workers, Visually
Impaired/Hearing Impaired (VI/HI) Teachers

Middle:
Lowe’s Grove, Mangum,

Substitutes, 919-560-2000 Ext. 21340

High School:
City of Medicine
Middle College
Technician (Area 2): 919-560-3620
Elementary:
CC Spaulding, Creekside, Forest View, Hope Valley,
Morehead, Southwest, George Watts

Licensure and Retirement and Employee Benefits:
Last Names, A-K Licensure / Retirement - 919-560-2549
Employee Benefits - 919-560-9115
Last Names, L-Z Licensure / Retirement - 919-560-3674
Employee Benefits - 919-560-3673
Employment Verification: 919-560-2887

Middle:
Githens, Lakewood Middle, Rogers-Herr, The School for
Creative Studies,

Workers’ Compensation: 919-560-3701

High School:
Clement Early College, Durham School of the Arts, Hillside,
Hillside New Tech, Jordan, Lakeview, Central Office
(Certified Staff)

Last Names, A-K 919-560-9120

Technician (Area 3): 919-560-3737
Elementary:
EK Powe, Hillandale, Holt, Lakewood, Merrick-Moore, Oak
Grove, Pearsontown, RN Harris, Spring Valley, YE Smith,
Middle:
Brogden, Carrington, Lucas, Neal, Holton

Leaves of Absence and Disability:

Last Names, L-Z

919-560-2618

Office of Human
Resource Services
511 Cleveland St. P.O. Box 30002
Durham, N. C. 27702
(919) 560-3643
www.dpsnc.net/staff

High School:
Northern, Performance Learning Center (PLC), Riverside,
Southern
Technician (Support Staff and Classified): 919-560-2639
Fuller Building, Bacon Street, Hamlin Road, Child Nutrition,
Transportation, Operational Services, Community
Education, Temporary Employees
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