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Vision, Mission Statement, Program Pillars, School Tenants, School Structure

VISION STATEMENT

Dedicated to pursuing our greatest potential to fulfill our responsibility to the world.

MISSION

Washington Montessori is committed to the development of the whole child, enabling him to
draw upon all his gifts and reach his greatest potential. We encourage personal responsibility

both socially and academically. Each child is allowed freedom of choice and is offered
guidance in setting individual goals. Our mission is to inspire academic excellence; to

nurture curiosity, creativity, and imagination, and to do so within an environment rich
with warmth, kindness, and respect.

FOUR PILLARS OF OUR PROGRAM
• The cultivation within our students of a passion for excellence in everything they do, both

in and outside of school
• The development of a strongly held set of universal values, which includes self-respect,

respect for others, honesty, integrity, responsibility, empathy, compassion, kindness,
peacefulness, a sense of concern for others, warmth, and a love of community

• The development of a global perspective and sense of international understanding
• The development of a lifelong commitment to give something back through service to

others who are in need

THE THREE BASIC FOUNDATIONS OF WASHINGTON MONTESSORI

Respect all living things.
Respect all non-living things.

Use grace and courtesy.

Classroom Structure of Washington Montessori
WMPCS is structured into five levels based on the children’s age and academic abilities. These levels
are often named according to the student’s age, but are also known as the following: 3-6 age group:
Children’s House (CH); 6-9 age group: Lower Elementary (LE); 9-12 age group: Upper Elementary
(UE); 12-15 age group: Secondary I (Junior High school) and, 15-18 age group: Secondary II (high
school or Sec II).

INTRODUCTION/DISCLAIMER
This Employee Handbook (hereafter “Handbook”) applies to all faculty, staff, and all other employees
of Washington Montessori Public Charter School (WMPCS), also referred to as THE SCHOOL, and
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are designed to acquaint you with WMPCS and provide you with information about working
conditions, employee benefits, and some of the policies affecting your employment. We trust this
Handbook will serve as a useful reference document throughout your employment with Washington
Montessori. Please read it with care; it is your responsibility to be in compliance with the policies and
procedures it describes. It describes many of your responsibilities as an employee and outlines the
programs developed by WMPCS  to benefit employees. You must sign an acknowledgment that you
have received and reviewed the Handbook and that you understand the information included herein.

No employee handbook can anticipate every circumstance or question about policy. As WMPCS
continues to grow, the need may arise, and WMPCS  reserves the right to revise, supplement, or
rescind any policies or portions of the Handbook from time to time as it deems appropriate, in its sole
and absolute discretion. WMPCS will make every effort to notify employees of changes to the
Handbook as they occur. Subsequent changes will supersede any prior policies regarding the
information provided therein. This Handbook supersedes all existing policies and practices relating to
the matters addressed herein.

This Handbook is not a contract and does not guarantee employment for any period or guarantee any specific
terms of employment. Employees of WMPCS are employed at will. WMPCS and its employees mutually
retain the right to terminate their employment at any time with or without notice and with or without a reason
not otherwise prohibited by law. Unless set forth in writing, approved by the WMPCS Board of Trustees, and
signed by the Chair of WMPCS Board of Trustees and School Directors, employment at WMPCS is for no
specified period of time, and any statement inconsistent with this policy is unauthorized. Throughout this
manual, policies are stated regarding specific actions, which may result in discipline up to and including
termination of employment. These policies in no way limit or alter THE SCHOOL’s at-will policy.

This Handbook summarizes the policies and procedures that are in effect as of July 1, 2022. None of the
benefits or policies in this manual are intended, by reason of their publication, to confer any rights or
privileges or to entitle the employee to be or remain employed by WMPCS. The contents of this manual are
presented as a matter of information only. The plans, policies, and procedures described herein do not
constitute a contract of employment and are subject to change by THE SCHOOL. Any benefits outlined in this
manual are for general guidance, the specifics of any such benefits, including eligibility, are controlled by the
plan documents, and should there be any inconsistencies between this manual and the plan document, the
plan documents will control. Please consult those documents directly.

If you are uncertain about any policies or procedures, whether or not they are referred to in this manual,
please direct your questions to the Head of School or if related to a benefits plan, contact the plan directly.

Organizational Chart
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Board of Trustees
The Board of Trustees (BoT) sets policies for the school and manages the non-profit corporation,
Washington Montessori, Inc. which is the parent organization of Washington Montessori Public
Charter School (WMPCS). The Chair heads the Board of Trustees and generally supervises the
business of the school. The Chair may be referred to as the Chairperson, Chairman, or
Chairwoman.

The Board meets on the third Thursday of the month at 7:00 p.m. unless otherwise noted. All
meetings of the BoT are subject to the Open Meetings Law NC § 143-318.10. Members of the school
community are welcome and are encouraged to attend the meetings. The agenda includes a
“Privilege of the Floor” at the beginning of each meeting and an opportunity for public comments at
the end of the meeting.

School Director
Director:
*  Oversees the school’s educational implementation and Schools.

*  Oversees the organization's administrative practices and finances.
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Heads of School
Oversees the daily operation of the schools in which they work. The schools are
banded by age and developmental level and are grouped by Children's House (Pre K
and K), Elementary (Lower Elementary, 1st through 3rd grade, and Upper Elementary,
4th through 6th grade), and Secondary (Junior High, 7th and 8th grade, and High
School, 9th through 12th grade).

EQUAL EMPLOYMENT
It is THE SCHOOL’s policy to provide equal employment opportunities for all applicants and employees.
WMPCS does not unlawfully discriminate on the basis of race, color, gender (including pregnancy, childbirth,
or related medical conditions), gender identity, religious creed, marital status, age, national origin, ancestry,
physical or mental disability, genetic information, legally protected medical condition, family care or medical
leave status, veteran status, sexual orientation, or on any other basis made unlawful by federal, state or local
laws. This policy governs all aspects of employment, including hiring, job assignment, compensation,
promotion, discipline, termination, and access to employee benefits and training. It is the responsibility of
every supervisor and employee to conscientiously follow this policy.

THE SCHOOL also makes reasonable accommodations required by law, including accommodations for
disabled employees and accommodations for women with pregnancy-related disabilities who request an
accommodation for pregnancy, childbirth, or related medical conditions.

POLICY AGAINST SEXUAL HARASSMENT, DISCRIMINATION, AND RETALIATION
THE SCHOOL is committed to having a community in which every individual is treated with sensitivity
and respect, and in which each student and teacher has an equal opportunity to work, learn, and
develop to his or her full potential in an atmosphere free from all forms of unlawful discrimination and
harassment, including sexual harassment. To that end, WMPCS prohibits any form of harassment or
discrimination (including sexual harassment) on the basis of age, race, color, national origin, religion,
disability, sex, sexual orientation, or other protected characteristic, whether by a supervisor,
administrator, co-worker, volunteer, contractor, student, or non-employee. The purpose of this policy
is not to regulate our employees’ personal morality. It is to assure that in the workplace, each
employee is able to accomplish his or her job without being subjected to harassment.

While it is not easy to define precisely what harassment or discrimination is, it certainly includes
verbal, nonverbal, or physical conduct that denigrates, belittles, or puts down an individual or shows
hostility, distaste, or aversion toward that individual based on that individual's race, color, national
origin, religion, gender, sexual orientation, age, disability, veteran status, any other protected class or
participation in a protected activity.

Discrimination involves intentionally treating anyone in an unequal or disparate manner because of
that person’s inherent or natural personal characteristics, including race, color, national origin,
religion, gender, sexual orientation, age, disability, veteran status, any other protected class or
participation in a protected activity, when such treatment causes the victim to suffer adverse
educational, employment, or other school-related consequences.
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Harassment is any unwelcome offensive verbal, nonverbal or physical conduct that is sufficiently
severe, persistent, or pervasive as to significantly affect the conditions of one’s employment or a
student’s learning. Harassment includes, but is not limited to the following:   slurs, epithets, threats,
derogatory comments, unwelcome or abusive jokes, insults, name-calling, bullying or intimidation,
unwelcomed sexual advances, requests for sexual favors, and other verbal or physical conduct such
as uninvited touching or sexually-related comments or the exchange of benefits for performance of
sexual or other favors.

Other conduct that can be unlawful harassment includes verbal, nonverbal, or physical conduct that
shows aversion, denigration, or hostility because of race, color, religion, national origin, gender, age,
disability, sexual orientation, or other protected classification and that:

● Creates an intimidating, hostile, or offensive working environment;
● Unreasonably interferes with an individual’s work; or
● Adversely affects an individual’s employment opportunities.

Sexual Harassment
Of the various types of harassment, sexual harassment is worthy of special consideration beyond
those applicable under THE SCHOOL’s general policies. No employee, student, volunteer, or
contractor shall engage in sexual harassment against any other student, employee, volunteer,
contractor, or another person in the WMPCS community.

Definition:  Sexual harassment is a form of discrimination involving unwelcome sexual, or sex-based
conduct that interferes with the employment of others. Sexual harassment is any
unwanted or unwelcomed verbal or physical advances, sexually explicit derogatory
statements, requests for sexual favors, or sexually discriminatory remarks made by
someone in the workplace which is offensive or objectionable to the recipient or which
cause the recipient discomfort or humiliation or which interferes with the recipient’s job
performance.  Harassing behaviors can be verbal, non-verbal, or physical, ranging
from subtle innuendo of a sexual nature to coerced sexual activity, and other
inappropriate verbal, written, or physical conduct of a sexual nature that usually takes
place under the following circumstances:

• When submission to such conduct is made, explicitly or implicitly, a term or condition of
instruction, participation in school activities, or employment;

• When submission to or rejection of such conduct by an individual is used as the basis for
academic or employment decisions or benefits; or

• When such conduct has the purpose or effect of substantially interfering with an individual’s
academic, extracurricular, or work performance, or creating an intimidating, hostile, or offensive
school environment or working environment.

Examples of Sexual Harassment: Workplace behavior that is sexually harassing includes but is not
limited to:

● Unwanted sexual remarks or inferences;
● Offensive comments about sex or gender-specific traits;
● Unwelcome sexual propositions, threats, bribes, written notes, or phone calls;
● Unwelcome gestures or sounds or the display of sexually suggestive objects, signals, or

pictures;
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● Unwanted physical contact of a sexual nature (e.g. touching, pinching, kissing, holding);
● Promise of promotion, favorable performance evaluations, etc. in return for sexual favors,

known as “quid pro quo” or “this for that”;
● Threatening or insinuating, whether explicitly or implicitly, that an employee’s refusal to submit

to sexual advances will adversely affect the employee’s employment, evaluation, wages,
advancement, assigned duties, shifts or any other condition of employment;

● Pressure for sexual activity, continued or repeated offensive sexual flirtations, advances, or
propositions;

● Continued or repeated verbal remarks about an individual's body; or
● Sexually degrading words used toward, or in the presence of, an individual or to describe an

individual.

 A hostile environment exists if the conduct of a sexual nature is sufficiently severe, persistent, or
pervasive to limit a person’s ability to participate in or benefit from the educational program or creates
a hostile or abusive educational or work environment.
 
 Romantic or sexual advances toward students by employees or romantic or sexual relationships
between school employees and students are always prohibited in all circumstances. WMPCS
employees are prohibited from engaging in romantic or other inappropriate relationships with students
and are required to report such relationships or reasonable suspicions thereof, to the Head of School
or any other administrator/director with whom they feel comfortable. Procedures established by
WMPCS  for reporting suspected sexual harassment shall be followed in any instances involving
such conduct.

Application
Either men or women can be sexually harassed by someone of the same or opposite sex, and the
law protects both sexes equally from this discrimination. This policy applies to sexual harassment by
staff, students, volunteers, vendors, and service providers of either gender against someone of the
same or opposite gender.

Retaliation
WMPCS  prohibits reprisal or retaliation against any person who reports an act of discrimination or
harassment or who participates in an investigation as a witness or in any other capacity.  Employees
should report any such retaliation to the Director of Administration and Finance or to any other
administrator/principal with whom they feel comfortable. This policy, however, shall not be used to
bring frivolous or malicious complaints.

Procedure for Complaints of Harassment, Discrimination, and Retaliation
● Any person who believes he or she has been the victim of harassment, sexual harassment,

discrimination, or retaliation should immediately discuss and report to his or her direct supervisor, the
Head of School, or any other supervisor with whom the person feels comfortable.  While the person
should report sexual harassment to a supervisor or the Head of School, there is no requirement that the
person reports sexual harassment, discrimination, or retaliation to a particular supervisor.

● Any supervisor receiving a complaint of harassment, sexual harassment, discrimination, or retaliation
shall report such complaint to the Head of School.  If the Head of School is the subject of such
complaint, then the supervisor shall report to the School Director. If the Director is the subject of any
complaint then the supervisor should report to the Chair of the Board of Trustees or to any other Board
member that the supervisor believes is appropriate.
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● Any complaint made under this policy will be investigated thoroughly and promptly.  To the maximum
extent possible, WMPCS will protect the privacy of the parties involved.

● Any attempt to interfere with or influence the investigation of harassment, sexual harassment,
discrimination, or retaliation complaint is strictly prohibited and will result in disciplinary action, up to and
including immediate termination.

● There will be no adverse action against an employee who acts in good faith and reports an incident, or
who participates in or cooperates with an investigation of an alleged incident.

Disciplinary Action
Any individual found to have engaged in harassment, sexual harassment, discrimination or retaliation
will be subject to disciplinary action up to and including immediate termination. In addition, some
forms of sexual harassment, such as sexual relations between an adult and a minor, may violate
criminal laws. WMPCS  will cooperate with local authorities in the investigation of any alleged criminal
activity.

Confidentiality of Records
WMPCS will make every effort to maintain confidentiality and protect the privacy of the parties
involved in the investigation of a sexual harassment, discrimination, and retaliation complaint. All
written materials related to the investigation of allegations of harassment will be placed in confidential
files, which are separate from student and personnel records. Reasonable efforts will be taken to
ensure that access to these records is limited to those persons with a need to know. However,
WMPCS will comply with any state or federal law that requires disclosure.

Sexual and Other Types of Unlawful Harassment/Discrimination on School Grounds by
Contractors, Volunteers, or Individuals Who Are Not School Employees
The policies contained in this section, including the reporting procedures and no retaliation policy,
regarding harassment, sexual harassment, and discrimination, shall also apply to contractors,
volunteers, or individuals who are not employees of THE SCHOOL when such individuals are on
school property or during school events.

Implementation: Information and Education/Training
• This policy will be distributed to all employees and will be discussed as part of the staff
orientation at the beginning of each school year.
• The School Directors are authorized to establish training and administrative procedures to help
eliminate discrimination and harassment and to foster an environment of understanding and
respect for all individuals.

Helpful Contact Information for Reports/Questions

SCHOOL Team Members:
Darla Prescott,  Director
Carol Collier, Administrative Coordinator
JoDee Anderson, Children’s House Head of School
Austin Andrews, Elementary Head of School
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DISABILITY ACCOMMODATION
WMPCS  is committed to providing equal employment opportunities to individuals with disabilities,
those regarded as having disabilities, and those associated with individuals with disabilities.
Accordingly, WMPCS  does not discriminate against qualified individuals with disabilities in regard to
application procedures, hiring, advancement, discharge, compensation, training, or any other terms,
conditions, and privileges of employment.  WMPCS  complies with all federal and state laws
concerning the employment of persons with disabilities including the Americans with Disabilities Act
(ADA) and the Americans with Disabilities Act Amendments Act (ADAA) and acts in accordance with
regulations and guidance issued by the Equal Employment Opportunity Commission (EEOC).

Eligibility
WMPCS will engage in an interactive process to find reasonable accommodations for qualified
individuals with a disability to enable them to perform the essential functions of a job unless doing so
causes undue hardship to The School or a direct threat to these individuals or others in the
workplace, and the threat cannot be eliminated by reasonable accommodation.

When an individual with a disability is requesting accommodation and can be reasonably
accommodated without creating an undue hardship or causing a direct threat to workplace safety, he
or she will be given the same consideration for employment as any other employee or applicant.

All employees are required to comply with WMPCS standards. Current employees who pose a direct
threat to the health and safety of themselves or other individuals in the workplace will be placed on
appropriate leave until WMPCS can make a lawful and reasonable decision in regard to continued
employment.  Individuals who are active illegal drug users are excluded from coverage under THE
SCHOOL’s Americans with Disabilities Act (ADA) policy.

Applicants and employees are assured that all information regarding a disability shall be kept
confidential except that:

● Appropriate supervisors may be informed regarding restrictions on the work or duties of
disabled employees and any accommodations that have been made; and

● Government officials investigating compliance with federal laws may be informed.

All employees with responsibilities, which may require knowledge of disabilities, are advised that they
are to treat the knowledge with confidentiality.

Procedures
The School Director or his/her designee is responsible for implementing this policy, including requests
for and resolution of reasonable accommodations, safety, direct threat determinations, and undue
hardship issues. All requests for reasonable accommodations should be presented to Darla Prescott,
via email, and request such an accommodation. Such applicant or employee may also contact Carol
Collier and request such an accommodation.

Any employee or job applicant who believes that he or she has been discriminated against on the
basis of disability should immediately bring the problem to the attention of their
supervisor/administrator, or any other supervisor/administrator with whom the individual feels
comfortable, the School Director or the Board of Trustees.  No applicant or employee will be subject
to coercion, intimidation, interference, discrimination, or retaliation for registering a complaint or for
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assisting in an investigation of any alleged violation of laws prohibiting discrimination on the basis of
disability.

THE SCHOOL will review and investigate all claims against staff members. Please note that only
claims that include who the claim is against, who is making the claim, and what the claim is can be
fully investigated. If a claim is made against the Director, the claim should be sent to the Chairman of
the Board of Trustees. If the claim is regarding one of The School Board of Trustees members or
contractors of the school, the claim should be sent to The Director.

GENETIC INFORMATION
WMPCS prohibits discrimination against employees based on genetic information.  It does not seek
to collect genetic information through any of its policies or programs, and employees should not
provide genetic information including family medical history to WMPCS  for any reason.

WORKPLACE SAFETY AND HEALTH

DRUGS AND ALCOHOL
WMPCS is committed to a safe and healthy work environment, free of the presence of alcoholic
beverages or unlawful controlled substances. WMPCS prohibits employees, independent contractors,
or business associates from possessing, using, manufacturing, dispensing, selling, distributing, or
being under the influence of illegal drugs, and from the use, sale, distribution, or possession of drug
paraphernalia. Employees, independent contractors, or business associates are also prohibited from
unlawfully possessing, using, manufacturing, dispensing, selling, distributing, or being under the
influence of alcohol. This policy is in effect: (a) during school hours, (b) while on any property owned
or leased by WMPCS, and (c) at any time during which employees, independent contractors, or
business associates are acting in the course and scope of employment with WMPCS, (d) while
driving, and/or (e) at any other time that violating this policy has a direct and adverse effect upon job
performance. This policy does not include the lawful and proper use of drugs prescribed by a doctor
or over-the-counter medications; however, employees, independent contractors, or business
associates shall not report to work or engage in normal duties, if drugs prescribed by a doctor or
over-the-counter medications visibly and/or knowingly cause impairment. Failure to observe this
policy may result in disciplinary action up to and including dismissal. 

In order to protect the interests of WMPCS, its students, its employees, and the public, WMPCS may take
reasonable measures to ensure that WMPCS property remains free of illegal drugs, the illegal use of legal
drugs, and alcohol at all times. The measures taken may include, at the discretion of management, but shall
not be limited to, the following:

1. Testing of Applicants. WMPCS reserves the right, as a condition of employment, to implement a drug
testing procedure as a routine part of the pre-employment application process for all job applicants who
have otherwise been approved for employment, but before hire. If an applicant refuses to submit to a drug
test or tests positive for drugs, he or she will not be considered for employment.

2. Testing of Employees. WMPCS reserves the right, as a condition of continued employment, to require any
employee to submit to a breathalyzer test, urinalysis, or other drug and/or alcohol test in any one or more
of the following circumstances:
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a. Reasonable suspicion testing – Any employee of WMPCS may be required to submit to a drug
and/or alcohol test when a supervisor or other management employee has reasonable suspicion
to believe that the employee is under the influence of alcohol or illegal drugs or is abusing
prescription drugs during working hours or while on THE SCHOOL’s property. Factors that may
raise reasonable suspicion include, but are not limited to:

● Excessive absenteeism or tardiness
● Deterioration of job performance
● Significant changes in personality, dramatic mood swings, abusive behavior, or

insubordination
● Reliable reports from employees or other credible sources
● Unexplained, frequent absences from the normal work area
● Unusual, irrational, or erratic behavior
● Difficulty in motor coordination, poor muscle control, unsteady walking, nervousness, slurred

speech
● Direct observation of drug or alcohol use or discovery of evidence of drug or alcohol

possession or use in the employee’s vicinity
● Impaired short-term memory or logical thinking

b. Post-accident testing – WMPCS may require a drug and alcohol test of any employee involved
in an injury, accident, or near accident (one in which safety procedures were violated and/or
unusually careless acts were performed) on school grounds or during working hours.

c. Periodic or random testing – WMPCS may require employees to submit to drug and alcohol
testing as a follow-up upon returning to work after illness or injury, after a positive test result, or
on a random basis if the employee is a school bus driver or other commercial motor vehicle
operator employed by THE SCHOOL.

All positive test results will be confirmed by a second test. Employees have the right to retest a
confirmed positive sample at the same or another approved laboratory, at their own expense. If
an employee refuses to participate in a requested test or tests positive for drugs or alcohol, the
employee will be subject to disciplinary action, up to and including termination of employment.

ALCOHOL IS PROHIBITED EVERYWHERE ON CAMPUS.
This policy is intended to comply with all state and federal laws, including anti-discrimination laws and
procedures for conducting drug and alcohol testing.

VIOLENCE AND WEAPONS

Threats and Violence
THE SCHOOL strives to maintain a work and school environment that is free from intimidation,
threats, or violent acts. This includes, but is not limited to, intimidating, threatening, or hostile
behaviors, physical abuse, vandalism, arson, sabotage, use of weapons, carrying weapons of any
kind onto school property, or any other act, which, in management’s opinion, is inappropriate to the
workplace. In addition, jokes or offensive comments regarding violent events will not be tolerated and
may result in disciplinary measures, up to and including termination.

Employees who feel they have been subjected to any of the behaviors listed above are requested to
immediately report the incident to a supervisor they feel comfortable with or one of the School
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Directors.   Complaints will be promptly investigated. Based upon the results, disciplinary action, up to
and including termination, may be taken.

Weapons Ban
THE SCHOOL prohibits weapons (or replicas of weapons) on School property, in school vehicles,
and at school-sponsored activities on or off school property. Weapons and replicas of weapons
constitute any item (regardless of its nature) used to threaten or cause actual harm, including but not
limited to: firearms, knives, metal knuckles, chains, razors, explosives, poisonous or noxious gases,
or any other tool or instrument capable of inflicting bodily injury as determined by THE SCHOOL
administration.

Students who violate this policy will be subject to disciplinary action, up to and including expulsion
from the School Directors will review each alleged violation of this policy and will exercise discretion
for expulsion on a case-by-case basis in compliance with North Carolina law and regulations
governing student discipline. See Student and Parent Handbook.

Employees who violate this policy will be subject to disciplinary action up to and including termination.
The Superintendent will review each alleged violation of this policy and will exercise discretion for
disciplinary action on a case-by-case basis.

Visitors or volunteers who violate this policy will be subject to local law enforcement action.

Any employee who is aware that a student, volunteer, parent, or employee is carrying a weapon must
report the infraction to their supervisor or an administrator immediately.

All acts of violence and possession of weapons as defined in this policy shall be reported to the
parents of the violator, the appropriate law enforcement agency, and any other government agency as
required by law.

The Director is required to report immediately to the appropriate local law enforcement agency
whenever the Director has personal knowledge or actual notice from school personnel that any of the
following acts have occurred on school property:

● assault involving the use of a weapon
● unlawful possession of a firearm
● unlawful possession of a weapon

This reporting requirement applies regardless of the age or status of the person thought to have
committed the act. The report to law enforcement is only required if the act occurs on School
property, which includes any public-school building, bus, campus, grounds, recreational area, or
athletic field.

TOBACCO-FREE CAMPUS
WMPCS  is a tobacco-free campus. The use of tobacco products in and around THE SCHOOL’s
premises is strictly forbidden.

WORKPLACE INJURY AND ILLNESS
WMPCS has an established policy of providing a safe workplace for all employees based on current federal,
state, and local standards as well as proven “common sense” safety practices. WMPCS  strives to maintain
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working conditions that afford all employees a reasonable degree of comfort and protection from injury or
dangerous situations while assuring the orderly and efficient performance of duties. However, it is only
through the combined efforts and interest of all employees that we can continue to make THE SCHOOL a
safe place in which to work. Employees are expected to work safely, observe safety regulations, and report
unsafe conditions. Any unsafe condition must immediately be reported to the Director.

Employees must immediately report to the appropriate School Director any workplace injuries and
illnesses, regardless of how serious. Incident reports should be completed and returned to THE
SCHOOL Director.

COVID-19 AND/OR COMMUNICABLE DISEASES
An employee shall not be allowed to work on campus if the employee:

● Has been diagnosed with any communicable disease or COVID-19; the employee has not
followed the current return to work protocol issued by the CDC.

● Is showing any symptoms related to COVID-19, including: 
o Fever of 100.8 or greater
o Cough
o Shortness of breath or difficulty breathing
o New loss of taste or smell
o Vomiting or diarrhea, 
o Chills

● Living in the same household as, or providing care in a non-healthcare setting (such as a
home) for a person with symptomatic lab-confirmed COVID-19 infection or showing any
symptoms related to COVID-19 according to current CDC protocols.

● In close contact with a person with symptomatic lab-confirmed COVID-19 or showing any
symptoms related to COVID-19 according to current CDC guidelines

In addition, WMPCS may implement additional policies or procedures, including requiring employees
to undergo a health screening each day prior to working on campus, or any other measures WMPCS
may require consistent with local, state, and federal law or regulations.

PERSONNEL POLICIES

AT-WILL EMPLOYMENT
Except as WMPCS otherwise expressly agreed to in writing, approved by WMPCS Board of Trustees,
and signed by the Chair of WMPCS Board and THE SCHOOL’S Director, employment is at will and
may be terminated by the employee or by WMPCS  at any time, for any reason, not unlawful, with or
without notice.

IMMIGRATION LAW COMPLIANCE
WMPCS  is committed to employing only individuals who are authorized to work in the United States as
required by the Immigration Reform and Control Act of 1986. In compliance with that law, each new
employee, as a condition of employment, must complete the Employment Eligibility Verification Form I-9 and
present documentation establishing identity and employment eligibility. Anyone submitting false
documentation shall be immediately terminated. WMPCS reaffirms its commitment to comply with both state
and federal non-discrimination laws and does not unlawfully discriminate on the basis of citizenship or
national origin.  Employees may raise questions or complaints about immigration law compliance without fear
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of reprisal. Any questions concerning IRCA and the required documentation should be directed to the
Director of Administration and Finance.

STAFF CRIMINAL BACKGROUND CHECK POLICY

Purpose: The purpose of this policy is to identify how WMPCS will conduct its criminal background
checks to ensure the safety of all of our students and staff.

According to NC Charter School law GS_115C-238.29F (e) (1), all NC Charter Schools shall adopt a
background check policy mirroring the local board of education policy that requires an applicant for
employment to be checked for a criminal history, as defined in G.S. 115C-332. WMPCS is required to
apply its policy uniformly in requiring applicants for employment to be checked for a criminal history
before the applicant is given an unconditional job offer. According to NC charter School law, a charter
School may employ an applicant conditionally while the board is checking the person's criminal
history and making a decision based on the results of the check.

WMPCS is required by the state of North Carolina to conduct criminal background checks for all staff
including full-time, part-time and substitutes, which will be done upon the acceptance of a conditional
employment offer. A criminal records check may also be conducted on a selective, random or rotating
basis for any current employees, annually rehired employees, and employees whose contracts are
scheduled to be renewed.

All administration including the Director, will be required to also undergo a credit history check and
civil records check in addition to the criminal background check and a Social Security Search.

In order to conduct an accurate check of criminal records, all applicants for employment and any
current employee may be required to submit to fingerprinting as part of the background check
process. The refusal to consent to a criminal records check or fingerprinting will result in the applicant
not being offered employment, or if a conditional offer has been made, the offer will be withdrawn or
the employee's employment will be terminated, as applicable.

If a person omits information or gives false information concerning his or her criminal history on his or
her employment application, background check form, resume or any other required or submitted
application-related document, that person may not be offered employment. If the person has been:
(a) hired, or (b) offered employment conditioned on the results of a criminal history check, the person
will be subject to disciplinary action up to and including dismissal or the offer of employment will be
withdrawn, as applicable.

If a person omits information or gives false information concerning his or her criminal history on his or
her employment application, background check form, resume or any other required or submitted
application-related document, that person may not be offered employment. If the person has been:
(a) hired, or (b) offered employment conditioned on the results of a criminal history check, the person
will be subject to disciplinary action up to and including dismissal or the offer of employment will be
withdrawn, as applicable.

The Director will notify applicants if any adverse results are found and the applicant will be given a
chance to respond with any relevant explanation. WMPCS shall apply its policy uniformly in requiring
applicants for School personnel positions to be checked for a criminal history.
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Each employee is required to notify his or her immediate supervisor within five calendar days after
any felony or misdemeanor criminal conviction, guilty plea or plea of no contest. Any employee who is
aware of any criminal conviction, guilty plea or plea of no contest of another employee should notify
their supervisor or an administrator.

There shall be no liability for negligence on the part of WMPCS Board of Trustees, or its employees,
or the State Board of Education, or its employees, arising from any act taken or omission by any of
them in carrying out the provisions of this section. The immunity established by this subsection shall
not extend to gross negligence, wanton conduct, or intentional wrongdoing that would otherwise be
actionable. The immunity established by this subsection shall be deemed to have been waived to the
extent of indemnification by insurance, indemnification under Articles 31A and 31B of Chapter 143 of
the General Statutes, and to the extent sovereign immunity is waived under the Tort Claims Act, as
set forth in Chapter 31 of Chapter 143 of the General Statutes.

Any applicant for employment who willfully furnishes, supplies, or otherwise gives false information on
an employment application that is the basis for a criminal history record check shall be guilty of a
Class A1 misdemeanor. (1995, c. 373, s. 1; 2001-376, s. 1; 2012-12, s. 2(rr).)

Any staff members or coaches that will be driving students for School related purposes will be
required to have a Motor Vehicles Check performed in addition to the criminal background check
stated above.

The Director’s background check will be requested and reviewed by the Board’s Governance
Committee.

Information obtained through the implementation of this policy shall be kept confidential as provided
in Article 21A of Chapter 115C of the North Carolina General Statutes, and NC GS §115C-332(e).
However, the criminal history received on any person who is certificated, certified or licensed by the
State Board of Education will be provided to the State Board as required by NC GS §115C-332(e).

REGISTERED SEX OFFENDERS POLICY

Purpose: To clearly identify how registered sex offenders will be expected to respect the boundaries
set forth by WMPCS.

Pursuant to Session Law 2008-117, The Jessica Lunsford Act for North Carolina (the "Act"), the
General Assembly of North Carolina has recognized that sex offenders often pose a high risk of
engaging in sex offenses after being released from incarceration or commitment and that the
protection of students from sex offenders while on School property and at School-sponsored activities
serves an important governmental interest.

WMPCS is committed to the following:

1. Sex offenders are banned from all School property and School events

In accordance with G.S. 14-208.18, all persons who (1) are required to register under the Sex
Offender and Public Protection Program AND (2) have been convicted of certain sexually violent
offenses or any offense where the victim was under the age of 16 years at the time of the offense
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("Prohibited Persons") are expressly forbidden to be present on any property owned or operated by
WMPCS system, including School buildings, athletic fields, playgrounds, parking lots, School buses,
activity buses or other property of any kind for any reason, including attendance at sporting events or
other School-related functions, whether before, during or after School hours. In addition, Prohibited
Persons may not attend or be present at any student function or field trip on or off of School property
which is 1) School-sponsored or 2) otherwise under the official supervision or control of School
personnel. This policy applies to all Prohibited Persons regardless of their relationship to, or affiliation
with, a student in the WMPCS system (i.e. stepparents, aunts, uncles, grandparents, etc).

A.  Prohibited persons The Director or designee shall insure that administration is familiar with the
criminal offenses that qualify an individual as a Prohibited Person under this policy. The Director will
also subscribe to electronic notification of Registered Sex Offenders and access the state database
as needed.

B. No special permission There shall be no "special permission" given for Prohibited Persons to be
on Schools grounds or attend events or activities in violation of this policy.

C. Possible exceptions for students Students who meet the definition of a Prohibited Person may
be on School property only in accordance with state law.

D. Limited exception for prohibited persons who are parents / legal guardians of a student
a. A Prohibited Person who is the Parent/Legal Guardian of a student may be on School property

only for the following reason:
1. To attend a previously scheduled School conference with School personnel to discuss their

child's academic or social progress; or
2. At the request of the Director/designee, for any other reason relating to the welfare or

transportation of their child.
b. The procedure for making a request is as follows:

1. For each visit authorized by subsection (a)(1) above, the Parent/Legal Guardian must
provide the Director with prior written notice of their registration on the Sex Offender Registry.

2. A request for presence at WMPCS must be submitted to the Director in writing, minimally 72
hours in advance.

3. The request must include the nature and specific times of the requested.
4. The Director or designee will respond within 48 hours either authorizing or denying the

request.
5  The decision of the Director or designee is final.
6. The Director will notify the Board of any such requests and the decision.

c. For each visit authorized by subsection (c) above, the Parent/Legal Guardian must check in at
the front office upon arrival and departure. In addition, during each and every visit, the Parent/Legal
Guardian must be under the direct supervision of School personnel at all times. If personnel are not
available to supervise the Parent/Legal Guardian during any visit then they shall not be permitted on
WMPCS property.

d. For each visit authorized by subsection (c) above, the Parent/Legal Guardian shall comply with
all reasonable rules and restrictions placed upon them by the Director, including any restrictions on
the date, time, location and length of meetings.

2. Enforcement Any suspected violation of this policy shall be reported by a School administrator to
the Director and to law enforcement for immediate investigation. All School personnel should report
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the presence or suspected presence of a Prohibited Person to a School administrator and take
appropriate action. The Director shall immediately notify WMPCS Board Chair of any known or
suspected Prohibited Person who is a student, or a parent or legal guardian of a student, at their
School.

3. Applicability This policy shall supersede any conflicting provisions in all other WMPCS Board
policies regarding School safety, parental involvement, School field trips, School visitors, School
volunteers and student transportation.

GRIEVANCE POLICY FOR EMPLOYEES AND VOLUNTEERS

Purpose: To provide the procedures employees or volunteers will follow when they have an issue at
WMPCS

This policy is in place to respond to a grievance by an employee or volunteer (hereinafter
“employee”). It is expected that any employee with an issue should try to resolve the issue by using
open communication with their supervisor. If an employee feels that their issue is still a concern after
speaking to their supervisor and that the issue has risen to the level of a grievance then the employee
may initiate the grievance procedures as described below. The goal of filing a formal grievance would
be to use the process to come to an equitable solution.

1. Definition of a grievance: a grievance is defined as a formal written complaint by an employee
stating that a specific action has violated a WMPCS policy, board policy, or law/regulation. Complaints
that do not raise an alleged violation of WMPCS policy, board policy or law/regulation do not raise
grievance issues and are not subject to these procedures. In addition, a grievance does not include:
the non-renewal or termination of employment, disagreements on day to day operation issues,
employee discipline or employee reviews unless a specific violation of law or policy is alleged .
Complaints governed by more specific school policies are not considered grievances under this
policy; this includes complaints under the ADA, Section 504, Title VII and Title VI (sexual harassment,
discrimination or retaliation), Title IX, and under School’s non-Title IX Bully and Harassment policy.
Any employee having a complaint covered by those policies, must follow the specific policy that
addresses their complaints.

2. Time Limits: A grievance will only be heard if the complaint has been filed within fifteen days of the
act that is being reported. The fifteen-day deadline may be extended at the discretion of the Director.

3. The grievance process is as follows:

Step 1: To file a grievance, an employee must submit a letter in writing (email accepted) stating
WMPCS policy, board policy or law that was violated including details of the actions and the place,
date and time of the violation. The employee should make all efforts to include any details about the
event that may be helpful in the decision making process. The written letter should be submitted to
the School Director of WMPCS. If the School Director of WMPCS is implicated in the grievance, the
grievance should be submitted to the Chair or Secretary of the Board of Trustees or to any other
Board member with whom the individual(s) feel comfortable disclosing the information.

Step 2: In response to the formal grievance, the School Director of WMPCS shall have up to five
business days from the time they receive the formal grievance to respond to the grievance in writing.
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If the employee is satisfied with the decision after they receive the response from the Director, the
issue is considered resolved. The employee shall submit their satisfaction to the Director in written
form.

Step 3: If the employee is not satisfied with the response from the School Director, the employee may
file an appeal by submitting a letter in writing (email accepted) stating WMPCS policy, board policy or
law that was violated including details of the actions and the place, date and time of the violation. The
employee should make all efforts to include any details about the event that may be helpful in the
decision making process to the Board of Trustees. This must be done within 5 business days of the
initial response from the Director.

Step 4: Where the grievance is filed directly with the Board as set forth above or after receiving the
appeal letter, the appeal shall be considered by the Board at its next regularly scheduled board
meeting provided such meeting is more than seven days after the filing, or the Chair of the Board of
Trustees may call a special meeting of the Board to consider the appeal in accordance with School’s
bylaws. The Board will consider and discuss the grievance at the meeting in accordance with Open
Meetings laws. At that meeting the Board of Trustees will make a decision on how to handle the
grievance. If the board decides that it needs additional time to consider the grievance or gather
information or conduct an investigation, it may defer its decision until another regularly scheduled
board meeting or schedule a special meeting. At the Board’s sole discretion, the Board may conduct
an investigation or gather additional information regarding the grievance, including interviews or
engagement of an investigator, if needed. At the meeting where the board makes a decision on the
grievance, the board will give the individual filing the grievance or appeal the opportunity to attend the
meeting. Once the board reaches a decision, the Board will communicate that decision to the
individual who filed the grievance within five School days. The Board’s decision concerning the
grievance is final. The Board reserves the right to appoint a Board Panel to address the grievance. In
such cases, the Board Panel’s decision is final and there is no appeal rights to the full Board.

NEPOTISM POLICY

Purpose: To ensure compliance with best practices and state laws governing the relationship
between employees, leadership and board members as well as to ensure the fair and equal treatment
of all employees and applicants for employment at WMPCS.

The employment of immediate family (defined below) can cause various problems including but not
limited to charges of favoritism, conflicts of interest, family discord and scheduling conflicts that may
work to the disadvantage of both WMPCS and its employees. It is WMPCS’s goal to avoid creating or
maintaining circumstances in which the appearance or possibility of favoritism, conflicts or
management disruptions exist. WMPCS may allow existing personal relationships to be maintained or
employ individuals with personal relationships to current employees under the following
circumstances:

• No voting members of the Board shall be an employee of WMPCS that provides substantial
services to WMPCS for a fee;
• No employee of WMPCS shall be immediate family to any member of the Board of Trustees;
• No employee of WMPCS shall be a voting member of the Board of Trustees;
• No employee that is immediate family of the Director shall be hired without the Board of Trustees
evaluating their credentials, establishing a structure to prevent conflicts of interest, and, where
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required, notifying the Department of Public Instruction, with evidence, that this process has occurred;
• They may not create a supervisor/subordinate relationship with an immediate family member;
• They may not vote on any Board action in regards to immediate family member;
• They may not supervise or evaluate a family member;
• The relationship will not create an adverse impact on work productivity or performance;
• The relationship may not create an actual or perceived conflict-of-interest;
• They may not audit or review in any manner the individual’s work.
• They may not be employed if a member of the employee’s immediate family (spouse, children,
parents, grandparents, brothers, sisters, step family members, in-law family members) serves on
WMPCS’s Board or any Committee, which has authority to review or order personnel actions or wage
and salary adjustments, which could affect his/her job.

No personal employee relationship covered by this policy will be allowed to be maintained, regardless
of the positions involved, if it creates a disruption or potential disruption in the work environment,
creates an actual or perceived conflict of interest or is prohibited by any legal or regulatory mandate.
This policy must be considered when electing, hiring, promoting or transferring any employee. Should
relationships addressed within this policy be identified with either candidates for employment or
current employees, the matter should be immediately reported to the Director and/or Board of
Trustees and the following policies and procedures will be followed:

• A determination will be made whether the relationship is subject to WMPCS’s Nepotism policy
based on the conditions described above.
• If the relationship is determined to fall within one or more of the conditions described in this policy
the Director in consultation with the affected employees and the Board of Trustees, will attempt to
resolve the situation through the transfer of one employee to a new position or identifying some other
action (e.g., supervisory reassignment) which will correct the conflict or issue identified. If
accommodations are not feasible then, with affected employee suggestions, the Director in
consultation with the School's Board of Trustees shall determine which employee must resign in order
to resolve the situation.

WMPCS reserves the right to exercise appropriate managerial judgment to take such actions as may
be necessary to achieve this intent of this policy. WMPCS reserves the right to vary from the
guidelines outlined in this policy to address unusual circumstances on a case-by-case basis. Every
employee is responsible for identifying and communicating to the Director or the Board of Trustees
any potential or existing personal relationship, which falls under the definitions provided in this policy.
Employees who fail to disclose personal relationships covered by this policy will be subject to
disciplinary action up to and including the termination of employment. For the purposes of this policy,
the term "immediate family member" means a spouse, parent, child, brother, sister, grandparent, or
grandchild. The term includes the step, half, and in-law relationships. The term also includes
domestic partners (a person with whom the employee’s life is interdependent and who shares a
common residence) and, a daughter or son of an employee’s domestic partner.

INTERNAL INVESTIGATION AND SEARCH POLICY

From time to time, WMPCS may conduct internal investigations pertaining to security, auditing, or
work-related matters.  Employees are required to cooperate fully with and assist in these
investigations if required to do so.

22



Whenever necessary, WMPCS reserves the right to search without notice work areas (i.e., desks, file
cabinets, computers, etc.) and personal belongings (i.e., backpacks, purses, vehicles, etc.) if there is
a reasonable suspicion to believe that any School policy or law is being, or has been violated.
WMPCS may provide desks, computers, lockers, and other items for use by the School’s employees.
At all times, these items remain the property of the School.  Employees are expected to cooperate
with WMPCS’s workspace searches.  While WMPCS will generally try to obtain an employee’s
consent before conducting a search of work areas or personal belongings it may not always do so.

Any employee who refuses to submit to a search or is found in possession of prohibited articles will
be subject to disciplinary action up to and including termination.  Employees with questions regarding
this policy should contract the Director of Administration and Finance.

STAFF EXPECTATIONS

STANDARDS OF CONDUCT
WMPCS expects all employees to conduct themselves in a professional and ethical manner. An
employee should not conduct business that is unprofessional and unethical in any way, nor should an
employee influence other employees or students to act unethically.

WMPCS  strictly prohibits all sexual contact between employees and students.  Employees shall not
engage in sexual innuendo or contact with students and should maintain professional physical
proximity with students that shows sensitivity to avoiding student discomfort. Employees are not only
prohibited from engaging in sexual contact or relationships with students, but employees should also
avoid the appearance of sexual contact or relationships with students, parents, or other employees.
Employees should make every effort to avoid employee-with-one-student situations in which others
are not present or immediately available. For example, if an employee is tutoring or counseling a
student, the employee should move the tutoring to an area where others are present or leave the
classroom door open and let other employees know that the tutoring is occurring. If a student needs a
ride home, and an employee is willing to assist, the employee should consult with the Head of School
or THE SCHOOL Director, about how to avoid a one-employee-with-one-student situation in
transporting the student home. These examples are not all-inclusive.

An employee should report any dishonest activities or damaging conduct to an appropriate
supervisor, the appropriate Head of School, and the School Director. Employees shall also report to
School Director and to appropriate law enforcement any complaints of sexual or other abuse that are
reported by a student.  Employees should encourage, not discourage, students to report any abuse
that they believe has occurred.

WORKPLACE ATTIRE
WMPCS  has a professional dress environment.  Employees are expected to use good judgment and
taste, and to show courtesy to their co-workers, students, and parents by dressing in a fashion that is
presentable and appropriate. It is expected that employees dress appropriately for their position. No
spandex pants or shirts should be worn. Employees are expected to dress more formally than the
students at all times.

ELECTRONIC COMMUNICATIONS
WMPCS  provides computers, electronic data storage, Internet services, electronic mail (“email”), and
voice mail communications systems (collectively “the school’s communication systems”) as important
tools to support the school’s business and assist employees in performing their job responsibilities. It
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is the responsibility of every employee to ensure the school’s communication systems are used for
authorized school purposes only and in a fashion that does not improperly disclose confidential,
sensitive, or proprietary information to unauthorized individuals.

Any communications, in which THE SCHOOL’s communications systems are used, including
correspondence such as email, constitute school property. THE SCHOOL’s communication systems
are generally to be used for business-related purposes only. Limited personal use is permissible on a
reasonable basis.  Any unauthorized use of the school’s communication systems is strictly prohibited.
Unauthorized use includes, but is not limited to:

● Any communications or use which violates the school’s equal employment opportunity, harassment,
non-retaliation policies, or any other school policy or procedure.

● Utilizing or accessing the school’s communication systems without proper authorization.

● Disabling or otherwise interfering with WMPCS’s communication security or data protection systems.

● Using the school’s communication system to disclose confidential, sensitive, or proprietary information
to unauthorized individuals.

WMPCS  reserves the right to monitor, audit, access, disclose and/or review any use of its
communication system in its sole discretion, in the ordinary course of business, without notice.
Employees should not consider the school’s communications systems as private.

During employment with THE SCHOOL, employees may be provided with passwords, entry codes,
and/or access to the school’s communication systems. Employees are strictly prohibited from
disclosing these passwords or entry codes to any person without prior written authorization.
Employees are also prohibited from accessing the school’s communication systems without proper
authorization.

Any employee who violates this policy will be subject to immediate disciplinary action up to and
including discharge.

Teachers are expected to communicate regularly with parents about academic progress and
classroom behavior. Emails from parents should be answered in a timely fashion.

ACCEPTABLE USE OF PROPERTY AND TECHNOLOGY
For the purposes of this policy, “technology” refers to all WMPCS electronic devices and systems, software,
and means of electronic communication including, but not limited to, the following:
● All computers and workstations, including laptop computers and server computers;
● Computer hardware and peripheral equipment such as disk drives, flash drives, printers, modems,

scanners, fax machines, and copiers;
● Supported and designated computer software applications and associated system and user-created files

and data; and
● Phones (standard and cell), voicemail systems, electronic-mail systems, portable computer devices, digital

cameras, and video recorders.

The property of WMPCS  refers to objects owned and housed on THE SCHOOL’s premises, including but not
limited to: desks, tables, workstations, cabinets, drawers, and shelves, as well as books, and textbooks,
maps, materials, instruments, tools, machines, and vehicles.
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“Acceptable Use” of technology is defined as the collection of individual behavior, interaction, and utilization,
with all computing and peripheral equipment, software, and technology services that are procured,
implemented, and supported by THE SCHOOL.

WMPCS will provide staff and students with access to property and technology as necessary and
appropriate to fulfill assigned responsibilities.

WMPCS will not support the use of personal technology resources to create, store, and communicate
organizational information or complete assigned responsibilities. WMPCS  will not support, modify, repair,
integrate, or perform work on personal technology resources, such as a teacher’s personal cell phones and
personal laptops.

WMPCS staff and students who use WMPCS technology resources must do so responsibly, and are required
to comply with all state and federal laws, the policies of THE SCHOOL, and with standards of professional
and personal courtesy and conduct. When using WMPCS property, staff and students are expected to
exercise care, perform required maintenance where assigned, and follow all operating instructions, safety
standards, and the Handbook Guidelines. Staff and students may not use any school technology to access,
transmit, save, share, or print sexually-explicit images, messages, or any other medium containing such
content.

In addition, staff and students may not access, transmit, save, share, or print materials that contain ethnic
slurs, racial epithets, derogatory, defamatory, obscene, or offensive statements or images, or any other
content that may be construed as harassing based on someone’s race, national origin, sex, gender identity,
sexual orientation, physical or mental disability, religious beliefs or any other characteristic protected by
federal, state or local laws. Exceptions may be made for such content if used solely for specific educational
purposes, provided approved in advance by the Head of Schools or the School Director.

THE SCHOOL’s technology resources are to be used for WMPCS activities. This policy does not
prohibit the use of technology resources for reasons of a personal or social nature during non-work
time, provided such use does not violate any school policies, break local, state, or federal law, or
result in any monetary cost to THE SCHOOL, impair intended use and functionality by the addition,
removal, or alteration of equipment or software, or detract from the employee's performance of his or
her job duties.

WMPCS does not support the storage and installation of personal hardware or software and related data on
WMPCS  technology resources. Therefore, WMPCS will not repair or backup such data and software. This
includes personal music, videos, pictures, and other documents. It is the responsibility of the technology user
to back up and protect personal additions to the technology.

WMPCS reserves the right in its sole discretion to determine when personal use of technology resources or
other WMPCS property is excessive or improper and may require remediation from a staff member and/or
discipline to the staff member when he/she has used the resources excessively or improperly.

The following activities are prohibited while using WMPCS technology resources:
● Attempting to gain unauthorized access to WMPCS technology resources, attempts to disrupt it in any

way, or attempts to destroy or alter data;
● Plagiarism;
● Using the organization's time and resources for personal gain;
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● Sending or posting discriminatory, harassing, or threatening messages or images;
● Using abusive or otherwise objectionable language in either public or private messages;
● Stealing, using, or disclosing someone else's code or password without authorization;
● Attempting to break into the computer system of another organization or person;
● Accessing, saving, transmitting, or printing any pornographic materials;
● Sending or posting chain letters, solicitations, or advertisements not related to business purposes

or activities;
● Changing any computer file that does not belong to the user;
● Using another person's password without his or her consent;
● Violating state or federal law;
● Or any other activity that violates any WMPCS policy or WMPCS deems inappropriate

It is understood that accidents happen, but the staff is encouraged to take the best possible care of all
school property and technology resources. If equipment or items sustain physical damage or are
stolen, notify the Central Office immediately so that they can address the problem.

Privacy
All technology resources are the property of THE SCHOOL. All Internet traffic and all messages sent and
received, including personal messages, Internet browsing traffic, and all data and information stored on THE
SCHOOL’s email, voicemail system, cell phones, or computer systems are the property of THE SCHOOL,
regardless of the content.

WMPCS reserves the right to access, monitor, and inspect all of its technology resources including its
computers, voicemail, email, and any other data storage communications systems, at any time, at its sole
discretion. WMPCS community members have no right to privacy with respect to any messages or
information created, maintained, received, or stored on THE SCHOOL’s technology resources, even if those
devices require a personal password to use or access or if the information has been deleted.

WMPCS reserves the right to advise appropriate legal authorities of any incident involving technology
resources where it reasonably believes a WMPCS staff member may have violated the law. All passwords
used to access technology resources must be made available to THE SCHOOL, upon request. WMPCS also
reserves the right to inspect all other property of THE SCHOOL, including but not limited to desks,
workstations, cabinets, drawers, closets, and vehicles, as well as any contents, effects, or articles contained
in the property of THE SCHOOL. Such inspection can occur at any time, with or without advance notice or
consent.

Return of WMPCS Property and Technology
WMPCS staff members who are issued WMPCS property or technology resources must return the items
when requested by WMPCS  or upon separation from THE SCHOOL.  A WMPCS staff member will face
disciplinary action, up to and including dismissal, if any WMPCS  property or technology resource issued to
him or her is lost, damaged, misused, or not returned to WMPCS upon request. WMPCS  reserves the right
to require staff members to sign an agreement allowing WMPCS to recover the value of its property or
technology resources from a staff member to the full extent authorized by law.

Functionality and Accuracy
THE SCHOOL’s network and systems administrators will make a good faith effort to keep the system and its
available information accurate; however, WMPCS makes no warranty of any kind, either express or implied,
regarding the accuracy, quality, or validity of any of the data or information available.
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Violation of Policy
Any violation or abuse of this Policy is just cause for taking disciplinary action, up to and including
termination, removal of all WMPCS  network privileges and accounts, and/or legal action. We anticipate that
such actions can be avoided since they cause problems for all concerned. To keep THE SCHOOL’s
technology resources and property viable, effective, and user-friendly, all staff must work cooperatively and
responsibly.

SOCIAL MEDIA POLICY
All employees are required to conduct themselves in their online interactions with students, parents,
and co-workers according to the same professional standard of behavior demanded of in-person
interactions.  All employees are reminded of their responsibility to maintain the confidentiality of
personal information about students and families.

At WMPCS, we understand that social media can be a fun and rewarding way to share your life and
opinions with family, friends, and co-workers around the world. However, the use of social media also
presents certain risks and carries with its certain responsibilities. To assist you in making responsible
decisions about your use of social media, we have established these guidelines for the appropriate
use of social media.

This policy applies to all persons who work or volunteer for WMPCS.

Guidelines
In the rapidly expanding world of electronic communication, social media can mean many things.
Social media includes all means of communicating or posting information or content of any sort on
the Internet, including to your own or someone else's weblog or blog, journal or diary, personal
website, social networking or affinity Website, Web bulletin board, or a chat room, whether or not
associated or affiliated with WMPCS, as well as any other form of electronic communication.

The same principles and guidelines found in WMPCS policies and these basic beliefs apply to your
activities online. Ultimately, you are solely responsible for what you post online. Before creating online
content, consider some of the risks and rewards that are involved. Keep in mind that any of your
conduct that adversely affects your job performance, the performance of fellow workers, or otherwise
adversely affects students, parents, suppliers, volunteers, or people who work on behalf of THE
SCHOOL or THE SCHOOL'S legitimate business/education interests may result in disciplinary action
up to and including termination.

Know and follow the rules
Carefully read these guidelines, THE SCHOOL’s Employee Handbook, including the communications
policy, confidentiality policy, and THE SCHOOL’s non-discrimination and anti-harassment policies,
and ensure your postings are consistent with these policies. Inappropriate postings that may include
discriminatory remarks, harassment, and threats of violence or similar inappropriate or unlawful
conduct will not be tolerated and may subject you to disciplinary action up to and including
termination.

Be respectful
Always be fair and courteous to fellow teachers or staff, volunteers, students, parents, suppliers, or
people who work on behalf of THE SCHOOL. Also, keep in mind that you are more likely to resolve
work-related complaints by speaking directly with your co-workers or by utilizing our open-door policy
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than by posting complaints to a social media outlet. Nevertheless, if you decide to post complaints or
criticism, avoid using statements, photographs, videos, or audio that reasonably could be viewed as
malicious, obscene, threatening, or intimidating, that disparages students, parents, volunteers, staff,
or suppliers, or that might constitute harassment or bullying. Examples of such conduct might include
offensive posts meant to intentionally harm someone's reputation or posts that could contribute to a
hostile work environment on the basis of race, sex, disability, religion, or any other status protected by
law or THE SCHOOL policy.

Be honest and accurate
Make sure you are always honest and accurate when posting information or news, and if you make a
mistake, correct it quickly. Be open about any previous posts you have altered. Remember that the
Internet archives almost everything; therefore, even deleted postings can be searched. Never post
any information or rumors that you know to be false about THE SCHOOL, board members, fellow
workers, students, parents, volunteers, suppliers, and people working on behalf of THE SCHOOL.

Post only appropriate and respectful content
• Maintain the confidentiality of THE SCHOOL's private or confidential information. Such information
may include information regarding the development of systems, processes, know-how, and
technology. Do not post internal reports, policies, procedures, or other internal
business/School-related confidential communications. Do not post information about individual
students or families and be sure to maintain confidentiality, as is protected and required under state
or federal law.

• Do not create a link from your blog, website, or other social networking sites to THE SCHOOL
website without identifying yourself as an employee or volunteer of the School.

• Express only your personal opinions. Never represent yourself as a spokesperson for THE
SCHOOL. If WMPCS is a subject of the content you are creating, be clear and open about the fact
that you are an employee or volunteer and make it clear that your views do not represent those of
THE SCHOOL, fellow workers, parents, students, suppliers or people working on behalf of the
School. If you do publish a blog or post online related to the work you do or subjects associated with
WMPCS, make it clear that you are not speaking on behalf of THE SCHOOL. It is best to include a
disclaimer such as "The postings on this site are my own and do not necessarily reflect the views of
THE SCHOOL."

Using social media at work
Refrain from using social media while on work time or on the equipment THE SCHOOL provides
unless it is work-related as authorized by your supervisor or consistent with all WMPCS policies. Do
not use THE SCHOOL email addresses to register on social networks, blogs, or other online tools
utilized for personal use.

Student Pictures and Information
Parents, employees, and volunteers shall not post any pictures of students on Facebook, Twitter,
Instagram, or any other form of social media or on the internet unless the Director has approved such
posting. This applies to all THE SCHOOL functions, whether or not conducted on school property,
including field trips. Nothing in this policy shall prohibit a parent from taking and posting pictures of
their own child, provided no other students are featured in such pictures. WMPCS reserves the right
to post pictures and images of current and former students on its website, official Facebook page, or
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for any other School purpose. Parents who do not wish to allow WMPCS to use their child’s picture or
image must fill out the Publicity Consent Form and turn it into the front office.

Retaliation is prohibited
WMPCS prohibits taking negative action against any employee or volunteer for reporting a possible
deviation from this policy or for cooperating in an investigation. Any employee or volunteer who
retaliates against another employee or volunteer for reporting a possible deviation from this policy or
for cooperating in an investigation will be subject to disciplinary action, up to and including
termination.

Media contacts
Employees and volunteers should not speak to the media on THE SCHOOL's behalf. All media
inquiries should be directed to THE SCHOOL’s Board of Trustees or the School Director.

For more information
If you have questions or need further guidance, please contact the Director or the School’s Board of
Trustees.

MEDIA POLICY
Only authorized individuals may speak on behalf of WMPCS to any media outlet. All media inquiries
should be directed to the School Director or designee.

EMAIL AND INTERNET USAGE AND EQUIPMENT RESPONSIBILITY
While WMPCS expects and encourages appropriate use of email and the internet, employees should have
no expectation of privacy in anything they create, store, send, delete, receive, or display when using THE
SCHOOL’s network devices, Internet access, email, voicemail systems or other technological resources
owned or issued by THE SCHOOL, whether the resources are used at school or elsewhere, and even if the
use is for personal purposes. These resources should be used primarily for job-related purposes consistent
with THE SCHOOL’s legitimate business interests. WMPCS  may, without notice, (1) monitor, track, and log
network access, communications, and use; (2) monitor and allocate file server space; and (3) access, review,
copy, store, delete, or disclose the content of all user files, regardless of medium, the content of electronic
mailboxes, and system outputs, such as printouts, for any lawful purpose.

WMPCS maintains strict compliance with all copyright laws, and our policies prohibit unauthorized copying or
transmission of copyrighted products. Similarly, due to system capabilities and copyright laws, no personal
software may be installed on THE SCHOOL’s computers, without prior approval, and WMPCS licensed
software may not be installed onto an employee's personal computer without prior authorization from the
School Director.

In addition, WMPCS attempts to provide all staff with the equipment and supplies needed to do their job.
This comes at great expense to THE SCHOOL and we expect that employees will protect and care for all
equipment and supplies issued to them. All employees are responsible for the cost of lost, stolen, or broken
items issued to them including keys, cell phones, textbooks and teacher Handbooks, laptops, and any other
equipment that may be assigned to them or their classroom. It should also be noted that teachers are
responsible for the protection of all desks and furniture in their classroom as well as the room’s general
appearance and upkeep. The appearance of THE SCHOOL including the hallways, classrooms, and outside
areas greatly influences the opinions of every student, parent, and visitor, and affects the behavior of
students. Employees should model for and encourage students to maintain the classroom and school
environment per Montessori teachings.
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CONTINUING EDUCATION
Each professional educator’s license holder is responsible for obtaining and satisfying the criteria for
their license renewal through the North Carolina Department of Public Instruction (DPI). Each
professional educator will maintain their own file of any continuing education credits and certificates
and will provide copies to the Director. Copies provided to WMPCS are for The SCHOOL audit
purposes only. Only the professional educator’s self-maintained files are to be used for renewals and
licensure changes. All licensure information will be completed electronically via DPI’s licensure
website by the professional educator by creating and logging into their own account.

● https://vo.licensure.ncpublicschools.gov/datamart/loginNCDPI.do;jsessionid=4CF95A9508CE39818232
861FC6424BDE.i-3f4de6c0

● NCDPI Online Licensure System

LESSON PLANS
Recognizing that preparation is essential for effective teaching, it is the expectation for WMPCS
teachers/guides to be prepared daily. Following the level’s scope and sequence, each classroom
teacher should have at least a week of preparation in advance. This will alleviate pressure on the
teacher, prevent staff from staying late at school, and equip any substitute teacher that may be called
on to cover the class. Each classroom in the Children’s House and Elementary buildings should be on
pace within 2 weeks of the scope and sequence/pacing guide.

Lesson Plan Characteristics:
1. Common Lesson Plans:
At WMPCS, the expectation is that the teacher/guide follows the Montessori scope and sequence as
determined by the level. Most lessons are no more than 20 minutes long in order to provide students
with exploration, discovery, and practice time which leads to mastery. The Work Cycle allows time for
independent work as well as collaborative work.

2. Montessori Driven:
Each teacher/guide will follow the Montessori training albums agreed upon by their level. They will be
approved by the corresponding Head of School.

● Montessori albums
● “You Can Teach It All” protocol--elementary
● Work Plans and Project Guides--secondary

3.  Focus on Learning Strategies and Content: Maximum learning occurs when teachers
purposefully plan specific learning strategies and practices and intentionally connect them in all
lessons. Montessori often integrates subjects for optimal learning and use. The following strategies
are encouraged:

● Inquiry
● Essential questions (secondary)
● Socratic Seminars
● Projects
● Collaborative learning
● Time management
● SOAR organizational tool
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● Independent learning

4. Other Montessori Strategies:
● Freedom of movement
● Freedom to repeat
● Freedom of choice
● Observation
● Work Cycle
● Respect all living things
● Respect all non-living things
● Use grace and courtesy

5.  Global Literacy: As a part of our mission and vision here at THE SCHOOL, global literacy is
incorporated into lessons to enhance our awareness of the world and other cultures and to ensure
our students are citizens of the world.

406.10 ~ PEER OBSERVATION
Here at WMPCS, we have talented teachers whose strengths lie in a variety of areas. It is important
for teachers to observe other teachers within the same school. Below are some examples of
opportunities for teachers to observe each other.

Walk-Throughs: They observe in a classroom for 15-20 minutes and then meet the same day or as
soon as is feasible with the teacher/guide to discuss their observation.

Vertical Learning Experience: Teachers observe other teachers in the vertical alignment of THE
SCHOOL. For example, high school teachers are scheduled to observe middle school teachers and
vice versa. This is done to better support vertical alignment within THE SCHOOL.

Formal Observation: Teachers will be scheduled to formally observe their peers. The observation
will be scheduled in advance and a post-observation meeting will be conducted between the teacher
and the observer. Formal observations among teachers/guides will occur twice a year.

PARENT CONTACT LOG
Communication with parents or guardians is essential in the parent-teacher relationship.
Communication with parents/guardians can help when students are not performing to their potential
or are engaging in inappropriate behavior; WMPCS promotes positive communication about students
as well. Communication can be but is not limited to phone calls, emails, conferences, etc. Do not just
rely on one method of communication. For example, don’t just use email as the only form of contact.
If the situation is a pattern of concern or is serious, follow up with a phone call or schedule a
conference. Document your communication.

EMPLOYEE MISCONDUCT
Employees are expected to observe the highest standards of excellence in their job performance and
conduct. Any employee whose performance or conduct falls below this standard may be subject to discipline,
up to and including termination. In addition, professional employees shall comply with the Code of Ethics for
North Carolina Educators adopted by the State Board of Education and Montessori expectations.

Misconduct that may result in disciplinary action includes, but is not limited to:
1. Failure to meet performance standards;
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2. Inability or failure to appropriately instruct or associate with students;
3. Dishonesty;
4. Falsifying, tampering, or concealing information on an employment record (including a resume or time

sheet) or other WMPCS  record;
5. Willfully, maliciously or negligently making false statements regarding any co-worker or THE SCHOOL,

making threats, or using abusive or otherwise inappropriate language toward fellow employees, students,
parents, or visitors;

6. Theft or the deliberate or careless damage or destruction of WMPCS  property, or the property of THE
SCHOOL’s employees, students, or anyone on WMPCS property; or unauthorized removal of WMPCS
property, records, or documents;

7. Unauthorized use, possession, alteration, or transfer of WMPCS  supplies or resources;
8. Refusal/failure to comply with any federal or state regulation or law; refusal/failure to comply with any

WMPCS rule, policy, or procedure, including but not limited to safety, health, and security policies and
rules, THE SCHOOL‘s Policy Against Harassment, THE SCHOOL’s policy concerning Violence In The
Workplace and THE SCHOOL’s Substance-Free Workplace Policy;

9. Failure to obtain or adequately maintain proper certifications and/or licenses;
10. Behavior, conduct, or inaction leading to the endangerment or harm of a child or children, whether

physical, emotional, or mental; behavior, conduct, or inaction which could have led to the
endangerment or harm of a child or children, whether physical, emotional, or mental;

11. Excessive absenteeism or tardiness, unreliable attendance or punctuality;
12. Misrepresentation of information in connection with any leave of absence from work or application for or

use of WMPCS  benefits;
13. Knowingly permitting unauthorized persons to be in school facilities or on school property;
14. Failure to return to work upon expiration of authorized leave;
15. Engaging in any type of criminal conduct;
16. Any act or acts which cause WMPCS  to be unable to invest the amount of trust or confidence

required to continue employment;
17. Insubordination;
18. Immorality;
19. Neglect of duty;
20. Physical or mental incapacity;
21. Any violation of state or federal law, excluding minor traffic offenses;
22. Failure to comply with school rules, policies, and procedures; or
23. Breach of employment or other negotiated agreements, oral and written.
24. Any violation of state or federal law;
25. Any conduct which endangers or threatens the health, safety, or welfare of any student, employee, or

other people;
26. Release of confidential information without authorization;
27. Violation of the Smoking, Alcohol, and Drug-Free Workplace Policies;
28. Fighting;
29. Providing false information or knowingly omitting a material fact on an application for employment or in

response to a pre-employment inquiry;
30. Any cause that constitutes grounds for the revocation of an employee’s teaching or school

administrator license;
31. Failure to maintain one’s license or certifications in current status; and
32. Three or more days of consecutive, unauthorized absences.
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DISCIPLINARY ACTION
When allegations of employee misconduct arise, THE SCHOOL Director will investigate the
allegations and will confer with the employee in question. WMPCS reserves the right to have other
employees with knowledge of the matter also be present at the conference and to have another
WMPCS supervisory employee present. If the School Director concludes that misconduct occurred,
he or she may discipline the employee. Discipline may include verbal counseling, a written warning, a
formal discipline letter, a performance improvement plan, or termination. There is no requirement that
THE SCHOOL Director engages in progressive discipline prior to termination of employment. THE
SCHOOL Director is authorized to immediately terminate an employee, regardless of whether the
employee has been previously disciplined. WMPCS also reserves the right to place employees on
paid or unpaid leave during an investigation into alleged misconduct.

VOLUNTARY TERMINATION
WMPCS will consider employees to have voluntarily terminated their employment if they resign from THE
SCHOOL or fail to return from an approved leave of absence on the specified date without contacting THE
SCHOOL Director, or fail to report to work for three (3) or more consecutive workdays without contacting THE
SCHOOL Director.

ADVANCE NOTICE OF RESIGNATION
Employees planning to resign from their positions must provide written notice of resignation to their direct
supervisors at least two (2) weeks in advance of their anticipated departure date. Teachers and school staff
should notify their School Director as soon as possible, ideally at least 30 days before departure. Supervisors
must notify THE SCHOOL Director immediately if any employee resigns.

RETURN OF PROPERTY AFTER EMPLOYEE TERMINATION
Upon termination of employment from THE SCHOOL, the employee must return all supplies, keys,
technology equipment, phones, student and family information, and any other property belonging to
THE SCHOOL.  The Director will provide the terminated employee with information regarding any
conversion or continuation of rights to WMPCS benefits as well as documentation explaining the
employee’s and his or her dependents’ rights to continue group medical benefits under COBRA.

EMPLOYMENT REFERENCE, VERIFICATION, AND INQUIRIES
All references, inquiries, or verifications of employment regarding any current or former employee of
WMPCS shall be directed to THE SCHOOL’s Director or designee. No individual employee is
authorized to provide a reference or answer such inquiries unless approved to do so by THE
SCHOOL’s Director or the Board of Trustees. This includes but is not limited to inquiries and
verifications pertaining to employee compensation, terms of service, or position. It is THE SCHOOL’S
policy to provide only the following reference for any current or former employee: dates of
employment, position, salary, and whether the individual would be rehired.

PERSONAL INFORMATION
It is important that the personal data of all employees and staff, such as address, emergency contacts,
telephone numbers, name changes, number of dependents, beneficiaries, and tax withholding information be
kept accurate and up to date. Each employee is requested to report any changes to the Director as soon as
possible. WMPCS will not release an employee’s personal data to anyone who is not employed by WMPCS
or to any outside agency unless specifically authorized by the employee or the disclosure is required by law.
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OPERATIONS
STAFF I.D. BADGES
THE SCHOOL requires every staff member to wear their I.D. badge every day. Please make sure you
have one at all times. If you don’t have one, please see THE SHOOL’s office to issue one.

KEYS, SECURITY CODE, AND INTERCOM SYSTEM
WMPCS entrance, classroom, and office keys are issued to employees at the beginning of the
WMPCS year.  Employees are responsible for securely maintaining control of assigned keys and not
allowing any unapproved individuals access to such keys. Do not give students your keys for any
reason. If a staff member loses his or her key, he may be asked to pay a $10.00 fee to have it
replaced and, if needed, for the cost of adjusting the security system and issuing new keys and cards
to others.

VISITORS
Only authorized visitors are permitted on THE SCHOOL’s premises. All visitors must report directly to
the school’s office for authorization, instructions, and a name badge. Any employee who notices an
unauthorized visitor or a visitor not wearing an official name badge should notify his or her supervisor
immediately or make such other reports, as appropriate.

PERSONAL PROPERTY
WMPCS does not assume responsibility for any personal property located on its premises.
Employees are to use their own discretion when choosing to bring personal property onto school
property and do so at their own risk.

EQUIPMENT INVENTORY
Teachers are issued laptops at the beginning of the year. It is your responsibility to handle these
expensive resources responsibly. Excessive damages will incur repair fees.

Teachers and other employees, if applicable, may be asked to submit a completed equipment
inventory to an administrator before leaving THE SCHOOL’s premises on the final day of each work
year and of the employee’s employment.

MONEY PROCEDURES
All money collected or received by an employee or agent of THE SCHOOL will be deposited in
accordance with this policy.

Each employee or agent of THE SCHOOL whose duty it is to collect or receive money will turn into
the business office daily. If the money is collected during a time the business department is closed, it
is to be turned in immediately the following business day.

The Director may at any time audit the accounts of any employee or agent collecting or receiving any
taxes or other monies and may prescribe the form and detail of these accounts. The accounts of such
an employee or agent will be audited at least annually.

EXPENSE REIMBURSEMENT
It is the official policy of THE SCHOOL to use a Purchase Order System, which eliminates the need
for any reimbursements unless authorized before purchasing. If there is something that is needed for
a class or the school, a purchase order request should be filled out completely and submitted to the
business department for approval before any item may be ordered. All purchases and payments will
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be processed through our business department. Please adhere to this process as there will be no
exceptions and THE SCHOOL will not reimburse any unauthorized out-of-pocket expenses.

SCHOOL CLOSING
WMPCS follows the local schools’ inclement weather policy. Employees must listen to the radio, watch the
television, and monitor school text messages for announcements on closings. Electronic notice via text,
email, phone, and the WMPCS website will also provide employees with information on school closings.

SOLICITATION AND DISTRIBUTION OF LITERATURE ON SCHOOL PREMISES
WMPCS does not allow the solicitation and distribution of literature on THE SCHOOL premises.
Please help us to ensure this by refraining from the following:

● Distribution of literature by employees in work areas on THE SCHOOL property
● Distribution of literature by employees during working time in non-work areas on THE SCHOOL

property, which in any way interferes with work
● Solicitation by employees on THE SCHOOL property during working time, which in any way interferes

with work
● Solicitation and/or distribution of literature by non-employees on THE SCHOOL property

PAYROLL AND EMPLOYEE BENEFITS
EMPLOYEE CATEGORIES AND FAIR LABOR STANDARDS ACT (FLSA)

(a) Part-Time Employees.  Part-time employees regularly work less than a 40-hour workweek.
(b) Full-Time Employees.  Full-time employees regularly work at least a 40-hour workweek.
These employees will be grouped as 10-month, 11-month, and 12-month.
(c) Non-Exempt Employees.  Non-exempt employees are entitled to overtime pay as required by
applicable law. Non-exempt employees must obtain written approval before working overtime.
Employees who work overtime without written approval may be disciplined up to and including
termination. All non-exempt employees are expected to record their time and appropriately clock
in/out on the time clock in the administration offices.
(d) Exempt Employees.  Exempt employees are not entitled to overtime pay.

WORK WEEK/PAY PERIOD
The work week is Monday through Sunday, although employees generally work Monday through
Friday.

All salary employees are paid on the 30th of each month. When the 30th of the month falls on a holiday
or weekend, employees will be paid the day before the holiday or weekend, if possible. Payroll
deposits will not be released prior to the set payment schedule for any reason, nor will they be
released to anyone other than the employee, unless the employee has authorized WMPCS to deposit
his or her payroll check directly into the employee’s bank account.

WMPCS complies with all federal, state, and local laws governing the compensation of employees,
including but not limited to the Fair Labor Standards Act. Improper deductions from pay are
prohibited.  Employees who believe that a deduction has been made from their pay improperly should
contact Human Resources to voice their concerns. WMPCS will investigate the matter and decide
with respect to the deduction from pay.  Employees will be reimbursed for any deduction determined
to have been made improperly, and WMPCS will endeavor not to make the same mistake in the
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future. No employee shall be disciplined for voicing a concern in good faith regarding an error in the
calculation of his/her pay.

PAYROLL DEDUCTIONS/ GARNISHMENTS
THE SCHOOL is required by law to withhold certain federal and state taxes from wages paid to employees.
The rates at which these deductions are made and the total amount that must be withheld, vary in
accordance with applicable law. THE SCHOOL will make other payroll deductions such as those relating to
retirement plan contributions or expenses owed back to THE SCHOOL, upon authorization by the employee.

At the end of each calendar year, the employee is supplied with his or her Wage and Tax Statement (W-2)
form. This statement summarizes the employee’s income and deductions for the year.

If THE SCHOOL receives an order to garnish an employee’s wages, it must comply with that order and
reduce take-home pay by the amount ordered in accordance with applicable law. A wage garnishment can be
released only at the direction of the federal, state, or local agency ordering the garnishment.

HEALTH INSURANCE
Employees, if otherwise eligible, may opt to participate in THE SCHOOL’s Health Insurance plan.
Consult the plan document for specific information.

RETIREMENT
WMPCS employees are able to participate in THE SCHOOL’s 401k plan. Employees are matched up
to 6% of their annual salary. Consult the plan documents for additional information.

WORKERS COMPENSATION
WMPCS provides workers’ compensation insurance for all employees as required by law. Please contact the
Director if any information is needed regarding what claims may be covered and the manner in which claims
may be made.

All employees should promptly report to their appropriate supervisor if any injuries are suffered as a result of
employment activity at or on behalf of THE SCHOOL. Failure to report a work-related injury promptly may
result in the loss of benefits.

Neither WMPCS nor its insurer will be liable for the payment of workers’ compensation benefits for
any injury that arises out of an employee’s voluntary participation in any off-duty recreational, social,
or athletic activity that is not part of, required by, or an expected part of the employee’s work-related
duties.

HOLIDAYS
Paid holidays for eligible employees will be determined according to the WMPCS  calendar, which will
list all applicable holidays and determined by the type of employee- 10-month, 11-month, or
12-month. Eligible employees are full-time employees who are exempt and regularly work 40 hours
per week.

LEAVE
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SICK LEAVE/PERSONAL DAYS
Full-time employees have 10 days of paid personal leave which includes sick leave. Employees may
accrue up to 240 hours of unpaid leave; after that, employees will be paid out at June 30 for any
accrued leave in excess of 240 hours.

BEREAVEMENT LEAVE
All full-time and part-time employees are eligible for bereavement leave. In the event of the death of
an employee’s immediate family member (spouse, parent, or child), the employee may take up to five
(5) consecutive, scheduled work days off with pay, with the approval of the appropriate supervisor.
WMPCS may, at its discretion, approve additional unpaid time off. In the event of the death of an
employee’s family member who is not an immediate family member, which includes aunts, uncles,
cousins, grandparents, and in-laws, the employee may take up to three (3) consecutive, scheduled
work days off with pay, with the approval of THE SCHOOL. WMPCS may, at its discretion, approve
additional unpaid time off.  Once bereavement leave is exhausted, employees’ further bereavement
leave will be unpaid. For exempt employees, after paid leave is exhausted, full-day absences will
result in full-day pay deductions.  Bereavement leave applies only to human family members.

FAMILY AND MEDICAL LEAVE
WMPCS complies with all applicable provisions of the Family and Medical Leave Act (FMLA). To be eligible
for FMLA, an employee must have worked at WMPCS  for one (1) year or more; and worked at least 1,250
hours during the previous twelve (12) months from the time he/she began employment with WMPCS.
Because of the requirement to work a minimum of 1,250 hours in a twelve-month period to become eligible
for FMLA, when an employee has used the twelve-week leave, she/he must work 1,250 hours within the next
twelve-month period to become eligible for FMLA again. In addition, an employee must have notified WMPCS
of the need for leave; and submitted the required medical certification to be considered eligible for FMLA.

All eligible employees will be permitted twelve (12) weeks of unpaid leave in association with the following:
● the birth of a child within the first twelve months of birth,
● the adoption or other legal placement of a child within the first twelve months of the adoption or
● the employee’s Serious Health Condition, which means an illness, injury, impairment, or physical or

mental condition that involves either an overnight stay in a medical care facility or continuing treatment
by a health care provider for a condition that prevents the employee from performing the functions of
the employee’s job.  “Serious Health Condition” does not include short-term conditions for which
treatment and recovery are very brief.

● to care for an immediate family member who has a Serious Health Condition (as defined above),
● any qualifying exigency arising out of the fact that a spouse, son, daughter, or parent is a military

member on covered active duty or call to covered active duty status; or
● any other circumstance covered by the FMLA.

Employees on leave under FMLA provisions must use all accrued personal time off, and any other available
paid time off during leave. When this time is exhausted, any remaining time off under FMLA will be unpaid.

Additional leave is available in special circumstances for family members of military members as set
forth below. Leave for birth and care, or placement for adoption or foster care, must conclude within
12 months of the birth or placement.  

Military Caregiver Leave Eligible employees may take up to 26 workweeks of unpaid leave during a
single 12- month period to care for a spouse, son, daughter, parent, or next of kin who is a covered
service member with a serious injury or illness. A covered service member is a current member of the
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Armed Forces, including a member of the National Guard or Reserves, who is undergoing medical
treatment, recuperation, or therapy, is otherwise in outpatient status or on the temporary disability
retired list. A serious injury or illness is one that was incurred by a service member in the line of duty
on active duty that may render the service member medically unfit to perform the duties of his or her
office, grade, rank or rating.

Qualifying Exigency Leave
Eligible employees may take up to 12 weeks of unpaid leave during a single 12-month period for
qualifying exigencies arising out of the fact that the employee’s spouse, son, daughter, or parent is on
active duty, or has been notified of an impending call to active duty, in support of a contingency
operation. Qualifying exigency leave is available to a family member of a military member in the
National Guard or Reserves; it does not extend to family members of military members in the Regular
Armed Forces.

Qualifying exigencies include:
● Issues arising from a covered military member’s short notice of deployment (i.e., deployment on seven

or fewer days of notice) for a period of seven days from the date of notification;  
● Military events and related activities, such as official ceremonies, programs, or events sponsored by the

military or family support or assistance programs and informational briefings sponsored or promoted by
the military, military service organizations, or the American Red Cross that are related to the active duty
or call to active duty status of a covered military member;  

● Certain childcare and related activities arising from the active duty or call to active duty status of a
covered military member, such as arranging for alternative childcare, providing childcare on a
non-routine, urgent, immediate need basis, enrolling or transferring a child in a new school or day care
facility, and attending certain meetings at a school or a day care facility if they are necessary due to
circumstances arising from the active duty or call to active duty of the covered military member;  

● Making or updating financial and legal arrangements to address a covered military member’s absence;  
● Attending counseling provided by someone other than a health care provider for oneself, the covered

military member, or the child of the covered military member, the need for which arises from the active
duty or call to active duty status of the covered military member;  

● Taking up to five days of leave to spend time with a covered military member who is on short-term
temporary, rest and recuperation leave during deployment;  

● Attending to certain post-deployment activities, including attending arrival ceremonies, reintegration
briefings and events, and other official ceremonies or programs sponsored by the military for a period of
90 days following the termination of the covered military member’s active duty status, and addressing
issues arising from the death of a covered military member;

o Any other event that the employee and employer agree on is a qualifying exigency.

An eligible employee is limited to a combined total of 26 workweeks of leave for any FMLA-qualifying
reason, including military caregiver leave or leave for qualifying exigencies, during a single 12-month
period, and only 12 of the 26 weeks total may be for an FMLA-qualifying reason other than to care for
a covered service member.

Notice of Need for Leave and Certification
Employees must notify their direct supervisor as well as the Director (or direct supervisor for regional
and operations team employees) to request leave under this policy. Employees must provide 30 days
advance notice of the need for leave if the need is foreseeable, and must otherwise provide notice as
soon as practicable for emergency or unforeseeable needs. Employees must consult with THE
SCHOOL regarding the scheduling of any planned medical treatment or supervision to minimize
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disruption to the operation of THE School. Entitlement to FMLA coverage may not be invoked
retroactively for previous absences from work.

In requesting leave, employees must provide sufficient information for The School to reasonably
determine whether the FMLA may apply to the leave request. Depending on the situation, such
information may include that the employee is incapacitated due to pregnancy, has been hospitalized
overnight, is unable to perform the functions of the job, and/or that the employee or employee’s
qualifying family member is under the continuing care of a health care provider. Employees seeking
leave for their own or their family members’ serious health conditions may be provided a certification
form, which must be completed by a qualified healthcare provider. Failure to submit the proper
certification within fifteen (15) calendar days may revoke an employee’s entitlement to continued
leave. WMPCS has the right to require the opinion of a second health care provider to determine the
validity of the initial certification. If the second opinion differs from the original certification, a third
opinion from a health care provider who is approved jointly by WMPCS and the employee may be
required. The third certification will be considered final. When an employee is on leave, subsequent
recertification of a medical condition will be required.

In addition to providing the completed certification form, employees requesting FMLA Leave must fill
out a Leave Request form.

Employees requesting leave for a qualifying exigency related to a service member must provide a
copy of the covered military member’s active duty orders and certification providing the appropriate
facts related to the particular qualifying exigency for which leave is sought, including contact
information if the leave involves meeting with a third party. Employees requesting leave to care for a
covered service member with a serious injury may provide certification by an authorized health care
provider or a copy of an Invitational Travel Order (ITO) or Invitational Travel Authorization (ITA) issued
to any member of the covered service member’s family. During the leave, employees are required to
notify their supervisor/manager at least monthly, more frequently if requested, of the status of the
leave.

Intermittent Leave
Intermittent or reduced-schedule leave may be taken when a serious health condition, either the
employee’s or that of a child, spouse, parent or covered service member, or for qualifying exigencies,
makes this schedule necessary. When medically necessary, an employee may take “intermittent”
leave (two or more separate leave periods) or “reduced” leave (where an employee continues to
work, but for fewer hours per day or per week). In such cases, the total number of hours or days of
leave by the employee is limited to the equivalent of twelve (12) workweeks. THE SCHOOL may
transfer the employee temporarily to an available alternative position if that position better
accommodates recurring periods of leave. Employees must make reasonable efforts to schedule
intermittent absences for planned medical treatment so as not to unduly disrupt the School’s
operations. WMPCS may make deductions from an exempt employee’s salary for any hours/time
taken as intermittent or reduced FMLA leave within a pay period without affecting the employee’s
exempt status.

Reporting While on Leave
If an employee takes FMLA leave because of their own serious health condition or to care for a
covered relation, the employee must contact their direct supervisor and the Director with updates
regarding the status of the condition, and their intent to return to work.
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Return to Work
A certification from a health care provider may be required at the conclusion of any leave for the
employee’s own serious health condition in order for the employee to be able to resume his or her
duties.

At the conclusion of leave covered by FMLA, employees will be reinstated to their former or an
equivalent position with the same rights, benefits, pay, and other terms and conditions of employment
to the extent that they would be entitled to such continued employment without the FMLA leave.
Benefits established on an accrual basis such as personal or other paid leave will not accrue during
unpaid FMLA leave. Benefits, which accrued prior to the leave, however, will not be lost. If the
employee fails to return from leave, WMPCS can recover any health insurance premiums paid by
WMPCS  on the employee’s behalf during any unpaid periods of leave.

WMPCS reserves the right to deny leave reinstatement to key employees, defined as salaried
employees among the highest-paid 10 percent of all School employees, where such denial is
necessary to prevent substantial and grievous injury to the School’s operation. These employees will
be notified of this decision as soon as it is determined such injury would occur and will be given a
reasonable opportunity to choose to return to work at that point. In the event the employee decides
not to return to work when there is no guarantee of the same or equivalent position, s/he may remain
on leave for the balance of the FMLA period and then may be terminated.

An employee on leave under this policy may not work for another employer without THE SCHOOL’s written
permission. An employee who accepts such employment without THE SCHOOL’s permission will be deemed
to have resigned from employment at THE SCHOOL.

Definition of Terms:  The definition of all terms applies to FMLA and can be found in the Family and
Medical Leave Act, which includes:

● “Immediate Family” refers to a child, parent, or spouse of the employee.
● “Child” means biological, adopted, foster or stepchild, or legal ward of the employee.
● “Parent” refers to a biological, adopted, foster or stepparent, or parent-in-law of the employee.
● “Spouse” means the person to whom the employee is married.

OTHER LEAVES OF ABSENCE
All other requests for leaves of absence for personal reasons will be considered on a case-by-case basis,
and the granting of such leave and its terms will be solely within the discretion of the Director. Requests for
other leaves of absence should be limited to unusual circumstances requiring an absence of longer than two
(2) weeks. Requests for other leaves of absence should be made in writing and include an explanation of why
the time is needed and the dates requested. An employee granted a leave of absence under this policy may
not work for another employer without THE SCHOOL’s written permission. An employee who accepts such
employment without THE SCHOOL’s permission will be deemed to have resigned from employment at THE
SCHOOL.

Jury Duty: All employees shall be given leave to attend jury duty as required by law. If an employee receives
a jury summons, the employee must notify his supervisor immediately. All employees will be paid up to ten
(10) working days for jury service, provided that no petition to be excused from such service due to hardship
has been granted. No employee shall be compensated for jury leave without written notice of service from the
court in which jury service was performed. Requests for jury service leave in excess of ten (10) working days
will be considered on a case-by-case basis. Jury duty leave is available to all employees. The employee must
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report to work on days or parts of days when he/she is not required to report to jury duty. If an employee does
not return to work immediately after jury duty ceases, WMPCS  will assume that the employee has resigned.

Witness Duty: An employee may be required by law to appear in court as a witness. The employee
may be allowed to take unpaid time off for this purpose but is expected to give THE SCHOOL
reasonable advance notice of the absence and to provide evidence of the required appearance.
Witness duty leave is available to all employees.

Military Duty: A Military Leave of Absence will be granted to employees who are absent from work because
of service in the United States uniformed services in accordance with the Uniformed Services Employment
and Reemployment Rights Act (USERRA) and other applicable law. Advance notice of military service is
required unless military necessity prevents such notice or it is otherwise impossible or unreasonable.
Employees should contact the Director for more information or questions about Military Leave.

Parental Educational Leave: In accordance with the North Carolina Parental Leave Law, WMPCS  will grant
up to four (4) hours of unpaid leave per year to any employee who is a parent, guardian, or person standing
in loco parentis of any school-age child so that the employee may attend or otherwise be involved in activities
at the child’s school, preschool or child care facility as defined by G.S. 110-86(3). This leave must be
scheduled in advance at a mutually convenient time. WMPCS reserves the right to request written verification
from WMPCS of the employee’s attendance.

Other Leave Required by Law:  WMPCS complies with any other leave required by law.

FMLA LEAVE EXPANSION, EMERGENCY PAID SICK LEAVE POLICY (CORONAVIRUS), AND RETURN TO WORK
To comply with the Families First Coronavirus Response Act and to assist employees affected by the
COVID-19 outbreak with job-protected leave and emergency paid sick leave. This policy will be in
effect from April 2, 2020, until December 31, 2020. Our existing leave policies, if any, still apply to all
other reasons for leave outside of this policy.

EXPANDED FMLA LEAVE (EFMLA)
Employee Eligibility
All employees who have been employed with WMPCS for at least 30 days.

Reason for Leave
Eligible employees who are unable to work (or telework) due to a need to care for their child when
WMPCS or place of care has been closed, or the regular childcare provider is unavailable due to a
public health emergency with respect to COVID-19.
“Child” means a biological, adopted, or foster child, a stepchild, a legal ward, or a child of a person
standing in loco parentis, who is-

● (A) under 18 years of age; or
● (B) 18 years of age or older and incapable of self-care because of a mental or physical

disability.
“Childcare provider” means a provider who receives compensation for providing childcare services on

a regular basis, including:
● a center-based childcare provider
● a group home childcare provider
● a family childcare provider (one individual who provides childcare services for fewer than 24 hours per

day, as the sole caregiver, and in a private residence)
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● other licensed providers of childcare services for compensation
● a childcare provider that is 18 years of age or older who provides childcare services to children who are

either the grandchild, great-grandchild, sibling (if such provider lives in a separate residence), niece, or
nephew of such provider, at the direction of the parent.

“School” means an elementary or secondary school.

Duration of Leave
Employees will have up to 12 weeks of leave to use from April 2, 2020, through December 31, 2020,
for the purposes stated above.

Pay During Leave
Leave will be unpaid for the first 10 days of leave; however, employees may use any accrued paid
vacation, sick, or personal leave during this time. The employee may also elect to use the paid leave
provided under the Emergency Paid Sick Leave Act, as further explained below. After the first 10
days, leave will be paid at two-thirds of an employee’s regular rate of pay for the number of hours the
employee would otherwise be scheduled to work. Pay will not exceed $200 per day and $10,000 in
total. Any unused portion of this payment will not carry over to the next year.

For employees with varying hours, one of two methods for computing the number of hours paid will
be used:

● The average number of hours that the employee was scheduled per day over the 6-month period
ending on the date on which the employee takes leave, including hours for which the employee took
leave of any type. Or,

● If the employee has worked less than 6 months, the expected number of hours to be scheduled per day
at the time of hire.

Employee Status and Benefits During Leave
While an employee is on leave, the company will continue the employee's health benefits during the
leave period at the same level and under the same conditions as if the employee had continued to
work. While on paid leave, the employer will continue to make payroll deductions to collect the
employee's share of the premium. During any unpaid portions of leave, the employee must continue
to make this payment per instructions from the HR department.

If the employee contributes to a life insurance or disability plan, the employer will continue making
payroll deductions while the employee is on paid leave. During any portion of unpaid leave, the
employee may request the continuation of such benefits and pay his or her portion of the premiums,
or the employer may elect to maintain such benefits during the leave and pay the employee's share of
the premium payments. If the employee does not continue these payments, the employer may
discontinue coverage during the leave. If the employer maintains coverage, the employer may
recover the costs incurred for paying the employee's share of any premiums, whether or not the
employee returns to work.
 
Procedure for Requesting Leave
All employees requesting FMLA leave must provide written notice, where possible, of the need for
leave to the Director as soon as practicable. Verbal notice will otherwise be accepted until written
notice can be provided. Within five business days after the employee has provided this notice, the
Director will complete and provide the employee with any Department of Labor (DOL) required
notices.
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The notice the employee provides should include a brief statement as to the reason for leave, and if
possible, the expected duration. On a basis that does not discriminate against employees on this
FMLA leave, WMPCS may require an employee on this FMLA leave to report periodically on the
employee's status and intent to return to work.

Employee Status After Leave
Generally, an employee who takes this FMLA leave will be able to return to the same position or a
position with equivalent status, pay, benefits, and other employment terms. WMPCS may choose to
exempt certain key employees from this requirement and not return them to the same or similar
position when doing so will cause substantial and grievous economic injury to business operations.
Key employees will be given written notice of their status as a key employee at the time this FMLA
leave is requested. Please contact the Director with any questions.

No Further Leave Rights
Nothing in this policy shall confer any additional rights to employees regarding leave beyond those
contained in the FFCRA. Specifically, if WMPCS is not otherwise required to provide traditional
FMLA, it shall not be required to provide traditional FMLA.

Compliance with State and Federal Laws
This policy is intended to comply with state and federal laws and regulations and should be
interpreted consistently with those laws and regulations. This policy shall also be interpreted in
accordance with any guidance provided by the Department of Labor or any other government entity.

Job Protections
No employee who appropriately utilizes emergency paid sick leave under this policy will be
discharged, disciplined, or discriminated against for work time missed due to this leave.

Please contact the Director with any questions.

Compliance with State and Federal Laws.
This policy is intended to comply with state and federal laws and regulations and should be
interpreted consistently with those laws and regulations. This policy shall also be interpreted in
accordance with any guidance provided by the Department of Labor or any other government entity.

RETURN TO WORK DURING COVID-19 OR OTHER EVENT
At WMPCS, in person, on-campus teaching is essential to our mission and the students and families
we serve. As such, employees are expected to be on campus working or teaching unless instructed
by the Director or the Board of Trustees otherwise.

Subject to local, state, and federal law, regulation, and orders, this provision governs return to work
following a school closure or any other significant interruption caused by an act of god, illness,
weather event, or pandemic. This policy may be modified at any time for any reason.

Following a school closure for COVID-19 or any other unusual event, employees are expected to
return to the workplace when directed to by the SCHOOL Director or the Board of Trustees. If an
employee believes that they are unable to work and meet the requirements of EFMLA or EPSL
(outlined elsewhere in this Handbook), then the employee shall notify the Director immediately and
follow the EFMLA and/or EPSL policies.

43



If an employee has exhausted EPSL and PTO and is not eligible for or has exhausted EFMLA, then
the employee is expected to return to work on campus.  If an employee has an underlying health
condition that puts them at high risk as defined by the CDC, then the employee should speak with the
Director who will review the employee’s situation consistent with the ADA. If an employee lives with
someone who has an underlying health condition that puts them at high risk as defined by the CDC,
the employee is expected to return to work on campus.  Failure to return to work on campus when
instructed to by the School, may result in disciplinary action up to and including termination.

STUDENT-RELATED POLICIES
ADMINISTRATION OF MEDICINE
Except as authorized by law and/or as set forth below, students should not be in possession of any
medication, nor take any medications, during the regular school day or on school premises on their own.
WMPCS will only administer drugs and medications, prescribed by a doctor, to students at the written request
of the parent. If students require a prescribed medication, WMPCS designees are the only people on campus
who can administer medicine if 1) There is a written request from the parent which gives explicit written
instructions describing the manner in which the drug or medication is to be administered, including the type of
medication, dosage, and time of administration, 2) a physician has prescribed the drug or medication for use
by the student, and 3) the medicine is in its original packaging with the prescriptive label.

Students with asthma or who are subject to anaphylactic reactions, or both, may possess and self-administer
asthma medication on school property during WMPCS day, at school-sponsored activities, or while in transit
to or from school school-sponsored events.  “Asthma medication” means a medicine prescribed for the
treatment of asthma or anaphylactic reactions and includes prescribed asthma inhalers or epinephrine
auto-injectors (epi-pens). The student’s parent or guardian must first provide to WMPCS written authorization
for the student to possess and self-administer such medication together with a written statement from the
student’s healthcare provider verifying that the student has asthma or an allergy that could result in an
anaphylactic reaction, or both and that the healthcare provider has prescribed medication for use on school
property during WMPCS day, at school-sponsored activities, or while in transit to or from school or
school-sponsored events. The statement from the healthcare practitioner must include a statement that the
student understands and has been instructed in self-administration of the medication, and has demonstrated
the skill level necessary to use the medication and any device necessary to administer the medication. The
healthcare practitioner will also provide a written treatment plan and written emergency protocol for managing
the student’s asthma or anaphylaxis episodes and for medication used by the student. The student’s parent
or guardian must also provide a signed written statement acknowledging that WMPCS and its employees and
agents are not liable for any injury arising from a student’s possession or self-administration of such
medication.  The parent or guardian shall also provide to WMPCS any backup asthma medication that shall
be kept at WMPCS in a location to which the student has immediate access in the event of an asthma or
anaphylactic emergency.  Any information provided to WMPCS by the parent or guardian shall be kept on file
in a location easily accessible in the event of an asthma or anaphylaxis emergency.  If the student uses
prescribed medication in a manner other than as prescribed, WMPCS may impose disciplinary action on the
student. However, WMPCS may not impose disciplinary action that limits or restricts the student’s immediate
access to prescribed medication. The permission granted under this section for a student to possess and
self-administer asthma medication shall be effective only for 365 calendar days from its receipt by WMPCS
and must be renewed annually.

All medicine kept at school for students must be kept in a secure and easily accessible place. Written
information maintained by school personnel regarding a student’s health and medicinal needs shall remain
confidential.
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INTERNET SAFETY POLICY
It is the policy of WMPCS  to:
● Prevent user access and transmission of inappropriate material via the Internet utilizing THE SCHOOL’s

technology resources;
● Prevent unauthorized access and other unlawful online activity;
● Prevent unauthorized online disclosure, use, or dissemination of personal identification

information of minors; and
● Comply with the Children’s Internet Protection Act [Pub. L. No. 106-554, Title XVII, and 47 USC

254(h)].

This policy applies to all WMPCS community members, including students, teachers, staff, and designated
contractual or temporary staff.

Technology Protection Measure
WMPCS shall filter all Internet traffic originating from any WMPCS  location to ensure it is appropriate for
minors and in compliance with all local, state, and federal mandates. The WMPCS Administration shall
maintain the necessary licensing annually to ensure all applicable categories of harmful Internet content are
blocked and inaccessible by community members.

WMPCS shall also provide for the day-to-day administration of this content filter, which includes, but is not
limited to:
● Manual blocking and unblocking of sites based on requests with legitimate educational purposes
● Application of appropriate licensing information
● Selection/de-selection of website categories deemed appropriate or inappropriate by the WMPCS

leadership
● Review and analysis of usage and filtering logs
● Communication with the Director or designee concerning data and reports generated through the content

filtering system

Procedures for the disabling or otherwise modifying any technology protection measure shall be the
responsibility of the WMPCS

Monitoring and Supervision of Online Activities
It will be the responsibility of all members of WMPCS  staff responsible for allocating WMPCS  technology
resources for student use to supervise and monitor appropriate usage of WMPCS  technology resources,
especially Internet access, in accordance with the Children’s Internet Protection Act. This includes, but is not
limited to:

● Logging and reporting of WMPCS  technology resource usage, especially Internet access
● In-classroom monitoring of student use of technology resources
● Follow-up meetings with students and/or parents concerning student use of technology resources

Education of Minors
School staff responsible for allocating WMPCS technology resources for student use shall be responsible for
providing instruction to students concerning appropriate online behavior utilizing WMPCS technology
resources. Such instruction shall include a review of specific inappropriate behavior, the consequences of
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such behavior, and an indication of how staff will assist students to be successful with the use of WMPCS
technology resources while avoiding inappropriate content.

Violation of Policy
Any violation or abuse of this Policy is just cause for taking disciplinary action, up to and including dismissal,
removal of all WMPCS  network privileges and accounts, and/or legal action. We anticipate that such actions
can be avoided since they cause problems for all concerned. To keep the WMPCS  technology resources and
property safe, viable, effective, and user friendly, all WMPCS community members must work cooperatively
and responsibly using this policy. WMPCS reserves the right to update this policy and/or to change the
technology protection measure at any time, with or without notice.

FAMILY EDUCATION RIGHTS AND PRIVACY ACT (FERPA)
The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a
Federal law that protects the privacy of student education records. The law applies to all educational
agencies and institutions that receive funds under any program administered by the Department of
Education. The law prohibits a school from disclosing personally identifiable information from a
student's education records without the consent of a parent or eligible student unless an exception to
FERPA’s general consent rule applies.

WMPCS employees, contractors, and volunteers are exposed to confidential information daily.
Information concerning children and their families should be treated as confidential information,
including personally identifiable information from students’ education records. WMPCS staff with
access to this information do not have the right to give this information to anyone who does not have
a legitimate professional reason for access. Teachers or other staff members can be held liable for
the individual release of information. Staff members are not permitted to discuss information about
their students in open areas or where parents or other students have access. Anything said in
meetings discussing students is considered confidential!

Please do not put a student’s name in the subject box of an email. Treat their names as confidential
as well.

FERPA gives parents certain rights with respect to their children's education records. These rights transfer to
the student when he or she reaches the age of 18 or attends a school beyond the high school level. Students to
whom the rights have transferred are "eligible students." If you have questions regarding FERPA or have
received a request for educational records, please contact the Director. See FERPA:
http://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html

Release of Records to Others
Student records will be released promptly when a student transfers to another school, and in other
circumstances specifically permitted by law.  Written permission by a parent, guardian, or eligible student is
required for the release of a student’s records in any other circumstance.  Directory information on students
may be utilized and released to the public by WMPCS after providing proper notice and the opportunity for
the parent, guardian, or eligible student to object to the release of their directory information.  The following
information is considered to be directory information:

* student’s name;
* address;
* telephone listing;
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* date and place of birth;
* participation in officially recognized activities and sports;
* weight and height of members of an athletic team;
* dates of attendance;
* diplomas, certification, and awards received;
* most recent previous school or education at the institution attended by the student; and
* pictures or videos taken on buses, school grounds, in school buildings, and at school

activities unless the picture or video may reveal confidential information about a student.
* Eligibility for driver’s license permit under North Carolina General Statutes 20-11(n) and 20-13.2 (c1).

As required by law, the names, addresses, and telephone numbers of secondary school students
shall be released, upon request, to military recruiters or institutions of high learning, whether or not
such information is designated directory information by the School.  Students or their parents,
however, may request that the student’s name, address, and telephone number not be released
without prior written parental consent.  School officials shall notify parents of the option to make a
request and shall comply with any requests made.

Students with recognized exceptionalities will be accorded all rights in regards to their records as provided by
state and federal law, including the Individuals with Disabilities Act.

Records cannot be withheld from a valid request by a parent, eligible student, or school for any reason,
including in order to collect fines assessed to the parent or student.

Address Confidentiality Program: Notwithstanding any other provision in this notice or Board policy, the
actual address and telephone number of a student who is a participant in the Address Confidentiality Program
established pursuant to Chapter 15C of the General Statutes or a student with a parent who is a participant in
the Address Confidentiality Program established pursuant to Chapter 15C of the General Statutes shall be kept
confidential from the public and shall not be disclosed except as provided in Chapter 15C of the General
Statutes. Records of students participating in the North Carolina Address Confidentiality Program must show
only the substitute address provided by the Address Confidentiality Program and must not be released to any
third party other than a school to which the student is transferring, or as otherwise provided by law.

When transferring the record of a student participating in the North Carolina Address Confidentiality Program to
a school outside of the system, the transferring school may send the files to the Address Confidentiality
Program participant (parent or guardian) via the substitute address provided by the Address Confidentiality
Program.

JUVENILE RECORDS
Juvenile records include documentation or information regarding students who are under the jurisdiction of the
juvenile court. These records may be received from local law enforcement and/or other local agencies
authorized to share information concerning juveniles in accordance with N.C.G.S. Section 7B-3100. These
records also may include a notice from the sheriff to WMPCS that a student has been required to register with
the sheriff because the student has been found to be a danger to the community under G.S. Chapter 14, Part
4. Such documents must not be a part of a student’s official records but must be maintained by the Director of
Administration and Finance in a safe, locked storage area that is separate from the student’s other records.
The Director shall not make a copy of such documents under any circumstances.

Juvenile records will be used only to protect the safety of or to improve the educational opportunities for the
student or others. The Director may share juvenile records with individuals who have (a) direct guidance,
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teaching, or supervisory responsibility for the student and (b) a specific need to know in order to protect the
safety of the student and others. Persons provided access to juvenile records must indicate in writing that
they have read the document(s) and agree to maintain the confidentiality of the records.

The Director or designee must destroy juvenile documents if he or she receives notification that a
court no longer has jurisdiction over the student or if the court grants the student’s petition for
expunction of the records. The Director or designee shall destroy all other information received from
an examination of juvenile records when he or she finds that the information is no longer needed to
protect the safety of or to improve the educational opportunities for the student or others. If the
student graduates, withdraws from school, transfers to another school, is suspended for the
remainder of the WMPCS year, or is expelled, the Director shall return all documents not destroyed to
the juvenile court counselor. If the student is transferring, the Director shall provide the juvenile court
counselor with the name and address of WMPCS to which the student is transferring.

MANAGEMENT AND PROTECTION OF STUDENT RECORDS
Access to electronic student records shall be managed as follows:

Application Management and Administration
Specific data sources such as electronic file records, databases, and applications such as student information
systems shall be appointed an administrator responsible for granting access to the system. These
administrators shall grant or deny requests to access the student records. The number of administrators with
this capability shall be of quantity greater than two (2), but less than five (5), and WMPCS  shall identify and
maintain documentation of the list of administrators at all times.

Network Security Management and Administration
Access to the network (separate from the above) containing electronic file records, databases, and
applications shall also require security and access credentials. A WMPCS-appointed network administrator/s
shall be designated to implement and manage the system granting access to the network, shall define and
provide specifications to outside parties concerning access to the network, shall Handbook the
implementation of new technologies into the network in light of FERPA requirements, and shall specify all
other requirements concerning activities on the network. It shall be the sole responsibility of these
administrators to grant/deny access to the network containing student records, and to specify all
requirements and activities concerning this network.

Violation of Policy
Any violation or abuse of this Policy is just cause for taking disciplinary action, up to and including
termination, removal of all WMPCS  network privileges and accounts, and/or legal action. We anticipate that
such actions can be avoided since they cause problems for all concerned. To keep the WMPCS  technology
resources and property viable, effective, and user friendly, all staff must work cooperatively and responsibly.

Surveys, Evaluation
No student shall be required, as a part of any applicable program, to submit to a survey, analysis, or evaluation
that reveals information concerning:

* political affiliations;
* mental and psychological problems potentially embarrassing to the student or the student’s family;
* sex behavior and attitudes;
* illegal, antisocial, self-incriminating, and demeaning behavior;
* critical appraisals of other individuals with whom respondents have close family relationships;
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* legally recognized privileged and comparable relationships, such as those of lawyers, physicians, and
ministers; or

* income (other than that required by law to determine eligibility for participation in a program or for
receiving financial assistance under such program).

CHILD ABUSE REPORTING
All staff must follow state policies on reporting suspected child abuse or neglect. All school employees must
report to the County Director of Social Services (DSS), suspected abuse or neglect if they have knowledge of
or observe instances of abuse or neglect, or if they know or reasonably suspect abuse or neglect has
occurred. Please see The Director if you have any questions or need assistance making a report.

In the event that a school employee suspects child abuse or neglect, the WMPCS employee should
communicate with the Social Worker regarding the suspicion. The Social Worker will talk with the student or
family in question and will determine whether a report must be made to the County Director of Social
Services. The Social Worker in tandem with the Director may make the call independently, or may request
WMPCS employees to assist in making the call, as will be determined on a case-by-case basis.

CHILD SEXUAL ABUSE AND SEX TRAFFICKING TRAINING POLICY

WMPCS complies with North Carolina law with respect to child abuse and sex trafficking, including N.C.G.S.
115C-218.75(g). Those laws require that WMPCS adopt and implement a child sexual abuse and sex
trafficking training program in accordance with N.C.G.S. 115C-375.20. Specifically, N.C.G.S. 115C-375.20,
states as follows:

(a) School personnel. – Teachers, instructional support personnel, Heads of School, and the Director.
This term may also include, at the discretion of the employing entity, other school employees who
work directly with students in grades kindergarten through 12.

(b) Each employing entity shall adopt and implement a child sexual abuse and sex trafficking training
program for school personnel who work directly with students in grades kindergarten through 12 that
provides education and awareness training related to child sexual abuse and sex trafficking,
including, but not limited to, best practices from the field of prevention, the grooming process of
sexual predators, the warning signs of sexual abuse and sex trafficking, how to intervene when
sexual abuse or sex trafficking is suspected or disclosed, legal responsibilities for reporting sexual
abuse or sex trafficking, and available resources for assistance. This training may be provided by
nongovernmental organizations with expertise in these areas, local law enforcement officers, or other
officers of the court.

(c) No entity is required to adopt a child sexual abuse and sex trafficking training program by
N.C.G.S. 115C-47(64), 115C-218.75(g), 115C-238.66(14), or 116-239.8(b)(17), or its members,
employees, designees, agents, or volunteers, shall be liable in civil damages to any party for any loss
or damage caused by any act or omission relating to the provision of, participation in, or
implementation of any component of a child sexual abuse and sex trafficking training program
required by this section unless that act or omission amounts to gross negligence, wanton conduct, or
intentional wrongdoing. Nothing in this section shall be construed to impose any specific duty of care
or standard of care on an entity required to adopt a child sexual abuse and sex trafficking training
program by G.S. 115C-47(64), 115C-218.75(g), 115C-238.66(14), or 116-239.8(b)(17)."
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WMPCS program under this policy shall be conducted in accordance with North Carolina law and
supervised by the Director or designee. It is to be updated in even years.
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WMPCS EMPLOYEE HANDBOOK ACKNOWLEDGEMENT FORM

I acknowledge that I have been given a copy of the WMPCS Employee/Handbook. I understand that I am
responsible for reading it and for knowing and complying with the policies set forth in the Employee
Handbook during my employment with WMPCS.

I understand that failure to comply with THE SCHOOL’S rules and regulations may result in disciplinary
action, up to and including termination.

I understand and agree that I am employed by THE SCHOOL on an at-will basis, which means that my
employment is for no definite period and may be terminated by me or by SCHOOL at any time and for any
reason that is not discriminatory or illegal, with or without cause or advance notice.
I also understand that SCHOOL may demote or discipline me or otherwise alter the terms of my employment
at any time, at its discretion, but not for any reason that is discriminatory or illegal, with or without cause or
advance notice.

I understand that the policies contained in this Handbook are outlines only and are not intended to create any
contractual rights or obligations. I understand that THE SCHOOL can change any and all policies or practices
at any time with or without notice. THE SCHOOL reserves the right to change my hours, wages, and working
conditions at any time in accordance with applicable law.

I also understand that in order to retain the necessary flexibility in the administration of policies and
procedures, with the exception of the at-will policy, THE SCHOOL reserves the right to change, revise,
supplement or rescind the provisions of this Handbook and the policies or procedures on which they were
based. Any changes to this Handbook must be in writing and must be signed by a SCHOOL representative
authorized to make such changes.

No one other than THE SCHOOL Director together with the Board of Trustees of THE SCHOOL has the
authority to enter into an agreement altering an employee’s at-will employment. Any such agreement must be
in writing, approved by the Board of Trustees, must be signed by THE SCHOOL Director and the Chairman of
the Board of Trustees of THE SCHOOL and by the affected employee, and must express a clear and
unambiguous intent to alter the at-will nature of the employment relationship.

I acknowledge that I have reviewed a copy of THE SCHOOL’s Harassment policy as set forth in this
Handbook.  I further acknowledge that the policy has been explained to me, that I have had an opportunity to
ask any questions I may have and that I understand the terms and provisions.

I understand that this Acknowledgment contains a full and complete statement of the agreements and
understandings that it recites and I agree that no one has made any promises or commitments to me contrary
to the foregoing. I also understand that this Employees Handbook supersedes all previous handbooks and
manuals.

Employee’s Signature: __________________________________________________________

Employee’s Printed Name: _______________________________________________________

Date: __________________________________________________________________________

cc: Personnel File
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