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4. Article 21A.

Privacy of Employee Personnel Records.

§ 115C-319. Personnel files not subject to inspection.

Personnel files of employees of local boards of education, former employees of local boards of
education, or applicants for employment with local boards of education shall not be subject to
inspection and examination as authorized by G.S. 132-6. For purposes of this Article, a
personnel file consists of any information gathered by the local board of education which
employs an individual, previously employed an individual, or considered an individual's
application for employment, and which information relates to the individual's application,
selection or nonselection, promotion, demotion, transfer, leave, salary, suspension,
performance evaluation, disciplinary action, or termination of employment wherever located or
in whatever form. (1987, c. 571, s. 1)

§ 115C-320. Certain records open to inspection.

Each local board of education shall maintain a record of each of its employees, showing the
following information with respect to each employee: name, age, date of original employment
or appointment, current position, title, current salary, date and amount of most recent increase
or decrease in salary, date of most recent promotion, demotion, transfer, suspension, separation,
or other change in position classification, and the office or station to which the employee is
currently assigned. Subject only to rules and regulations for the safekeeping of records adopted
by the local board of education, every person having custody of the records shall permit them
to be inspected and examined and copies made by any person during regular business hours.
Any person who is denied access to any record for the purpose of inspecting, examining or
copying the record shall have a right to compel compliance with the provisions of this section
by application to a court of competent jurisdiction for a writ of mandamus or other appropriate
relief. (1987, ¢.571,s. 1.)

8 115C-321. Confidential information in personnel files; access to information.

All information contained in a personnel file, except as otherwise provided in this Chapter, is
confidential and shall not be open for inspection and examination except to the following
persons:

(1) The employee, applicant for employment, former employee, or his properly authorized
agent, who may examine his own personnel file at all reasonable times in its entirety
except for letters of reference solicited prior to employment;

(2) The superintendent and other supervisory personnel;

(3) Members of the local board of education and the board's attorney;

(4) A party by authority of a subpoena or proper court order may inspect and examine a

particular confidential portion of an employee's personnel file.

Notwithstanding any other provision of this Chapter, any superintendent may, in his discretion,
or shall at the direction of the Board of Education, inform any person or corporation of any
promotion, demotion, suspension, reinstatement, transfer, separation, dismissal, employment or

Section V: Human Resources Page 2 of 23

Title: Employee Relations

Chapter: Appendix A, General Statutes Pertaining to Personnel Procedures for DHHS
Educators

Current Effective Date: 4/1/04




nonemployment of any applicant, employee or former employee employed by or assigned to
the local board of education or whose personnel file is maintained by the board and the reasons
therefor and may allow the personnel file of the person or any portion to be inspected and
examined by any person or corporation provided that the board has determined that the release
of the information or the inspection and examination of the file or any portion is essential to
maintaining the integrity of the board or to maintaining the level or quality of services provided
by the board; provided, that prior to releasing the information or making the file or any portion
available as provided herein, the superintendent shall prepare a memorandum setting forth the
circumstances which he and the board deem to require the disclosure and the information to be
disclosed. The memorandum shall be retained in the files of the superintendent and shall be a
public record. (1987, c. 571, s. 1.)

Part 3. Principal and Teacher Employment Contracts.
§ 115C-325. System of employment for public school teachers.
(a) Definition of Terms. -- As used in this section unless the context requires otherwise:
(1) Repealed by Session Laws 1997-221, s. 13(a).
(1a) "Career employee" as used in this section means:
a. An employee who has obtained career status with that local board as a teacher as
provided in G.S. 115C-325(c);
b. An employee who has obtained career status with that local board in an
administrative position as provided in G.S. 115C-325(d)(2);
c. A probationary teacher during the term of the contract as provided in G.S. 115C-
325(m); and
d. A school administrator during the term of a school administrator contract as
provided in G.S. 115C-287.1(c).
(1b) "Career school administrator” means a school administrator who has obtained
career status in an administrative position as provided in G.S. 115C-325(d)(2).
(1c) "Career teacher” means a teacher who has obtained career status as provided in
G.S. 115C-325(c).
(1d) "Case manager" means a person selected under G.S. 115C-325(h)(7).
(2) Repealed by Session Laws 1997, c. 221, s.13(a).
(3) "Day" means calendar day. In computing any period of time, Rule 6 of the North
Carolina Rules of Civil Procedure shall apply.
(4) "Demote™ means to reduce the salary of a person who is classified or paid by the State
Board of Education as a classroom teacher or as a school administrator. The word "demote”
does not include: (i) a suspension without pay pursuant to G.S.115C-325(f)(1); (ii) the
elimination or reduction of bonus payments, including merit-based supplements, or a
systemwide modification in the amount of any applicable local supplement; or (iii) any
reduction in salary that results from the elimination of a special duty, such as the duty of an
athletic coach or a choral director.
(4a) "Disciplinary suspension™ means a final decision to suspend a teacher or school
administrator without pay for no more than 60 days under G.S. 115C-325(1)(2).
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(5) "Probationary teacher" means a certificated person, other than a superintendent,
associate superintendent, or assistant superintendent, who has not obtained career-teacher
status and whose major responsibility is to teach or to supervise teaching.
(5a) "Retired teacher" means a beneficiary of the Teachers' and State Employees'’
Retirement System of North Carolina who has been retired at least 12 months, has not
been employed in any capacity, other than as a substitute teacher, with a local board of
education for at least 12 months, is determined by a local board of education to have
had satisfactory performance during the last year of employment by a local board of
education, and who is employed to teach as provided in G.S. 135-3(8)c. A retired
teacher shall be treated the same as a probationary teacher except that a retired teacher
is not eligible for career status.
(5b) "School administrator" means a principal, assistant principal, supervisor, or
director whose major function includes the direct or indirect supervision of teaching or
any other part of the instructional program as provided in G.S. 115C-287.1(a)(3).
(6) "Teacher" means a person who holds at least a current, not provisional or expired, Class
A certificate or a regular, not provisional or expired, vocational certificate issued by the
Department of Public Instruction; whose major responsibility is to teach or directly
supervises teaching or who is classified by the State Board of Education or is paid as a
classroom teacher; and who is employed to fill a full-time, permanent position.
(7) Redesignated as (a)(5a).
(8) "Year" for purposes of computing time as a probationary teacher shall be not less than
120 workdays performed as a probationary teacher in a full-time permanent position in a
school year.
(b) Personnel Files. -- The superintendent shall maintain in his office a personnel file for each
teacher that contains any complaint, commendation, or suggestion for correction or
improvement about the teacher's professional conduct, except that the superintendent may elect
not to place in a teacher's file (i) a letter of complaint that contains invalid, irrelevant, outdated,
or false information or (ii) a letter of complaint when there is no documentation of an attempt
to resolve the issue. The complaint, commendation, or suggestion shall be signed by the person
who makes it and shall be placed in the teacher's file only after five days' notice to the teacher.
Any denial or explanation relating to such complaint, commendation, or suggestion that the
teacher desires to make shall be placed in the file. Any teacher may petition the local board of
education to remove any information from his personnel file that he deems invalid, irrelevant,
or outdated. The board may order the superintendent to remove said information if it finds the
information is invalid, irrelevant, or outdated.
The personnel file shall be open for the teacher's inspection at all reasonable times but shall be
open to other persons only in accordance with such rules and regulations as the board adopts.
Any preemployment data or other information obtained about a teacher before his employment
by the board may be kept in a file separate from his personnel file and need not be made
available to him. No data placed in the preemployment file may be introduced as evidence at a
hearing on the dismissal or demotion of a teacher, except the data may be used to substantiate
G.S. 115C-325(e)(1)g. or G.S. 115C-325(e)(1)o. as grounds for dismissal or demotion.
(c) (1) Election of a Teacher to Career Status. --Except as otherwise provided in subdivision (3)
of this subsection, when a teacher has been employed by a North Carolina public school system
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for four consecutive years, the board, near the end of the fourth year, shall vote upon whether
to grant the teacher career status. The board shall give the teacher written notice of that
decision by June 15. If a majority of the board votes to grant career status to the teacher, and if
it has notified the teacher of the decision, it may not rescind that action but must proceed under
the provisions of this section for the demotion or dismissal of a teacher if it decides to
terminate the teacher's employment. If a majority of the board votes against granting career
status, the teacher shall not teach beyond the current school term. If the board fails to vote on
granting career status:
a. It shall not reemploy the teacher for a fifth consecutive year;
b. As of June 16, the teacher shall be entitled to one month's pay as compensation for
the board's failure to vote upon the issue of granting career status; and
c. The teacher shall be entitled to an additional month's pay for every 30 days after June
16 that the board fails to vote upon the issue of granting career status.
(2) Employment of a Career Teacher. -- A teacher who has obtained career status in any
North Carolina public school system need not serve another probationary period of more
than two years. The board may grant career status immediately upon employing the teacher,
or after the first or second year of employment. If a majority of the board votes against
granting career status, the teacher shall not teach beyond the current term. If after two
consecutive years of employment, the board fails to vote on the issue of granting career
status:
a. It shall not reemploy the teacher for a third consecutive year;
b. As of June 16, the teacher shall be entitled to one month's pay as compensation for
the board's failure to vote upon the issue of granting career status; and
c. The teacher shall be entitled to one additional month's pay for every 30 days beyond
June 16 that the board fails to vote upon the issue of granting career status.
(2a) Notice of Teachers Eligible to Achieve Career Status. -- At least 30 days prior to
any board action granting career status, the superintendent shall submit to the board a
list of the names of all teachers who are eligible to achieve career status.
Notwithstanding any other provision of law, the list shall be a public record under
Chapter 132 of the General Statutes.
(3) Ineligible for Career Status. -- No employee of a local board of education except a
teacher as defined by G.S.115C-325(a)(6) is eligible to obtain career status or continue in a
career status as a teacher if he no longer performs the responsibilities of a teacher as
defined in G.S. 115C-325(a)(6). No person who is employed as a school administrator who
did not acquire career status as a school administrator by June 30, 1997, shall have career
status as an administrator. Further, no director or assistant principal is eligible to obtain
career status as a school administrator unless he or she has already been conferred that
status by the local board of education.
(4) Leave of Absence. -- A career teacher who has been granted a leave of absence by a
board shall maintain his career status if he returns to his teaching position at the end of the
authorized leave.
(5) Consecutive Years of Service. -- If a probationary teacher in a full-time permanent
position does not work for at least 120 workdays in a school year because the teacher is on
sick leave, disability leave, or both, that school year shall not be deemed to constitute (i) a

Section V: Human Resources Page 5 of 23

Title: Employee Relations

Chapter: Appendix A, General Statutes Pertaining to Personnel Procedures for DHHS
Educators

Current Effective Date: 4/1/04




consecutive year of service for the teacher or (ii) a break in the continuity in consecutive
years of service for the teacher.
(d) Career Teachers and Career School Administrators.
(1) A career teacher or career school administrator shall not be subjected to the requirement
of annual appointment nor shall he be dismissed, demoted, or employed on a part-time
basis without his consent except as provided in subsection (e).
(2) a. The provisions of this subdivision do not apply to a person who is ineligible for
career status as provided by G.S. 115C-325(c)(3).
b. Repealed by Session Laws 1997, c. 221, s.13(a).
c. Subject to G.S. 115C-287.1, when a teacher has performed the duties of supervisor or
principal for three consecutive years, the board, near the end of the third year, shall vote
upon his employment for the next school year. The board shall give him written notice
of that decision by June 1 of his third year of employment as a supervisor or principal.
If a majority of the board votes to reemploy the teacher as a principal or supervisor, and
it has notified him of that decision, it may not rescind that action but must proceed
under the provisions of this section. If a majority of the board votes not to reemploy the
teacher as a principal or supervisor, he shall retain career status as a teacher if that
status was attained prior to assuming the duties of supervisor or principal. A supervisor
or principal who has not held that position for three years and whose contract will not
be renewed for the next school year shall be notified by June 1 and shall retain career
status as a teacher if that status was attained prior to assuming the duties of supervisor
or principal.
A year, for purposes of computing time as a probationary principal or supervisor, shall
not be less than 145 workdays performed as a full-time, permanent principal or
supervisor in a contract year.
A principal or supervisor who has obtained career status in that position in any North
Carolina public school system may be required by the board of education in another
school system to serve an additional three-year probationary period in that position
before being eligible for career status. However, he may, at the option of the board of
education, be granted career status immediately or after serving a probationary period
of one or two additional years. A principal or supervisor with career status who resigns
and within five years is reemployed by the same school system need not serve another
probationary period in that position of more than two years and may, at the option of
the board, be reemployed immediately as a career principal or supervisor or be given
career status after only one year. In any event, if he is reemployed for a third
consecutive year, he shall automatically become a career principal or supervisor.
(e) Grounds for Dismissal or Demotion of a Career Employee.
(1) Grounds. -- No career employee shall be dismissed or demoted or employed on a part-
time basis except for one or more of the following:
. Inadequate performance.
b. Immorality.
c. Insubordination.
d. Neglect of duty.
e. Physical or mental incapacity.

[o})
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f. Habitual or excessive use of alcohol or nonmedical use of a controlled substance as

defined in Article 5 of Chapter 90 of the General Statutes.

g. Conviction of a felony or a crime involving moral turpitude.

h. Advocating the overthrow of the government of the United States or of the State of

North Carolina by force, violence, or other unlawful means.

i. Failure to fulfill the duties and responsibilities imposed upon teachers or school

administrators by the General Statutes of this State.

j. Failure to comply with such reasonable requirements as the board may prescribe.

k. Any cause which constitutes grounds for the revocation of the career teacher's

teaching certificate or the career school administrator's administrator certificate.

I . A justifiable decrease in the number of positions due to district reorganization,

decreased enrollment, or decreased funding, provided that there is compliance with

subdivision (2).

m. Failure to maintain his certificate in a current status.

n. Failure to repay money owed to the State in accordance with the provisions of Article

60, Chapter 143 of the General Statutes.

0. Providing false information or knowingly omitting a material fact on an application

for employment or in response to a preemployment inquiry.
(2) Reduction in Force. -- Before recommending to a board the dismissal or demotion of the
career employee pursuant to G.S. 115C-325(e)(1)I., the superintendent shall give written
notice to the career employee by certified mail or personal delivery of his intention to make
such recommendation and shall set forth as part of his recommendation the grounds upon
which he believes such dismissal or demotion is justified. The notice shall include a
statement to the effect that if the career employee within 15 days after receipt of the notice
requests a review, he shall be entitled to have the proposed recommendations of the
superintendent reviewed by the board. Within the 15-day period after receipt of the notice,
the career employee may file with the superintendent a written request for a hearing before
the board within 10 days. If the career employee requests a hearing before the board, the
hearing procedures provided in G.S.115C-325(j3) shall be followed. If no request is made
within the15-day period, the superintendent may file his recommendation with the board.
If, after considering the recommendation of the superintendent and the evidence adduced at
the hearing if there is one, the board concludes that the grounds for the recommendation are
true and substantiated by a preponderance of the evidence, the board, if it sees fit, may by
resolution order such dismissal. Provisions of this section which permit a hearing by a case
manager shall not apply to a dismissal or demotion recommended pursuant to G.S. 115C-
325(e)()I.
When a career employee is dismissed pursuant to G.S. 115C-325(e)(1)l. above, his name
shall be placed on a list of available career employees to be maintained by the board.
Career employees whose names are placed on such a list shall have a priority on all
positions in which they acquired career status and for which they are qualified which
become available in that system for the three consecutive years succeeding their dismissal.
However, if the local school administrative unit offers the dismissed career employee a
position for which he is certified and he refuses it, his name shall be removed from the
priority list.
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(3) Inadequate Performance. -- In determining whether the professional performance of a
career employee is adequate, consideration shall be given to regular and special evaluation
reports prepared in accordance with the published policy of the employing local school
administrative unit and to any published standards of performance which shall have been
adopted by the board. Failure to notify a career employee of an inadequacy in his
performance shall be conclusive evidence of satisfactory performance.
(4) Three-Year Limitation on Basis of Dismissal or Demotion. -- Dismissal or demotion
under subdivision (1) above, except paragraphs g. and o. thereof, shall not be based on
conduct or actions which occurred more than three years before the written notice of the
superintendent's intention to recommend dismissal or demotion is mailed to the career
employee. The three-year limitation shall not apply to dismissals or demotions pursuant to
subdivision (1)b. above when the charge of immorality is based upon a career employee's
sexual misconduct toward or sexual harassment of students or staff.
() (1) Suspension without Pay. -- If a superintendent believes that cause exists for dismissing a
career employee for any reason specified in G.S. 115C-325(e)(1) and that immediate
suspension of the career employee is necessary, the superintendent may suspend the career
employee without pay. Before suspending a career employee without pay, the superintendent
shall meet with the career employee and give him written notice of the charges against him, an
explanation of the bases for the charges, and an opportunity to respond. Within five days after a
suspension under this paragraph, the superintendent shall initiate a dismissal, demotion, or
disciplinary suspension without pay as provided in this section. If it is finally determined that
no grounds for dismissal, demotion, or disciplinary suspension without pay exist, the career
employee shall be reinstated immediately, shall be paid for the period of suspension, and all
records of the suspension shall be removed from the career employee's personnel file.
(2) Disciplinary Suspension Without Pay. — A career employee recommended for
suspension without pay pursuant to G.S. 115C-325(a)(4a) may request a hearing before the
board. If no request is made within 15 days, the superintendent may file his
recommendation with the board. If, after considering the recommendation of the
superintendent and the evidence adduced at the hearing if one is held, the board concludes
that the grounds for the recommendation are true and substantiated by a preponderance of
the evidence, the board, if it sees fit, may by resolution order such suspension.
a. Board hearing for disciplinary suspensions for more than 10 days or for certain types
of intentional misconduct. -- The procedures for a board hearing under G.S. 115C-
325(j3) shall apply if any of the following circumstances exist:
1. The recommended disciplinary suspension without pay is for more than 10 days;
or
2. The disciplinary suspension is for intentional misconduct, such as inappropriate
sexual or physical conduct, immorality, insubordination, habitual or excessive
alcohol or nonmedical use of a controlled substance as defined in Article 5 of
Chapter 90 of the General Statutes, any cause that constitutes grounds for the
revocation of the teacher's or school administrator's certificate, or providing false
information.
b. Board hearing for disciplinary suspensions of no more that 10 days. -- The
procedures for a board hearing under G.S. 115C-325(j2) shall apply to all disciplinary
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suspensions of no more than 10 days that are not for intentional misconduct as specified

in G.S. 115C-325(f)(2)a.2.
(f1) Suspension with Pay. -- If a superintendent believes that cause may exist for dismissing
or demoting a career employee for any reasons specified in G.S. 115C-325(¢e)(1), but that
additional investigation of the facts is necessary and circumstances are such that the career
employee should be removed immediately from his duties, the superintendent may suspend
the career employee with pay for a reasonable period of time, not to exceed 90 days. The
superintendent shall notify the board of education within two days of his action and shall
notify the career employee within two days of the action and the reasons for it. If the
superintendent has not initiated dismissal or demotion proceedings against the career
employee within the 90-day period, the career employee shall be reinstated to his duties
immediately and all records of the suspension with pay shall be removed from the career
employee’s personnel file at his request. However, if the superintendent and the employee
agree to extend the 90-day period, the superintendent may initiate dismissal or demotion
proceedings against the career employee at any time during the period of the extension.
(f2) Procedure for Demotion of Career School Administrator.-- If a superintendent intends
to recommend the demotion of a career school administrator, the superintendent shall give
written notice to the career school administrator by certified mail or personal delivery and
shall include in the notice the grounds upon which the superintendent believes the demotion
is justified. The notice shall include a statement that if the career school administrator
requests a hearing within 15 days after receipt of the notice, the administrator shall be
entitled to have the grounds for the proposed demotion reviewed by the local board of
education. If the career school administrator does not request a board hearing within 15
days, the superintendent may file the recommendation of demotion with the board. If, after
considering the superintendent's recommendation and the evidence presented at the hearing
if one is held, the board concludes that the grounds for the recommendation are true and
substantiated by a preponderance of the evidence, the board may by resolution order the
demotion. The procedures for a board hearing under G.S.115C-325(j3) shall apply to all
demotions of career school administrators.

(9) Repealed by Session Laws 1997, c. 221, s. 13(a).
(h) Procedure for Dismissal or Demotion of Career Employee.

(1) a. A career employee may not be dismissed, demoted, or reduced to part-time
employment except upon the superintendent's recommendation.

b. G.S. 115C-325(f2) shall apply to the demotion of a career school administrator.
(2) Before recommending to a board the dismissal or demotion of the career employee, the
superintendent shall give written notice to the career employee by certified mail or personal
delivery of his intention to make such recommendation and shall set forth as part of his
recommendation the grounds upon which he believes such dismissal or demotion is
justified. The superintendent also shall meet with the career employee and give him written
notice of the charges against him, an explanation of the basis for the charges, and an
opportunity to respond if the career employee has not done so under G.S. 115C-325(f)(1).
The notice shall include a statement to the effect that if the career employee within 14 days
after the date of receipt of the notice requests a review, he shall be entitled to have the
grounds for the proposed recommendations of the superintendent reviewed by a case
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manager. A copy of G.S. 115C-325 and a current list of case managers shall also be sent to
the career employee. If the career employee does not request a hearing with a case manager
within the 14 days provided, the superintendent may submit his recommendation to the
board.

(3) Within the 14-day period after receipt of the notice, the career employee may file with
the superintendent a written request for either (i) a hearing on the grounds for the
superintendent's proposed recommendation by a case manager or (ii) a hearing within 10
days before the board on the superintendent's recommendation. If the career employee
requests an immediate hearing before the board, he forfeits his right to a hearing by a case
manager. If no request is made within that period, the superintendent may file his
recommendation with the board. The board, if it sees fit, may by resolution (i) reject the
superintendent’'s recommendation or (ii) accept or modify the superintendent's
recommendation and dismiss, demote, reinstate, or suspend the employee without pay. If a
request for review is made, the superintendent shall not file his recommendation for
dismissal with the board until a report of the case manager is filed with the superintendent.
(4) Repealed by Session Laws 1997, c. 221, s.13(a).

(5) If the career employee elects to request a hearing by a case manager, the career
employee and superintendent shall each have the right to eliminate up to one-third of the
names on the approved list of case managers. The career employee shall specify those case
managers who are not acceptable in the career employee's request for a review of the
superintendent's proposed recommendation under G.S. 115C-325(h)(3). The superintendent
and career employee may jointly select a person to serve as case manager. The person need
not be on the master list of case managers maintained by the Superintendent of Public
Instruction.

(6) If a career employee requests a review by a case manager, the superintendent shall
notify the Superintendent of Public Instruction within two days' receipt of the request. The
notice shall contain a list of the case managers the career employee and the superintendent
have eliminated from the master list or the name of a person, if any, jointly selected. Failure
to exercise the right to eliminate names from the master list shall constitute a waiver of that
right.

(7) The Superintendent of Public Instruction shall select a case manager within three days
of receiving notice from the superintendent. The Superintendent of Public Instruction shall
designate the person jointly selected by the parties to serve as case manager provided the
person agrees to serve as case manager and can meet the requirements for time frames for
the hearing and report as provided in G.S. 115C-325(i1)(1). If a case manager was not
jointly selected or if the case manager is not available, the Superintendent of Public
Instruction shall select a case manager from the master list. No person eliminated by the
career employee or superintendent shall be designated case manager.

(8) The superintendent and career employee shall provide each other with copies of all
documents submitted to the Superintendent of Public Instruction or to the designated case
manager.

(h1) Case Managers; Qualifications; Training; Compensation.

(1) Each year the State Board of Education shall select and maintain a master list of no
more than 42 qualified case managers.
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(2) Persons selected by the State Board as case managers shall be: (i) certified as a North
Carolina Superior Court mediator; (ii) a member of the American Arbitration Association's
roster of arbitrators and mediators; or (iii) have comparable certification in alternative
dispute resolution. Case managers must complete a special training course approved by the
State Board of Education. (3)The State Board of Education shall determine the
compensation for a case manager. The State Board shall pay the case manager's
compensation and reimbursement for expenses.

(i) Repealed by Session Laws 1997, c. 221, s. 13(a).
(i1) Report of Case Manager; Superintendent's Recommendation.
(1) The case manager shall complete the hearing held in accordance with G.S. 115C-325(j)
and prepare the report within 10 days from the time of the designation. The case manager
may extend the period of time by up to five additional days if the case manager informs the
superintendent and the career employee that justice requires that a greater time be spent in
connection with the investigation and the preparation of the report. Furthermore, the
superintendent and the career employee may agree to an extension of more than five days.
(2) The case manager shall make all necessary findings of fact, based upon the
preponderance of the evidence, on all issues related to each and every ground for dismissal
and on all relevant matters related to the question of whether the superintendent's
recommendation is justified. The case manager also shall make a recommendation as to
whether the findings of fact substantiate the superintendent's grounds for dismissal. The
case manager shall deliver copies of the report to the superintendent and the career
employee.
(3) Within two days after receiving the case manager's report, the superintendent shall
decide whether to submit a written recommendation to the local board for dismissal,
demotion, or disciplinary suspension without pay to the board or to drop the charges against
the career employee. The superintendent shall notify the career employee, in writing, of the
decision.
(4) If the superintendent contends that the case manager's report fails to address a critical
factual issue, the superintendent shall within three days receipt of the case manager's report,
request in writing with a copy to the career employee that the case manager prepare a
supplement to the report. The superintendent shall specify what critical factual issue the
superintendent contends the case manager failed to address. If the case manager determines
that the report failed to address a critical factual issue, the case manager may prepare a
supplement to the report to address the issue and deliver the supplement to both parties
before the board hearing. The failure of the case manager to prepare a supplemental report
or to address a critical factual issue shall not constitute a basis for appeal.

(j) Hearing by a Case Manager. -- The following provisions shall apply to a hearing conducted

by the case manager.
(1) The hearing shall be private.
(2) The hearing shall be conducted in accordance with reasonable rules and regulations
adopted by the State Board of Education to govern case manager hearings.
(3) At the hearing the career employee and the superintendent or the superintendent's
designee shall have the right to be present and to be heard, to be represented by counsel and
to present through witnesses any competent testimony relevant to the issue of whether
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grounds for dismissal or demotion exist or whether the procedures set forth in G.S. 115C-
325 have been followed.

(4) Rules of evidence shall not apply to a hearing conducted by a case manager and the case
manager may give probative effect to evidence that is of a kind commonly relied on by
reasonably prudent persons in the conduct of serious affairs.

(5) At least five days before the hearing, the superintendent shall provide to the career
employee a list of witnesses the superintendent intends to present, a brief statement of the
nature of the testimony of each witness and a copy of any documentary evidence the
superintendent intends to present. At least three days before the hearing, the career
employee shall provide to the superintendent a list of witnesses the career employee intends
to present, a brief statement of the nature of the testimony of each witness and a copy of
any documentary evidence the career employee intends to present.

Additional witnesses or documentary evidence may not be presented except upon a finding
by the case manager that the new evidence is critical to the matter at issue and the party
making the request could not, with reasonable diligence, have discovered and produced the
evidence according to the schedule provided in this subdivision.

(6) The case manager may subpoena and swear witnesses and may require them to give
testimony and to produce records and documents relevant to the grounds for dismissal.

(7) The case manager shall decide all procedural issues, including limiting cumulative
evidence, necessary for a fair and efficient hearing.

(8) The superintendent shall provide for making a transcript of the hearing. If the career
employee contemplates a hearing before the board or to appeal the board's decision to a
court of law, the career employee may request and shall receive at no charge a transcript of
the proceedings before the case manager.

(11) Board Determination.

(1) Within two days after receiving the superintendent’s notice of intent to recommend the
career employee's dismissal to the board, the career employee shall decide whether to
request a hearing before the board and shall notify the superintendent, in writing, of the
decision. If the career employee can show that the request for a hearing was postmarked
within the time provided, the career employee shall not forfeit the right to a board hearing.
Within two days after receiving the career employee's request for a board hearing, the
superintendent shall request that a transcript of the case manager hearing be made. Within
two days of receiving a copy of the transcript, the superintendent shall submit to the board
the written recommendation and shall provide a copy of the recommendation to the career
employee. The superintendent's recommendation shall state the grounds for the
recommendation and shall be accompanied by a copy of the case manager's report and a
copy of the transcript of the case manager hearing.

(2) If the career employee contends that the case manager's report fails to address a critical
factual issue the career employee shall, at the same time he notifies the superintendent of a
request for a board hearing pursuant to G.S.115C-325(j1)(1), request in writing with a copy
to the superintendent that the case manager prepare a supplement to the case manager's
report. The career employee shall specify the critical factual issue he contends the case
manager failed to address. If the case manager determines that the report failed to address a
critical factual issue, the case manager may prepare a supplement to the report to address
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the issue and shall deliver the supplement to both parties before the board hearing. The
failure of the case manager to prepare a supplemental report or to address a critical factual
issue shall not constitute a basis for appeal.
(3) Within two days after receiving the superintendent's recommendation and before taking
any formal action, the board shall set a time and place for the hearing and shall notify the
career employee by certified mail or personal delivery of the date, time, and place of the
hearing. The time specified shall not be less than seven nor more than 10 days after the
board has notified the career employee, unless both parties agree to an extension. If the
career employee did not request a hearing, the board may, by resolution, reject the
superintendent’s decision, or accept or modify the decision and dismiss, demote, reinstate,
or suspend the career employee without pay.
(4) If the career employee requests a board hearing, it shall be conducted in accordance
with G.S. 115C-325(j2).
(5) The board shall make a determination and may (i) reject the superintendent's
recommendation or (ii) accept or modify the recommendation and dismiss, demote,
reinstate, or suspend the employee without pay.
(6) Within two days following the hearing, the board shall send a written copy of its
findings and determination to the career employee and the superintendent.
(j2) Board Hearing. -- The following procedures shall apply to a hearing conducted by the
board:
(1) The hearing shall be private.
(2) If the career employee requested a hearing by a case manager, the board shall receive
the following:
a. The whole record from the hearing held by the case manager, including a transcript
of the hearing, as well as any other records, exhibits, and documentary evidence
submitted to the case manager at the hearing.
b. The case manager's findings of fact, including any supplemental findings prepared by
the case manager under G.S. 115C-325 (i1)(4) or G.S. 115C-325(j1)(2).
c. The case manager's recommendation as to whether the grounds in G.S. 115C-325(e)
submitted by the superintendent are substantiated.
d. The superintendent's recommendation and the grounds for the recommendation.
(3) If the career employee did not request a hearing by a case manager, the board shall
receive the following:
a. Any documentary evidence the superintendent intends to use to support the
recommendation. The superintendent shall provide the documentary evidence to the
career employee seven days before the hearing.
b. Any documentary evidence the career employee intends to use to rebut the
superintendent's recommendation. The career employee shall provide the
superintendent with the documentary evidence three days before the hearing.
c. The superintendent's recommendation and the grounds for the recommendation.
(4) The superintendent and career employee may submit a written statement not less than
three days before the hearing.
(5) The superintendent and career employee shall be permitted to make oral arguments to
the board based on the record before the board.
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(6) No new evidence may be presented at the hearing except upon a finding by the board
that the new evidence is critical to the matter at issue and the party making the request
could not, with reasonable diligence, have discovered and produced the evidence at the
hearing before the case manager.

(7) The board shall accept the case manager's findings of fact unless a majority of the board
determines that the findings of fact are not supported by substantial evidence when
reviewing the record as a whole. In such an event, the board shall make alternative findings
of fact. If a majority of the board determines that the case manager did not address a critical
factual issue, the board may remand the findings of fact to the case manager to complete
the report to the board. If the case manager does not submit the report within seven days
receipt of the board's request, the board may determine its own findings of fact regarding
the critical factual issues not addressed by the case manager. The board's determination
shall be based upon a preponderance of the evidence.

(8) The board is not required to provide a transcript of the hearing to the career employee.
If the board elects to make a transcript and if the career employee contemplates an appeal to
a court of law, the career employee may request and shall receive at no charge a transcript
of the proceedings. A career employee may have the hearing transcribed by a court reporter
at the career employee's expense.

(j3) Board Hearing for Certain Disciplinary Suspensions, Demotions of Career School
Administrators, and for Reductions in Force. -- The following procedures shall apply for a
board hearing under G.S. 115C-325(e)(2), G.S. 115C-325(f2), and G.S. 115C-325(f)(2)a.:
(1) The hearing shall be private.

(2) The hearing shall be conducted in accordance with reasonable rules adopted by the State
Board of Education to govern such hearings.

(3) At the hearing, the career employee and the superintendent shall have the right to be
present and to be heard, to be represented by counsel, and to present through witnesses any
competent testimony relevant to the issue of whether grounds exist for a disciplinary
suspension without pay under G.S. 115C-325(f)(2)a., a demotion of a career school
administrator under G.S. 115C-325(f2), or whether the grounds for a dismissal or demotion
due to a reduction in force is justified.

(4) Rules of evidence shall not apply to a hearing under this subsection and the board may
give probative effect to evidence that is of a kind commonly relied on by reasonably
prudent persons in the conduct of serious affairs.

(5) At least eight days before the hearing, the superintendent shall provide to the career
employee a list of witnesses the superintendent intends to present, a brief statement of the
nature of the testimony of each witness, and a copy of any documentary evidence the
superintendent intends to present.

(6) At least six days before the hearing, the career employee shall provide the
superintendent a list of witnesses the career employee intends to present, a brief statement
of the nature of the testimony of each witness, and a copy of any documentary evidence the
career employee intends to present.

(7) No new evidence may be presented at the hearing except upon a finding by the board
that the new evidence is critical to the matter at issue and the party making the request
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could not, with reasonable diligence, have discovered and produced the evidence according
to the schedule provided in this subsection.
(8) The board may subpoena and swear witnesses and may require them to give testimony
and to produce records and documents relevant to the grounds for suspension without pay.
(9) The board shall decide all procedural issues, including limiting cumulative evidence,
necessary for a fair and efficient hearing.
(10) The superintendent shall provide for making a transcript of the hearing. If the career
employee contemplates an appeal of the board's decision to a court of law, the career
employee may request and shall receive at no charge a transcript of the proceedings.
(K), (I) Repealed by Session Laws 1997, c. 221, s. 13(a).
(m) Probationary Teacher.
(1) The board of any local school administrative unit may not discharge a probationary
teacher during the school year except for the reasons for and by the procedures by which a
career employee may be dismissed as set forth in subsections (e), (f), (f1), and (h) to (j3)
above.
(2) The board, upon recommendation of the superintendent, may refuse to renew the
contract of any probationary teacher or to reemploy any teacher who is not under contract
for any cause it deems sufficient: Provided, however, that the cause may not be arbitrary,
capricious, discriminatory or for personal or political reasons.
(n) Appeal. -- Any career employee who has been dismissed or demoted under G.S. 115C-
325(e)(2), or under G.S. 115C-325(j2), or who has been suspended without pay under G.S.
115C-325(a)(4a), or any school administrator whose contract is not renewed in accordance
with G.S. 115C-287.1, or any probationary teacher whose contract is not renewed under G.S.
115C-325(m)(2) shall have the right to appeal from the decision of the board to the superior
court for the superior court district or set of districts as defined in G.S. 7A-41.1 in which the
career employee is employed. This appeal shall be filed within a period of 30 days after
notification of the decision of the board. The cost of preparing the transcript shall be
determined under G.S. 115C-325(j2)(8) or G.S. 115C-325(j3)(10). A career employee who has
been demoted or dismissed, or a school administrator whose contract is not renewed, who has
not requested a hearing before the board of education pursuant to this section shall not be
entitled to judicial review of the board's action.
(o) Resignation; Nonrenewal of Contract. -- A teacher, career or probationary, should not
resign without the consent of the superintendent unless he has given at least 30 days' notice. If
the teacher does resign without giving at least 30 days' notice, the board may request that the
State Board of Education revoke the teacher's certificate for the remainder of that school year.
A copy of the request shall be placed in the teacher's personnel file.
A probationary teacher whose contract will not be renewed for the next school year shall be
notified of this fact by June 15.
(p) Section Applicable to Certain Institutions. --Notwithstanding any law or regulation to the
contrary, this section shall apply to all persons employed in teaching and related educational
classes in the schools and institutions of the Departments of Health and Human Services and
Correction or the Office of Juvenile Justice regardless of the age of the students.
(p1) Procedure for Dismissal of School Administrators and Teachers Employed in Low-
Performing Residential Schools. --
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(1) Notwithstanding any other provision of this section or any other law, this subdivision
shall govern the dismissal by the Secretary of Health and Human Services of teachers,
principals, assistant principals, directors, supervisors, and other certificated personnel
assigned to a residential school that the State Board has identified as low-performing and to
which the State Board has assigned an assistance team under Part 3A of Article 3 of
Chapter 143B of the General Statutes. The Secretary shall dismiss a teacher, principal,
assistant principal, director, supervisor, or other certificated personnel when the Secretary
receives two consecutive evaluations that include written findings and recommendations
regarding that person's inadequate performance from the assistance team. These findings
and recommendations shall be substantial evidence of the inadequate performance of the
teacher or school administrator.
The Secretary may dismiss a teacher, principal, assistant principal, director, supervisor, or
other certificated personnel when:
a. The Secretary determines that the school has failed to make satisfactory improvement
after the State Board assigned an assistance team to that school under Part 3A of Article
3 of Chapter 143B of the General Statutes; and
b. That assistance team makes the recommendation to dismiss the teacher, principal,
assistant principal, director, supervisor, or other certificated personnel for one or more
grounds established in G.S. 115C-325(e)(1) for dismissal or demotion of a career
employee.
Within 30 days of any dismissal under this subdivision, a teacher, principal, assistant
principal, director, supervisor, or other certificated personnel may request a hearing
before a panel of three members designated by the Secretary. The Secretary shall adopt
procedures to ensure that due process rights are afforded to persons recommended for
dismissal under this subdivision. Decisions of the panel may be appealed on the record
to the Secretary, with further right of judicial review under Chapter 150B of the General
Statutes.
(2) Notwithstanding any other provision of this section or any other law, this subdivision
shall govern the dismissal by the Secretary of Health and Human Services of certificated
staff members who have engaged in a remediation plan under G.S. 115C-105.38A(c) but
who, after one retest, fail to meet the general knowledge standard set by the State Board.
The failure to meet the general knowledge standard after one retest shall be substantial
evidence of the inadequate performance of the certified staff member.
Within 30 days of any dismissal under this subdivision, a certificated staff member may
request a hearing before a panel of three members designated by the Secretary of Health
and Human Services. The Secretary shall adopt procedures to ensure that due process rights
are afforded to certificated staff members recommended for dismissal under this
subdivision. Decisions of the panel may be appealed on the record to the Secretary, with
further right of judicial review under Chapter 150B of the General Statutes.
(3) The Secretary of Health and Human Services or the superintendent of a residential
school may terminate the contract of a school administrator dismissed under this
subsection. Nothing in this subsection shall prevent the Secretary from refusing to renew
the contract of any person employed in a school identified as low-performing under Part 3A
of Article 3 of Chapter 143B of the General Statutes.
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(4) Neither party to a school administrator contract is entitled to damages under this

subsection.

(5) The Secretary of Health and Human Services shall have the right to subpoena witnesses

and documents on behalf of any party to the proceedings under this subsection.

(q) Procedure for Dismissal of School Administrators and Teachers Employed in Low-
Performing Schools.

(1) Notwithstanding any other provision of this section or any other law, this subdivision

governs the State Board's dismissal of principals assigned to low-performing schools to

which the Board has assigned an assistance team:
a. The State Board through its designee may, at any time, recommend the dismissal of
any principal who is assigned to a low-performing school to which an assistance team
has been assigned. The State Board through its designee shall recommend the dismissal
of any principal when the Board receives from the assistance team assigned to that
principal's school two consecutive evaluations that include written findings and
recommendations regarding the principal’s inadequate performance.
b. If the State Board through its designee recommends the dismissal of a principal under
this subdivision, the principal shall be suspended with pay pending a hearing before a
panel of three members of the State Board. The purpose of this hearing, which shall be
held within 60 days after the principal is suspended, is to determine whether the
principal shall be dismissed.
[See note] These principals shall be suspended with pay pending a hearing before a
panel of three members of the State Board. The purpose of this hearing, which shall be
held within 60 days after the principal is suspended, is to determine whether the
principal shall be dismissed.
c. The panel shall order the dismissal of the principal if it determines from available
information, including the findings of the assistance team, that the low performance of
the school is due to the principal's inadequate performance.
d. The panel may order the dismissal of the principal if (i) it determines that the school
has not made satisfactory improvement after the State Board assigned an assistance
team to that school; and (ii) the assistance team makes the recommendation to dismiss
the principal for one or more grounds established in G.S. 115C-325(e)(1) for dismissal
or demotion of a career employee.
e. If the State Board or its designee recommends the dismissal of a principal before the
assistance team assigned to the principal's school has evaluated that principal, the panel
may order the dismissal of the principal if the panel determines from other available
information that the low performance of the school is due to the principal's inadequate
performance.
f. In all hearings under this subdivision, the burden of proof is on the principal to
establish that the factors leading to the school's low performance were not due to the
principal's inadequate performance. In all hearings under sub-subdivision d. of this
subdivision, the burden of proof is on the State Board to establish that the school failed
to make satisfactory improvement after an assistance team was assigned to the school
and to establish one or more of the grounds established for dismissal or demotion of a
career employee under G.S. 115C-325(e)(1).
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g. In all hearings under this subdivision, two consecutive evaluations that include
written findings and recommendations regarding that person's inadequate performance
from the assistance team are substantial evidence of the inadequate performance of the
principal.
h. The State Board shall adopt procedures to ensure that due process rights are afforded
to principals under this subdivision. Decisions of the panel may be appealed on the
record to the State Board, with further right of judicial review under Chapter 150B of
the General Statutes.
(2) Notwithstanding any other provision of this section or any other law, this subdivision
shall govern the State Board's dismissal of teachers, assistant principals, directors, and
supervisors assigned to schools that the State Board has identified as low-performing and to
which the State Board has assigned an assistance team under Article 8B of this Chapter.
The State Board shall dismiss a teacher, assistant principal, director, or supervisor when the
State Board receives two consecutive evaluations that include written findings and
recommendations regarding that person's inadequate performance from the assistance team.
These findings and recommendations shall be substantial evidence of the inadequate
performance of the teacher or school administrator.
The State Board may dismiss a teacher, assistant principal, director, or supervisor when:
a. The State Board determines that the school has failed to make satisfactory
improvement after the State Board assigned an assistance team to that school under
G.S. 115C-105.38; and
b. That assistance team makes the recommendation to dismiss the teacher, assistant
principal, director, or supervisor for one or more grounds established in G.S. 115C-
325(e)(1) for dismissal or demotion of a career teacher.
A teacher, assistant principal, director, or supervisor may request a hearing before a
panel of three members of the State Board within 30 days of any dismissal under this
subdivision. The State Board shall adopt procedures to ensure that due process rights
are afforded to persons recommended for dismissal under this subdivision. Decisions of
the panel may be appealed on the record to the State Board, with further right of judicial
review under Chapter 150B of the General Statutes.
(2a) Notwithstanding any other provision of this section or any other law, this subdivision
shall govern the State Board's dismissal of certified staff members who have engaged in a
remediation plan under G.S. 115C-105.38A(a) but who, after one retest, fail to meet the
general knowledge standard set by the State Board. The failure to meet the general
knowledge standard after one retest shall be substantial evidence of the inadequate
performance of the certified staff member.
A certified staff member may request a hearing before a panel of three members of the
State Board within 30 days of any dismissal under this subdivision. The State Board shall
adopt procedures to ensure that due process rights are afforded to certified staff members
recommended for dismissal under this subdivision. Decisions of the panel may be appealed
on the record to the State Board, with further right of judicial review under Chapter 150B
of the General Statutes.
(3) The State Board of Education or a local board may terminate the contract of a school
administrator dismissed under this subsection. Nothing in this subsection shall prevent a
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local board from refusing to renew the contract of any person employed in a school
identified as low-performing under G.S. 115C-105.37.

(4) Neither party to a school administrator contract is entitled to damages under this
subsection.

(5) The State Board shall have the right to subpoena witnesses and documents on behalf of
any party to the proceedings under this subsection. (1955, c. 664; 1967, c. 223, s. 1; 1971,
c. 883; c. 1188, s. 2; 1973, c. 315, s. 1; c. 782, ss. 1-30; 1979, c. 864, s. 2; 1981, c. 423, s. 1;
c. 538, ss. 1-3; €. 731, s. 1; €. 1127, ss. 39, 40; 1981 (Reg. Sess., 1982), ¢.1282, s. 30; 1983,
c. 770, ss. 1-15; 1983 (Reg. Sess., 1984), ¢.1034, s. 34; 1985, c. 791, s. 5(a), (b); 1985 (Reg.
Sess., 1986), ¢. 1014, s. 60(a); 1987, c. 395, s. 2; c. 540, c. 571, s. 3; 1987 (Reg. Sess.,
1988), c. 1037, s. 109; 1991 (Reg. Sess., 1992), ¢.942, s. 1; c. 1038, s. 14; 1993, c. 169, s. 1;
c. 210, ss. 1-3;1993 (Reg. Sess., 1994), c. 677, ss. 10, 16(a); 1995, c. 369, s.2; 1995 (Reg.
Sess., 1996), c. 716, s. 8; 1997-221, ss. 11(a),13(a); 1997-443, s. 11A.118(a); 1998-5, s. 2;
1998-59, s. 3; 1998-131, s. 6; 1998-202, s. 4(0); 1998-212, s. 28.24(c); 1998-217, s.67.1(a);
1999-96, ss. 1-5; 1999-456, s. 34
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Possible Grievance Routes Under G.S. 115C-325 as Amended in 1997 and

1999 by the Excellent Schools Act

1. Educator Dismissal or Demotion Appealed through Case Manager

notice to educator of dismissal or demotion

(educator is given written notice of charges and opportunity to respond)

(educator has 14 days to request hearing)

educator requests case manager hearing

(within 2 days, superintendent and educator must submit case manager list to
State Superintendent)

(within 3 more days, State Superintendent must name case manager)
(case manager then has maximum of 15 days to hold hearing and prepare report)

(at least 5 days before hearing, educator gets superintendent’s intended
evidence)

(at least 3 days before the hearing, superintendent gets educator’s intended
evidence)

case manager holds full evidence hearing

(within 2 days, superintendent must either recommend in writing dismissal or
demotion to the Secretary with a copy of recommendation and case manager’s
report to educator or drop the matter)

(within 2 days of receiving superintendent’s recommendation, educator must
decide whether to request a hearing before the department hearing officer)

educator requests hearing before hearing officer

(within 2 days superintendent must submit dismissal recommendation and case
manager’s report to the hearing officer)

(within 2 days hearing officer must set the hearing, to be held between 7 and 10
days from written notice to educator)
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hearing officer holds limited evidence hearing

(within 2 days, the DHHS Secretary must send his determination to the educator
and superintendent)

(within 30 days, educator may appeal for review in superior court)

2. Educator Dismissal or Demotion Appealed Directly to the DHHS Hearing Officer

notice to educator of dismissal or demotion

(educator is given written notice of charges and opportunity to respond)

(educator has 14 days to request hearing)

educator requests hearing before the hearing officer

(within 7 to 10 days after the educator is notified, hearing officer must hold the

hearing)

(7 days before the hearing, educator gets superintendent’s evidence)

(3 days before the hearing, superintendent gets educator’s evidence)

hearing officer holds limited evidence hearing

(within 2 days, the DHHS Secretary must send its determination to the educator
and superintendent)

(within 30 days, educator may appeal for review in superior court)

3. Educator Big Disciplinary Suspension Without Pay

(meaning a suspension for more than 10 days or for certain intentional misconduct)

notice to educator of big disciplinary suspension without pay

(educator has 15 days to request hearing)

educator requests hearing before the DHHS Hearing Officer

(at least 8 days before hearing, educator gets superintendent’s intended

evidence)
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(at least 6 days before the hearing, superintendent gets educator’s evidence)

hearing officer holds full evidence hearing

(within 30 days of DHHS Secretary’s decision, educator may appeal for review
in superior court)

4. Educator Little Disciplinary Suspension Without pay
(meaning a suspension for 10 days or less and not for certain intentional misconduct)

notice to educator of little disciplinary suspension without pay
(educator has 15 days to request hearing)

educator requests hearing before the DHHS Hearing Officer
(7 days before the hearing, educator gets superintendent’s evidence)
(3 days before the hearing, superintendent gets educator’s evidence)

hearing officer holds limited evidence hearing

(within 30 days of DHHS Secretary’s decision, educator may appeal for review
in superior court)

5. Administrator Demotion
notice to administrator of demotion
(administrator has 15 days to request hearing)
administrator requests hearing before the DHHS Hearing Officer

(at least 8 days before hearing, administrator gets superintendent’s intended
evidence)

(at least 6 days before the hearing, superintendent gets administrator’s intended
evidence)

hearing officer holds full evidence hearing

(no explicit provision for appeal for review in superior court)
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6. Educator Dismissal in Reduction in Force
notice of dismissal in reduction in force
(educator has 15 days to request hearing)
educator requests hearing before the DHHS Hearing Officer
(within 10 days, hearing officer must hold the hearing)

(at least 8 days before hearing, educator gets superintendent’s intended
evidence)

(at least 6 days before the hearing, superintendent gets educator’s intended
evidence)

full evidence hearing by hearing officer

(within 30 days of DHHS Secretary’s decision, educator may appeal for review
in superior court)

For questions or clarification on any of the information contained in this policy, please
contact Human Resources. For general questions about department-wide policies and
procedures, contact the DHHS Policy Coordinator.
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