
Research Triangle High School

RTHS Board Meeting

Monthly Meeting

Date and Time

Wednesday February 16, 2022 at 5:30 PM EST

Location

Due to possible COVID-19 restrictions, this meeting will be held with a Zoom video teleconference option.

Join Zoom Meeting: https://rthighschool.zoom.us/j/98283216480
Meeting ID: 982 8321 6480

Find your local number: https://rthighschool.zoom.us/u/aefdPJWonu

The RTHS Board of Directors meets monthly on the third Wednesday of each month, except for December and
July, or where otherwise specified. Meetings are normally held onsite at 5:30PM until 7:00PM, upstairs in the
FBC Conference Room. However, due to the CoV-19 pandemic, meetings are being held via Zoom until further
notice.

Agenda

I. Opening Items

A. Record Attendance

B. Call the Meeting to Order

1 of 3Powered by BoardOnTrack 1 of 90Powered by BoardOnTrack

https://www.google.com/url?q=https://rthighschool.zoom.us/j/98283216480&sa=D&source=calendar&ust=1608473626230000&usg=AOvVaw3xiKMol2tCHoLfHtF_zHcU
https://www.google.com/url?q=https://rthighschool.zoom.us/u/aefdPJWonu&sa=D&source=calendar&ust=1608473626230000&usg=AOvVaw0pBdiHqlHd2F-vfqpXKw9s


C. Board Meeting Minutes - January 19, 2022

II. CSO Report

A. CSO Updates

Monthly update from CSO addressing the specific items listed below, as well as highlighting
successes/challenges (as applicable).

• ADM vs Budget
• COVID Update
• Branding
• Other Updates

B. Mask Policy

III. Finance

A. Monthly Financial Cashflow

B. Committee Updates

IV. Academic Excellence

A. Committee Updates

V. Development

A. Committee Updates

VI. Governance

A. New Board Secretary

Vote to appoint Ailette Tobien as the new board secretary.

B. Committee Updates

VII. Public Comments
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A. Open to all stakeholders (parents, staff, other)

2-3 minute time limit per person

VIII. Executive Session

A. A. Personnel Related Discussion

IX. Closing Items

A. Adjourn Meeting
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Coversheet

Board Meeting Minutes - January 19, 2022

Section: I. Opening Items
Item: C. Board Meeting Minutes - January 19, 2022
Purpose: Approve Minutes
Submitted by:
Related Material: Minutes for RTHS Board Meeting on January 19, 2022
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Research Triangle High School

Minutes

RTHS Board Meeting

Monthly Meeting

Date and Time
Wednesday January 19, 2022 at 5:30 PM

Location
Due to possible COVID-19 restrictions, this meeting will be held with a Zoom video
teleconference option.

Join Zoom Meeting: https://rthighschool.zoom.us/j/98283216480
Meeting ID: 982 8321 6480

Find your local number: https://rthighschool.zoom.us/u/aefdPJWonu

The RTHS Board of Directors meets monthly on the third Wednesday of each month, except for
December and July, or where otherwise specified. Meetings are normally held onsite at 5:30PM
until 7:00PM, upstairs in the FBC Conference Room. However, due to the CoV-19 pandemic,
meetings are being held via Zoom until further notice.

Directors Present
A. Quigley (remote), A. Tobien (remote), C. Coia (remote), C. Mugge (remote), D. Requena
(remote), E. Cunningham (remote), G. Rodgers (remote), J. Corn (remote), J. Webb (remote), M.
Johnson (remote), S. Carty Vetere (remote), S. Hunter (remote), S. Rivers-Kobler (remote)

Directors Absent
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R. THALLA

Directors who arrived after the meeting opened
J. Corn

Guests Present
Aimee Rhodes (remote), Christina Valente (remote), Danielle (remote), E. Grunden (remote),
John Wood (remote), Joseph Conder (remote), Mark Stevenson (remote), Stacey Kaufman
(remote), Z. Playe (remote)

I. Opening Items

S. Rivers-Kobler called a meeting of the board of directors of Research Triangle High
School to order on Wednesday Jan 19, 2022 at 5:32 PM.

II. Consent Agenda

C. Mugge made a motion to approve the minutes from RTHS Board Meeting on 12-15-
21.
S. Hunter seconded the motion.
The board VOTED to approve the motion.

Roll Call

S. Rivers-Kobler Aye

S. Carty Vetere Absent

R. THALLA Absent

E. Cunningham Aye

M. Johnson Aye

J. Webb Aye

C. Coia Aye

D. Requena Aye

G. Rodgers Aye

A. Quigley Aye

J. Corn Absent

A. Tobien Aye

C. Mugge Aye

S. Hunter Aye

Record AttendanceA.

Call the Meeting to OrderB.

Board Meeting Minutes - 12/15/21A.

Board Retreat MinutesB.
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C. Mugge made a motion to approve the minutes from Board Annual Retreat on 11-15-
13.
S. Hunter seconded the motion.
The board VOTED to approve the motion.

Roll Call

S. Rivers-Kobler Aye

J. Corn Aye

D. Requena Aye

J. Webb Aye

C. Coia Aye

S. Hunter Aye

R. THALLA Absent

M. Johnson Aye

C. Mugge Aye

S. Carty Vetere Absent

A. Quigley Aye

A. Tobien Aye

G. Rodgers Aye

E. Cunningham Aye

C. Mugge made a motion to approve the minutes from Board Retreat on 11-19-21.
S. Hunter seconded the motion.
The board VOTED to approve the motion.

Roll Call

R. THALLA Absent

D. Requena Aye

C. Mugge Aye

M. Johnson Aye

C. Coia Aye

J. Webb Aye

S. Hunter Aye

E. Cunningham Aye

A. Quigley Aye

J. Corn Absent

S. Carty Vetere Absent

S. Rivers-Kobler Aye

A. Tobien Aye

G. Rodgers Aye

J. Corn arrived.

III. CSO Report

Approve Consent Agenda ItemsC.

CSO UpdatesA.
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C. Mugge made a motion to Approve Masking Policy for the month.
A. Quigley seconded the motion.
The board VOTED to approve the motion.

Roll Call

S. Rivers-Kobler Aye

C. Coia Aye

C. Mugge Aye

M. Johnson Aye

J. Corn Absent

S. Carty Vetere Absent

S. Hunter Aye

D. Requena Aye

R. THALLA Absent

J. Webb Aye

E. Cunningham Aye

A. Tobien Aye

A. Quigley Aye

G. Rodgers Aye

IV. Finance

Allotment from the state has been solidified with the official student count.
A surplus has been realized with the addition of the federal funding that has arrived.
Debt service coverage is still in great shape.

V. Academic Excellence

• A deep dive was done within the Analytics. A listing of the ongoing efforts for how
the students are being taught - using Pre-ACT and PSAT results.
• Typically RTHS does well with both tests in both comparison to the schools in our
category and with the overall state.

Masking PolicyB.

Followup Action ItemsC.

Monthly Financial CashflowA.

Committee UpdatesB.

Follow-up Action ItemsC.

Committee UpdatesA.
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• Increased visibility and assessments have been added into the Math Department
improvement review.
• Other efforts are listed within the report.

The full report is included in the minutes.

The Board was asked to take the time to thoroughly review the report.

VI. Development

• Unique fund raising request from Mr Grunden brought on additional $6K and
brought the total now up to nearly $30K.
• Zoe Playe is now using many of the social media platforms to develop additional
avenues of funding.
• Syntax is bringing on additional partnership opportunities
• The 10th Year Anniversary celebration efforts are being planned for this fall.
• Strategic Outreach is being resurrected as a focus area.
• New Smart Boards and Projectors are being planned to be purchase through the
fund raising efforts.

VII. Governance

• A number of document efforts have been initiated to update our policy review
process.
• Student and Parent handbooks are being reviewed
• Employee and other handbooks are being reviewed.
• Legal requirements will dictate possible stand alone document needs.
• The employee handbook is being updated through our new HR contractor.
• A number of visitor policies (Board Members and Parents) need to be reviewed,
added or updated. (e.g. background check policies)

VIII. Replication (WTHS)

Follow-up Action ItemsB.

Committee UpdatesA.

Follow-up Action ItemsB.

Committee UpdatesA.

Follow-up Action ItemsB.

A.
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The application was very well received.
A project plan for start up (Aug 2024) is underway. It will be reviewed with a number of
things are still being needed to add to the plan.

The benefits to RTHS for the replication of the model to WTHS are many:

• Sharing teaching resources
• Expanding the high quality curriculum for our students
• Being able to share cost resources through scaling
• Fulfilling the replication commitment for successful school models
• The timing has never been better as financially we were able to minimize amount
of resources needed for start-up.
• The biggest focus area is expanding the education to our area students

Using the NC School of Science and Math has replicated their model and would be a
great resource to speak to about their lessons learned.

IX. Public Comments

Christine Valente had some comments -
Focus on math - asking the board to review the math teaching department for hiring and
retaining teachers in that department. Her daughter's teacher appears to have difficulty
with Math.
She has concerns with the funds that were allocated to the start-up loan for the new
school. She believes that the funds could be used in other manners.
Appreciates the Pre-ACT course, but would like the board to support with some additional
outside tutoring.

X. Executive Session

C. Mugge made a motion to Go into Closed session to discuss personnel issues.
S. Hunter seconded the motion.
The board VOTED to approve the motion.

Roll Call

R. THALLA Absent

G. Rodgers Aye

Committee Updates

Open To All Stakeholders (parents, staff, other)A.

Personnel Related DiscussionsA.
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Roll Call

A. Quigley Aye

S. Carty Vetere Absent

D. Requena Aye

M. Johnson Aye

C. Mugge Aye

J. Webb Aye

J. Corn Aye

S. Rivers-Kobler Aye

C. Coia Aye

E. Cunningham Aye

S. Hunter Aye

A. Tobien Aye

C. Mugge made a motion to Leave the closed session.
C. Coia seconded the motion.
The board VOTED to approve the motion.

Roll Call

C. Mugge Aye

A. Tobien Aye

S. Rivers-Kobler Aye

M. Johnson Aye

D. Requena Aye

C. Coia Aye

J. Webb Aye

J. Corn Absent

R. THALLA Absent

E. Cunningham Aye

A. Quigley Aye

S. Carty Vetere Absent

S. Hunter Aye

XI. Closing Items

S. Carty Vetere made a motion to Adjourn the Meeting.
C. Mugge seconded the motion.
The board VOTED to approve the motion.

Roll Call

J. Webb Aye

D. Requena Aye

J. Corn Absent

S. Rivers-Kobler Aye

A. Tobien Aye

M. Johnson Aye

Adjourn MeetingA.
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Roll Call

S. Hunter Aye

S. Carty Vetere Absent

C. Coia Aye

G. Rodgers Aye

A. Quigley Aye

C. Mugge Aye

R. THALLA Absent

E. Cunningham Aye

There being no further business to be transacted, and upon motion duly made, seconded
and approved, the meeting was adjourned at 7:00 PM.

Respectfully Submitted,
G. Rodgers
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Coversheet

CSO Updates

Section: II. CSO Report
Item: A. CSO Updates
Purpose: Discuss
Submitted by:
Related Material: CSO Report 021622.pdf

2022-23.docx
2023-24.docx
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CSO Report  02/16/22 

 

I. State of School 

a. Introduce new staff 

i. Brandon Mitchell, Director of Operations 

ii. Dr. Melissa Mann-Bailey, Dean of Students 

b. Admissions update 

i. Application went live on 1/5. Applications to date: ### (compare to previous 

years for update) 

ii. Open House 2/12 

c. COVID status: 

i. Student illness 

 
ii. Student absentee rate (collect from PoS) 

 

iii. Mask discussion/vote on mask policy 

II. Outreach 

a. Swimming 1A/2A state championship. RTHS’ first appearance at state tournament. 

i. Girls’ 200 medley relay was 7th 

ii. 400 freestyle relay was 8th. 

iii. Lilly Barron was 14th in the 200 freestyle  
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iv. Aidan Jean was 13th in the 50 freestyle 

v. Natalie Weaver was 11th in the 500 free and 12th in the 100 butterfly.  

vi. Natalie Cooper was 2nd in both the 200 IM and 500 Free.  

vii. Girls’ team finished 10th overall. 

b. Fencing state championship (First in Foil!) 

c. Basketball Playoffs 

i. Final home game victory against NCSSM. 

ii. 1st round bye in conference playoffs. 

d. Senior night: RAP squad, Swimming, Basketball, Indoor Track.  

e. Science Olympiad (2/5) regional competition – all events except building events; this 

was done remotely across the state. State final invitations are normally issued after this 

event but will come later. 

f. Mock Trial competed 2/5 on campus. 

g. FIRST Robotics is in build season 

h. BSUA hosting an invited speaker on 2/15 for Black History Month 

III. Action Items 

a. Confirm hire of Director of Operations (after executive session, if necessary) 

b. Ratify 2022-2023 and 2023-2024 academic calendars. If any changes need to be made in 

the future they will be brought to the board. 

c. Vote on masking policy for February-March 2022. 
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Important Dates 
Aug. 10: School Begins!
Sept. 5: Labor Day Holiday
Oct. 4: Yom Kippur Holiday
Oct. 12: PSAT Testing—only students taking the test 
attend
Oct. 24: Diwali/Student Holiday
Oct. 25: Teacher Planning/Student Digital Learning Day
Nov. 8: Election Day Holiday
Nov. 11: Veterans Day Holiday
Nov. 21/22: Teacher Planning/Student Digital Learning 
Day
Nov. 23-25: Fall Break
Dec. 16: Teacher Planning/Student Digital Learning Day
Dec. 19-Jan. 2: Winter Break
Jan. 3: Teacher Planning/Student Holiday
Jan. 16: Martin Luther King, Jr. Holiday
Feb. ?: ACT Administration—only 11th graders attend
Feb. 20: Presidents’ Day Holiday
Feb. 27: Teacher Planning/Student Holiday
Feb. 28: Teacher Planning/Student Digital Learning Day
March ?: Pre-ACT Administration—only 10th graders 
attend
March 13: Student Holiday
March 14: Teacher Planning/Student Digital Learning 
Day
April 3-10: Spring Break Holiday
Apr. 21: Eid-al-Fitr Holiday
May 8: Teacher Planning/Student Digital Learning Day
May 29: Memorial Day Holiday
May 30: Teacher Planning/Student Digital Learning Day
May 31-Jun 8: Final Exam Window
June 9: Exam Make-up Day
June 10: Graduation

Official Holiday

Teacher Planning/Student Holiday

Teacher Planning/Student DLD

School-wide testing

First/last day of school

Student Digital Learning Day (DLD): No school/students work from home

2022-2023 August 2022 September 
2022

October 2022 November 2022 December 2022

January 2023 February 2023 March 2023

April 2023

July 2022

May 2023 June 2023
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Official Holiday

Teacher Planning/Student Holiday

Teacher Planning/Student DLD

School-wide testing

First/last day of school

Student Digital Learning Day (DLD): No 
school/students work from home

2023-2024 August 2023 September 
2023

October 2023 November 2023 December 2023

January 2024 February 2024 March 2024

April 2024

July 2023

May 2024 June 2024

Important Dates 
Aug. 9: School Begins!
Sept. 4: Labor Day Holiday
Sept. 25: Yom Kippur Holiday
Oct. 11: PSAT Testing—only students taking the test 
attend
Oct. 23: Teacher Planning/Student Digital Learning Day
Nov. 10: Veterans Day Holiday
Nov. 13: Diwali Holiday
Nov. 20/21: Teacher Planning/Student Digital Learning 
Day
Nov. 22-24: Fall Break
Dec. 15: Teacher Planning/Student Digital Learning Day
Dec. 18-Jan. 1: Winter Break
Jan. 2: Teacher Planning/Student Holiday
Jan. 15: Martin Luther King, Jr. Holiday
Feb. ?: ACT Administration—only 11th graders attend
Feb. 19: Presidents’ Day Holiday
Feb. 26: Teacher Planning/Student Holiday
Feb. 27: Teacher Planning/Student Digital Learning Day
March ?: Pre-ACT Administration—only 10th graders 
attend
March 11: Student Holiday
March 12: Teacher Planning/Student Digital Learning 
Day
Mar 25-Apr 1: Spring Break Holiday
Apr. 9: Eid-al-Fitr Holiday
Apr. 22: Teacher Planning/Student Holiday
May 6: Teacher Planning/Student Digital Learning Day
May 27: Memorial Day Holiday
May 28: Teacher Planning/Student Digital Learning Day
May 29-Jun 6: Final Exam Window
June 7: Exam Make-up Day
June 8: Graduation
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Coversheet

Mask Policy

Section: II. CSO Report
Item: B. Mask Policy
Purpose: Vote
Submitted by:
Related Material: Mask Policy - February 2022.pdf
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Mask Policy 

 

At Research Triangle High School (RTHS), we take our duty to provide a safe and 

healthy school environment seriously and will not tolerate conduct that jeopardizes the 

safety of others.  We believe that our school is a community where we care for each other 

and think not just about ourselves but about our community when making decisions, 

especially where decisions could directly and seriously harm others.   

 

Consistent with our duty to protect the health and safety of students, staff and our 

community, the Board of Directors of RTHS voted to implement a mandatory mask 

policy effective February 17, 2022.  Beginning February 17, 2022, all employees, visitors 

and students are required to wear a mask upon entering and remaining on campus.  This 

mask policy is consistent with CDC and NCDHHS guidance, the Strong Schools Toolkit 

and the vast majority of public schools throughout North Carolina.  

 

For the safety of others, the school requires a 2-layer cloth face mask or medical mask. 

Mesh masks are never permitted and will be confiscated. Masks must cover the nose, 

mouth and chin.   

 

Wearing a mask protects others as much, if not more, than the person wearing it.  

Students who do not follow this policy will be subject to the school’s disciplinary 

process.  Employees who do not follow this policy, will be subject to disciplinary action, 

up to and including termination.  Because not wearing a mask places other students and 

staff in direct harm, the school will not be providing mask exemptions except in 

exceptional circumstances.  Any mask accommodation will be reviewed in accordance 

with the Americans with Disabilities Act and Amendments, Section 504 of the 

Rehabilitation Act and the Individuals with Disabilities Education Act. 

 

The school will provide students and staff with mask breaks.  In addition, temporary 

removal of the mask is permitted where necessary for the following purposes: 

1. Actively engaging in an athletic or fitness activity; 

2. Consuming food or drink; 

3. For any emergency or medical purpose. 
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Coversheet

Monthly Financial Cashflow

Section: III. Finance
Item: A. Monthly Financial Cashflow
Purpose: Discuss
Submitted by:
Related Material: FY 2021-22 Budget Update 01.31.22.xlsx
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Notice
The following file is attached to this PDF. You will need to open this packet in an 
application that supports attachments to pdf files, e.g. Adobe Reader:

FY 2021-22 Budget Update 01.31.22.xlsx
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Coversheet

Committee Updates

Section: V. Development
Item: A. Committee Updates
Purpose: Discuss
Submitted by:
Related Material: 2022_02_08_monthly_development_committee_meeting_minutes.pdf
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Research Triangle High School

Minutes

Monthly Development Committee Meeting

Date and Time
Tuesday February 8, 2022 at 3:30 PM

Location
https://us02web.zoom.us/j/4228231778?
pwd=Q0VYc2Z6N2YvV0svUEI2V25GRVNhZz09

The Development Committee meets monthly - one week prior to the Board Meeting. If
possible, please attend the meeting the meeting in person in Ashley's office. Alternately,
you can connect in through zoom at:
Topic: Development Committee
Time: Jun 9, 2021 02:30 PM Eastern Time (US and Canada)

Join Zoom Meeting
https://rthighschool.zoom.us/j/6522016569?
pwd=c3ZuTnV0V0krVGp0MS9EVi8xQitUdz09

Meeting ID: 652 201 6569
Passcode: 239898

Committee Members Present
C. Mugge (remote), S. Rivers-Kobler (remote), Z. Playe (remote)

Committee Members Absent
C. Coia, M. Johnson, N. Danehower, R. THALLA

I. Opening Items

A.
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C. Mugge called a meeting of the Development Committee of Research Triangle
High School to order on Tuesday Feb 8, 2022 at 3:30 PM.

II. Development Director Update

• Current fundraising is at approximately 30K.
• Vaccine clinic will be held at school to get kids boosted/ vaccinated.
• Fund raising in process for Junior/Senior Prom. Partnering with sororities to
donate dresses. Need to get Lisa's opinion on notifying parents.
• In process of organizing a senior breakfast and have several parent
volunteers.
•Mentoring/intern program with Syntax will be beginning soon. Lenovo also
has a mentoring program that we can engage with.
• Eric held a virtual town hall that was well attended (approx 65 people). He
emphasized that if parent want to help the school that they can volunteer of
give to the Raptor Fund.

III. 2021/22 Retreat Discussion

Zoe took us through the documents that she posted. One of the key items was
fundraising collaboration. The PTSO has agreed to leave fundraising to the school
and they will focus on events.

IV. Closing Items

There being no further business to be transacted, and upon motion duly made,
seconded and approved, the meeting was adjourned at 4:30 PM.

Respectfully Submitted,
C. Mugge

Documents used during the meeting

• 21-22 Development Plan (DRAFT) - Development & Community Outreach
Goals.pdf
• 21-22 Development Plan (DRAFT) - Donor Goals.pdf

Record Attendance and Guests

Call the Meeting to OrderB.

Development Director UpdateA.

Help needed from BoardB.

Discuss Development priorities for 21/22A.

Adjourn MeetingA.
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Coversheet

Committee Updates

Section: VI. Governance
Item: B. Committee Updates
Purpose: Discuss
Submitted by: Carmen Mugge
Related Material: EmployeeHandbook.lgs.2.11.2022.docx

BACKGROUND:

New Employee handbook created by RTHS staff with help from ALTHR and reviewed by legal. A
few areas need to be clarified:

• Child Sexual Abuse and Sex Trafficking Training Policy - who is responsible and should be in
their job description
• School Safety Policy - who is responsible (CSO or Ops)
• Partial-Day Leave - how is it being tracked and how. PTO needs to have rules. Is leave by ½
or by hour.
• Procedures for All Leave, including PTO but not including FMLA or ADA - what is the
process for notification

RECOMMENDATION:

Board should approve the document with the assumption that these comments get resolved. If not
resolved with approval from CSO, Legal and HR, we will report next Board Meeting
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Disclaimer
This employee handbook (“handbook”) provides general information about Research 
Triangle High School’s (“the School” or “RTHS”) human resources policies, practices, and 
benefits. It does not address every situation that may arise and, therefore, is not intended 
to serve as an exhaustive set of rules. This employee handbook supersedes all previous 
employee handbooks.

The School, at its sole option, may change, modify, alter, delete, suspend, or discontinue any 
part or parts of the policies, practices, and benefits in this handbook at any time with or 
without prior notice.  Any changes made to this handbook will be distributed, either in hard 
copy or email to all School employees. This handbook, in its entirety is available 
electronically on the School’s website. No oral statements or representations, whether in 
writing, by anyone at the School can in any way change, modify, or alter the policies, 
practices, or benefits in this handbook. The policies, practices, and benefits in this 
handbook may only be changed, modified or altered in writing by the Chief School Officer, 
with formal approval of the Board of Directors in accordance with the School’s bylaws, 
policies and state law, or Board of Directors. This Employee Handbook also describes the 
current benefit plans maintained by the School. Please refer to the actual plan documents 
and summary plan descriptions if you have specific questions regarding the benefit plan. 
Those documents are controlling.

This handbook and its related policies, practices and procedures are not intended and do not 
create an employment contract between the School and its employees. No one is authorized to 
provide any employee with an employment contract or special arrangement concerning terms 
or conditions of employment unless the contract or arrangement is in writing and signed by 
the Chief School Officer of the School and approved by the School Board of Directors. This 
handbook does not limit an employee’s right or the School’s right to terminate employment at 
any time for any reason. The at-will relationship exists for all employees and the School or the 
employee may terminate the employment relationship at any time for any reason, other than 
those prohibited by law.

Should any provision of this handbook be found to be unenforceable or invalid, such a finding 
does not invalidate the entire handbook, but only the subject provision. If there is a 
discrepancy between the material in this employee handbook and the terms of official 
documents, the official documents will govern. Should any portion of this handbook conflict 
with local, state, or federal law, the appropriate law will govern. Any questions about the 
handbook or the School’s policies, practices or benefits should be directed to the Chief School 
Officer.
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Mission, Vision, and Core Values

Mission Statement
To increase access to globally competitive Science, Technology, Engineering, and Math (STEM) 
education for students and teachers across North Carolina by incubating, proving and scaling 
innovative models of teaching and learning.  

Vision Statement
To Provide the tools and develop the capacity for students to intentionally determine their 
futures.

Core Values
 We are responsive.
 We respect each other.
 We find joy in learning and exploring.
 We provide students with the tools to access power.
 We hold high standards and encourage growth through failure.

Board of Directors
Research Triangle High School is a non-profit organization. As a non-profit, Research 
Triangle High School is governed by the Board of Directors. In accordance with the bylaws, 
the Board of Directors has between seven and twelve members and the purpose of the 
board is to ensure that the school is achieving its mission, create and follow board policies, 
oversee the strategic plan for the school, and approve and follow the annual budget. The 
board is also responsible for the hiring and evaluation of the Chief School Officer. The Board 
approves all hires and terminations of school employees based on the Chief School Officer’s 
recommendations. The board usually meets on the third Wednesday of each month. All 
board meetings are open to the public and the agenda for each meeting is posted on the 
Research Triangle High School website seven days in advance of all regularly scheduled 
meetings.

Non-Discrimination, Equal Opportunity, and Anti-Harassment Policies

Non-Discrimination Policy
Research Triangle High School complies with all Federal, State, and Local non-
discrimination laws including but not limited to race, color, religion, sex, gender, sexual 
orientation, gender identity, national origin, age, natural hairstyle, status, disability, veteran 
status, genetic information or as otherwise may be prohibited by federal and state law. We 
want to maintain an employee relations climate, which promotes maximum personal 
development and achievement. We are an equal opportunity employer and do not 
discriminate on the bases of age, natural hairstyle, race, color, national origin, sex, gender, 
sexual orientation, gender identity religion, creed, genetic information, veteran status, 
disability, sexual orientation or any other characteristic prohibited by law. We are 
dedicated to ensuring the fulfillment of this policy with respect to hiring, selection for 
training, promotion, transfer, layoff, termination, leaves of absence, rates of pay or any 
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other term or condition of employment. When necessary, we will reasonably accommodate 
employees and applicants with disabilities and with religious requirements necessitating 
accommodation. We expect everyone to show understanding and consideration to fellow 
employees and to respect and observe this policy.
Equal Opportunity Employment Policy
Research Triangle High School is an equal opportunity employer and will not discriminate 
against any applicant, contractor or employee on the basis of age, natural hairstyle, race, 
color, religion, sex, gender, sexual orientation, gender identity, national origin, genetic 
information, veteran status, disability, genetic information or other legally protected 
status, except where it is an occupational qualification. This policy extends to all terms, 
conditions and privileges of employment as well as the use of the school’s facilities and 
participation in all activities sponsored by the school. It is also Research Triangle High 
School’s policy to ensure that all employees are treated equally on the basis of merit and 
performance competence with regard to any and all terms of conditions of employment, 
including recruitment, hiring, compensation, promotions, demotions, assignments, 
trainings, layoffs, and terminations.

Discrimination, Harassment, and Sexual Harassment Policy 
Research Triangle High 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, the School prohibits any form of harassment or 
discrimination (including sexual harassment) on the basis of age, natural hairstyle, 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 age, natural hairstyle, race, color, national origin, religion, gender, sexual 
orientation, genetic information, 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 age, natural 
hairstyle, genetic information, race, color, national origin, religion, gender, sexual 
orientation, 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.

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, threats, bullying or intimidation, unwelcomed sexual advances, 
requests for sexual favors and other verbal or physical conduct such as uninvited touching 
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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 age, natural hairstyle race, 
genetic information, color, religion, national origin, gender, 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 considerations 
beyond those applicable under the School’s general Discrimination, Harassment and 
Bullying Policy. No employee, student, volunteer or contractor shall engage in sexual 
harassment against any other student, employee, or another person in the School 
community.

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 causes the recipient 
discomfort or humiliation, or which interferes with the recipient’s job performance. 
Harassing behaviors can be verbal, non- verbal, or physical, range 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;
 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 
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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. School 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 Chief School Officer or other administrator. 
Procedures established by the School for reporting suspected sexual harassment shall be 
followed in any instances involving such conduct. 

Application
People of any gender can be sexually harassed by someone of any gender, 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 any gender 
against someone of the same or different gender.

Retaliation
Research Triangle High School 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 Chief 
School Officer. This policy, however, shall not be used to bring frivolous or malicious 
complaints.

Procedure for Complaints of Harassment, Discrimination and Retaliation under all local, state 
and federal laws except Title IX:

 Any person who believes he or she has been the victim of harassment, sexual 
harassment, discrimination or retaliation should immediately discuss and report to: 
the School’s human resource contractor, AltHR (insert contact information), the 
Chief School Officer, or any other employee with a supervisory position with whom 
the person feels comfortable. While the person should report sexual harassment to 
a AltHT, a supervisor or the Chief School Officer, there is no requirement that the 
person report sexual harassment, discrimination or retaliation to a particular 
supervisor.

 Any employee that operates in a supervisory capacity receiving a complaint of 
harassment, sexual harassment, discrimination or retaliation shall report such 
complaint to AltHT and the Chief School Officer. If the Chief School Officer is the 
subject of such complaint, then the supervisor shall report to AltHR and the Chair of 
the Board of Directors or to any other Board member that the supervisor believes 
is appropriate.

 Any complaint made under this policy will be investigated thoroughly and 
promptly. To the maximum extent possible, the School will protect the privacy of 
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the parties involved.
 Any attempt to interfere with or influence the investigation of a 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 minor, may violate criminal laws. The School will cooperate with local authorities in 
the investigation of any alleged criminal activity.

Confidentiality of Records
Research Triangle High School 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.

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 Chief School Officer is authorized and expected to establish training and 

administrative procedures to help eliminate discrimination and harassment, and to 
foster an environment of understanding and respect for all individuals.

• This policy will be included in the School’s Operation and Board Policy Manual and a 
summary policy included in the Parent/Student Handbook, which is sent to parents 
and students at the beginning of each school year.

Title IX Discrimination and Harassment Policies for Students and Staff 
Members

Title IX provides that “No person in the United States shall, on the basis of sex, be excluded 
from participation in, be denied the benefits of, or be subjected to discrimination under any 
education program or activity receiving Federal financial assistance.”

It is the policy of the School that students should not be subjected to forms of unlawful 
discrimination or harassment, while at school or school-sponsored activities. Furthermore, 
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the policy’s intent is to address the issue in a proactive manner through the establishment of a 
system for educating students and staff at the School regarding the identification, prevention, 
intervention, and reporting of such anti-social acts. The School acknowledges the dignity and 
worth of all students and strives to create a safe, orderly, caring and inviting school 
environment to facilitate student learning and achievement. The School strives to model an 
inclusive environment and prohibits discrimination and harassment on the basis of gender or 
sex, including sexual orientation and LGBTQ+ identification. The School will not tolerate any 
form of unlawful discrimination or harassment in any of its educational or employment 
activities or programs based on such protected classifications.  

Prohibited Behaviors and Consequences 
Discrimination or Harassment 
Students, employees, contractors, volunteers and visitors are expected to behave in a civil 
and respectful manner. In accordance with Title IX, the School expressly prohibits 
discrimination or harassment, based on sex or gender and prohibits sexual harassment 
(including sexual violence) and gender-based harassment. Sexual harassment is unwelcome 
conduct of a sexual nature. It includes unwelcome conduct on the basis of sex, requests for 
sexual favors in exchange for benefits (quid pro quo), and other verbal, nonverbal, or 
physical conduct of a sexual nature. Sexual violence is a form of sexual harassment. Sexual 
violence refers to physical sexual acts perpetrated against a person’s will or where a person 
is incapable of giving consent. A number of different acts fall into the category of sexual 
violence, including rape, sexual assault, sexual battery, sexual abuse, and sexual coercion.  
In accordance with Title IX, the School also prohibits gender-based harassment, which is 
unwelcome conduct based on a student’s sex, harassing conduct based on a student’s failure 
to conform to sex stereotypes.

Sex-based harassment can be carried out by school employees, other students, and third 
parties. All students can experience sex-based harassment, including male and female 
students, LGBTQ+ students, students with disabilities, and students of different races, 
national origins, and ages. Title IX protects all students from sex-based harassment, 
regardless of the sex of the parties, including when they are members of the same sex.

Retaliation
The School prohibits intimidation, threats, coercion, or discrimination against any 
individual for the purpose of interfering with any right or privilege secured by Title IX, or 
because the individual has made a report or complaint, testified, assisted, or participated or 
refused to participate in any manner in an investigation, proceeding, or hearing under Title 
IX. Intimidation, threats, coercion, or discrimination, including charges against an 
individual for code of conduct violations that do not involve sex discrimination or sexual 
harassment, but arise out of the same facts or circumstances as a report or complaint of sex 
discrimination, or a report or formal complaint of sexual harassment, for the purpose of 
interfering with any right or privilege secured by Title IX, constitutes retaliation. As such, 
the School prohibits reprisal or retaliation against any person for reporting or intending to 
report violations of this policy, supporting someone for reporting or intending to report a 
violation of this policy, or participating in the investigation of reported violations of this 
policy. After consideration of the nature and circumstances of the reprisal or retaliation and 
in accordance with applicable laws, policies, and regulations, the Chief School Officer or 
designee shall determine the consequences and remedial action for a person found to have 
engaged in reprisal or retaliation. 
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The exercise of rights protected under the First Amendment does not constitute retaliation.  
Charging an individual with a code of conduct violation for making a materially false 
statement in bad faith in the course of a grievance proceeding under Title IX does not 
constitute retaliation prohibited under this policy, provided, however, that a determination 
regarding responsibility, alone, is not sufficient to conclude that any party made a 
materially false statement in bad faith. 

Application of Policy 
This policy prohibits unlawful discrimination or harassment by students, employees, 
volunteers, contractors, and visitors. This policy is intended to apply to student’s vis a vis 
other students, faculty, staff, volunteers/visitors, or contractors. This policy also applies to 
employees, volunteers/visitors, and contractors. This policy applies to behavior that takes 
place within the School’s “education program or activity,” which includes, but is not 
necessarily limited to, behavior: 

1. in any school building or on any school premises before, during or after school hours; 
2. on any bus or other vehicle as part of any school activity; 
3. at any bus stop; 
4. during any school-sponsored activity or extracurricular activity; 
5. at any time or place when the individual is subject to the oversight and authority of 

school personnel; 
6. at any time or place when the behavior has a direct and immediate effect on 

maintaining order and discipline in the schools; and 
7. while using school or personal electronic communications, including employee and 

student emails, text messaging, instant messaging, chat rooms, blogging, websites and 
social networking websites (i.e., Snap chat or Instagram).

Definitions 
For purposes of this policy ONLY, the following definitions apply: 

Discrimination
Discrimination means any act or failure to act that unreasonably and unfavorably 
differentiates treatment of others based solely on the basis of gender or sex (including 
transgender and LGBTQ+ identification). Discrimination may be intentional or 
unintentional. 

Harassment
Prohibited harassment, including sexual harassment, under this policy means conduct on 
the basis of sex/gender that satisfies one or more of the following:

1. An employee conditioning the provision of an aid, benefit or service on an individual's 
participation in unwelcome sexual conduct (i.e., quid pro quo)

2. Unwelcome conduct determined by a reasonable person to be so severe, pervasive and 
objectively offensive that it effectively denies a person equal access to an education 
program, employment, or activity (i.e., hostile environment)

3. Sexual assault (as defined by Clery Act), or "dating violence," "domestic violence" and 
"stalking" (as defined by Violence Against Women Act).

For purposes of this policy, “hostile environment” means that the harassment is objectively 
severe and pervasive enough that a reasonable person would agree that it is harassment 
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and must be based on sex or gender. A hostile environment may be created through 
pervasive or persistent misbehavior if sufficiently severe. 

Examples of behavior that may constitute harassment include, but are not limited to, verbal 
taunts, name-calling and put-downs, epithets, derogatory comments or slurs, lewd 
propositions, exclusion from peer groups, extortion of money or possessions, implied or 
stated threats, assault, impeding or blocking movement, offensive touching or any physical 
interference with normal work or movement, and visual insults, such as derogatory posters 
or cartoons. Legitimate age-appropriate pedagogical techniques are not considered 
harassment. Harassment, including sexual or gender-based harassment, is not limited to 
specific situations or relationships. It may occur between fellow students or co-workers, 
between supervisors and subordinates, between employees and students, or between non-
employees, including visitors, and employees or students. Harassment may occur between 
members of any sex. 

Examples of sexually harassing conduct includes, but is not limited to, deliberate, 
unwelcome touching that has sexual connotations or is of a sexual nature, suggestions or 
demands for sexual involvement accompanied by implied or overt promises of preferential 
treatment or threats, pressure for sexual activity, continued or repeated offensive sexual 
flirtations, advances or propositions, continued or repeated verbal remarks about an 
individual’s body, sexually degrading words used toward an individual or to describe an 
individual, sexual violence, or the display of sexually suggestive drawings, objects, pictures 
or written materials. Acts of verbal, nonverbal, or physical aggression, as well as 
intimidation or hostility based on sex, but not involving sexual activity or language, may be 
combined with incidents of sexually harassing conduct to determine if the incidents of 
sexually harassing conduct are sufficiently serious to create a sexually hostile environment. 

Gender-based harassment is also a type of harassment. Gender-based harassment may 
include acts of verbal, nonverbal, or physical aggression, as well as intimidation or hostility 
based on sex or sex-stereotyping but not involving conduct of a sexual nature. 

Conduct Not Covered by This Policy
Conduct that does not meet the definitions set forth above in this Title IX Policy are not 
subject to the School’s Title IX Policy or any reporting/grievance procedures that govern 
Title IX matters. However, such conduct may still constitute a violation of other School 
policy, including the School’s Code of Conduct, non-discrimination policy, and bullying 
policy. Please refer to and follow those policies for such conduct.

To report a violation of this policy: please refer to the school’s Title IX reporting and 
grievance policy.

This policy as it pertains to Title IX shall remain in effect to the extent required by law.

Title IX Coordinator’s Duties, Notice, Reporting, and Grievance Policy

This Policy sets forth the School's Notice, Reporting and Grievance policy for Title IX matters 
and should be read in conjunction with the School’s Title IX policy. This Policy only pertains to 
Title IX and alleged violations of Title IX. It does not apply to any other type of discrimination, 
harassment or bullying. Please refer to the School’s other policies, including Non-
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Discrimination and Harassment Policy, and student conduct policies when Title IX does not 
apply. 

The School’s Title IX Coordinator is:
Nan Danehower
Dean of Curriculum and Instruction
ndanehower@rthighschool.org
919-998-6757

1. Training and Programs 
The designated Title IX Coordinator shall establish training and other programs that are 
designed to help eliminate unlawful discrimination or harassment and foster an environment 
of understanding and respect for all members of the school community. Information about this 
policy and the related complaint procedure must be included in the training plan. The training 
or programs should:

 provide examples of behavior that constitutes unlawful discrimination or harassment; 
 teach employees to identify groups that may be the target of unlawful discrimination, 

or harassment; and 
 train school employees to be alert to locations where such behavior may occur, 

including locations within school buildings, at school bus stops, on cell phones and on 
the Internet. 

In addition, training of Title IX personnel, including the Title IX Coordinator, Investigator(s) 
and Decision-maker(s), must include training:

1. On the definition of the definitions of prohibited conduct, including sexual harassment;
2. The scope of the school’s education program or activity;
3. How to conduct an investigation; 
4. The grievance process including appeals, and informal resolution processes;
5. How to serve impartially, including by avoiding prejudgment of the facts at issue, 

conflicts of interest, and bias;
6. Relevance, including how to apply the rape shield protections provided only for 

complainants.  
 Moreover, training for Title IX personnel, including the Coordinator, Investigator(s), 

Decision-makers, and any person who facilitates an informal resolution process, must 
not rely on sex stereotypes and must promote impartial investigations and 
adjudications of sexual harassment. The School will post materials used to train Title IX 
personnel on their websites for a minimum of seven (7) years after posted, if any, or 
make materials available for members of the public to inspect.

2. Notice 
The designated Title IX Coordinator is responsible for providing effective notice to job 
applicants, student applicants, students, parents, and employees of the procedures for 
reporting and investigating complaints of unlawful sex/gender discrimination and 
harassment. This policy will be posted on the School’s website, and copies of the policy are 
available at the front office. Notice of this policy will appear in all job applicant information, 
admissions information, student and employee handbooks, and in any School publication that 
sets forth the comprehensive rules, procedures, and standards of conduct for students and 
employees. 
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3. Title IX Coordinator
The Title IX Coordinator is responsible for monitoring the overall implementation of Title IX 
for the School and coordinating the institution's compliance with Title IX in all areas covered 
by the implementing regulations. The major responsibility is the prevention of sexual 
harassment and discrimination. Other major monitoring duties include, but are not limited to, 
the following recruitment and admissions, educational programs and activities, hiring and 
employment.  Other areas of consideration include: 

• Participating in the development and implementation of the School’s sexual harassment 
policy. 

• Assisting faculty, counselors and administrators in complying with Title IX, and when a 
need arises, planning remedial actions. 

• Making your presence known in the community by disseminating civil rights 
information or by speaking at parent-teacher group meetings, social or professional 
organization meetings, and other community functions. 

• Serving as a resource on Title IX/gender issues. 
• Monitoring and evaluating the School’s Title IX compliance efforts and making 

recommendations for any appropriate changes. 
• Providing updated information to schools on Title IX implementation and issues. 
• Identifying and disseminating information about Title IX educational resources 

(organizations, individuals, print, internet, and audio-visual) 

4. Evaluation 
The Chief School Officer or designee shall evaluate the effectiveness of efforts to correct or 
prevent unlawful sex/gender discrimination and harassment and shall share these 
evaluations periodically with the School’s Board. 

5. Confidentiality
The recipient, whether a School employee, staff member, contractor, or the Title IX 
Coordinator, must keep confidential the identity of any individual who has made a report or 
complaint of sex discrimination, including any individual who has made a report or filed a 
formal complaint of sexual harassment, any complainant, any individual who has been 
reported to be the perpetrator of sex discrimination, any respondent, and any witness, except 
as may be permitted by the FERPA or as required by law, or to carry out the purposes of Title 
IX, including the conduct of any investigation, hearing, or judicial proceeding arising 
thereunder. Complaints alleging retaliation may be filed according to the Title IX grievance 
procedures.

The Title IX Coordinator shall maintain confidential records of complaints or reports of 
unlawful discrimination or harassment. The records will identify the names of all individuals 
accused of such offenses and the resolution of such complaints or reports. The Title IX 
Coordinator also shall maintain records of training conducted and corrective action(s) or 
other steps taken by the School to provide an environment free of unlawful discrimination or 
harassment. The Chief School Officer shall report to the Board all verified cases of unlawful 
discrimination or harassment under the School’s Title IX Policy. 

6. Reporting Title IX Violations
For Students:
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a. To report discrimination, harassment, and sexual harassment/misconduct based on 
sex/gender, students or their parents should contact a trusted teacher or advisor. grade-
level Principal, Chief School Officer and/or Title IX coordinator immediately and file a 
complaint.

b. Employees are required to report any actual or suspected violations of this policy. When 
anyone reports harassment and/or discrimination to a school employee, that employee 
shall notify the Title IX Coordinator, grade-level Principal, or Chief School Officer, as 
soon as possible and within 24 hours.

c. If the Chief School Officer is involved in the allegation, then another administrator will 
immediately inform the Chair of the Board of Directors.

For Employees: for discrimination, harassment, and sexual harassment complaints based on 
sex/gender, employees should contact the Title IX coordinator immediately and follow the 
School’s harassment and discrimination policy as well as its Title IX Reporting and Grievance 
policy.

Students, parents, volunteers, visitors or others are also strongly encouraged to report any 
actual or suspected incidents of discrimination or harassment based on sex/gender under this 
policy. Reports may be made anonymously, and all reports shall be investigated in accordance 
with that policy. 

Any person may report sex discrimination, including sexual harassment (whether or not the 
person reporting is the person alleged to be the victim of conduct that could constitute sex 
discrimination or sexual harassment), in person, by mail, by telephone, or by e-mail, using the 
contact information listed for the Title IX Coordinator, or by any other means that results in 
the Title IX Coordinator receiving the person’s verbal or written report.

Reporting may be made at any time, including during non-business hours, by using the 
telephone number or e-mail address, or by mail to the office address, listed for the Title IX 
Coordinator. 

Definitions
As used in this and all other Title IX related policies, the following definitions shall apply.

1. “Complainant” is as an individual who is alleged to be the victim of conduct that could 
constitute sexual harassment.  This means that any third party as well as the 
complainant may report sexual harassment.  While parents and guardians do not 
become complainants (or respondents), parents and guardians have a right to act on 
behalf of parties (including by filing formal complaints) in Title IX matters. 

2. “Respondent” is as an individual who has been reported to be the perpetrator of conduct 
that could constitute sexual harassment. 

3. “Formal complaint” is as a document filed by a complainant or signed by the Title IX 
Coordinator alleging sexual harassment against a respondent and requesting that the 
school investigate the allegation of sexual harassment and state that at the time of filing 
a formal complaint, a complainant was participating in or attempting to participate in 
the education program or activity of the School with which the formal complaint is filed. 
A formal complaint may be filed with the Title IX Coordinator in person, by mail, or by 
electronic mail, by using the contact information required to be listed for the Title IX 
Coordinator, and by any additional method designated by the school.
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4. “Document filed by a complainant” means a document or electronic submission (such as 
by e-mail or through an online portal provided for this purpose by the school) that 
contains the complainant’s physical or digital signature, or otherwise indicates that the 
complainant is the person filing the formal complaint. Where the Title IX Coordinator 
signs a formal complaint, the Title IX Coordinator is not a complainant or a party during 
a grievance process, and must comply with requirements for Title IX personnel to be 
free from conflicts and bias.

5. “Supportive measures” are individualized services reasonably available that are non- 
punitive, non-disciplinary, and not unreasonably burdensome to the other party while 
designed to ensure equal educational access, protect safety, or deter sexual harassment. 
The School’s selection of supportive measures and remedies shall be based on what is 
not clearly unreasonable in light of the known circumstances. 

Mandatory Response and Procedural Obligations 
The School is required to respond whenever any employee has notice of sexual harassment, 
including allegations of sexual harassment or allegations relevant to mandatory reporting 
laws in North Carolina. Notice to the Title IX Coordinator or to any School employee, board 
member, or official with authority to institute corrective measures on the School’s behalf, 
charges the School with actual knowledge and triggers the School’s response obligations under 
Title IX.

The School will respond promptly to Title IX sexual harassment or discrimination in a manner 
that is not deliberately indifferent, which means a response that is not clearly unreasonable in 
light of the known circumstances. The School shall also comply with the following mandates: 

1. The School will offer supportive measures to the person alleged to be the victim 
(referred to as the “complainant”). 

2. The Title IX Coordinator will promptly contact the complainant confidentially to discuss 
the availability of supportive measures, consider the complainant’s wishes with respect 
to supportive measures, inform the complainant of the availability of supportive 
measures with or without the filing of a formal complaint, and explain to the 
complainant the process for filing a formal complaint. 

3. The School will follow the grievance process set forth herein before the imposition of 
any disciplinary sanctions or other actions that are not supportive measures, against a 
respondent.

4. The School will not restrict rights protected under the U.S. Constitution, including the 
First Amendment, Fifth Amendment, and Fourteenth Amendment, when complying with 
Title IX.

5. The School will investigate sexual harassment allegations in any formal complaint, 
which can be filed by a complainant, or signed by a Title IX Coordinator.

6. A complainant’s wishes with respect to whether the school investigates should be 
respected unless the school determines that not pursuing an investigation would be 
deliberately indifferent (or that pursuing an investigation is necessary for community 
safety or similar reasons), in which case the Title IX Coordinator may sign complaint 
even if the complainant does not file a formal complaint (doing so will not be viewed as 
adversarial toward the respondent).

7. If the allegations in a formal complaint do not meet the definition of sexual harassment 
as defined in the School’s Title IX policy, or the alleged conduct did not occur in the 
School’s education program or activity, against a person in the United States, the School 
must dismiss such allegations for purposes of Title IX. However, the School may still 
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address the allegations in any manner the School deems appropriate under the School’s 
code of conduct or other policies. 

8. Treat complainants equitably by providing remedies any time a respondent is found 
responsible, and treat respondents equitably by not imposing disciplinary sanctions 
without following the grievance process set forth herein.

9. Remedies, which are required to be provided to a complainant when a respondent is 
found responsible, must be designed to maintain the complainant’s equal access to 
education and may include supportive measures; however, remedies need not be non-
disciplinary or non-punitive and need not avoid burdening the respondent.

10. All Title IX personnel (Title IX Coordinators, investigators, decision-makers, 
people who facilitate any informal resolution process) shall be free from conflicts of 
interest or bias for or against complainants or respondents.

11. There is a presumption that the respondent is not responsible for the alleged 
conduct until a determination regarding responsibility is made at the conclusion of the 
grievance process.

12. The School’s grievance process shall not use, rely on, or seek disclosure of 
information protected under a legally recognized privilege, unless the person holding 
such privilege has waived the privilege.

13. Any provisions, rules, or practices that a school adopts as part of its grievance 
process for handling formal complaints of sexual harassment must apply equally to both 
parties (complainant and respondent).

14. The standard of evidence to determine responsibility is the preponderance of the 
evidence standard for all formal complaints of sexual harassment, whether the 
respondent is a student or an employee (including faculty member). 

Supportive Measures, Remedies and Disciplinary Sanctions
Supportive measures include: services, accommodations, and/or other assistance that the 
School puts in place for a complainant after receiving notice of alleged sexual misconduct but 
before any final outcomes – investigatory, disciplinary, or remedial – have been determined. 
The School wants students and employees to be safe, to receive appropriate medical attention, 
and to get the help they need to heal and to continue to access their educational opportunities. 
We also want students and employees to understand their reporting options and how to access 
available interim measures. 

Upon receiving a report of sexual harassment, the School will provide the complainant, or 
their advocate, with a written explanation of the interim measures available at School and 
through local community resources and shall ask complainants, or their advocates, what 
measures are sought. Some possible interim measures are listed below, and the School 
determines which measures are appropriate for a particular complainant on a case-by-case 
basis. Not all of the measures listed below will be necessary in every case to keep victims safe 
and ensure their equal access to educational programs and activities. If the complainant or 
advocate identifies an interim measure that is not already provided by the School, the School 
will consider whether the request can be granted. In those instances where interim measures 
affect both a complainant and the respondent, the School will minimize the burden on the 
complainant wherever appropriate while ensuring that the measures are non-disciplinary and 
non-punitive prior to reaching a determination regarding responsibility. 
A complainant or their advocate may request the interim measures listed below. The School – 
after consulting with the complainant and/or their advocate – will determine which measures 
are appropriate to ensure the complainant’s safety and equal access to educational programs 
and activities:
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 Academic accommodations, including change in classes, testing, or assignments;
 Medical and mental health services, including counseling;
 Modifications to extracurricular activities, field trips or on or off-campus activities;
 A “no contact” directive pending the outcome of an investigation. Such a directive serves 

as notice to both parties that they must not have verbal, electronic, written, or third 
party communication with one another;

 Providing an escort to ensure that the student can move safely between school 
programs and activities;

 Transportation accommodations; and 
 Assistance identifying an advocate to help secure additional resources or assistance 

including off-campus and community advocacy, support, and services.

Remedies Include:

Depending on the specific nature of the problem, remedies for the complainant may include, 
but are not limited to: 

• Providing an effective escort to ensure that the complainant can move safely between 
classes and activities; 

• Ensuring the complainant and perpetrator do not share classes or extracurricular 
activities; 

• Moving the perpetrator or complainant (if the complainant requests to be moved) to a 
different residence hall or, in the case of an elementary or secondary school student, to 
another school within the district; 

• Providing comprehensive, holistic victim services including medical, counseling and 
academic support services, such as tutoring; 

• Arranging for the complainant to have extra time to complete or re-take a class or 
withdraw from a class without an academic or financial penalty; and 

• Reviewing any disciplinary actions taken against the complainant to see if there is a 
causal connection between the sexual violence and the misconduct that may have 
resulted in the complainant being disciplined.

•
When a respondent is found responsible for sexual harassment, the School will offer all 
remedies needed to eliminate the harm to the complainant and the school community and 
prevent the recurrence of sexual harassment. Simply sanctioning a respondent found 
responsible, in some cases, may be insufficient to eliminate a hostile environment. Rather, in 
addition to sanctions, the School may consider offering appropriate remedies for the broader 
student/staff population after the final outcome, including the following: 

 Training or retraining school employees on the school’s responsibilities to address 
allegations of sexual violence and how to conduct Title IX investigations; 

 Developing materials on sexual harassment, which should be distributed to all staff and 
students; 

 Conducting bystander intervention and sexual harassment prevention programs with 
students and/or staff; 

 Issuing policy statements or taking other steps that clearly communicate that the school 
does not tolerate sexual harassment and will respond to any incidents and to any 
student who reports such incidents; 
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 Conducting, in conjunction with student leaders, a School climate check to assess the 
effectiveness of efforts to ensure that the school is free from sexual violence, and using 
that information to inform future proactive steps that the school will take; 

 Targeted training for a group of students if, for example, the sexual harassment created 
a hostile environment (i.e., on an athletic team); 

 When a school is unable to conduct a full investigation into a particular incident (i.e., 
when it received a general report of sexual violence without any personally identifying 
information), it should consider remedies for the broader student population in 
response. 


Disciplinary sanctions include: 

• For students found responsible: verbal warning, written warning, interim suspension, 
restitution, suspension, required participation in appropriate training, counseling, 
required completion of a probationary period without additional infractions, or 
requiring the respondent to stay away from the complainant for a period of time. 

• For employees found responsible: sanctions for violations of Title IX vary depending on 
severity from formal written warning to dismissal. 

Investigations
The School shall investigate the allegations in any formal complaint and send written notice to 
both parties (complainants and respondents) of the allegations upon receipt of a formal 
complaint. 

The School, through the Title IX Coordinator or other authorized School official, shall 
designate an impartial individual to serve as the Investigator and conduct an investigation. 
The Investigator may be the Title IX Coordinator.  However, the Investigator shall not be 
someone with a conflict of interest or bias. The School may choose an outside investigator, 
School employee or contractor to conduct the investigation. During the grievance process and 
when investigating, the Investigator shall comply with the following:

1. The burden of gathering evidence and burden of proof must remain on the School, not 
on the parties. 

2. The School must provide equal opportunity for the parties to present fact and expert 
witnesses and other inculpatory and exculpatory evidence.

3. The School must not restrict the ability of the parties to discuss the allegations or gather 
evidence (e.g., no “gag orders”). 

4. Parties must have the same opportunity to select an advisor of the party’s choice who 
may be, but need not be, an attorney.

5. The School shall send a written notice to the parties (complainant and respondent) of 
any investigative interviews, meetings, or hearings.

6. The School shall send the parties, and their advisors, evidence directly related to the 
allegations, in electronic format or hard copy, with at least 10 days for the parties to 
inspect, review, and respond to the evidence. 

7. The School shall send the parties, and their advisors, an investigative report that fairly 
summarizes relevant evidence, in electronic format or hard copy, with at least 10 days 
for the parties to respond.

8. The School shall dismiss allegations of conduct that do not meet the definition of sexual 
harassment set forth in the School’s Title IX policy or did not occur in a school’s 
education program or activity against a person in the U.S.  Such dismissal is only for Title 
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IX purposes and does not preclude the School from addressing the conduct in any 
manner the school deems appropriate.

9. The School may, in its discretion, dismiss a formal complaint or allegations therein if the 
complainant informs the Title IX Coordinator in writing that the complainant desires to 
withdraw the formal complaint or allegations therein, if the respondent is no longer 
enrolled or employed by the school, or if specific circumstances prevent the school from 
gathering sufficient evidence to reach a determination.

10. The School shall give the parties written notice of a dismissal (mandatory or 
discretionary) and the reasons for the dismissal.

11. The School may, in its discretion, consolidate formal complaints where the 
allegations arise out of the same facts. 

12. The School shall protect the privacy of a party’s medical, psychological, and 
similar treatment records and shall not access or use such records unless the School 
obtains the party’s voluntary, written consent to do so. 

Decision-Maker
The School, through the Title IX Coordinator or other authorized School official, shall 
designate a Decision-maker with regard to a Title IX complaint. The Decision-maker shall not 
be the Title IX Coordinator or Investigator, and shall not be someone with a conflict of interest 
or bias. The Decision-maker shall comply with the following rules:

1. Start with the presumption that the respondent is not responsible for the alleged 
conduct until a determination regarding responsibility is made at the conclusion of the 
grievance process.

2. All Complainants are afforded rape shield protections, deeming questions and evidence 
about a complainant’s prior sexual behavior irrelevant, unless offered to prove that 
someone other than the respondent committed the alleged misconduct or offered to 
prove consent.

3. Use the preponderance of the evidence standard in reaching her/his decision.  
4. Require objective evaluation of all relevant evidence, inculpatory and exculpatory, and 

avoid credibility determinations based on a person’s status as a complainant, 
respondent, or witness.

5. After sending the investigative report to the parties and before reaching a 
determination regarding responsibility, the decision-maker(s) must afford each party 
the opportunity to submit written, relevant questions that a party wants asked of any 
party or witness, provide each party with the answers, and allow for additional, limited 
follow-up questions from each party. 

6. Issue a written determination regarding responsibility with findings of fact, conclusions 
about whether the alleged conduct occurred, rationale for the result as to each 
allegation, any disciplinary sanctions imposed on the respondent, and whether 
remedies will be provided to the complainant. 

7. The written determination must be sent simultaneously to the parties along with 
information about how to file an appeal. 

Grievance Process
Prompt Filing:  The Complainant must file a formal complaint within a reasonable time, ideally 
within 10 days of the alleged incident. A complaint will not be disallowed solely because of the 
passage of time. The Title IX coordinator is charged with ensuring that all such complaints are 
timely, impartially, and appropriately investigated in accordance with applicable law. 
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Confidentiality:  Every effort will be made to ensure the confidentiality of the complainant.  
There may be times where confidentiality may not be possible for the School to conduct a 
thorough investigation. There may also be instances where the School has a legal obligation to 
report certain information it receives to state or local authorities or to protect the School 
community. 

Timeline:  While the timeframe for completing an investigation into individual complaints may 
vary depending on the circumstances, the Title IX coordinator will ensure that timeframes are 
reasonable and endeavor to complete any investigation, including any decision, within sixty 
(60) days of the filing of a complaint. The timeline may be extended where appropriate at the 
discretion of the School. Include reasonably prompt time frames for conclusion of the 
grievance process, including appeals and informal resolutions, with allowance for short-term, 
good cause delays or extensions of the time frames.

Investigation:  The Title IX coordinator or other School official shall designate an impartial 
Investigator to conduct the investigation. The Investigator shall have full authority to 
investigate, including the authority to interview witnesses. The Investigator shall follow the 
guidance/mandates set forth above in this policy in conducting the investigation.    

Decision-Maker:  The Decision-maker shall follow the guidance/mandates set forth above in 
this policy and shall use the preponderance of the evidence standard in reaching her/his 
decision.  The Decision-maker shall timely provide written notice of the outcome of the 
complaint to the relevant parties. 

Appeal:  Either party may appeal the Decision-maker’s decision to the Board of Directors 
within 14 days after a decision is made or the School dismisses a formal complaint in a Title IX 
proceeding, on the following bases: 

1. Procedural irregularity that affected the outcome of the matter, 
2. Newly discovered evidence that could affect the outcome of the matter, and/or 
 Title IX personnel had a conflict of interest or bias, that affected the outcome of the 

matter.
3.

The Board of Directors will appoint a panel of three board members to serve as the impartial 
review panel. The review will be conducted in accordance with all applicable laws and the 
panel may, but is not required to, request information directly from the parties. The three-
member review panel will make a decision and will provide written notice of the outcome of 
the appeal to the parties within fourteen (14) school days, unless circumstances require more 
time. 

Informal Resolution Process For Students
After a formal Complaint is filed, the School may, in its discretion, offer and facilitate informal 
resolution options, such as mediation or restorative justice, so long as both parties give 
voluntary, informed, written consent to attempt informal resolution. The School will not 
require participation in an informal process. And, at any time prior to agreeing to a resolution, 
any party has the right to withdraw from the informal resolution process and resume the 
grievance process with respect to the formal complaint.  

The School does not require as a condition of enrollment or continuing enrollment, or 
employment or continuing employment, or enjoyment of any other right, waiver of the right to 
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a formal investigation and adjudication of formal complaints of sexual harassment. Any 
person who facilitates an informal resolution must be well-trained. The School will not offer or 
facilitate an informal resolution process to resolve allegations that an employee sexually 
harassed a student. Finally, the School may not offer an informal resolution process unless a 
formal complaint is filed. 

Policy Application
This policy shall remain in effect as long as required by law.

Americans with Disabilities Act and Amendments and GINA

The School is committed to providing equal employment opportunities to individuals with disabilities, 
those regarded as having disabilities and those associated with individuals with disabilities. 
Accordingly, the School 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. The School 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). The School also does not discriminate against employees or applicants because of genetic 
information under the Genetic Information Non-Discrimination Act (GINA).

Eligibility
The School will engage in an interactive process to find reasonable accommodation for 
qualified individuals with a disability to enable them to perform the essential functions of a 
job, unless doing so causes an 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 the School 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 the School 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 federals laws may be informed.
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All employees with responsibilities, which may require knowledge of disabilities, are 
advised that they are to treat the knowledge with confidentiality.

Procedures
The Chief School Officer or their designee is responsible for implementing this policy, 
including requests for and resolution of reasonable accommodations, safety and direct 
threat determinations, and undue hardship issues. All requests for reasonable 
accommodations should be presented to AltHR (insert contact information) and the Chief 
School Officer or her/his designee.

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, AltHR, or any other employee in a supervisory position with whom the 
individual feels comfortable, including AltHR, the Chief School Officer or the Board of 
Directors.  No applicant or employee will be subject to coercion, intimidation, interference, 
discrimination or retaliation for registering a complaint or for assisting in an investigation 
of any alleged violation of laws prohibiting discrimination on the basis of disability.

Employment At-Will, Open Door and Grievance Policy and Procedure

Employment-At-Will
Employment with the School is based on mutual consent; both the employee and the School 
have the right to terminate employment at any time, with or without notice, for any lawful 
reason, or for no reason at all. The most common circumstances under which employment is 
terminated include resignation, discharge, reduction-in-force, or retirement.

No provision in this handbook or any other personnel policy or procedure document shall be 
construed to the contrary or construed to limit this right in any way. No supervisor, 
employee or other representative of the School is authorized to alter the terminable at-will 
nature of employment with the School or make any agreement to the contrary. Any 
agreement altering or modifying the terminable at-will nature of employment with the 
School must be in writing signed by the Chief School Officer and approved by the School’s 
Board of Directors.

Open-Door Policy
The School is committed to fair and equitable treatment for all employees. Good-faith 
complaints, grievances, questions, comments, suggestions, or ideas are of interest to 
Research Triangle High School. The School encourages its employees to communicate such 
good-faith complaints, grievances, questions, comments, suggestions, or ideas to their 
supervisor, or the Chief School Officer.

Grievance Policy and Procedures
This policy is in place to respond to a grievance by an employee or volunteer (herein after 
“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. 
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The goal of filing a formal grievance would be to use the process to come to an equitable 
solution.

 Definition of a grievance: a grievance is defined as a formal written complaint 
by an employee stating that a specific action has violated a School policy, 
board policy, law or regulation.   Complaints that do not raise an alleged 
violation of School policy, board policy, law or regulation do not raise 
grievance issue 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 issue, employee discipline or employee 
reviews unless a specific violation of law or policy is alleged.  A grievance also 
does not include an ADA complaint, a GINA complaint, a Title IX complaint or a 
complaint of sexual harassment, discrimination or retaliation under Title VI or 
VII. All complaints under those laws shall be handled pursuant to their policies 
as set forth in the Employee Handbook and consistent with state or federal 
laws.

 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 Chief School Officer.

 The grievance process is as follows:


o Step 1: To file a grievance, an employee must submit a letter in writing (email 
accepted) stating the School 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 Chief School Officer. If the Chief School Officer is implicated in the grievance, 
the grievance should be submitted to the Chair or Vice Chair of the Board of 
Directors or to any other Board member with whom the individual(s) feel 
comfortable disclosing the information. 

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

o Step 3: If the employee is not satisfied with the response from the Chief School 
Officer, the employee may file an appeal by submitting a letter in writing (email 
accepted) stating the School 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 Directors. This must be 
done within 5 business days of the initial response from the Director. 

o 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 monthly meeting, provided such meeting is more than 
seven days after the filing, or the Chair of the Board of Directors may call a special 
meeting of the Board to consider the appeal in accordance with the School’s 
bylaws.  The Board will consider and discuss the grievance at the meeting in 
accordance with Open Meetings laws. Prior to the meeting, at the Board’s sole 
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discretion, the Board may conduct an investigation or gather additional 
information regarding the grievance, including interviews, if needed. The 
individual filing the grievance or appeal will attend the meeting. At that meeting 
the Board of Directors 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, it may defer its decision until the next regularly scheduled board 
meeting or schedule a special 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.

FERPA and Confidentiality

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 students’ education records without the consent 
of a parent or eligible student unless an exception to FERPA’s general consent rule applies.

Research Triangle High School 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. The School 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.  RTHS policy is to use “Student Confidential” as the subject.

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 Chief School Officer. See FERPA: 
http://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html

Confidentiality
Respecting the privacy of our students, donors, staff, and volunteers of the Research 
Triangle High School itself is a basic value of Research Triangle High School. Confidential 
information should not be disclosed or discussed with anyone without permission or 
authorization from the Board of Directors. Care shall also be taken to ensure that 
unauthorized individuals do not overhear any discussion of confidential information and 
that documents containing confidential information are not left in the open or inadvertently 
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shared.

Employees, volunteers and board members of Research Triangle High School may be 
exposed to information, which is confidential and/or privileged and proprietary in nature. 
It is the policy of Research Triangle High School that such information must be kept 
confidential both during and after employment or volunteer service. Staff and volunteers, 
including board members, are expected to return materials containing privileged or 
confidential information at the time of separation from employment or expiration of 
service.

Unauthorized disclosure of confidential or privileged information is a serious violation of 
this policy and will subject the person(s) who made the unauthorized disclosure to 
appropriate discipline, including removal/dismissal.

Job Descriptions

Chief School Officer

Dean of Students

Dean of Curriculum & Instruction

Director of Development

Director of Operations

Director of Information Technology

Counselors

College Advisers

Director of Analytics

Coordinator, Beginning Teachers & Testing

Office and Facilities Manager

Director of Digital Media

Manager, Information Technology, Powerschool

Teaching Practices at Research Triangle High School
The teachers at RTHS will follow the best practices below, which are a part of the 
educational philosophy at our school.
Our teachers will:

 Be on time every day for every class.
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 Show respect to all students, staff, and families.
 Set high expectations for themselves and their students and strive for excellence in 

all that they do.
 Teach their students in a developmentally appropriate way.
 Use a variety of teaching techniques to teach to all the learning styles of their 

students.
 Use positive reinforcement and encouragement as the main way of managing 

classroom behavior, addressing issues on a one-on-one basis to get to the root of 
the issue. Students shall be developed in a way they become intrinsically motivated.

 Use brain-based learning strategies in their classroom daily.
 Encourage creativity in their classroom by using hands-on learning and project-

based learning.
 Encourage students to do their best at all times.
 Strive after constant professional growth by keeping up with the latest educational 

research by participating in all the professional development opportunities offered 
through the school.

 Cultivate personal and appropriate relationships with their students and co-workers.
 Collaborate with their co-workers to create and develop the best possible 

educational program for the students at RTHS.
 Hold each student personally accountable for their education and their actions.
 Include students in conferences and take time to explain their academic progress 

to each student in a developmentally appropriate way.
 Develop the skills of classroom management: organization, time management, and 

setting clear expectations to establish a positive working/learning environment in 
teacher-directed lessons.

 Model integrity, responsibility, creativity, and respect for all persons as well 
as an appreciation for racial, cultural and gender diversity.

 Communicate in a meaningful way with each parent on a consistent basis.

Continuous Growth Model
Research Triangle High School is a school that learns (Peter Senge). We focus on continuous 
improvement and iteration.  Students, teachers and administrators constantly ask themselves 
how to best demonstrate and support our Core Values.  In order to support this ever-changing 
model, teachers and administrators learn & use strategies to build skills in themselves and 
students which will lead to success in an evolving world. Students learn habits to direct their 
learning and set and reach goals.
The model is informed by the work of Michael Fullan, Charlotte Danielson, Peter Senge, Robert 
Marzano, Ellie Drago-Severson, The Stanford d. school, Larry Ainsworth, Jay McTighe, Elena 
Aguilar, Grant Wiggins, Doug Reeves, and Linda Darling-Hammond, among others.

School-Level Support
RTHS believes that it is our teachers who define our culture of excellence and inclusivity. We 
are dedicated to continuous growth, and believe that teachers deserve to be supported in their 
continued efforts to improve. We have several structures in place to provide support:

1. Transformational Coaches:  Research Triangle High School has many teachers of varying 
backgrounds. This is one of our strengths, and our coaching and mentoring program has 
been established to foster an environment that encourages sharing diverse experiences 
and knowledge. It is critical for teachers to evaluate their happiness and success 
throughout the year and contact people with any questions that they have. Asking for 
advice is the most important trait of a new teacher, and we will attempt to foster this in 
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all new members of our staff.   Transformational coaches serve as beginning teacher 
mentors as well.

2. Department PLCs: Departments meet in PLCs to share ideas, evaluate models of student 
work, plan for upcoming units or projects, and calibrate their ideas around rigor and 
student competency.

3. Administrators: Each administrator has a specific role in terms of support, but these 
roles might flex during the year based on needs and situations. All administrators have 
open-door policies and will be visible in hallways and in classrooms. Teachers are 
encouraged to talk to administrators whenever they feel like they need to.

 Faculty Fridays/Workdays: Throughout the academic year, faculty meetings will include 
professional development components and time for meeting in groups. In addition, 
there may be staff development sessions on the workdays or after school. Faculty 
meetings and professional development generally take place Friday afternoons from 
2:45 until 4:30pm. 

Attending Conferences
Limited funds are available for faculty to attend professional workshops and conferences 
designed to enhance their growth in the school. As part of its mission of education innovation, 
RTHS strives to support faculty as much as possible in these areas given budget constraints. 

An important criterion for deciding on financial support will be how workshop or conference 
material and ideas are to be shared in ways that benefit colleagues or students. Teachers who 
present at state, regional, and national conferences will receive funding preference.

Faculty members are encouraged to request funds as early as possible. The principal makes 
the final decision on funding requests. Please review your conference requests with the Dean 
of Curriculum and Instruction before deciding to attend. RTHS encourages teachers and staff 
to attend worthwhile professional development programs. The following policies are 
considered a guideline for employees as they choose events to attend.

1. National Conferences: RTHS considers attendance at national conferences a priority, 
and encourages teachers and staff to attend as learners or presenters at least once every 
3 years. Presenters may attend more often. Attendees are generally expected to be in 
their second year of employment at RTHS before attending a national conference. RTHS 
will pay for registration fee, travel, hotel and dining fees at the federal reimbursement 
rate or less. Attendees are encouraged to find roommates or compensated rooms and 
the cheapest airfare.

2. AP Workshops: Teachers and staff are encouraged to attend these workshops as often as 
required, at a local site. Registration fees paid by RTHS; travel and overnight fees may be 
paid. Attendees are strongly encouraged to attend locally.

3. NC-based/DPI Workshops: Teachers and staff are welcomed to attend relevant local 
workshops. RTHS will pay registration fees and travel to and from the event at 25 
cents/mile. Overnight stays for conferences over 2.5 hours away will be reimbursed. 
Employees are encouraged to attend locally held events.

Exceptions to these policies will be determined by employees’ unique departmental and 
professional needs, subject to approval by the Chief School Officer.

Duties of Teachers
 Plan, prepare and implement daily lesson plans as directed by the Chief School 
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Officer or any other school administrator.
 Chaperone, and be actively involved in, special events for the students and 

the community.
 Take and enter accurate attendance records daily.
 Share the responsibilities of keeping rooms and halls tidy.
 Supervise activities such as recess, carpool, lunch, and supporting any community 

service programs established by the school.
 Document parent emails, phone calls and parent conferences or meetings. Provide 

written copies of conference notes, parent meetings, phone conversations and 
copies of emails to the Chief School Officer as requested.

 Attend open houses and professional programs as requested by the Chief School 
Officer.

 Help in developing an agenda for unit meetings and recording decisions made.
 Respond to parents within 72 hours.


Employee Parking
Parking facilities are limited. Employees are required to park in the specified employee 
parking areas. Please lock your car doors as the School is not responsible for loss, damage 
or theft of your vehicle or any personal property left inside.

Staff Dress Code
 All employees must dress professionally and modestly, in business casual attire on a 
daily basis. 

Staff Children Enrolled at RTHS
As a staff member it is a benefit to have your children attend RTHS. All children must be 
supervised by you prior to your work day beginning and after your work day ends unless 
they are in before or after care.  

Parent and Student Communication
Teachers are expected to communicate with parents on a regular basis through 
ParentSquare. Teachers will also be expected to meet with parents once a quarter. At the 
parent conferences, teachers should review the academic progress of the student. Students 
will be included in each parent conference. Research Triangle High School believes it is 
important for the student to take personal responsibility for their own education. Students 
should be encouraged to tell their parents about their own educational progress. At the 
conferences, teachers should take the time to explain all academic data to the parents and 
answer any questions the parents might have about their child.

We expect that all staff will respond to parent emails or phone calls within 72 hours.  Any 
electronic communication to groups of parents shall be done using the blind-copy function 
to protect the email addresses of parents. All email communications sent to parents or 
other staff must be done from ParentSquare or your school email address.

It is not appropriate for any Research Triangle High School employee to communicate with 
students or parents regarding personnel matters at the School. Employees are prohibited 
from using class time to discuss personnel matters at the School unless expressly 
authorized to do so by the Chief School Officer or the Chief School Officer’s designee. 
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Employees are also prohibited from emailing parents regarding non-instructional or 
personnel matters unless expressly authorized to do so by the Chief School Officer or the 
Chief School Officer’s designee. Employees may not discuss any confidential student 
information with anyone expect the legal parents/guardians.  Employees should not text 
any parent, except through Google Chat. If you choose to text parents from your personal 
cell phone, your phone may be subject to legal search if there is an investigation.  If an 
employee has any question regarding this policy, the employee should contact the Chief 
School Officer. Violations of this policy will result in disciplinary action up to and including 
immediate termination. This policy is not intended and should not be construed to prohibit 
or interfere with an employee/s exercise of any rights had under state or federal law, 
including the NLRA.

Building Access
The school offices will remain locked during all non-school times. Administrative staff 
members will be issued keys for building entry during non-school hours. All external 
doors will remain locked at all times. Teachers should lock their classroom door when 
they are not in their classroom.  All staff must follow the Visitor Policy. Staff shall not allow 
any visitor into any building without a proper visitor badge. Any visitor that is on campus 
and does not have a visitor’s badge shall be escorted to the front office. If any staff member 
has a concern about an unauthorized person on campus, they should contact an 
administrator immediately. It is the responsibility of all staff to ensure that all visitors are 
following the Visitor Policy, therefore all staff MUST report any unauthorized visitors to an 
administrator.

At no time should the exterior doors on the building be propped open.  They must be left 
locked at all times with the exception of the front door.

Key and Access Cards
Keys and access cards to Research Triangle High School’s property or premises are issued 
to eligible employees for official Research Triangle High School business only and remain 
the property of Research Triangle High School only. Employees are not to copy, loan or 
make keys available to any other person. Lost or stolen keys and access cards should be 
reported immediately to the Chief School Officer.

Personal Items Brought on Campus
Employees are responsible for any personal items brought on campus. Research Triangle 
High School will not be held responsible for any personal items belonging to employees that 
get damaged, lost or stolen. Valuable personal items, such as purses and all other valuables, 
should not be left in areas where theft might occur.

Child Abuse Reporting
All school personnel are required to report any suspected abuse of any child as per the 
School’s Child Abuse Reporting Policy consistent with N.C.G.S. § 7B-301. These reports 
should be made directly to the Department of Social Services in the county where the child 
resides. Reports can also be made by calling 919-560-8424 (Durham County). If a report is 
made, it must be reported to the Chief School Officer immediately. All school personnel will 
receive training on how to report child abuse. If any staff member has a question or 
concern, they should see the School Counselor and Chief School Officer.
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In addition to cases of abuse, neglect, dependency, and maltreatment, under N.C.G.S. §14-
318.6, any person 18 years of age or older who knows or should have reasonably known that 
a juvenile has been or is the victim of a violent offense, sexual offense, or misdemeanor child 
abuse under N.C.G.S. §14-318.2 shall immediately report the case of that juvenile to the 
appropriate local law enforcement agency in the county where the juvenile resides or is 
found. If a report is made, it must be reported to the Chief School Officer immediately. All 
school personnel will receive training on how to report child abuse. If any staff member has a 
question or concern they should see the School Counselor and Chief School Officer.

Child Sexual Abuse and Sex Trafficking Training Policy
It is the intent to this policy to comply 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 Research Triangle 
High School 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: 

 School personnel. Teachers, instructional support personnel, principals, and assistant 
principals. This term may also include, in the discretion of the employing entity, other 
school employees who work directly with students in grades kindergarten through 12. 

o 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 local nongovernmental organizations with expertise in these 
areas, local law enforcement officers, or other officers of the court. All school 
personnel who work with students in grades kindergarten through 12 shall receive 
two hours of training consistent with this section in even-numbered years beginning 
in 2020. 

o No entity 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)." 

Such program shall be adopted and implemented by January 1, 2020, and training shall be 
required for school personnel beginning with the 2020-2021 school year.  The RTHS program 
under this policy shall be conducted in accordance with North Carolina law and supervised by 
the Director of Operations.

Care of School Equipment

Commented [LGS1]:  This needs to be in the Dir of Op job 
description.
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All employees, volunteers and students are expected to demonstrate proper care when 
using the School's property and equipment. No property may be removed from the premises 
without the proper authorization of the administration. If you lose, break or damage any 
property, report it to the Director of Digital Media at once. School copy machines and/or 
printers shall not be used for non- School related printing or copying.  Teaching staff are 
responsible for the condition of their classroom and are expected to keep it clean, organized 
and decluttered at all times.

School Issued Technology 
Staff are responsible for the care and condition of any school issued technology issued to 
them or their classroom.  Staff must account for and return all technology issued to them at 
the end of the year. 

Care of Staff Laptops
All staff will be provided by the school with a laptop should they need one. Apple cultists will 
also be accommodated: a limited number of Apple laptops are available for teacher use. All 
devices used by teachers will be supported to the best of IT but priority goes to school-owned 
and managed devices.

Personal Technology & Furniture/Supplies
The school is not responsible for any personal items brought in by staff.  Technology 
purchased and brought in by staff will not be supported by the school technology team.

Classroom and School Supplies
The School maintains a stock of basic office and classroom supplies such as pens, paper 
clips, staples, note pads, etc. used on a day-to-day basis by employees.  If a staff member 
needs additional supplies, they must request them from their supervisor at least two weeks 
in advance of the date that the supplies are needed. Staff members may be reimbursed for 
expenses if the reimbursement has been approved by their supervisor in advance. Check 
requests that did not receive prior approval will not be accepted.

Teachers may create wish lists for their classroom parents. These lists must be approved by 
their Principal.

All office and classroom supplies are for School use only and should not be removed from 
the School for non-business use. Violations of this policy may result in disciplinary action 
up to and including discharge/termination.

General Personnel Policies

Employee Code of Conduct
Research Triangle High School’s reputation for integrity is its most valuable asset and is 
directly related to the conduct of its administration, Board and staff. Therefore, employees 
must never use their positions with the School, or any of its students, for private gain, to 
advance personal interests or to obtain favors or benefits for themselves, members of their 
families or any other individuals, corporations or business entities.  To that end, the School 
has adopted a Conflict of Interest policy for staff, board members, committee members and 
administration, which is available upon request from the Chief School Officer.  A summary 
of that policy is as follows:

59 of 90Powered by BoardOnTrack

Research Triangle High School - RTHS Board Meeting - Agenda - Wednesday February 16, 2022 at 5:30 PM



Research Triangle High School Employee 
Handbook

34 | P a g e

Conflict of Interest Policy
All Research Triangle High School employees, contractor, and volunteers are expected to 
abide by the following conflict of interest policy.

Employees shall avoid improper conduct arising from conflicts of interest and shall abide by 
all legal requirements governing conflicts of interests, including N.C.G.S. Section 55A-8-31.

A person shall not be disqualified from employment by the charter school’s board of directors 
because of the existence of a conflict of interest, so long as the person’s actions comply with this 
conflict of interest policy and applicable law. 

Definitions for the Purposes of this Policy
 Interested Person - any director, principal officer, or member of a committee of the 

Board of Directors who has a direct or indirect financial interest, as defined below, is an 
interested person. 

 Financial Interest - a person has a financial interest if the person has, directly or 
indirectly, through business, investment, or family:

a.o An ownership or investment interest in any entity with which the School has a 
transaction or arrangement,

b.o A compensation arrangement with the School or with any entity or individual with 
which the School has a transaction or arrangement, or

o A potential ownership or investment interest in, or compensation arrangement with, 
any entity or individual with which the School is negotiating a transaction or 
arrangement.

c.
Compensation includes direct and indirect remuneration as well as gifts or favors that 
are not insubstantial.

A financial interest is not necessarily a conflict of interest.  A person who has a financial 
interest may have a conflict of interest only if the Board of Directors decides that a 
conflict of interest exists.

Procedures
 Duty to Disclose - in connection with any actual or possible conflict of interest, an 

interested person must disclose the existence of the financial interest and be given the 
opportunity to disclose all material facts to the Board of Directors or members of a 
committee with governing board delegated powers considering the proposed 
transaction or arrangement.

 Determining Whether a Conflict of Interest Exists - after disclosure of the financial 
interest and all material facts, and after any discussion with the interested person, they 
shall leave the Board of Directors or committee meeting while the determination of a 
conflict of interest is discussed and voted upon.  The remaining board or committee 
members shall decide if a conflict of interest exists.

 Procedures for Addressing the Conflict of Interest
1.

a.o An interested person may make a presentation at the Board of Directors or 
committee meeting, but after the presentation, they shall leave the meeting during 
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the discussion of, and the vote on, the transaction or arrangement involving the 
possible conflict of interest.

b.o The chairperson of the Board of Directors or committee shall, if appropriate, appoint 
a disinterested person or committee to investigate alternatives to the proposed 
transaction or arrangement.

c.o After exercising due diligence, the Board of Directors or committee shall determine 
whether the School can obtain with reasonable efforts a more advantageous 
transaction or arrangement from a person or entity that would not give rise to a 
conflict of interest.

d.o If a more advantageous transaction or arrangement is not reasonably possible under 
circumstances not producing a conflict of interest, the Board of Directors or 
committee shall determine by a majority vote of the disinterested directors whether 
the transaction or arrangement is in the School’s best interest, for its own benefit, 
and whether it is fair and reasonable.  In conformity with the above determination, it 
shall make its decision as to whether to enter into the transaction or arrangement.

2. Violations of the Conflicts of Interest Policy
a. If the Board of Directors or committee has reasonable cause to believe a member has 

failed to disclose actual or possible conflicts of interest, it shall inform the member of 
the basis for such belief and afford the member an opportunity to explain the alleged 
failure to disclose.

b. If, after hearing the member’s response and after making further investigation as 
warranted by the circumstances, the Board of Directors or committee determines the 
member has failed to disclose an actual or possible conflict of interest, it shall take 
appropriate disciplinary and corrective action.

Records of Proceedings
The minutes of the Board of Directors and all committees with board-delegated powers shall 
contain:

a. The names of the persons who disclosed or otherwise were found to have a financial 
interest in connection with an actual or possible conflict of interest, the nature of the 
financial interest, any action taken to determine whether a conflict of interest was 
present, and the governing board’s or committee’s decision as to whether a conflict of 
interest in fact existed.

b. The names of the persons who were present for discussions and votes relating to the 
transaction or arrangement, the content of the discussion, including any alternatives to 
the proposed transaction or arrangement, and a record of any votes taken in connection 
with the proceedings.

Compensation
A voting member of the Board of Directors who receives compensation, directly or indirectly, 
from the School for services is precluded from voting on matters pertaining to that member’s 
compensation.
a.

b. A voting member of any committee whose jurisdiction includes compensation matters 
and who receives compensation, directly or indirectly, from the School for services is 
precluded from voting on matters pertaining to that member’s compensation.
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c. No voting member of the Board of Directors or any committee whose jurisdiction 
includes compensation matters and who receives compensation, directly or indirectly, 
from the School, either individually or collectively, is prohibited from providing 
information to any committee regarding compensation.

Annual Statements
Each director, principal officer and member of a committee with Board of Directors delegated 
powers shall annually sign a statement, which affirms such person:

a. Has received a copy of the conflicts of interest policy,
b. Has read and understands the policy,
c. Has agreed to comply with the policy, and
d. Understands the School is charitable and in order to maintain its federal tax exemption, 

it must engage primarily in activities, which accomplish one or more of its tax-exempt 
purposes.

Periodic Reviews
To ensure the School operates in a manner consistent with charitable purposes and does not 
engage in activities that could jeopardize its tax-exempt status, periodic reviews shall be 
conducted.  The periodic reviews shall, at a minimum, include the following subjects:

a. Whether compensation arrangements and benefits are reasonable, based on competent 
survey information, and the result of arm’s length bargaining, and

 Whether partnerships, joint ventures, and arrangements with management 
organizations conform to the School’s written policies, are properly recorded, reflect 
reasonable investment or payments for goods and services, further charitable purposes 
and do not result in inurement, impermissible private benefit or in an excess benefit 
transaction.

b.
Use of Outside Experts
When conducting the periodic reviews as provided for in this policy, the School may, but need 
not, use outside advisors.  If outside experts are used, their use shall not relieve the Board of 
Directors of its responsibility for ensuring periodic reviews are conducted.

Nepotism

RTHS recognizes that there are times when the most qualified candidate for a particular vacant position might 
be related to a current employee. RTHS further recognizes that an educational institution functions best when 
all staff members are free of situations which might encourage conflicts of interest in the supervision and 
evaluation of employees. The following guidelines shall be established to eliminate the possibilities of 
conflicts existing in the direct supervision and evaluation of an employee:

No administrator or employee shall directly supervise or evaluate an employee in that administrator’s 
immediate family. For purposes of this policy, “immediate family” shall refer to father, mother, sister, brother, 
daughter, son, spouse, daughter-in-law, son-in- law, sister-in-law, brother-in-law, mother-in-law, father-in-law, 
grandparent, grandchild, stepparent, step-child, step-sister, step-brother, or guardian.

No member of an immediate family of an employee will be shown preference for employment in either a 
temporary or permanent position because of that family relationship. No employee or Board of Directors 
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member shall recommend the employment of immediate family without disclosure to the Chief School Officer 
or the Board.

Members of the immediate families of Board of Directors member may be considered for employment in either 
temporary or permanent positions subject to the Board’s Nepotism policy and a Board decision that such 
employment is in the best interest of the organization. Board of Directors members must disqualify themselves 
from discussions or votes related to the employment of immediate family members and will be required to 
comply at all times with the School’s Conflict of Interest policy.

Staff Evaluations
The purpose of the employee formal evaluation is to improve job performance.  One 
summative evaluation will be conducted annually for each employee. A number of 
intermediate formative evaluations will occur during the year depending on the employee’s 
status and licensure requirements. All teachers will be observed at least twice. A copy of the 
evaluation will be recorded and stored in the employee’s file, signed by the employee. At 
this time, the RTHS admin team is in the process of redesigning the school’s evaluation 
procedure with the help of the school staff.

Licensure
The Chief School Officer is responsible for the renewal of teaching licenses.  Licensed staff 
need to take an active role in the renewal process.  The School will reimburse employees for 
the cost of license renewal.

Personnel Files/Address or Personal Status Changes
It is important that the Chief School Officer and Officer Manager have a correct home 
address and telephone number for each employee at all times. Employees should report 
any changes to the Chief School Officer and Officer Manager immediately.

If personal status, such as marital status, should change or if there is an addition to the 
family, employees should notify the Director of Operations. Because your benefits may be 
affected, you may need to change your insurance and/or tax records.

RTHS maintains personnel files on each employee. These files contain documentation 
regarding all aspects of your employment with the School, such as performance appraisals, 
beneficiary designation forms, disciplinary warning notices, and letters of commendation. 
Current employees may review their personnel file on an annual basis. As such, personnel 
files contain confidential information. You may review and/or make photocopies of 
documents contained in your file with the permission of the Chief School Officer. Please see 
the Chief School Officer if you are interested in reviewing your file or making copies. All 
requests for personnel files, whether to view or copy, will be responded to within a 
reasonable time.

Relationships with Students
All Research Triangle High School employees are expected to conduct themselves in a 
professional and appropriate manner at all times. Relationships between staff and students 
that include “dating,” “courtship,” or “romantic involvement” are strictly prohibited. We 
encourage staff members to set Facebook and Instagram profiles to private and should not 
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allow students to follow them or friend them on social media.  The School strongly 
discourages engaging individual students and parents via social media.  Please refer to the 
School’s social media policy.

Employment Reference, Verification, and Inquiries
All references, inquires, or verifications of employment regarding any current or former 
employee of the School shall be directed to their direct supervisor.  If there is a concern about 
the employee, the direct supervisor should have the Chief School Officer handle the reference.  
All employment verification requests should go to the Officer Manager or AltHR.  It is the 
School’s policy to provide only the following information for a reference for any current or 
former employee: dates of employment, position, salary, and whether the individual would be 
rehired.

Participation in Political Activity
RTHS believes that employees have the right and obligation to be informed and politically active citizens, 
including the right to register, the right to vote, the right to be active members of the political party of their 
choice, the right to campaign for candidates and the right to seek, campaign for, and serve in public office 
provided there is no local, state or federal law prohibiting them from seeking a certain political office. No 
employee’s position will be in jeopardy due to his or her political activities as long as the employee adheres 
to the terms of this policy.

No person employed by RTHS shall engage in partisan political activity during the employee’s working hours 
or at any time the employee is performing his or her job duties. No employee may use school equipment at 
any time for partisan political activity.

Acceptance of Gifts
All RTHS staff employees are not allowed to accept gifts (tokens of appreciation) from any parent, person, 
company, school, or other government official with a value (or equivalent) of more than
$25.00. In general, gifts are considered tangible or intangible items (e.g., stock certificates), including rebates 
for merchandise, merchandise gift cards, gratuities, and quid pro quo services.  Any gift(s) which exceed this 
amount must be returned to the originator, and the Chief School Officer and Board of Directors must be 
notified. The high ethical standards of the school must be maintained in order to avoid conflicts of interest, 
perceived or real, in the local and education communities.

Communication Policies

Cell Phone Use during School Hours
Personal staff cell phone use should be limited to non-instructional time. It is our intention 
to provide multiple times during the day when calls can be placed to allow teachers to 
handle personal matters outside of classroom time. In the same way that we are asking our 
students to abstain from cell phone use during the school day so that they are completely 
present, we ask the staff to do the same. Unless it is an emergency staff may not use their 
personal cell phone to call parents. Teachers may NOT be on their cell phones during 
instructional time.

Contact with the Media and Outside Agencies
All inquiries by the media and outside agencies regarding the School and its operations 
must be referred to the Chief School Officer and/or Chair of the Board of Directors. Only the 
Chief School Officer and/or Board of Directors or a person designated by the Chief School 
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Officer, is authorized to make or approve public statements pertaining to the School or its 
operations. No employees, unless specifically designated by the Chief School Officer and/or 
Board of Directors, are authorized to make those statements. Any employee wishing to 
write and/or publish an article, paper, or other publication on behalf of the School must 
first obtain approval from the Chief School Officer and/or Board of Directors before 
publication.

Employees may not contract with an outside agency for field trips, presentations or other 
school business without the written permission of the Chief School Officer.   All media 
utilizing the Research Triangle High School name or brand (e.g. Logo, mascot, etc.) must 
have approval by the Research Triangle High School Board of Directors and shall be linked 
to the School’s official websites.

Solicitation and Distribution of Literature on School Premises
To maintain efficient and safe operations and to encourage employees to give their full 
attention to their jobs, Research Triangle High School does not allow the solicitation and 
distribution of literature on School premises. Please help us to insure this by refraining from 
the following:

 Distribution of literature by employees in work areas on School property.
 Distribution of literature by employees during working time in non-work areas on 

School property, which in any way interferes with work.
 Solicitation by employees on School property during working time, which in any way 

interferes with work.
 Solicitation and/or distribution of literature by non-employees on School property.


Electronic Communications
The School provides computers, electronic data storage, Internet services, email, and 
voicemail communications systems (referred to throughout this policy as “the School’s 
communication systems”) as important tools to support the School’s business and assist 
employees in performing their job responsibilities. It 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 e-mail, constitute School property. The School’s communication 
systems are to be used for business-related purposes only during all working hours. 
Personal use is permissible on a reasonable basis provided it occurs during non-working 
hours and does not violate any School policy or local, state or federal law. 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 non-solicitation, equal 
employment opportunity, harassment, or non-retaliation policies or any other School 
policy or procedure.

• Utilizing or accessing the School’s communication systems without proper 
authorization.

 Utilizing, accessing or sharing school information including parent and/or student 
email address for any purpose other than communicating academic or safety 
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information about the School or the specific student.
• Disabling or otherwise interfering with the School’s communication security or data

protections systems.
• Using the School’s communication system to disclose confidential, sensitive, 

proprietary information, or personnel information to unauthorized individuals.
• Using the School’s student lists to communicate personal matters to parents or students.

The School expressly prohibits the use of the School’s communication system for 
communicating with or sending emails to parents or students regarding personnel matters 
without the express written consent of the Chief School Officer or the Chair of the Board of 
Directors.  The School 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. Employees should not consider the School’s communications systems as private. 
Please note, the use of a password or delete function does not restrict or in any way alter 
the School’s right and ability to monitor, audit, access, disclose and/or review the use of its 
communication systems in the School’s discretion in the ordinary course of business. 
Employees should also be aware that the School may, under certain circumstances, be 
compelled to monitor, audit, access, disclose and/or review the use of its communication 
systems. 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 providing any unauthorized individuals with access to 
the School’s communication systems. Additionally, employees are prohibited from accessing 
the School’s communication systems without proper authorization. Employees are also 
prohibited from establishing intranet, Internet or other data connections without prior 
written authorization. Any employee who violates this policy will be subject to immediate 
disciplinary action up to and including discharge/termination.

Social Media Policy
Research Triangle High School understands that social media can be a fun and rewarding 
way to connect with family, friends, and co-workers around the world. However, use of 
social media also presents certain risks and carries with it certain responsibilities. The 
School has established the following guidelines for appropriate use of social media.

This policy applies to all persons who work or volunteer for Research Triangle High School. 

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 personal web logs or blogs, journals or diaries, 
personal websites, social networking or affinity Website, Web bulletin board or a chat 
room, whether or not associated or affiliated with the School, as well as any other form of 
electronic communication.

The same principles and guidelines found in the School policies and these basic beliefs apply 
to   employee activities online. Ultimately, employees are solely responsible for what they 
post online. Employees should consider some of the risks and rewards that are involved in 
creating online content. Any conduct that adversely affects job performance, the 
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performance of fellow workers, or otherwise adversely affects students, parents, suppliers, 
volunteers, people who work on behalf of School or School's legitimate business/education 
interests may result in disciplinary action up to and including termination.

Know and Follow the Rules
Employees should carefully read these guidelines, the School’s Employee Handbook, 
including the communications policy, confidentiality policy, the School’s non-
discrimination and anti-harassment policies, and ensure 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 employees to disciplinary action up to and including termination.

Be Respectful
Employees should always be fair and courteous to fellow teachers or staff, volunteers, 
students, parents, suppliers or people who work on behalf of School. Employees should also 
keep in mind that they are more likely to resolve work-related complaints by speaking 
directly with their co-workers or by utilizing our Open-Door Policy than by posting 
complaints to a social media outlet. Nevertheless, if they decide to post complaints or 
criticism, avoid using statements, photographs, video or audio that reasonably could be 
viewed as malicious, obscene, threatening or intimidating, that disparage 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 School policy.

Be Honest and Accurate
Employees should always be honest and accurate when posting information or news, and if 
mistakes are made, correct them quickly. Employees should be open about any previous 
posts altered. Remember that the Internet archives almost everything; therefore, even 
deleted postings can be searched. Employees should never post any information or rumors 
known to be false about the School, fellow workers, students, parents, volunteers, 
suppliers, and people working on behalf of School.

Post Only Appropriate and Respectful Content
• Employees should maintain the confidentiality of School private or confidential 
information.  Such information may include information regarding the development of 
systems, processes, know-how and technology. Employees should not post internal reports, 
policies, procedures or other internal business/school-related confidential communications. 
Employees should not post information about individual students or families and be sure to 
maintain the confidentiality, as is protected and required under state or federal law.

Employees should not create a link from a personal blog, website, or other social 
networking site to the School website without identifying as an employee or volunteer of 
the School.
•
• Employees should express only personal opinions. Employees should never represent 
themselves as a spokesperson for the School. If the School is a subject of the content they are 
creating, they should be clear and open about the fact that they are an employee or 
volunteer and make it clear that their views do not represent those of the School, fellow 
workers, parents, students, suppliers, or people working on behalf of the School. If they do 
publish a blog or post online related to the work they do, or subjects associated with the 
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School, they should make it clear that they 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
Employees should refrain from using social media while on work time or on equipment 
provided by the School unless it is work related as authorized by the Chief School Officer or 
consistent with the School Communication Policy. Employees should not use School email 
addresses to register on social networks, blogs, or other online tools utilized for personal 
use.

Student Pictures and Information
The School reserves the right to post pictures and images of current and former students 
on its website, official Facebook page, or any other forms of media.  Parents who do not 
wish to allow Research Triangle High School to use their child’s picture or image must 
submit in writing a letter requesting that their student’s image not be used.

Retaliation is Prohibited
The School 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 without 
contacting the School’s Board or Chief School Officer. All media inquiries should be directed 
to them.

Safety

Smoking Policy
Research Triangle High School is a smoke-free school. In keeping with RTHS’ intent to provide 
a safe and healthy work environment, smoking is prohibited on Research Triangle High 
School property at all time. Smoking is also prohibited by any employee or volunteer while 
working in any capacity for the school or with any student of Research Triangle High School. 
This policy applies equally to all employees, parents, students, volunteers and visitors. This 
policy also includes the use of e-cigarettes.

Drug and Alcohol Use
Research Triangle High School is dedicated to maintaining a safe educational 
environment. Thus, Research Triangle High School has implemented a drug and alcohol-
free work environment policy. Alcoholic beverages are never to be consumed on school 
grounds, during field trips or School events (whether on or off campus). Alcoholic 
beverages are never to be consumed in vehicles of transportation owned or operated on 
behalf of the school, or by their drivers while they are responsible for the operation of 
such vehicles.

No employee shall report to work while under the influence of drugs and/or alcohol. The 
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use, sale, transfer or possession of alcohol, illegal drugs, hallucinogens, stimulants, 
sedatives, controlled substances, or drug paraphernalia on Research Triangle High School 
property or at any School event is prohibited. This includes the misuse of prescription 
drugs, including medical marijuana, or any mood-altering substances while on Research 
Triangle High School property, Research Triangle High School paid time (i.e. conferences, 
training sessions), at any School event or in circumstances the school believes will 
adversely affect Research Triangle High School’s operation or safety.

If the School has a reasonable suspicion of abuse or impairment, Research Triangle High 
School can and will take immediate action, up to and including drug testing, suspension of 
the employee, with or without pay, termination of employment, or other adverse 
employment actions. “Impairment” means symptoms that a prospective employee or 
employee while working may be under the influence of drugs or alcohol that may decrease 
or lessen the employee’s performance of the duties or tasks of the employee’s job position, 
including symptoms of the employee’s speech, walking, standing, physical dexterity, agility, 
coordination, actions, movement, demeanor, appearance, clothing, odor, irrational or 
unusual behavior, negligence or carelessness in operating equipment, disregard for the 
safety of the employee or others, involvement in an accident that results in serious damage 
to property, any injury to the employee or others or other symptoms causing a reasonable 
suspicion of the use of drugs or alcohol. Employees who refuse to submit to a drug/ alcohol 
test will be terminated. Likewise, employees who try to alter the results of a test will be 
terminated. Employees who have a positive drug test will be subject to disciplinary action up 
to and including termination.

Violations of this policy may lead to disciplinary action, up to and including termination of 
employment and/or notification of law enforcement authorities. The transferring, offering, 
selling or arranging for sale of any alcohol, narcotic, hallucinogen, stimulant, sedative, drug 
or prescription drug or any other mood-altering substance while on Research Triangle High 
School property, at a School event, or during Research Triangle High School’s time will lead 
to immediate termination.

This policy shall apply to RTHS volunteers.

Weapons
Research Triangle High 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 school administration.  On-duty Law 
Enforcement Officers (LEO) or School Resource Officers (SRO) are the only approved 
individuals to carry weapons on school property or at other school-sponsored activities on 
or off school property.
Students who violate this policy will be subject to disciplinary action, up to and including 
expulsion from school for a period of one (1) year from the date the student was found guilty 
of the violation. The Chief School Officer will review each alleged violation of this policy and 
will exercise discretion for expulsion on a case-by-case basis.

Employees who violate this policy will be subject to disciplinary action up to and including 
termination. The Chief School Officer will review each alleged violation of this policy and will 
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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 
parents of the violator, appropriate law enforcement agency and any other government 
agency as required by law.

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

 assault involving the use of a weapon,
 unlawful possession of a firearm, and
 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.

Threats and Violence Policy
Research Triangle High School strives to maintain a work 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 the Chief School Officer. Complaints will be 
promptly investigated. Based upon the results, disciplinary action will be taken against the 
offender, if appropriate.

Internal Investigation and Search Policy
From time to time, the School 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 requested to do so.

Whenever necessary, RTHS 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. The School may provide desks, computers, filing cabinets, and 
other items for the use by the School’s employees. At all times, these items remain the 
property of the School.  Employees are expected to cooperate with the School’s workplace 
searches.   If an employee uses their personal phone or computer for work, those may be 
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subject to search based on reasonable suspicoun.  While the School 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 contact the Chief School Officer.

Unlawful Activity/Reporting of Arrests and Convictions
Any employee who is arrested for, charged with, convicted of or pleads guilty to any offense other than a 
non-moving traffic violation must self-report that offense to the Chief School Officer and AltHR within 24 
hours.  Failure to report an offense may lead to disciplinary action up to and including termination. 

Allergy Policy
Research Triangle High School is peanut-free.

The Director of Operations will be responsible for ensuring that all staff, parent volunteers, 
and substitute teachers have the information needed regarding students with specific 
allergies. All staff will be trained in food allergy awareness.  The administration team will 
be trained in the use of Epi-Pens.

School Safety Policy
Research Triangle High School has a Crisis Management Team that creates and manages the 
following procedures by outlining the actions and responsibilities of staff and 
administration in addressing the following issues:

 Evacuation Response: Fire
 Evacuation Response: Non-Fire (life threatening)
 Lockout Response (threat outside building)
 Lockdown Response (threat inside the building)
 Severe Weather (tornado; hurricane; etc.)
 Return to Work During COVID-19 or Other Event
 Hazardous Materials
 Serious Individual Incident
 Public Health Emergency

The Chief School Officer oversees the Crisis Management Team and it is the responsibility 
of the CSO to ensure that the procedures are current and applicable and that all applicable 
parties are aware of the procedures.

The Chief School Officer is also responsible for ensuring drills occur on a regular basis.  
These procedures will be reviewed annually by the Crisis Management Team and any 
changes or revisions will be made by the Chief School Officer. The Chief School Officer is 
responsible for communicating these procedures to the Board of Directors.
Emergency Protocols

Evacuation Response: Fire
Actions for person identifying a fire emergency:

Commented [LGS2]:  Will this be the CSO or Dir of Op?
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1. Pull the fire alarm (pullboxes located by all exterior doors).
2. Arrange for the evacuation and supervision of students, if applicable.
3. Tell the administrator-on-duty what has happened.
4. Evacuate the building as soon as possible.

Crisis Response Team actions for a fire emergency:

 Staff will clear the building areas as described below
1. Office Staff will secure the front office area—Rooms 101 (Drama), 102, 103 (Music), 104, 

108, 110, 124, Main Lobby
2. Office Staff will clear the first floor bathrooms (114, 116) 
3. Admin will secure the counseling suite and admin offices (211, 213, 215, 217, 229, 231, 

233, 235, 237, 239)
4. EC designee will evacuate critical students
5. Admin will secure 209, 207, 205, 109, 107, 105
6. Admin will secure the first and second floor east wing classrooms, including Art (204)
7. Designated teacher will secure the basement.

 
Classroom teacher actions for a fire emergency:

1. Instruct students to leave the building by the nearest exit leaving their personal articles 
behind and reconvening at the designated spot.

2. Take attendance sheet and safety card. (Science teachers take MSDS.)
3. Turn OFF all lights and projectors and lock the door.
4. Supervise students leaving the building.
5. Gather class in the designated Evacuation Zones (out of traffic lanes) and take 

attendance to make sure that all students are safe.
a.o Zone 1: the traffic island in front of the school across the carpool lanes (designee)

i. 209
ii. Environmental Science (205)
iii. Biology (109)
iv. Chemistry (105)
v. English (207)
vi.Music (103)
vii. Drama/Theater (101)
viii. Main lobby 
ix.Art (204)
x. Conference Room (200)
xi. Front Office/Teacher workroom

b.o Zone 2: The far side of the side parking lot/PE area
i. All east wing classrooms, all floors

c.o Each classroom should choose a spot to meet.
d.oHold up safety card to indicate attendance: green side if all present, red side if 

students are missing.
6. Inform an administrator if there is any problem via chat.
7. Remain in the Evacuation Zones until an administrator indicates that it is safe to return 

to the building. 

Evacuation Response: Non-Fire (life-threatening)
1. Administrator will make this announcement.
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“Attention. There is an active threat in the building at this time. Everyone should 
evacuate as soon as is safe. [a brief description of the threat is provided]. [if the location 
of the threat is known, state this so that others away from the threat can evacuate]. Meet 
your teachers at your rally point.”

2. Front Office staff will pull the silent alarm and take the emergency kit to the parking lot 
entrance and wait for first responders.

3. When the evacuate announcement is given, if class is able to evacuate, send students 
immediately. Direct them to the nearest safe exit and have them go to rally point in the 
evacuation site.

4. Take emergency roll and cell phone and follow students, watching for additional threats.
5. In the event that there is a threat, keep moving but change direction and use cover to 

escape safely. 
6. Account for students using the roll sheet. Contact Dean of Students (face to face, chat, 

cell call) to tell if your class is complete or missing students.
7. If the evacuation site becomes dangerous, follow the site evacuation plan and move 

students to the Frontier.
8. Return to school if the condition is cleared. If the school is not safe to return to, take 

students to the Frontier.

Lockout Response (threat outside building)
1. Administrator will make an announcement over the school PA system, in a relaxed and 

upbeat voice (trying to reduce anxiety)

“Attention. At this time the school is entering a lockout condition. [a brief description of 
the threat is provided]. There is very little danger to anyone on campus. Classes will 
continue but we will stay in the current period until further notice. When the condition 
is over, we’ll make another announcement.”

 Front office will 
o Undo the crash bars to lock the vestibule doors and the exterior door. They will 

pull the outer door shut to mechanically lock it. They will remain at the front 
desk to handle communications.

o Check teacher reports about student counts. Notify administration if any 
students are unaccounted for.

o Monitor outside communications and news. 
o Handle communication from parents about the situation as appropriate.
2.o Restore front doors to normal operation once the condition is cleared.

3. Admin will check and secure the building.
4. Teachers will 

a.o Lock the classroom door
b.o Account for all students (if any are in the bathroom, retrieve them). Contact the 

front office to notify them that all students are accounted for, or to report 
students who are not.

c.o Continue with class as usual. Remind students that this is an off-campus threat 
and the building is secure. 

d.o Let students eat or drink as appropriate, especially if the lockout cuts into lunch 
time.
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 When the threat is ended, an administrator will announce that the lockout is lifted, the 
campus is safe, and students may return to the normal schedule. If the next class has 
begun, students should go on to that class.

5. Lockdown Response (threat inside building)
 Administrator will make an announcement over the school PA system, in a relaxed and 

upbeat voice (trying to reduce anxiety)

“Attention. At this time the school is entering a lockdown condition. There is a threat 
inside the school. [a brief description of the threat is provided]. Please remain in your 
classrooms. Lock your doors and stay away from them. Prepare to defend your 
classroom if someone enters. We will announce when the condition has cleared.”

 Front office will 
a.oUndo the crash bars to lock the vestibule doors and the exterior door. They will 

pull the outer door shut to mechanically lock it. They will remain at the front 
desk to handle communications as long as possible. Move into file room with a 
laptop if endangered.

b.o Check teacher reports about student counts. Notify administration if any 
students are unaccounted for. Maintain communication with administration.

c.o Monitor outside communications and news. 
d.oHandle communication from parents about the situation as appropriate.
2.o Restore front doors to normal operation once the condition is cleared.

3. Lock the classroom door. Move students away from line of sight of the door.
4. Account for all students (if any are in the bathroom, retrieve them). Contact the front 

office to notify them that all students are accounted for, or to report students who are 
not.

5. Implement room defense plans.
6. Prepare to evacuate if the condition changes. Be ready to move quickly.
7. Teachers in galleries:

a.o Gallery 4: go to teacher workroom (224). Use the janitor closet if necessary.
b.o Gallery 3: split students between 230 and 234
c.o Gallery 2: go to BBT
d.o Gallery 1: split students between 130 and 134

8. When the threat is ended, an administrator will announce that the lockout is lifted, the 
campus is safe, and students may return to the normal schedule. If the next class has 
begun, students should go on to that class.

Severe Weather (tornado; hurricane; etc.)
An administrator will make the following announcement:

“Attention, please.  May I have your attention for an important announcement?  
Teachers, we are on a severe weather alert.  Again, we are experiencing a severe 
weather alert. [We will be moving on a staggered basis; please wait for 
announcements about moving.]” OR “Please move to the appropriate locations.”

Crisis Response team will secure the building and grounds:

• Front Office staff will secure the front office area—Rooms 101 (Drama), 102, 103 
(Music), 104, 108, 110, 124, Main Lobby
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• The Office Manager or the designee will monitor the weather radio.  Updates can be 
made by PA or chat; sweep the office including bathrooms (114, 116) making sure that 
both interior and exterior doors are closed and LOCKED; continue to monitor the 
weather radio, keep one walkie-talkie and get walkie-talkies to hall monitors; get the 
Emergency Response Box out.

• School Administration will secure the counseling suite and admin offices (221, 213, 
215, 217, 229, 231, 233, 235, 237, 239)

• The EC Director will evacuate EC students needing assistance to the basement.
• School Administration will secure 209, 207, 205, 109, 107, 105
• The Chief School Officer will secure the first and second floor east wing classrooms, 

including Art (204)
• Any other available staff will check the grounds for students or other outside to bring 

inside.

Classroom teacher actions for any severe weather incident:

• Instruct students to go into the hallway (or to another designated spot) leaving 
personal articles behind.

• Take attendance sheet. (Science Teachers take MSDS.)
• Close and lock classroom doors.
• Gather class and take attendance to make sure that all students are safe.
• Have students face the interior wall, crouch down on the floor, and cover their heads 

with their arms.  This is called the “duck and cover” position.  Avoid glassy areas.
• Inform the administrator in hallway if there is any problem, including missing 

students.
• Remain at designated spot until an administrator says that it is safe to return to the 

classrooms.

With the exceptions of the classes indicated below, all classes should proceed into the hall 
away from all glass.  In some cases, that may mean going around the corner away from a 
door or window or behind a fire control door.  Check with the administrator monitoring the 
hall if there are questions.

Note:  Dismissal will be staggered when possible.  Listen for announcements:

• 2nd floor, basement, rooms 109, 105, 103, 101, 118 will move first
• 1st floor: 138, 136, 134, 130, 126, Galleries 1 & 2, rooms 128 will move as soon as the 

hallways are clearer.

This is to prevent stacking students in the main hallways or delaying students above ground 
level.  2nd floor occupants are in the most danger.

Return to Work During COVID-19 or Other Event
At Research Triangle High School, in-person, on-campus teaching is essential to the mission 
and the students and families served.  As such, employees are expected to be on campus 
working or teaching unless instructed by the Chief School Officer or board of directors 
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 cause by an act of God, 
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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 Chief School Officer or Board of Directors.  

If an employee has underlying health conditions that puts them at high risk as defined by the 
CDC, then the employee should speak with AltHR (insert contact information), 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.

Serious Individual Incident
In case of an accident or major incident (fight, destruction of property, any student injury) in 
your classroom (or outside your classroom under your supervision), follow the response 
protocol below. 

In case of an incident in your classroom including, but not limited to, a health emergency or 
out-of-control student, you should immediately

1. Use the Google Emergency Chat to call for help. This is constantly monitored by the 
administration.

2. Page the office from the classroom phone handset (102, 104, or 106).
3. Call the office at 919-998-6757 (Front office) or 919-627-1290 (Eric). 
4. Send a student to alert the office if necessary.
5. Identify to office personnel that there is an emergency situation
6. Ask for the appropriate assistance (e.g., an administrator to help with a dangerous 

situation, someone trained in first aid, a call to 911, etc.) and
7. If appropriate, send other students out of your classroom with specific instructions to go 

to the classroom of a designated teacher (For example, say, “Students, please go 
immediately to Room 138 and report to Mr. Drake.”)

8. When there is time, please document the incident and turn in the report to 
Administration.

Staff Criminal Background Check Policy
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.  Research Triangle High School 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.  The board can then make the 
decision based on the results of the check.

RTHS 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.  In addition, we rerun criminal background 
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checks every 2 years for all staff including full-time, part-time, and substitutes. A criminal 
background 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.

The Chief School Officer 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.

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.

The Chief School Officer will review all criminal background checks. If a criminal history 
presents itself in a review, the RTHS Board of Directors shall review the criminal history it 
receives on a person. The Board shall determine whether the results of the review indicate 
that the applicant or employee poses a threat to the physical safety of students or 
personnel, or has demonstrated that they do not have the integrity or honesty to fulfill their 
duties as public school personnel and shall use the information when making employment 
decisions and decisions with regard to independent contractors. The Board shall make 
written findings with regard to how it used the information when making employment 
decisions and decisions with regard to independent contractors.

The Chief School Officer will notify applicants if any adverse results are found and the 
applicant will be given a chance to respond with any relevant explanation. Research 
Triangle High School shall apply its policy uniformly in requiring applicants for school 
personnel positions to be checked for a criminal history.

Each employee is required to notify their 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 the Research Triangle High School 
Board of Directors, 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 
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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 who 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 Chief School Officer’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).

Health Certificates
Under North Carolina Law, N.C.G.S. § 115C-323, every new School employee and any 
employee returning after separation of more than one year shall be required to furnish an 
approved health certificate on the prescribed forms before assuming their duties.

Any employee who has been absent for more than 40 successive school days because of a 
communicable disease must, before returning to work, provide a physician' certificate on 
the prescribed form certifying that the employee is free of any communicable disease.

The Health Certificate Form can be obtained from the Front Office. Information on an 
employee's medical condition or history will be kept separate from other employee 
information and maintained confidentially.

Communicable Diseases
The School attempts to provide a safe and secure environment for all students and 
employees. Therefore, any employee who has been diagnosed with or displays the 
symptoms of having a communicable disease must immediately notify the Chief School 
Officer so that appropriate decisions can be made on a case-by-case basis. The Chief School 
Officer shall maintain an appropriate balance between the rights of students and employees 
and the control of the potential spread of a communicable disease.

Bloodborne Pathogens Exposure Control
It is the policy of the School to comply with Federal Occupational Safety and Health Act (29 
U.S.C. 651) and with the Occupational Safety and Health Act of North Carolina (N.C. Gen. Stat. 
95-126) and all rules and regulations promulgated there under. Specifically, it is the policy of 
the school to minimize and to prevent, when possible, the exposure of its employees to 
bloodborne pathogens i.e., disease-causing microorganisms transmitted through human 
blood.

78 of 90Powered by BoardOnTrack

Research Triangle High School - RTHS Board Meeting - Agenda - Wednesday February 16, 2022 at 5:30 PM



Research Triangle High School Employee 
Handbook

53 | P a g e

Staff Hours, Attendance, Pay, Holidays, and Leave

School Hours
Teachers will be expected to spend the time before and after school and all scheduled 
planning time during the day to plan and gather all necessary supplies for the day so that 
all classroom time can be efficiently used. If employees need to leave the campus at any 
time during their scheduled work times, the employee must notify the front desk, in the 
case of an on-campus emergency.  All non-exempt employees, including salary non-exempt, 
must clock in and out.

Attendance and Punctuality
Absence

"Absence" is defined as the failure of an employee to report for work when he or she is 
scheduled to work. The two types of absences are defined below:

  
  Excused absence occurs when all the following conditions are met:

The employee provides to his or her supervisor sufficient notice at least 48 hours in 
advance of the absence.
The absence request is approved in advance by the employee's supervisor.
The employee has sufficient accrued paid time off (PTO) to cover the absence.

Unexcused absence occurs when any of the above conditions are not met. If it is necessary 
for an employee to be absent or late for work because of an illness or an emergency, the 
employee must notify his or her supervisor no later than the employee's scheduled starting 
time on that same day. If the employee is unable to call, he or she must have someone make 
the call.
An unexcused absence counts as one occurrence for the purposes of discipline under this 
policy.

Employees with three or more consecutive days of excused absences because of illness or 
injury must give ALT HR Partners  proof of physician's care and a fitness for duty release 
prior to returning to work.

Employees must take earned PTO for every absence unless otherwise allowed by company 
policy (e.g., leave of absence, bereavement, jury duty).

Tardiness and Early Departures

Employees are expected to report to work and return from scheduled breaks on time. If 
employees cannot report to work as scheduled, they must notify their supervisor no later 
than their regular starting time. This notification does not excuse the tardiness but simply 
notifies the supervisor that a schedule change may be necessary.

Employees who must leave work before the end of their scheduled shift must notify a 
supervisor immediately.

Tardiness and early departures are each one-half an occurrence for the purpose of 
discipline under this policy.
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Disciplinary Action

Excessive absenteeism is defined as two or more occurrences of unexcused absence in a 30-
day period and will result in disciplinary action. Eight occurrences of unexcused absence in 
a 12-month period are considered grounds for termination.

Job Abandonment

Any employee who fails to report to work for a period of three days or more without 
notifying his or her supervisor will be considered to have abandoned the job and voluntarily 
terminated the employment relationship. 

Time Off After Notice Given

Employees who have given their notice to leave RTHS will no longer be able to use any 
vacation or PTO days. If an emergency should arise and the employee must be out , the 
employee’s final day of employment with be the last day worked. 

Employee Status
Employee Status
Regular, Full-Time Employee - An employee who is employed to work more than 30 hours 
or more a week.  These employees are eligible for benefits as outlined in the benefits 
sections and benefits plans.

Part-Time Employee - An employee regularly scheduled to work less than 30 hours per 
week.  This person will only receive those benefits mandated by state or federal law.

Temporary Employee - An employee who has been hired for a limited period of time, 
which usually does not exceed three to six months.  This person will only receive those 
benefits mandated by state or federal law.

In addition, all employees are classified, according to the Fair Labor Standards Act as 
“Exempt” or “Non-Exempt.” 

 Non-exempt employees must maintain an accurate record of all hours worked and 
will be paid overtime for all hours worked in excess of forty (40) in the pay week.  
Non-exempt employees may be full-time, part-time, or temporary and are paid on 
an hourly basis. All overtime must be authorized in advance by the Executive 
Director.

 Exempt employees are not eligible for overtime pay and are paid a predetermined 
salary.  Exempt employees may be full-time, part-time, or temporary. The 
predetermined salary may only be reduced for specific, lawfully permitted 
reasons. 

If you believe that an improper deduction has been made from your predetermined salary, 
you must notify the Chief School Officer.  The reason for the deduction will be thoroughly 
investigated and if it is determined that an error was made, you will be reimbursed.
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Hourly/Non-Exempt Employees
All employees paid hourly must submit their timesheets to the front office on a weekly 
basis on the last day of each work week unless requested otherwise.  This includes all 
salary non-exempt employees.

Payroll
All RTHS employees are subject to the terms of employment and compensation contained 
in their individual employment contract. Unless otherwise noted, the employees will be 
paid on a twelve-month basis with checks being disbursed on the of the month unless the 
pay date falls on a holiday or a weekend. In that event, paychecks will be disbursed the 
day before the holiday or weekend. Teachers starting employment after the beginning of 
the school year will be paid on a pro-rata basis.

10-Month, 11-month and 12-month Employees
Whether an employee is considered a 10 month, 11-month or 12-month employee will depend 
on their work schedule for their position and will be set forth in their Employment Agreement 
with the School.

Research Triangle High School uses direct deposit. The Office Manager has the necessary 
paperwork for arranging accounts. All employees are paid on a twelve-month basis, including 
teachers who are ten-month employees.

How to Access Pay Stubs and W-2s
To view pay stubs:

 Go to employeelinq.linq.com
 Select Register Now
 Use a personal email address.  Do NOT use a work email address. 
  32N is the Unit ID for Research Triangle High School
 Once registered, log into account. 
 Select Reports
 Select Check History – to view or print a paystub, click the printer icon
 W2s will be available to view when that year’s W2s have been processed.

Holidays
All employees will be paid for the Federal Holidays the School observes and that fall in their 
scheduled work calendar. Non-exempt employees will be paid for the hours they would 
have been scheduled for on the day the holiday falls. Non-exempt employees are not 
expected to work and will not be paid for other days when school is closed during the school 
year.

Bereavement Leave
The school provides 3 days of Bereavement leave for local leave and 5 days of Bereavement 
leave for out-of-town leave for the death of an immediate family member. Employees may 
request personal or sick leave for the death of another family member or a close friend. 
Approval is at the discretion of the Chief School Officer.  RTHS may require evidence for the 
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Bereavement leave.

Personal Time Off
Full-time teachers and staff accrue 0.83 PTO days per month for a maximum of 10 days per 
year.  Part-time employees accrue PTO proportional to their employment.  For example, an 
employee considered half-time (50%) would accrue 0.42 PTO days per month for a maximum 
of 5 days per year. If an illness keeps staff out of school for more than one day in a particular 
month, the additional days will be used against your remaining balance.  For instance, if an 
employee takes three days in September, they have 7 days left; once they have exhausted the 
10 days, their pay will be deducted accordingly.  PTO days are subject to blackout periods as 
set by the school leader and/or school calendar. PTO days are to be used in the event of 
employee or family illness, doctor appointments, or business that cannot be scheduled 
outside of work hours. No more than 5 PTO days may be taken consecutively unless such time 
off falls under the Family and Medical Leave Act or Americans with Disabilities Act. At the end 
of each school year, employees have the choice of rolling over up to ten days of unused PTO or 
being paid out for up to ten unused PTO days.  The combination of the two may never be more 
than ten. For example, an employee with 10 unused PTO days could roll over 5 days and be 
reimbursed for 5 days.  Employees will be reimbursed a Wellness Bonus of $50 per day at the 
end of the school year for a maximum of ten days, or they can roll them forward for a 
maximum of ten days. The Wellness Bonus will be paid upon year-end resignation but not 
termination. Any unused PTO not rolled over or paid out will be forfeited.  RTHS does not pay 
accrued unused PTO upon termination for any reason; all unused PTO will be forfeited. 

Professional Time Off 
Professional days are taken at the discretion of the administration, and consist of events and 
activities which complement the school and the employee professionally, such as presenting 
at a conference, attending school training, or serving on boards and statewide or national 
committees. These days do not count against an employee’s PTO amount.

Partial-Day Leave
Staff leave/PTO is calculated by the hour.  Employees shall notify Office Manager.  In case of 
partial-day absence, Office Manager, will arrange coverage as needed. Substitute plans should 
also be provided to the Office Manager and the substitute.

Leave Without Pay 
Employees taking leave without pay will be docked their daily or hourly rate based on their 
individual salary.

Additional Leave/Time Off Rules 

PTO may not be used on the first day the employee is required to report for the school year, 
during the first month of the school year, on teacher workdays, on days scheduled for state 
testing, on the day before or the day after a holiday, school breaks or other closures, or during 
the month of May through the end of the School year , unless the request is approved by the 
Chief School Officer.  Further, an employee may not take unused PTO at the end of their 
employment with the School.  

Procedures for All Leave, including PTO but not including FMLA or ADA.

Commented [LGS3]:  You need to be tracking partial day 
absences.  How is that being done?  PTO needs to have 
rules.  Is leave by ½ or by hour.  
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Use of any leave except FMLA or ADA, must be approved in advance. 

Family Medical Leave Act (FMLA)
Research Triangle High School complies with all applicable provisions of the Family and 
Medical Leave Act (FMLA) and it is the intent of this and any other School policy to comply 
with such law. In accordance with the FMLA, Research Triangle High School provides 
eligible employees up to twelve weeks of leave (six weeks paid, six weeks unpaid) for family 
and medical reasons.

Guidelines

Eligibility
Employees are eligible to take up to 12 weeks of unpaid family/medical leave within a 
12-month period and be restored to the same or an equivalent position upon their return 
from leave provided they: a) have worked for Research Triangle for at least 12 months, 
and for at least 1250 hours in the last 12 months; and b) are employed at a worksite that 
has 50 or more employees within a 75-mile radius. 12-month period measured backward 
from the date an employee uses any FMLA leave. Under the ‘‘rolling’’ 12-month period, 
each time an employee takes FMLA leave, the remaining leave entitlement would be the 
balance of the 12 weeks which has not been used during the immediately preceding 12 
months.
a.
Reasons for Leave
Eligible employees may take family/medical leave for any of the following reasons: a) the 
birth of a son or daughter and in order to care for such son or daughter; b) the placement 
of a son or daughter with the employee for adoption or foster care; c) to care for a spouse, 
son, daughter, or parent with a serious health condition; d) because of their own serious 
health condition which renders the employee unable to perform the essential functions 
of the position, e) In accordance with the National Defense Authorization Act, eligible 
employees may take up to 12 weeks family medical leave for a qualifying exigency 
related to a covered service member on active duty or who has been notified of an 
impending call or order to active duty. Covered family members include spouse, parent, 
and child. Or an eligible employee who is the spouse, son, daughter, parent, or next of kin 
of a covered service member shall be entitled to a total of 26 work weeks for military 
related medical treatment to care for the service member. Under the caregiver leave the 
twelve-month period will be calculated rolling forward from the first day of leave. Leave 
because of reasons "a" or "b" must be completed within the 12-month period beginning 
on the date of birth or placement.

Notice of Leave
If the need for family/medical leave is foreseeable, the employee must give the Chief 
School Officer and AltHR at least 30 days prior written notice. If this is not possible, the 
employee must at least give notice as soon as is practicable (within 1 to 2 business days 
of learning of their need for leave). Failure to provide such notice may be grounds for 
delay of leave. Where the need for leave is not foreseeable, the employee is expected to 
notify the School within 1 to 2 business days of learning of their need for leave, except in 
extraordinary circumstances. Family Medical Leave forms are available from AltHR, the 
Chief School Officer or the Chief School Officer’s designee. These forms must be used 
when employees request leave. 
b.

Commented [LGS4]:  What is the process for leave?
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Medical Certification
If employees are requesting leave because of their own or a covered relation's serious 
health condition, the employee and the relevant health care provider must supply 
appropriate medical certification. The School has the right to request second or third 
medical opinions, at its expense. Medical Certification Forms are available from AltHR, the 
Chief School Officer or the Director’s designee. When an employee requests leave, the 
School will notify them of the requirement for medical certification and when it is due (at 
least 15 calendar days after the employee requests leave). Failure to provide requested 
medical certification in a timely manner may result in denial of leave until it is provided. 
The School may require subsequent medical recertification on a reasonable basis.
c.
Leave is Partly Paid
Family/medical leave is a paid leave for only the first six weeks of the leave (although 
the employee may use PTO/vacation/sick time or may be eligible for short or long-term 
disability payments and/or workers’ compensation benefits under those 
insurance/benefit plans). The substitution of paid leave time for unpaid leave time does 
not extend the 12-week leave period.
d.
Medical and Other Benefits
During an approved family/medical leave, RTHS will maintain the employee's health 
benefits, as if they had continued to be actively employed.  If paid leave is substituted for 
unpaid family/medical leave, Research Triangle High School will deduct the employee's 
portion of the health plan premium as a regular payroll deduction. If the employee's leave 
is unpaid, the employee must pay their portion of the premium by the 1st of the month 
directly to the school. The employee's health care coverage will cease if the premium 
payment is more than 30 days late. An employee that is out on FMLA will continue to 
receive all of their other benefits while they are out on FMLA leave.
e.
Intermittent and Reduced Schedule Leave

Intermittent or reduced schedule leave may be taken when a serious health condition, either the 
employee’s or that of a child, spouse, or 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. RTHS 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 RTHS’s operations. RTHS may make deduction 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. 

f.
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 AltHR with updates regarding the status of the condition, and their 
intent to return to work.

Returning from Leave

A certification from a health care provider may be required at the conclusion of any leave for the 
employee’s own serious health condition that the employee is able to resume his or her duties. 
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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 PTO will not accrue during unpaid FMLA leave. Benefits, which accrued prior to 
the leave, however, will not be lost. 

RTHS reserves the right to deny leave reinstatement to key employees, defined as salaried employees 
among the highest-paid 10 percent of all RTHS employees, where such denial is necessary to prevent 
substantial and grievous injury to the organization’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. 

RTHS reserves the right to update and amend this policy consistent with state and federal law at any time.  
This policy should be construed to comply with the most current FMLA rules, regulations and statutes in 
effect.

Other Leave Required by Law
The School provides employees with any other leave as required by state or federal law, 
including leave to exercise voting privileges, attend school conferences, or for jury duty.

Research Triangle High School encourages employees to accept and fulfill their civic duty in 
their community. Employees should notify the principal upon receiving a notice of jury duty 
so that staffing provisions can be made. Employee should provide a copy of the summons to 
the principal. Employees are encouraged to try to reschedule jury duty for months when 
school is not in session. Court leave for jury duty shall be granted to an eligible employee for 
absence during the employee’s regularly scheduled hours including regularly scheduled 
overtime, to perform jury duty. An eligible employee who is under proper summons from a 
court to serve on a jury shall be granted court leave for the entire period of such service. The 
period of court leave extends from the date on which the employee is required to report to 
the court until the time they are discharged by the court. The employee must return to work 
for any reasonable time the court is closed during normal work hours. No adverse 
employment action will be taken against employees or applicants due to their service as a 
juror in state or federal courts. The School will pay the employee’s regular salary for a 
maximum of 5 days of jury duty.

Military Leave
RTHS employees who serve in the National Guard or the Reserves will be granted flexibility to drill on the 
weekends.  When mobilized on active duty with the military, they are afforded all rights and privileges 
pursuant to USERRA 38 USC 4301-4335, The Uniformed Services Employment and Reemployment Rights 
Act of 1994.  The employee will be given credit for the period of military service towards their 
employment with the school.  

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 RTHS reasonable advance notice of the 
absence and to provide evidence of the required appearance. Witness duty leave is available to all 
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employees.

Parental School Leave
In accordance with the North Carolina Parental Leave Law, the School 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. The School reserves the right to request written verification from 
the school of the employee’s attendance.

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

Benefits During FMLA or Other Approved Leave 
Group medical, dental, vision, short term disability, and long term disability benefits as well as retirement 
plan contributions will continue for all qualifying employees during authorized leave on the same terms as if 
the employee continued to work. Employees whose group medical and/or dental insurance deductions are 
made through payroll on a pre-tax basis will continue to be responsible for payment of their premiums 
while on FMLA or unpaid leave, and employees must contact the Office Manager or her/his designee to 
make arrangements for premium payments. 
 
RTHS may discontinue the employee’s benefits if and when an employee informs RTHS of an intent not to 
return to work at the end of the leave period, or if the employee fails to return to work when the 
authorized leave is exhausted. RTHS’s obligation to maintain benefits will also stop if the employee's 
premium payment is more than 30 days late. RTHS shall require reimbursement of the employer-paid share 
of any premiums if the employee fails to return to work at the expiration of approved leave. In the event 
that an employee provides at least 30 days’ notice of his/her intent not to return to work at the end of 
FMLA leave, RTHS may waive this repayment obligation in its sole discretion. 

Accrual of paid time off during leave
During any period of leave, accrual of paid time off will discontinue during such leave period unless 
otherwise required by law.

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 entirely within the discretion of the Chief School Officer. 
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 RTHS’s written permission.  An employee 
who accepts such employment without RTHS’s permission will be deemed to have resigned from 
employment at RTHS.

Employee Resignation
Employees intending to resign from Research Triangle High School are asked to let AltHR 
and the Chief School Officer know with as much advance notification as possible. Employees 
who resign are required to provide a written letter of resignation. Submitting this letter two 
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weeks in advance is considered acceptable. The letter should include the intended 
resignation date and be submitted to AltHR and the Chief School Officer.

Health and Welfare Benefits

Staff Benefits
The School has developed a comprehensive set of employee benefit programs to 
supplement our employees' regular wages.   Subject to the specific benefit plan, all 
employees working an average of 30 hours a week or more will be eligible for benefits. Full 
time employees will have the option to purchase additional health, dental, vision, and life 
insurance for their spouse, children, or family. The School reserves the right to modify or 
discontinue any of its benefits at any time, for any reason, with or without prior notice. In 
the event the School does modify or discontinue any benefit set forth herein, employees 
will be informed. Nothing in this handbook is intended to modify the terms and conditions 
of any benefits plan. Please refer to the plan document for specific information on benefits, 
eligibility, costs and coverage.

Employee Benefits in the Summer
All benefits will carry through the summer if the employee has signed their letter of 
agreement stating they are returning for the fall by June 30th of each year.  

In the event a staff member is not returning for the subsequent year either by school choice or 
employee choice, the following will occur:

 Health insurance benefits end in June with the exception of staff leaving to go to 
another school with the NC State Health Plan.  The employee must have a contract 
stating such by June 30, to maintain their health benefits throughout the summer. 

 Staff leaving may choose to roll over dental, vision and life to their own policy by 
contacting the provider. 

 All Benefits for employees who leave during the year, terminate the last day of the 
month the employee last worked.

Health Benefits
RTHS will participate in the NC State Health Care plan.  RTHS pays for 100% of the premium 
for individual coverage for full-time employees, and does not pay the premium expense for 
part-time employees, per state law.  If an employee would like to add family/dependent 
coverage, the additional amount will be deducted from their paycheck.  Health insurance is 
deducted one month in advance.  For information on employee health plan please refer to 
the plan document.

Should an employee be terminated while at RTHS, health coverage will be terminated in 
accordance with NCGS 135-49.44:

135 48.44 (d)(4): If employment is terminated in the second half of a calendar month and 
the covered individual has made the required contribution for any coverage in the 
following month, that coverage will be continued to the end of the calendar month 
following the month in which employment was terminated. This has been determined by 
our legal office to be terminations that occur on and after the 16th of the month.
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Dental Benefits
Dental insurance is available to all full-time employees. The full cost of the premium is the 
responsibility of the employee. Please refer to the plan documents for the specific details 
on the dental insurance.

Vision
Vision insurance is available to all full-time employees. The full cost of the premium is the 
responsibility of the employee. Please refer to the plan documents for the specific details 
on vision insurance.

Group-Term Life Insurance
Research Triangle High School provides an Employee Life Benefit Amount of $20,000 at no 
cost to the employee. Employees will have the option to buy additional life insurance 
coverage for    themselves and their dependents.  Please refer to the plan documents for the 
specific details on the term life insurance.

Short-Term and Long-Term Disability
Short-term disability insurance and/or life insurance may be available for purchase 
through the school benefits plan.  Additional Vision and Dental may be available for 
purchase through the school benefits plan.

Retirement Plan
RTHS offers the State 457(b) retirement plan for all employees.  Employees can determine 
the amount they want deducted from their paycheck (pre-tax) for the plan.  RTHS will match 
a percentage of this, which will be set at the beginning of each fiscal year, to be determined 
by the Board of Directors.  For example, for 2021-2022, there is a 3% match.  The school’s 
ability to match will be determined based on budget and financial performance from prior 
years, so may vary.

Credit Union Membership
RTHS employees are eligible to join the State Employees’ Credit Union (SECU) with 
locations through the Triangle, for banking and other financial services. To open an 
account, a staff member needs proof of employment. For more information, access SECU at 
888-732-8562 or www.ncsecu.org.

Financial Policies

Employee Expense Reimbursement Policy

The following procedures have been established to assist each staff in following the proper 
steps for handling money: 

 to protect all staff members from false accusations;
 to provide an accurate picture of internal financial affairs; and
 to provide accurate information in the event of an audit.
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Money Forms – Submit to Office Manager
Check Request Form
The Check Request Form, along with the attached invoice or receipt, is used to send 
payment directly to the vendor or for reimbursement for a purchase.  All large purchases 
need to be approved by the Chief School Officer.

Debit Card Purchase Form
The Debit Card Purchase Form, along with the attached receipt, is used ONLY when the 
school or club debit card is used to make a purchase. These purchases need approval from 
the Chief School Office. 

Deposit Form
The Deposit Form, along with the attached copy of all checks, is used when any money is 
collected for a school-related purpose. All cash, checks, and form are to be put in the blue 
deposit bag and placed in the Office Manager’s mail box on weekly basis.

Direct Deposit
RTHS uses direct deposit. The Office Manager has the necessary paperwork for arranging 
accounts. All employees are paid on a twelve-month basis, including teachers who are ten-
month employees.

Vendor Contracts
Employees are not permitted to sign any contracts on behalf of the School. There are state 
laws and auditing procedures that require the School follow a systematic approach. In 
addition, all state contracts require particular wording. Please contact the Chief School Officer 
or Office Manager if a contract needs to be signed. Only the Chief School Officer is authorized 
to sign contracts.

Fundraising Policy
Purpose
To provide parameters to ensure all fundraisers conducted at RTHS are directly related to 
assisting the School and/or enhance learning opportunities.

In order to foster an environment that is focused on learning and student growth, RTHS will 
only raise funds for purposes directly related to school improvement, school community 
development or learning enhancement. In order to streamline this process, Research Triangle 
High School has created a subgroup of the Finance Committee specifically focused on 
fundraising with clearly outlined parameters and guidelines.

Approval
All fundraisers must be approved by either the school administration or the Board of 
Directors prior to implementation.

Purposes of Fundraising
The following are acceptable fundraising purposes:

 Fundraisers where proceeds go towards enhancing Research Triangle High School 
facilities or other budget needs.

 Fundraisers where proceeds reduce field trip costs or other student costs as they 
pertain to educational opportunities.
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 Fundraisers for charities or causes will only be conducted if there is a direct tie to a 
school service project in which Research Triangle High School students are involved.

Restrictions
 Research Triangle High School marketing must be in compliance with the Community 

Partnership Plan.
 Students and parents are prohibited from soliciting RTHS staff and other families on 

school property.
 Students and staff will not be required to participate in selling any type of product in 

connection with school-approved fundraisers.  All involvement in such selling 
activities by students and staff is voluntary (e.g. book fair, selling of RTHS spirit wear, 
student artwork etc...)

Donors Choose Policy
All fundraising, grants and monies intended to be raised for Research Triangle High School, 
or any classroom, activity, athletics or club or project, through organizations such as Donors 
Choose or any like organizations or other internet/social media/crowdsourcing must be 
pre-approved by the School. Please contact the Chief School Officer for such approval. Only 
the Chief School Officer or their designee has the authority to approve such requests.  All 
supplies, materials, technology and books received through the project will remain with the 
School if the teacher leaves. If the project is for technology or school equipment or books, the 
technology will remain with the School if the teacher leaves.

If the project is for technology or equipment, the technology will remain with the School if and 
when the teacher leaves. If the project is for items that are not considered technology or 
equipment, the teacher may request approval prior to submitting the project for the items to 
go with them if they leave RTHS to work at another public school.
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FY 2021-2022 Budget

		Research Triangle High School		FY 2021-2022       0% Increase  Approved June 2021		FY 2021-2022       Working Budget		July		Aug		Sept		Oct		Nov		Dec		Jan		Feb		Mar		Apr		May		June 		A/R & A/P		Actuals as of 01.31.22		58%		Comments:

		Revenue		ADM:  577		ADM:  585																														% received to date

		State Funds - Revenue		3,330,186		3,541,370

Nicole Lightner: $ per ADM $6,076.39; Less $21.18 per ADM  allotted for State Teacher Bonuses
		- 0		632,884		300,352		269,298		405,931		158,991		375,568		- 0		- 0		- 0		- 0		- 0		- 0		2,143,024		61%

		State EC Funds 		262,443		244,832

Nicole Lightner: $4,800.62 per HC * 46 Adm HC
Plus $24,003 for 5 CWD Transfers		- 0		- 0				- 0		- 0		122,416		18,402		- 0		- 0		- 0		- 0		- 0		- 0		140,818		58%		Added funding received for 5 CWD transfers

		State Funds - NCVPS		(8,986)		(9,968)		- 0		- 0		- 0		- 0		- 0		(4,984)		(831.00)		- 0		- 0		- 0		- 0		- 0		- 0		(5,815)		58%

		State Funds - Fines & Forfeitures		5,000		6,817		- 0		- 0		- 0		- 0		- 0		3,408.50		568.00		- 0		- 0		- 0		- 0		- 0		- 0		3,977		58%

		State Funds - COVID-19		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		0%

		State Funds - Other Funds (non-recurring)		- 0		157,767

Nicole Lightner: PRC 141 Bonus:  $86,389.13
State Teacher Bonus:  $12,390.30
    ($21.18/ADM * 585)
Erate Funding:  $43,540
AP Bonus & Principal Bonus:  15,447.80		- 0		- 0		43,540		- 0		- 0		52,749

Nicole Wilson: Nicole Wilson:
PRC 141		61,478		- 0		- 0		- 0		- 0		- 0		- 0		157,767		100%		Added Funding for AP Bonuses and Principal Bonus

		Alamance County Funds		1,697		1,955		- 0		- 0		- 0		391		195		195		195		- 0		- 0		- 0		- 0		- 0		- 0		977		50%

		Chapel Hill Funds		25,812		43,290		- 0		- 0		38,961		- 0		- 0		- 0		4,329		- 0		- 0		- 0		- 0		- 0		- 0		43,290		100%		Increased - Paid for 1 additional student

		Chatham County Funds		57,200		57,200		- 0		- 0		- 0		11,565		4,104		9,186		3,884		- 0		- 0		- 0		- 0		- 0		- 0		28,738		50%

		Durham County Funds		858,568		1,009,184		- 0		- 0		175,152		- 0		153,421		85,425		85,262		- 0		- 0		- 0		- 0		- 0		- 0		499,260		49%		Updated based on average monthly payments & ADM

		Franklin County Funds   		2,223		4,344		- 0		- 0		- 0		- 0		924		0		488		- 0		- 0		- 0		- 0		- 0		- 0		1,412		33%		Updated based on average monthly payments & ADM

		Granville County Funds		9,644		11,573		- 0		- 0		- 0		1,286		2,572		1,286		- 0		- 0		- 0		- 0		- 0		- 0		- 0		5,143		44%		Updated based on average monthly payments & ADM

		Harnett County Funds		1,058		1,188		- 0		- 0		- 0		- 0		133		131		132		- 0		- 0		- 0		- 0		- 0		- 0		396		33%		Updated based on average monthly payments & ADM

		Johnston County Funds 		- 0		451		- 0		- 0		- 0		225		225		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		451		0%

		Orange County Funds 		38,700		64,530		- 0		- 0		- 0		7,178		7,166		7,172		7,220		- 0		- 0		- 0		- 0		- 0		- 0		28,736		45%		Updated based on average monthly payments & ADM

		Wake County Funds		943,860		851,760		- 0		149,688		72,695		71,566		71,698		62,152		71,185		- 0		- 0		- 0		- 0		- 0		- 0		498,983		59%		Updated based on average monthly payments & ADM

		Federal Funds - PRC 060 (EC)		102,925		102,925		- 0		- 0		4,896		- 0		4,329		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		9,225		9%

		Federal Funds - PRC 050		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		0%

		Federal Funds - PRC 103		5,707		5,714		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		0%		Updated to actual amount received. 

		Federal Funds - PRC 108		- 0		- 0																												- 0		0%

		Federal Funds - PRC 118		- 0		843		- 0		- 0		843		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		843		100%

		Federal Funds - COVID-19		- 0		439,705		- 0		- 0		- 0		- 0		708		- 0		58,131		- 0		- 0		- 0		- 0		- 0		- 0		58,839		13%		Updated to actual amount received. 

		Grant Funds SRSA 		50,000		50,000		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		0%

		Sales & Use Tax Refund		12,000		20,000		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		0%

		Corporate/Board/Private Donations		45,000		45,000		235		441		4,134		3,221		6,581		8,002		9,547		- 0		- 0		- 0		- 0		- 0		- 0		32,160		71%

		Interest Income		3,000		3,000		180		142		151		155		149		167		164		- 0		- 0		- 0		- 0		- 0		- 0		1,108		37%

		Other 				7,040				5,000

Nicole Lightner: Nicole Lightner:
Parking Fees		1,800

Nicole Lightner: Nicole Lightner:
Parking Fees		

Nicole Lightner: $ per ADM $6,076.39; Less $21.18 per ADM  allotted for State Teacher Bonuses
		

Nicole Lightner: $4,800.62 per HC * 46 Adm HC
Plus $24,003 for 5 CWD Transfers												240																7,040		100%

		Total Revenue		5,746,037		6,660,519		415		788,154		642,525		364,885		658,136		506,537		695,722		- 0		- 0		- 0		- 0		- 0		- 0		3,656,374		55%

		Expenses

		Principal		220,000		220,000		18,333		18,333		18,333		18,333		18,333		18,333		18,333		- 0		- 0		- 0		- 0		- 0		- 0		128,333		58%

		Interest		551,784		551,784		45,571		45,590		45,590		45,590		45,590		45,590		45,557		- 0		- 0		- 0		- 0		- 0		- 0		319,079		58%

		Bond Costs		8,600		8,600		- 0		- 0		- 0		- 0		3,950		- 0		1,513		- 0		- 0		- 0		- 0		- 0		- 0		5,463		64%

		Repair and Replacement Fund Transfer		85,800		85,800		7,150		7,150		7,150		7,150		7,150		7,150		7,150		- 0		- 0		- 0		- 0		- 0		- 0		50,050		58%

		Capitalized Improvements/Purchases		- 0		52,089		21,449		- 0		16,016		- 0		14,625

Nicole Wilson: Nicole Wilson:
Multi-purpose fields		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		52,089		100%

		Building Expenses

		Utilities    - elec, water and trash                                  		72,000		72,000		5,207		5,294		6,751		5,357		885		5,881		13,758		- 0		- 0		- 0		- 0		- 0		- 0		43,133		60%

		Janitorial, Maintenance & Repair		190,000		190,000		8,614		15,093		20,124		13,521		20,593		22,961		22,429		- 0		- 0		- 0		- 0		- 0		- 0		123,334		65%

		   Total Building Expenses		262,000		262,000		13,821		20,387		26,875		18,877		21,478		28,843		36,187		- 0		- 0		- 0		- 0		- 0		- 0		166,467		64%

		Personnel

		Salaries		3,071,695		3,279,585		280,035		270,290		269,354		268,835		267,106		272,415		268,472		- 0		- 0		- 0		- 0		- 0		- 0		1,896,507		58%

		Substitutes		70,649		70,649		- 0		- 0		16,680		17,330		11,430		6,510		6,300		- 0		- 0		- 0		- 0		- 0		- 0		58,250		82%

		Contract - EC Consultants & Contracted Services		30,000		30,000		- 0		- 0		2,511		4,066		3,979		2,932		9,521		- 0		- 0		- 0		- 0		- 0		- 0		23,009		77%

		Contracted Financial Services		44,000		44,000		3,667		3,667		3,667		3,667		3,667		3,667		3,667		- 0		- 0		- 0		- 0		- 0		- 0		25,667		58%

		Personal Leave		5,400		5,400		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		0%

		Health Insurance - State Plan		304,865		333,197		18,093		19,517		27,416		24,554		24,010		24,931		34,672		- 0		- 0		- 0		- 0		- 0		- 0		173,192		52%

		Retirement - State 457 Plan + Match 		85,700		65,592		4,422		4,407		5,072		5,185		5,280		5,428		5,155		- 0		- 0		- 0		- 0		- 0		- 0		34,949		53%

		Payroll Taxes - 7.65% 		240,802		250,888		20,719		19,942		21,100		21,112		20,747		20,591		20,232		- 0		- 0		- 0		- 0		- 0		- 0		144,443		58%

		NC Flex Plan Fees		4,860		4,860		410		350		358		414		416		415		416		- 0		- 0		- 0		- 0		- 0		- 0		2,779		57%

		SUTA		9,101		9,101		- 0		- 0		- 0		1,306		- 0		- 0		814		- 0		- 0		- 0		- 0		- 0		- 0		2,120		23%

		Workers Comp Insurance		12,591		12,591		- 0		(107)		- 0		(476)		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		(583)		-5%

		Bonus		57,055		116,962

Nicole Lightner: PRC 141 Bonuses + State Teacher Bonus
AP Bonuses
Principal Bonus		- 0		- 0		- 0		- 0		- 0		59,208

Nicole Wilson: Nicole Wilson:
PRC 141 Bonus $1,000		57,754		- 0		- 0		- 0		- 0		- 0		- 0		116,962		100%		Added AP Bonuses and Principal Bonus

		   Total Personnel		3,936,718		4,222,824		327,346		318,065		346,157		345,992		336,635		396,096		407,004		- 0		- 0		- 0		- 0		- 0		- 0		2,477,295		59%

		Instructional 

		Technology		40,000		40,000		7,201		3,204		2,012		1,368		17,598		574		5,114		- 0		- 0		- 0		- 0		- 0		- 0		37,071		93%

		Educational Programs		50,000		50,000		1,282		5,408		1,394		(3,108)		(1,419)		5,334		19,594		- 0		- 0		- 0		- 0		- 0		- 0		28,486		57%

		Textbooks/Assessment		30,000		30,000		- 0		1,998		7,609		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		9,607		32%

		Digital Resources & SW Licenses		30,000		30,000		2,959		6,301		340		8,245		540		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		18,385		61%

		Staff Development		30,000		30,000		2,127		2,935		8,188		2,248		1,287		4,662		1,932		- 0		- 0		- 0		- 0		- 0		- 0		23,378		78%

		   Total Instructional		180,000		180,000		13,570		19,845		19,543		8,753		18,006		10,570		26,640		- 0		- 0		- 0		- 0		- 0		- 0		116,927		65%

		Office & Administration

		Office Equipment		20,000		20,000		11,130		306		388		728		306		361		998		- 0		- 0		- 0		- 0		- 0		- 0		14,218		71%

bettyback: bettyback:
Paid 1 lease upfront in full

		Furniture & Fixtures		15,000		50,000		8,714		252		4,374		- 0		19,067		550		912		- 0		- 0		- 0		- 0		- 0		- 0		33,870		68%

		Telephone/Communications		2,544		4,707		310		534		438		629		237		1,093		621		- 0		- 0		- 0		- 0		- 0		- 0		3,863		82%

		General Insurance		30,000		30,000		14,722		3,040		- 0		2,091		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		19,853		66%

		Office Supplies 		10,000		10,000		155		1,445		2,302		197		1,081		1,285		1,178		- 0		- 0		- 0		- 0		- 0		- 0		7,643		76%

		   Total Office		77,544		114,707		35,033		5,578		7,502		3,644		20,691		3,290		3,709		- 0		- 0		- 0		- 0		- 0		- 0		79,447		69%

		Other Expenses

		Sports 		56,650		56,650		139		2,515		5,218		3,897		11,954		11,043		4,368		- 0		- 0		- 0		- 0		- 0		- 0		39,133		69%

		COVID-19 Expenses				255,336

Nicole Lightner: Less PRC 182 expenses included in the salaries line.		

Nicole Lightner: PRC 141 Bonus:  $86,389.13
State Teacher Bonus:  $12,390.30
    ($21.18/ADM * 585)
Erate Funding:  $43,540
AP Bonus & Principal Bonus:  15,447.80										

Nicole Wilson: Nicole Wilson:
Multi-purpose fields		

Nicole Wilson: Nicole Wilson:
PRC 141 Bonus $1,000		

Nicole Wilson: Nicole Wilson:
PRC 141																		

bettyback: bettyback:
Paid 1 lease upfront in full		- 0		- 0		- 0		- 0		708		- 0		58,131		- 0		- 0		- 0		- 0		- 0		- 0		58,839		0%

		Audit		16,000		16,000		- 0		- 0		10,000		- 0		- 0		- 0		3,900		- 0		- 0		- 0		- 0		- 0		- 0		13,900		87%

		Board of Director Materials		9,000		9,000		2,610		- 0		6,018		(7,628)		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		1,000		11%

		Counseling/College 		4,000		4,000		- 0		- 0		- 0		- 0		- 0		45		- 0		- 0		- 0		- 0		- 0		- 0		- 0		45		1%

		Graduation		5,000		5,000		- 0		- 0		- 0		12		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		12		0%

		Fundraising/Development		5,000		5,000		60		60		1,366		99		- 0		99		75		- 0		- 0		- 0		- 0		- 0		- 0		1,759		35%

		Marketing & Recruitment		5,000		17,000		1,230		- 0		4,363		3,933		292		5,043		1,164		- 0		- 0		- 0		- 0		- 0		- 0		16,026		94%		Increased by $2,000

		LINQ Software Support		4,995		4,995		4,995		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		4,995		100%

		Legal & Consulting 		35,000		60,000		2,158		- 0		7,595		18,229		1,150		14,046		10,270		- 0		- 0		- 0		- 0		- 0		- 0		53,449		89%		Increased by $15,000

		Transportation		100,000		100,000		- 0		- 0		- 0		3,274		- 0		- 0		3,300		- 0		- 0		- 0		- 0		- 0		- 0		6,574		7%

		Food Services		65,000		65,000		- 0		218		7,542		2,132		5,983		1,615		2,555		- 0		- 0		- 0		- 0		- 0		- 0		20,045		31%

		Sales Tax 		12,000		20,000		5,672		1,446		4,598		1,102		2,192		823		2,209		- 0		- 0		- 0		- 0		- 0		- 0		18,042		90%

		Social Service Fund		500		500		- 0		- 0		- 0		- 0		- 0		300		- 0		- 0		- 0		- 0		- 0		- 0		- 0		300		60%

		Robotics		9,000		9,000		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		0%

		Transfer to Raptorium		100		100		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		- 0		0%

		   Total Other		327,245		627,581		16,865		4,239		46,700		25,050		22,279		33,015		85,973		- 0		- 0		- 0		- 0		- 0		- 0		234,121		37%

		Total Expenses		5,649,691		6,325,386		499,137		439,187		533,867		473,391		508,737		542,887		632,066		- 0		- 0		- 0		- 0		- 0		- 0		3,629,271		57%

		Surplus		96,345		335,134		(498,722)		348,967		108,658		(108,506)		149,399		(36,350)		63,656		- 0		- 0		- 0		- 0		- 0		- 0		27,103

		Security Deposit

		Surplus from Previous Years		1,913,020		1,913,020																												1,913,020

		Ending Cash Balance		2,009,365		2,248,154		1,414,298		1,763,266		1,871,923		1,763,418		1,912,817		1,876,467		1,940,123		1,940,123		1,940,123		1,940,123		1,940,123		1,940,123		1,940,123		1,940,123



		Liquidity Requirement Calculation:																																Debt Service Coverage Ratio Calculation:

		Total Expenses		6,325,386																														Surplus (cash basis)						335,134

		Clubs, PTSO, Boosters Expenses (projected)		450,000																														Net Income - Raptorium						100

		Less: Capitalized Purchases		- 0																														Net Income - Clubs, PTSO, Boosters						- 0

		Less: Principal Payments		(220,000)																														Net Income - US Bank						- 0

		Less: Repair and Replacement Fund Transfer 		(85,800)																														Add: Repair and Replacement Fund Transfer						85,800

		Total Operating Expenses		6,469,586																														Add: Capitalized Items						52,089

		Divided by 365 days		365																														Add: Principal Payments						220,000

		Operating Expense per Day		17,725																														Less: Amortization						(11,869)

		Multiplied by 45 days		45																														Less: Depreciation						- 0

		Minimum balance required for unrestricted cash and cash equivalents		797,620																														Change in Net Assets						681,254

																																		Add: Interest						551,784

																																		Add: Amortization						11,869

		Ending Cash Balance		2,248,154																														Add: Depreciation						- 0

		Raptorium Cash		1,290																														Net Income Available for Debt Service						1,244,907

		Clubs, PTSO, Boosters Cash		126,226																														Maximum Annual Debt Service						766,784

		Total Unrestricted Cash and Cash Equivalents		2,375,670																														Projected Debt Service Coverage Ratio						1.62 

		Divided by Operating Expense per Day		17,725																														Excess of DSCR Requirement						324,766

		Projected Days Cash on Hand		134																														Required DSCR in Covenants						1.20

		Liquidity Requirement for Days Cash on Hand		45
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Cap. Assets

		Research Triangle High School - Capitalized Assets



		Account Code		Account Name		Date Paid		Vendor		Amount

		2.5110.036.542		Technology - Capitalized		7/22/21		Internetwork Engineering		21,448.68

		2.5110.036.542		Technology - Capitalized		9/8/21		Internetwork Engineering		16,015.74

		2.6570.036.531.002		Multi-Purpose Field		11/18/21		HagerSmithDesign PA		14,625.00

















								Totals		52,089.42
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Covid Relief Funds

		Covid Relief Federal Funds				Allotment		Expensed		Remaining

		PRC 163		CARES ACT 2020		708.23		708.23		- 0

		PRC 169		GEER-Student Health Support		14,520.00				14,520.00

		PRC 172		ESSER II - Charter Supplements		105,840.00		17,224.00		88,616.00

		PRC 173		ESSER II - Supplemental Contract Instructional Support Funding		3,756.00				3,756.00

		PRC 176		CRRSA – ESSER II –LEARNING LOSS FUNDING		17,292.00				17,292.00

		PRC 182		ESSER III PSU Supplemental Funding		235,200.00				235,200.00

		PRC 185		ESSER III - ARP IDEA Grant to States		21,463.00				21,463.00

		PRC 203		ARP-ESSER III - Teacher Bonuses		40,926.00		40,907.00		19.00

				     Total Funds		439,705.23		58,839.23		380,866.00
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Financial Performance Framework

		Financial Performance Framework				Jun-12		Jun-13       Audited Totals		Jun-14       Audited Totals		Jun-15       Audited Totals		Jun-16 Audited Totals		Jun-17        Audited Totals		Jun-18        Audited Totals		Jun-19       Unaudited Totals

		Cash Balance				4,705		$   87,790		$   182,471		$   440,280		$   1,156,131		$   1,357,226		$   1,589,234		$   1,742,139

		Accounts Receivable						$   1,408		$   4,220		$   28,736		$   13,239		$   6,856		$   6,444		$   11,426

		Prepaid Expense						$   14,250		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0

		Security Deposit						$   23,475		$   55,375		$   55,375		$   - 0		$   - 0		$   - 0		$   - 0

		Total Assets						$   126,923		$   242,066		$   524,391		$   1,169,370		$   1,364,083		$   1,595,678		$   1,753,565

		Current Liabilities						$   41,646		$   80,482		$   119,350		$   134,798		$   158,411		$   160,132		$   181,002

		Total Liabilities						$   41,646		$   80,482		$   119,350		$   134,798		$   158,411		$   160,132		$   181,002

		Fund Balance						$   4,705		$   85,277		$   161,584		$   405,040		$   1,034,572		$   1,205,672		$   1,435,546

		Net Income						$   80,572		$   76,306		$   243,457		$   629,531		$   171,100		$   229,874		$   137,017

		Liabilities and Fund Balance						$   126,923		$   242,066		$   524,391		$   1,169,370		$   1,364,083		$   1,595,678		$   1,753,565



		Total Revenue						$   1,316,962		$   2,138,559		$   2,970,125		$   4,094,649		$   4,489,066		$   4,631,387		$   5,366,065

		Total Expenses						$   1,236,390		$   2,062,253		$   2,726,669		$   3,465,118		$   4,317,966		$   4,401,513		$   5,229,048

		Net Income				4,705		$   80,572		$   76,306		$   243,457		$   629,531		$   171,100		$   229,874		$   137,017



		Actual Enrollment						141		244		341		443		498		517		557

		Projected Enrollment						160		250		361		448		510		530		545

		Interest Expense						$   3,148		$   - 0		$   - 0		$   54,477



				Meets Standard:

		Current Ratio

Administrator: Administrator:
Current Assets/Current Liabilities		Greater than or equal to 1.1				2		2		4		9		9		N/A		N/A

		Unrestricted Days Cash

Administrator: Administrator:
Unrestricted cash divided by ([Total Expenses minus Depreciation Expense]/365)		Minimum of 30 Days Cash				25.92		32		59		122		115		132		122

		Enrollment Variance

Administrator: Administrator:
Actual Enrollment divided by Enrollment Projection in Charter School Board-Approved Budget		Equals or exceeds 95% 				88%		98%		94%		99%		98%		98%		102%

		Total Margin

Administrator: Administrator:
Net Income divided by Total Revenue		Must be positive				6.12%		3.57%		8.20%		15.37%		3.81%		4.96%		2.55%

		Debt to Asset Ratio

Administrator: Administrator:
Total Liabilites divided by Total Assets		Less than 0.9				0.33		0		0		0		0		0		0

		Cash Flow		Positive Cash Flow						$   94,681		$   257,809		$   715,851		$   201,096		$   232,008		$   152,905

		Debt Service Coverage Ratio

Administrator: Administrator:
(Net Income+Depreciation+Interest Expense)/(Annual Principal, Interest, and Lease Payments)		Equal to or exceeds 1.1				N/A		N/A		N/A		N/A		N/A		N/A		N/A

		Surplus Each Year						$   80,572		$   76,306		$   243,457		$   629,531		$   171,100		$   229,874		$   137,017

		Reserves - Cumulative						$   85,277		$   161,583		$   405,040		$   1,034,571		$   1,205,672		$   1,435,546		$   1,572,563

		Waiting List - # of students on list on day 20						0 		0 		180 		118 		136 		226		212

bettyback: bettyback:
9th Grade



		

Administrator: Administrator:
Net Income divided by Total Revenue		

Administrator: Administrator:
Total Liabilites divided by Total Assets		

Administrator: Administrator:
(Net Income+Depreciation+Interest Expense)/(Annual Principal, Interest, and Lease Payments)		County								June		June		June		June		June		June

		Wake								142		199		250		286		288		278

		Durham								85		119		156		172		192		235

		Orange								4		7		12		15		12		14

		Johnston								1		2		3		3		4		3

		Harnett								2		2		2		1		0		1

		Chapel Hill								3		5		10		9		8		7

		Granville								1		3		4		3		2		5

		Chatham								4		2		3		4		8		11

		Caswell								1		1		1		1		0		0

		Franklin								1		1		1		1		1		1

		Alamance								0		0		1		3		2		2

		Winston Salem-Forsyth														0		0		0

		Total ADM								244		341		443		498		517		557
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