
3.7 EMPLOYEE RESPONSIBILITIES, WORKING HOURS, OVERTIME, COMPENSATORY TIME AND   ASIGNMENT, REASSIGNMENT, AND TRANSFER OF EMPLOYEES

  

  

A. EMPLOYEE RESPONSIBILITIES

  

All employees must approach their responsibilities conscientiously, always remembering that
the ultimate responsibility of the school district is to create the opportunity and environment
where students can learn. The following specific responsibilities are essential to the success of
school operations and the instructional program. These responsibilities are required of all school
district employees:

  

• Be familiar with, support, and where appropriate, enforce board policies, administrative
procedures, school rules and applicable laws;

  

• Attend to the safety and welfare of students, including the need to ensure that students are
supervised at all times;

  

• Demonstrate integrity, respect and commitment to the truth through attitudes, behavior and
dress;

  

• Address or appropriately direct any complaints concerning the schools, the school program or
school operation; and

  

• Support and encourage good school-community relations in all interactions with students,
parents and members of the community.
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• Actively participate in various staff development activities required by the administrative staff
to aid in the professional growth of all educators.

  

B. WORKING HOURS, OVERTIME AND COMPENSATORY TIME

  

The length of the school day for licensed and professional staff will be a minimum of eight (8)
hours and will continue until professional responsibilities to the student and school are
completed. Administrative meetings, curriculum development, pupil supervision, assigned
duties, parent conferences, group or individual planning and extra-curricular activities may
require hours beyond the stated minimum. Principals have the authority to require teachers to
arrive earlier or depart later than the regular arrival or departure times for teachers at a
particular school, depending on the needs and activities of the school. Notification of a change
in the regular work day schedule will be given as soon as possible. In instances where
temporary specific duties are assigned such as bus or cafeteria supervision, the principal may
at his/her discretion vary the work day for those individuals assigned specific duties.

  

Working hours for all employees not exempted under the Fair Labor Standards Act (FLSA),
including secretaries, cafeteria, janitorial and maintenance personnel, will conform to federal
and state regulations. The superintendent will ensure that job positions are classified as exempt
or non-exempt and that employees are made aware of such classifications. The Board
discourages overtime work by non-exempt employees. A non-exempt employee shall not work
overtime without the express approval of his/her supervisor, and all overtime work must be
approved by the superintendent or his/her designee. All supervisory personnel must monitor
overtime use on a weekly basis and report such use to the superintendent or his/her designee.
Principals and supervisors shall monitor employees' work to ensure that the provisions of the
FLSA are followed and to ensure that all employees are compensated for any overtime worked.
Principals or supervisors may need to adjust daily schedules to prevent non-exempt employees
from working more than 40 hours in a workweek. Accurate and complete time sheets of actual
hours worked during the workweek shall be signed by each employee and submitted to the
superintendent or his/her designee who will review work records of employees on a regular
basis to make an assessment of overtime use.

  

In lieu of overtime compensation, non-exempt employees may receive compensatory time off at
a rate of not less than one and one-half (1.5) hours for each one hour of overtime worked, if
such compensatory time (1) is agreed to by the employee before the overtime work is
performed and (2) is authorized by the immediate supervisor. Employees must be allowed to
use compensatory time within a reasonable period after requesting such use. Employees may
accrue a maximum of 240 compensatory time hours before they must be provided overtime pay
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at the appropriate rate. In addition, upon leaving the school district, an employee must be paid
for any unused compensatory time at the rate of not less than the higher of (1) the average
regular rate received by the employee during his/her last three years of employment or (2) the
final regular rate received by the employee.

  

Non-exempt employees whose workweek is less than 40 hours per week will be paid at the
regular rate of pay for time worked up to 40 hours. Such employees will be provided overtime
pay or compensatory time as provided above for working more than 40 hours in a workweek.

  

Employees will be provided a copy of this policy and will be required to sign this policy to
acknowledge their understanding of overtime and compensatory time provisions. Such signed
policy will constitute the written agreement required in this section.

  

C. ASSIGNMENT, REASSIGNMENT AND TRANSFER OF EMPLOYEES

  

Personnel in the Lexington City School System will be assigned, reassigned and/or transferred
to meet the needs of the system, as determined by the superintendent. Voluntary and
involuntary transfers will be made in accordance with course requirements, fluctuating
enrollments, allotment, efforts to improve student performance and the general welfare of the
school district. The interests and aspirations of employees will be considered in making
assignments and transfer decisions; however, such interests must be weighed against what is
in the best interest of the students, school or school district. Employees will be informed of
transfer decisions as soon as reasonably feasible.

  

D. TRANSFERS

  

Lexington City Schools employees who desire a transfer to another school/position in the
system will follow the procedures listed below:

  

• Supervisor will submit form to the Human Resources Office within two working days of receipt
of the transfer request form from the employee
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• Talk with immediate supervisor (building-level personnel talk with current principal) concerning
their desire to be considered for another school/position.

  

• Complete a "Transfer Request" form.

  

When a vacancy occurs in the school/position of their choice, they will be given consideration
for that position. Immediate supervisors will review all transfer requests as well as applications
before making a recommendation to the superintendent.

  

E. SUPERVISION OF STUDENT TEACHERS

  

The Lexington City School Board of Education endorses the policy of student teaching. The
number of student teachers accepted by the Lexington City School system shall not exceed
limits that might impair the teaching program. All requests from colleges and universities must
be approved by the Central Administrative Office. Teachers in the local school system who are
selected to supervise student teachers must be willing to assume the responsibility and must be
recommended by their principal, supervisor, and/or superintendent. This supervising teacher
must have two years or more of successful teaching and must hold at least a North Carolina
Class A license. The number of student teachers that a classroom teacher is asked to supervise
will be limited to one teacher per year, under normal circumstances.

  

F. ASSIGNMENT OF TEACHERS TO NON-INSTRUCTIONAL DUTIES AND
EXTRACURRICULAR DUTIES

  

The Board acknowledges that instructing students is the primary mission of the school system.
Generally, in order to carry out the responsibilities of the school system, teachers and other staff
members may also be required to perform certain non-instructional and extracurricular duties.
Assigned additional duties are considered part of all employees' responsibilities. However,
assignment of additional duties to teachers should be minimized to allow time for teachers to
plan, collaborate with colleagues, conference with parents, tutor students and perform any other
activities that have a direct impact on student achievement. Beginning teachers also need
adequate opportunities to develop their professional skills and need access to experienced
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teachers who can mentor them. Administrators should consider these goals in assigning
extracurricular and non-instructional duties.

  

G. EXTRACURRICULAR DUTIES

  

Initially licensed teachers may not be assigned extracurricular duties unless they request the
assignments in writing.

  

1. Extracurricular Duties Defined

  

Extracurricular duties include those duties performed by a teacher outside the regular school
day that involve students and are not directly related to the instructional program. Examples of
extracurricular activities for which consent is required include such things as coaching duties,
taking tickets at a sporting event and activing as a faculty sponsor for a student club.
Extracurricular duties do not include such things as time spent in parent-teacher conferences or
activities related to courses taught by the teacher, such as band concerts that are performed as
a part of a band class.

  

2. Exceptions Permitted for Compelling Reasons

  

In cases of compelling need, initially licensed teachers may be required to perform
extracurricular duties if the procedures set forth in this paragraph are followed.

  

a. Compelling Need Defined

  

A compelling need arises when the principal of a school is not reasonably able to provide
adequate supervision by qualified personnel at extracurricular activities without using initially
licensed teachers and no initially licensed teachers have volunteered in writing to perform these
activities. In determining whether a compelling need exists, it will be assumed that teaching
assistants and other non-licensed employees may not be assigned to extracurricular duties
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unless the assignment is approved in advance by the superintendent or designee. Examples of
compelling need include circumstances when:

  

1) an employee who is scheduled to perform an extracurricular duty is unexpectedly unavailable
and the position must be filled quickly;

  

2) the school principal cannot adequately fill extracurricular duty positions without additional
reliance on initially licensed teachers; or

  

3) an extracurricular duty must be supervised by individuals with certain experience, skills, or
qualifications and initially licensed teachers are the only qualified staff members who possess
the required experience, skills, or qualifications.

  

b. Process for Granting a Compelling Need Waiver

  

1) Board Waiver

  

In cases in which the need for a waiver is reasonably foreseeable and there is an opportunity to
bring the matter before the board of education for approval prior to the extra duty, the
superintendent shall bring the matter to the board for a decision on the waiver request. The
recommendation for a waiver must be in writing and set forth the circumstances requiring the
waiver. The board minutes or other documentation will reflect the reasons for granting the
waiver.

  

2) Superintendent Waiver

  

If there is not a scheduled board meeting prior to the need to provide adequate supervision at
the extracurricular activity, the superintendent may waive the requirement upon a finding of
compelling need. The superintendent shall make a written record of all such waivers and the
circumstances for requesting each waiver. At the next regular board meeting, the
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superintendent shall report to the board any past waivers made and the reasons therefore. If the
waiver is for an ongoing activity, the superintendent must seek and obtain board approval to
continue the initially licensed teacher in the extracurricular activity in accordance with the
procedure in paragraph (1) above.

  

3) Principal Waiver

  

If there is an exigent need to waive the policy, such as the unexpected illness or absence of an
employee, then the school principal is authorized to waive the policy temporarily for up to five
days. However, the principal must report the waiver to the superintendent in writing, setting forth
the circumstances requiring the waiver. The superintendent must approve all waivers over five
days, as provided in paragraph (2) above. The board must approve all continuing waivers at its
next regular meeting, as provided in paragraph (1) above.

  

4) Teacher Access to Records

  

The teacher may request and is entitled to receive any documentation regarding waivers
requested or granted under this policy.

  

H. NON-INSTRUCTIONAL DUTIES

  

Principals shall minimize the assignment of non-instructional duties to all teachers, including
initially licensed teachers. Specifically, teachers should not be required to use their daily
planning periods on an ongoing and regular basis to supervise students. Planning periods
generally should be reserved for course planning and meetings with other professional staff
regarding the instructional program.

  

1. Non-Instructional Duties Defined

  

Non-instructional duties refer to those duties that are not directly involved with the instructional
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program or the implementation of the current statewide instructional standards, but that all
teachers are expected to do. These duties include such things as bus duty, carpool duty, and
regular and ongoing use of planning periods to monitor the hallways and cafeteria. Nothing in
this policy should be construed to relieve teachers of the responsibility to provide for the safety
and supervision of students during regular school hours, as necessary to maintain order and
discipline in the school.

  

2. Distribution of Non-Instructional Duties

  

Non-instructional duties should be distributed equitably among employees to the extent that it is
reasonably possible to do so. In assigning non-instructional duties, consideration should be
given to the need for initially licensed teachers to have adequate professional development,
planning time, and access to more experienced teachers who can share their expertise.
Principals are responsible for structuring these opportunities in a way that will be beneficial to
the students and employees at their schools.

  

I. EVALUATION

  

The failure of an initially licensed teacher to volunteer to perform extracurricular duties is not
appropriate grounds to lower the teacher's evaluation or just cause for a less than proficient
evaluation rating of an initially licensed teacher provided, provided that the teacher has
conducted himself/herself in a professional manner when declining to accept extracurricular
duties. However, a teacher's failure to perform an assigned non-instructional or extracurricular
duty in a competent and professional manner may be considered as a part of the teacher's
evaluation.

  

Legal references: G.S. § 115C-47(18a), -301.1 , State Board of Education Policy TCP-A-004

  

Revised: January 9, 2007
Revised: February 2, 2016
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