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MISSION STATEMENT 

 
To positively provide a safe and quality education  

so that we can excel and grow: 
 

VISION 
 

Dillard Academy will prepare all students to succeed in a global 
Society by providing a diverse, collaborative, and technological, aca-

demic climate empowering students to be 80% proficient by 2020. 
 

MOTTO 
 

“It take a village to raise a child” 
“Believe, Achieve and you will Succeed” 

 
 

CORE VALUES 
 

T.I.G.E.R.S! 
 

Teamwork, Integrity, Generosity, Enthusiasm, Respect & Success! 

 
 

SCHOOL COLORS 
 

Blue & Gold 
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EDUCATIONAL FOCUS 
 

Dillard Academy provides a program of academic excellence for students in Pre-k 
and Kindergarten through Grade 7th with special emphasis on remediation for the 
academically at-risk student and acceleration and enrichment opportunities for the 
Academically gifted student.   
 
The goal is to provide a supportive structure and an educational program of age 
appropriate activities that support character development and establish a strong 
foundation of physical, social, emotional, and intellectual capacities upon which 
lifelong learning can be built. 
 
Each student is tested and Individual Academic Plans are tailored to the child’s 
specific needs.  
 
Parents are strongly encouraged to participate in the educational process both at 
home and in the school, to be supportive of school activities, and to spend a mini-
mum amount of time in the school each month.   
 
Teachers and parents share responsibility for student academic progress.  The aca-
demically at-risk population will be reduced by at least 50%.  The academically 
gifted population will thrive on a challenging program that will accelerate them 
beyond grade level. 
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   Dillard Academy Charter School 
Dillard Academy Teaching Model  

Dillard Academy will be using a blended teaching model for all grades and all subjects. The 
blended model will include components of the Workshop Model and the Explicit Instructional 
Model.  
Workshop Model 

Opening: The teacher posts a brief assignment that may be done independently. This may 
be a brief reading, writing, editing, or problem solving activity to get students ready 
them for learning 

Mini-Lesson: The teacher provides whole class direct instructions and outlines the activi-
ties to be done during independent work time. During this time the teacher will share 
the lesson objectives and expected learning outcomes.  

 
Independent Work Time: Students work independently, in pairs, or small groups. The 

teacher circulates for 2 or 3 minutes to ensure all students are on task, and then  (1) 
confers with individuals for a few minutes, taking anecdotal notes (2) work with a 
small group in direct instruction 

 
Closing: The teacher reconvenes class to;  

focus on the work of one or two students that use what was taught in the mini-
lesson  

recap key learning of the day (1 minute)  
check for understanding (with short reflective writing or exit slips)  
give homework assignment 

Students are often the leaders of the closing exercise  
Explicit Instruction 
The purpose of explicit teacher modeling is to provide students with a clear, multi-sensory 
model of a skill or concept. The teacher is the person best equipped to provide such a model. 
Lessons include an 
 • Opening (attention, review, preview), 
• Body, and  
• Closing (review, preview). 
Instructional routines are used to allow the students to focus on the content rather than the task. 
Teachers can master the instructional routines and increase the pace of lessons. 
Explicit Instruction is systematical it uses the model 
 Model: I do it.  
Prompt: We do it.  
Check: You do it.  
Explicit Instruction is engaging. 
1) Frequent responses are elicited.  
2) Student performance is carefully monitored.  
3) Immediate affirmative and corrective feedback is provided.  
4) The lesson is delivered at a brisk pace. 
Explicit Instruction is a sequence of supports:  

1. Setting the Stage for Learning 

2. Clear explanation of what to do 

3. Modeling the process (showing) 

4. Guided Practice 

5. Independent Practice (When teacher is confident students will be successful) 

6. Assessment/Closure (informal or formal) 
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Dillard Blended Teaching Model 
Unlocking Prior Knowledge 
Opening/Mini-Lesson 
Guided Practice 
Independent Practice 
Closing/Assignment 

During Instruction, teachers have a great deal of responsibility to monitor student needs and 
provide the kind of scaffolding most appropriate throughout the learning process. However, 
students have responsibility too. They must realize that they will be expected to perform the 
task by themselves, and they should then work toward achieving that goal.    
At the outset of any lesson – before the teacher explains, models, distributes the organizer or 
frame, the teacher should make the responsibility clear to the students: “I’m going to teach you 
how to write a good paragraph. First I’ll tell you what to do. Then I’ll show you how to do it. 
Then what do you think I’ll expect you to do?” The students discern that they will need to pro-
duce something themselves. “So, what do you think you should be doing while I teach you?” 
The consensus is “pay attention.” “Yes,” - by directing student attention toward purposeful 
learning – “You should be thinking about how YOU will write YOUR paragraph when it is 
YOUR turn.” 
Constructs that Facilitate Effective Instruction 

1. Teacher Presentation Variables - Teacher presentation variables have been identi-
fied as fundamental behaviors for communicating effectively with all students and 
promoting student achievement (Mastropieri & Scruggs, 1997) Teachers should be 
conscious of delivering clear, dynamic instruction that is appropriate to students’ 
needs 

a. Teacher Clarity includes speaking clearly, avoiding unclear terminology and 
vague terms. 

b. Teacher Enthusiasm involves varied inflection, actively accepting student 
ideas, and maintaining a high overall energy level. 

c. Appropriate Rate of Presentation diversifies opportunities to participate, 
requiring participation, and adjusting to student understanding. 

 
2. Student Engagement - For Instruction to be effective, “students must be encouraged 

to provide the second, complementary half of the transaction: active engagement.  
An effective lesson involves an effective, dynamic teacher and an active, engaged 
learner.” (Goeke, p. 37)  Learning is an active process during which students gain 
understanding by connecting new concepts, skills, and strategies to prior under-
standings.  Teachers should help students stay actively involved in the lesson in or-
der to have the greatest impact on their learning.  Jennifer Goeke has identified 
three student engagement variables that can be used to help all students become ac-
tive and engaged during Instruction. 

                      
A. Students Actively Participate when they: 

Focus on what is being taught 
Try to understand and make sense of new material 
Relate ideas and information to prior knowledge and experience 
Use organizing tools (graphic organizers, etc.) or principles to integrate ideas 
Relate supporting details and evidence to conclusions 
Thoughtfully respond after think time is provided 
Look for principles or patterns 

“Research has shown that when students are required to give overt responses using 
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should be conscious of delivering clear, dynamic instruction that is appropriate to students’ 
needs 

a. Teacher Clarity includes speaking clearly, avoiding unclear terminology and vague 
terms. 

b. Teacher Enthusiasm involves varied inflection, actively accepting student ideas, and 
maintaining a high overall energy level. 

c. Appropriate Rate of Presentation diversifies opportunities to participate, requiring 
participation, and adjusting to student understanding. 

 
2. Student Engagement - For Instruction to be effective, “students must be encouraged to pro-

vide the second, complementary half of the transaction: active engagement.  An effective 
lesson involves an effective, dynamic teacher and an active, engaged learner.” (Goeke, p. 
37)  Learning is an active process during which students gain understanding by connecting 
new concepts, skills, and strategies to prior understandings.  Teachers should help students 
stay actively involved in the lesson in order to have the greatest impact on their learning.  
Jennifer Goeke has identified three student engagement variables that can be used to help all 
students become active and engaged during Instruction. 

                      
A. Students Actively Participate when they: 

Focus on what is being taught 
Try to understand and make sense of new material 
Relate ideas and information to prior knowledge and experience 
Use organizing tools (graphic organizers, etc.) or principles to integrate ideas 
Relate supporting details and evidence to conclusions 
Thoughtfully respond after think time is provided 
Look for principles or patterns 

“Research has shown that when students are required to give overt responses using re-
sponse cards or other mechanisms for simultaneously signaling their responses, partici-
pation and learning are increased as compared to the ‘one student answering at a time’ 
method.” (Gardner, Heward, & Grossi, 1994; Heward, 1994) 

 
B. Procedural Prompts are concrete, skill-specific references on which students can rely 

for support until they become independent.  Fred Jones in Tools for Teaching refers to 
these prompts as VIPs (Visual Instructional Plans).   Prompts should show one step at a 
time, include a picture for every step, and have a minimal reliance on words.  A VIP is 
simple, clear, and self-explanatory. Students can look at it whenever they need clarifica-
tion.  Keep in mind what Fred Jones shares: “Of course, a VIP is not a substitute for 
teaching. You involve students in the activity of the learning as you always have. Ra-
ther, a VIP is simply a permanent record of that teaching. It serves as the set of plans for 
independent work during Guided Practice so you won't have to reteach the same materi-
al over and over.” 

 
C. Monitor Understanding - Monitoring students’ understanding is critical throughout the 

lesson.  It is a way the students show their engagement in the lesson and their under-
standing of the instructional objective.  According to Schmoker, feedback should be 
given 4-6 times per lesson.  Monitoring student understanding involves two comple-
mentary skills:  
Checking for Understanding 
Providing Corrective Feedback 
According to Douglas Reeves, “Effective feedback not only tells students how they per-
formed, but how to improve the next time they engage the task.  Effective feedback is 
provided in such a timely manner that the next opportunity to perform the task is meas-
ured in seconds, not weeks or months.” 
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The 6 Components of Effective Instruction In Detail: 
Setting the Stage  

• The anticipatory set – the teacher’s hook to capture student interest and connect prior 
knowledge to the new learning of the lesson 

• The teacher states/clarifies the standards/learning objective/goal 

• The purpose of the lesson is explained 

• Students are able to restate the lesson objective back to the teacher in their own words. 

• The teacher specifically connects the lesson to: 

 student interest 

 background knowledge 

 the big idea/concept that the skill/standard is linked to, and/or 
the previous day’s lesson 

Explaining to Students What to do 

• Students need explicit details about the lesson. 

• The teacher re-explains in this component what the task is, why it is important, and adds to it 
how it is done. 

• Give no-frills explanations that give students just enough information to cover the basics and 
get them started. Less is more. 

• Don’t tell the kids that it will be hard. That discourages kids right off the bat. They may tune the 
lesson out right then and there. 

• Make it simple and direct enough to make the learning accessible to ALL students in the class. 

• Divide the task into a few steps that are logically ordered. 
Present the steps both orally and visually to meet needs of kids with different modality 

strengths. (Visual Instructional Plans – Fred Jones) 

Modeling for Students  

• Some people believe that explaining is synonymous with instruction. When the extent of the 
instruction is ONLY an explanation, without modeling or guided practice, teachers have no idea 
whether or not students understand the lesson content until it is too late. Just hearing or reading di-
rections is not enough. 

• Modeling offers kids the opportunity to watch the process unfold before their eyes. The teacher 
engages in whatever is involved in the learning task EXACTLY as the students will be expected to 
perform it. 

• The teacher shares inner thoughts – modeling the thinking process, and the teacher often uses a 
visual model to demonstrate the concept being taught. 

• It is important during this component for the teacher to connect with the kids, to see their eyes 
alert and focused, rather than glazed over! 

During this component, teachers need to elicit informal input from the kids and keep them ac-

tively engaged – Asking students to underline a portion of text on board or overhead, use 

the mini white boards, repeat to a partner, ask students to read the completed response aloud 

with you to make sure it sounds good and makes sense, ask for possible revisions, teacher 

makes good strategies conspicuous for kids, ask lots of questions – use Bloom’s Taxonomy, 

delve and probe into questions – trying to elicit deeper responses from kids, appropriate in-

structional pacing, adequate processing time (Think Time), constant check for understand-

ing. 
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Guided Practice 
Nancy Frey and Douglas Fisher, in “The Release of Learning” (Principal Leadership, February 
2009) describe a gradual release of responsibility to students.  “Unfortunately,” say the authors, 
“in all too many classrooms releasing responsibility is too sudden and unplanned and results in 
misunderstandings and failure.”  Frey and Fisher believe that guided instruction should consist 
of cues, prompts and questions to help the teacher understand the students’ thinking, provide 
scaffolding, get students doing some of the cognitive work, and gradually increase their under-
standing.   
Graphic organizers and frames work GREAT during this component. These tools simplify the 
task of representing knowledge on paper by providing graphic cues. They are helpful instruc-
tional aids that help kids move easily from teacher-control toward their own independent appli-
cation of the learning. BUT…. They are NOT a substitute for instruction. If kids are to do well 
in a testing situation, they need to have heard the explanation, seen the model, practiced with 
the organizer or frame as many times as needed, and then worked backward, removing one 
support at a time. After enough trials with the graphic aide, the teacher can take that away and 
expect kids to be able to be successful with just a review of the model. Eventually the model 
should disappear too!   

• Provide scaffolding as a temporary support/guidance in the form of steps, tasks, materials, 
and personal support 

• Provide examples/non-examples, and graphic organizers, study guides, Kate Kinsella start-
er stems 

• Check for understanding through ongoing assessment and constant feedback 

• Highly structured 

• Use mini-white boards, highlighters 
Students summarize in their own words, turn to a neighbor and tell them…. 

 

Independent Practice 

• Students practice the SAME kinds of problems as during the guided practice time. 

• Don’t allow for too much time for this. Students get off task, attention wanders, and time is 
wasted. 

• During this time, teacher should be moving about the room, watching, guiding, and moving 
students along. 

Be sure students are able to accurately complete task independently. 

 

Closure/Assessment 

• The assessment portion can be informal - using Fist-to-Five, 12 Word Summary, Brain 
Bark, Exit Cards, Idea Wave, Thumbs Up, Thumbs Down, etc. 

• The assessment portion can be formal – a method to measure student understanding or pro-
ficiency of the learning objective in test or quiz format or essay writing, project, report, etc. 

• It is a time to collect student learning evidence of standards/objectives. 

• Let students share their learning by closing the lesson 
Provide homework for students to continue practice 
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Teacher Duties 
 

Summary 

All teachers instructing students in grades preK-8 will be required to perform all or some of the 
duties described below. Other duties not listed may be assigned by your supervisor/
administrator. 

Primary Duties 

Create instructional resources for use in the classroom. 

Plan, prepare and deliver instructional activities 

Create positive educational climate for students to learn in. 

Meet course and school-wide student performance goals. 

Participate in ongoing training sessions. 

Create lesson plans and modify accordingly throughout the year. 

Maintain grade books and attendance in Powerschool. 

Grade papers and perform other administrative duties as needed. 

Create projects designed to enhance lessons.  

Read and stay abreast of current topics in education. 

Develop incentives to keep participants in class. 

Establish and communicate clear objectives for all learning activities. 

Prepare and distribute required reports. 

Observe and evaluate student's performance. 

Manage student behavior in the classroom by invoking approved disciplinary procedures. 

Participate in department and school meetings. 

 

Qualifications 

Required: Bachelor’s degree in Education.  

Must posses or be able to obtain North Carolina certificate in Elementary Education.  

Must have clear and concise communications with students and parents.  

Must be able to demonstrate the technology skills needed to use interactive classroom technolo-
gy.  

Excellent classroom management skills 
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Teacher Assistant Duties 

 
Nature of Work 
 An employee in this class provides support to the teacher in the instruction of students.  
A wide variety of tasks are performed to support the teacher in the teaching-learning process for 
students.  The work is directed by specific instructions, precedents and established policy.  
Problems are solved through the exercise of judgment in selecting the best course of action to 
be taken.   
 
Illustrative Example Work 
Academic Assistance 
• Gives group instruction as prescribed by teacher. 
• Provide individualized instruction. 
• Demonstrated various instructional activities. 
• Monitors work assigned by teacher. 
• Checks and corrects students’ work while in progress. 
• Keeps students on task. 
• Praises and reinforces achievement of students. 
• Reports student progress to teacher. 
 
Instructional Preparation/Support 
• Serves as substitute teacher. 
• Arranges classroom furnishings and equipment. 
• Prepares visual aids. 
• Duplicates (copy) materials during planning time. 
• Reorganizes materials at the end of day. 
• Serves as proctor during testing. 
• Attends workshops. 
• Scores students’ papers as instructed by teacher. 
• Distributes and collects instructional materials. 
• Help with students transition between classes, lunch and recess. 
 
 Report and Records 
• Checks and reports attendance. 
• Enters data in health record. 
• Records student behavior 
• Files data according to regulatory requirements. 
• Supervises students in the classroom and other locations.  
• Reports discipline problems to teacher. 
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Teachers are responsible for maintaining proper student behavior.  Classroom discipline is an 
important aspect of classroom teaching. Many discipline problems in the classroom are because 
of poor planning and preparation. Teachers and TAs should get to know your student’s needs 
and wants. Developing this relationship is imperative to your students knowing that you care 
about them and will keep them motivated to learn. The best prevention for discipline problems 
is a suitable, well-planned lesson. Discipline problems should be handled by the classroom 
teacher if at all possible. This strengthens the teacher’s image and causes students to develop 
respect for the teacher. On the other hand, Dillard Academy realizes that students do sometimes 
need more intensive counseling than can be done in a classroom.  A behavioral specialist and a 
psychologist are on site to help deal with these situations and to help teacher cope inside the 
classroom. 
 
1. Develop classroom rules, rituals and routines, and expectations 
2. Enforce classroom rules equitably 
3. Develop a method of tracking good and bad choices 
4. Communicate with parents (phone calls, notes, weekly progress reports. . .) 
5. Monitor your students in and outside of the classroom 
6. Reward positive behavior 

Student of the Week/Month

Violent/Extreme
disruption

Exceeds Classroom Behavior 
Management process

(4 or more levels)

Behavior Management Process

Meets Behavior Expectations Does Not Meet Behavior Expectations

Classroom Positive 
Behavior Incentives

Quarterly TIGER Award

Send to BEH 
(Parent Contact & ISS/OSS)

Repeat Offenses in 
Behavior Management

(Levels 3 and 4 most days)

Report to Dr. Smith for 
intervention planning

Send to BEH 
(Refocus with goals)

Return to classroom, if successful.  
Back up to 2nd or 3rd classroom behavior level

Return to classroom with 
behavior intervention plan

Classroom Positive 
Behavior Incentives

Return to classroom with 
behavior intervention plan

School Discipline Policies 
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The Referral 
 

Referral to the BEC should be made consistently throughout the programs.  If possible, the 
preferred first step is classroom intervention and retention of the student; in order avoid 
negatively impacting the learning process.  Teachers will not use the BEC as a way to es-
cape dealing with a student’s unacceptable behavior.  Classroom teachers are required to 
use “classroom” behavior management processes, which should contain rules and expecta-
tions governing classroom conduct.  The BEC will not be a first resort to addressing a be-
havior problem or rule violations.    

Students in all classrooms will be expected to follow classroom rules; therefore the 
rules should be clear, understood, posted, and consistently enforced.  It is also understood 
that individual classrooms may employ different methods of getting the proper behavior 
response.  Students must be aware of the consequences for violating established classroom 
rules.  It is very important that a “universally agreed-upon code of conduct” (rules) is in 
place, enforced, and is identical across all classrooms and after school activities.   

All staff members referring a student must complete paperwork before sending a student to 
the BEC room. Student class work will accompany students that enter BEC for completion 
in the afternoon. Otherwise, students will be sent back for paperwork. 

Before a student is sent to the BEC: 

*All avenues of resolving and correcting the unwanted behavior in the classroom have been 
exhausted. 

*Documentation of disruptive behavior and steps taken to correct behavior will be accom-
plished.  

*Upon the recommendation of the classroom teacher and approval of the behavioral spe-
cialist will a student be referred to the BEC.   

*Several attempts (3 mandatory) to get the student’s attention, either by positive or negative 
reinforcement have been made and the student still refuses to comply and the behavior are 
negatively impacting the learning process.  

 Paperwork must come with a student that is removed from the classroom setting explaining 
why the student has been removed. 

NOTE: 

*Student is creating a hostile learning environment=behavior specialist + principal con-
tact. 

Prior to referring to the BEC the classroom staff of the student must contact the student’s parents/
guardians for assistance and intervention.  A written behavior summary of the unacceptable behavior 
must be sent home to the parents/guardians the day of the incident.  
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RULES AND REGULATIONS  
 

The student will arrive at the Behavior Enrichment Center escorted by a Teacher, Teacher As-
sistant, or responsible adult. Upon request, the behavioral specialist may come to the classroom 
to get the student.  Upon arrival to the BEC, the student is to report directly to the person in 
charge of the center. 
 

No talking or conversations 
 

Student must stay on task at all times. 
 

Student will complete class work as assigned and provided by classroom teacher. 
 

No disruptive behavior will be allowed. 
 

Two restroom breaks taken per day (except those students with doctor’s notes). 
 

No food, drinks, gum allowed. 
 

No electronic devices or games are allowed unless assigned by teacher. 
 

No visits by other students 
 

Test(s) will be taken at end of the instructional period or as assigned. 
 

Sleeping is prohibited. 
 

Students are responsible for lost, stolen, or damaged items. 
 

No physical contact of any kind between students in the center. 
 

No tampering with the property or belongings of others. 
 
14. Inappropriate language will not be tolerated.  First Offense, a written warning; second of-
fense suspension from Dillard Academy and/or CASTLES after school program. 
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Student Return to the Classroom 
 
At the discretion of the Behavior specialist or principal, the student may be allowed to rejoin 
his/her class after satisfactory progress has been made in correcting negative behavior and work 
is near complete/completed. 
 
TIPS 
Some discipline problems come up in every classroom, but minor problems will not become 
major ones if we use these guidelines: 
 
Work at being the kind of person children like and can trust, and remember, everyone needs 
success, especially those with a record of failure. 
 
Maintain a cheerful, clean, and attractive classroom rather than a disorderly one, which might 
encourage unruly behavior. Greet your students at the door daily! 
Get to know the students. The teacher who really knows his/her students can usually anticipate 
trouble before it begins. 
 
Be enthusiastic, courteous, and keep your sense of humor. 
Make education interesting and relevant to children’s lives. The teacher who does not plan 
winds up with dull, unorganized, dreary lessons. 
 
Give reasonable assignments. Do not be vague when giving assignments; make them clear and 
concise from the beginning to the end of the lesson. 
 
Never use threats to enforce discipline. A threat that is not carried out makes the teacher “lose 
face.”  I.e. “I’m going to send you out to…..” “If you….” 
 
Never humiliate a child. Public scolding or ridiculing a student will make him/her bitter and 
will probably turn the rest of the class against the teacher. 
 
Avoid arguing with pupils. State your expectation and follow through. 
Let students know you care. (Even when you don’t). 
 
Establish as few rules as possible, and keep them as simple as possible. Examine them from 
time to time and eliminate those that are unnecessary.  Let students participate in setting rules 
for the classroom. 
Do not act as if you are expecting trouble, or you will encounter some. 
Listen! A frequent source of a child’s aggression is the feeling that nobody is listening to him/
her. 
 
Be firm, fair, and friendly in your relations with students and parents. 
Don’t shout at students…it shows them you are out of control as well. 
 



16 

Technology 
 
1. Computers are for professional use; not personal use.  Therefore, please do not load any per-

sonal information onto computers, laptops, and iPads unless you are willing to lose that in-
formation.  Administration, technology coordinator, or designated tech representatives will 
reset computers to their original settings from time to time to help clear out unnecessary 
websites and prevention of viruses, malware, and other clogging agents of computer 
memory and performance issues. Do not allow students set passwords on iPads or  any other 
personal applications.  The technology instruments are for instruction only. 

2. Apple ipad apps are to be approved before adding them to the account unless the app is un-
der the educational, business, or book genre in the apple store.  It is up to the technology 
coordinator and principal to determine what is academic enough to be added to the educa-
tion account.  Approval is also true of music and other genres too.  

3. Please use the icord to import photos into your laptop and then remove pictures as needed to 
prevent ipad space issues. 

4. Emails are public documents that anyone can use for or against you as a public record.  
Therefore, remember to keep your emails professional. 

5. Anyone who breaks a new technology equipment is responsible for replacement of that 
technology.  Therefore, please place computer, ipads, elmos, projectors, and any other de-
vices in a safe place where an adult can supervise the usage of the technology being used.  
Students are also responsible for replacement of damage technology too.  Staff and students 
are responsible for damages to furniture in the building in the same way that they are re-
sponsible for technology.  All damages should be emailed to the technology coordinator and 
principal, the day of the incident (ASAP). 

6. Do not spray any water or chemicals on an electronic device.  Do not place drinks or near 
any electric device (s).  Accidents are not accidents at this point and replacement of a device 
will be to you. 

7. Computer devices including a mouse, monitor, keyboard, and other such devices should not 
be relocated unless the technology coordinator and principal have been notified by email. 

8. Personal devices are welcomed to help teach in your classroom.  However, Dillard Acade-
my is not responsible for replacement of those devices in the case of breakage of the device 
or theft of the device.  An investigation will take place to see if further actions need to be 
taken. 
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PERSONNEL POLICIES 
 

School Work day begins 7:30 a.m. and ends at 3:30 p.m., or until the last student has left the 
campus or joined the afterschool program.  All staff is to be on duty at the beginning of their 
tour, and are to stay on duty until their tour has ended for the day. 

 
Breakfast will be served from 7:45 a.m. until 8:15 a.m. each day. Teacher Assistants will re-
ceive students in the classroom at 8:00-8:15. Instructional time is from 8:15 a.m. until 3:00 p.m. 
Students will eat breakfast in the cafeteria.  Students are to leave the bus and come to the cafe-
teria upon arrival. 

 
Meetings will take place from 7:30-8:00 am unless a staff meeting is occurring and that time 
will be 7:00-8:00 am. 
 
Teacher Workday Hours: 8:00 a.m. – 4:00 p.m.  
Early Dismissal Days are for students only staff who do not work must take leave. If no leave 
is available the (LWOP) leave without pay will occur. 
 
Dress Code: All faculty and staff members are expected to dress professionally in attire that is 
appropriate for a school setting.  The way we dress reflects attitude and professionalism.  We 
are role models and examples for our students. 

 
Faculty and staff members are not permitted to wear jeans, shorts, athletic jogging suits, on stu-
dent days or parent teacher conference days (Monday through Thursday).  The exception to the 
rule are Fridays (is dress-down day) and field trips.  Staff can wear a Dillard Academy shirt and 
may were jeans and/or tennis shoe in those exceptions.  Additionally, staff may bring modest 
athletic clothing for wear during physical activities (this applies to PE teachers and afterschool 
activities such as Zumba, fun day, TIGER Fest not recess unless participating).  The principal 
may ask you to change if this occurs as we are to dress as professionals. 
 
Teacher/Staff Absences:  If a teacher or staff member is to be absent he/she should complete a 
leave request form (LRF) this is mandatory. The leave slip must be approved prior to leave be-
ing taken.  For personal leave, a LRF must be submitted to the principal one week prior to the 
desired time for the leave.  For sick leave, staff should call the principal before 9:00PM the 
night before. For emergency leave, please call the administrative staff or the school Secretary’s 
prior to 7:30 a.m. the morning of your absence. Complete a LRF and attach documentation ver-
ifying the emergency upon return to work. All leave must be approved by the principal. Doc-
tor’s notes and such should accompany your LRF when possible. Lesson plans are to be left 
with your TA before leave takes place. At no time can a Teacher and TA be out on the same 
day where coverage cannot be provided to the class.  In the case of multiple days (2 or more) 
absences, a doctor’s note must accompany the LRF (mandatory). 
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Leave:  Dillard Academy Charter Public School oper-
ates on a traditional (10-month) calendar August 
through June. The school calendar builds in 11 holi-
days and 10 annual leave days. Employees are ex-
pected to be at school on time 7:30 AM and ready to 

work.  All jobs are important and require the em-
ployee’s presence.  The administration  
are important and require the employee’s 
presence. The administration recognizes that 
on occasion emergencies will occur that will 
require the employee’s absence from the job. 
To accommodate the employee during such 
emergencies, 10 additional days—5 sick days 
and 5 personal leave days are available to the 
employee during the year.  Sick days and per-
sonal leave days are earned by the employee at 
the rate of ½ day sick leave and ½ day personal 
leave per month.  The leave accrues on the last 
day of the month after the employee has been on 
the job for 30 days. Time for leave starts at 15 
minutes intervals and the 16th minute requires a 
leave slip to be filled out and turned in to the 
school secretary. After time has been used up, 
time without pay will be implemented on the 
upcoming paycheck. 

Contact made with the principal is required dai-
ly when sick. If sick for more than 2 days, a doc-
tor’s note is required. Consideration of diseases 
and other conditions of illness will be noted and 
the principal or director will make the call if fur-
ther actions need to be taken for or against per-
sonnel. 

Sick leave is to be used when the employee is 
sick or when a member of the employee’s 
household is sick with a contagious disease or 
illness.  Sick leave may also be used for the em-
ployee’s medical or dental appointments.  Per-
sonal leave is to cover other emergency situa-
tions, including leave to care for sick family 
members (unless the family member suffers 
from a contagious disease or illness, in which 
case the employee may use sick leave). 

Jury Duty: Employees are encouraged to honor 
their duty as citizens to serve on jury duty, when 
called.  The employee will be excused from the 
job (without a charge to leave) during the time 
the employee is on jury duty.  A notice from the 

Clerk of Court will be required to support a 
claim for the employee to serve on jury duty. 

The Reserve Active Military  leave 

Dillard Academy will allow military leave with 
pay. 

Bereavement 

A maximum of 5 days calendar per year may be 
granted to an employee who experiences the 
death of an immediate family member.  An im-
mediate family member is defined as a parent, a 
child, a sibling, or a spouse. 

 Any absence in excess of available sick and per-
sonal leave, will be charged to leave without 
pay. 

 
Mail Boxes: Each staff member has a small 
mailbox in the front office and outside your 
classroom. Please check your box upon arri-
val and before leaving each day. Remember 
personal notes and parent notes will be placed 
in this box to deter interruptions in the school 
day. 
 
Email: Each staff member has an email ac-
count. If your email is not working, you 
should contact the technology coordinator and 
principal immediately.  Email must be 
checked daily. Suggested times to check your 
email… in the morning and/or in the after-
noon before you leave.  
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PTO Meeting: All teachers and assistants are 
expected to attend all PTO meetings. It is en-
courage not to miss more than 2 meetings per 
year. A strong PTO organization can be ex-
tremely helpful to the school and your class-
room. 
 
Parental Conferences: Conferences should be 
held after school or during the teacher’s non-
instructional time. These conferences should 
be scheduled in advance. Teachers should take 
the opportunity to discuss the child’s progress 
with parents either at school or by telephone 
whenever needed or requested. The first con-
ference should occur in the first week and must 
be positive. The second, third, and fourth nine 
weeks conferences should reflect what is hap-
pening in the classroom that includes behav-
iors towards academic learning. 
 
Student Enrollment: Students are enrolled in 
school through the Main Office and are as-
signed to individual teachers by the principal. 
Any changes must be made through the Main 
Office. All staff should work to insure cumula-
tive folders are not missing the major ele-
ments.  
 
Student Transfers: When a student transfers 
from our school, fill out a transfer sheet, which 
can be obtained from the office. Update the 
report card and cumulative folder. On the last 
day the student is in attendance, give the stu-
dent or parent the transfer sheet, transfer card, 
and his/her report card. Return the completed 
cumulative folder to the office. 
 
Accidents: Teachers are asked to keep a record 
of accidents which occur while students are 
under their supervision. These accidents 
should be recorded on Incident Report forms 
provided by the Main Office and turned in im-
mediately. Staff must notify the Principal/ of-
fice immediately if a personal injury occurs 
while on duty.  
 
Assemblies: Each teacher will have a desig-
nated area for his/her students. It is the duty of 
each teacher to accompany and supervise his/
her group. All faculty members are expected 

to attend school assemblies. 
 
Lost and Found: Dillard Academy does not 
have a lost and found. 
 
Clothes Closet:  Donated clothing is available 
in case students need an article of clothing.  
There is also some limited clothing available 
for family emergencies and other needy fami-
lies in the community.  Request clothing from 
the school Secretary. 
 
School Purchases and Reimbursements: All 
purchases made on behalf of the school must 
be approved by the Director in advance of the 
purchase. Only pre-approved purchases are 
reimbursable. All requests for reimbursement 
must be made on the Request for Reimburse-
ment form and must be accompanied by a re-
ceipt and turned in to the Director’s Office.  
 
Faculty Meetings: Faculty meetings will be 
held monthly and scheduled at the school re-
treat. All faculty members are expected to be 
present and stay until the meeting has concluded. 
 

 Do not schedule parental conferences or per-
sonal appointments for these mornings. Facul-
ty meetings will be devoted to routine business 
and improvement of instruction. Staff develop-
ment and committee meetings will occur dur-
ing this time period, when needed. 
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Field Trips: Field trips should be planned 
thoroughly. A Field Trip Request form should 
be filled out and turned in to the Main Office 
for approval two (2) or more weeks prior to the 
date of the trip.  A Student Field Trip Parent 
Permission form will be sent home, signed by 
the parent of each child, returned to school, 
and filed by the classroom teachers. Permis-
sion in writing is needed for children to attend 
field trips. Field trips are valuable only to the 
extent that they supplement the class work and 
adequate follow-up is made of the trip experi-
ence. Therefore, all field trips should be placed 
in your lesson plans and what standard they are 
covering.  
 
Parties: Each classroom may have one (1) par-
ty per month to celebrate birthdays and student 
achievement.  Good behavior parties occur 
quarterly and are based on the amount of tick-
ets sold. Staff members are not allowed to take 
away behavior parties that have already been 
given out due to bad behavior on that day. The 
principal or behavioral specialists are the only 
ones who can cancel students’ participation in 
such events. 
 
Telephone: The telephones in the school are to 
be used for school business only.  Dillard 
Academy classrooms are all equipped with tel-
ephones.  The purpose of the telephone in the 
classroom is to facilitate teacher contact with 
parents/guardians.  The telephone is not to be 
used for outgoing calls during the instructional 
day.  Classroom staff may use the telephone in 
the room for emergency calls after notifying 
the office/principal.  No students should be 
sent to the office to make phone calls. No stu-
dent should place a call anywhere on campus. 
 
Incoming telephone calls to staff will not be 
transferred to the classroom during instruction-
al time 8:00-3:00.  Long-distance calls are pro-
hibited except for school business.   If you re-
ceive a call during school hours, a note will be 
placed in your mailbox concerning the call. 
Cell phones should be turned off in the class-
room during the instructional day.  Cell phones 
should only be used outside of the building, 

during a 30 minute lunch break, in the break 
room, or after school designated area.  Cell 
phones should not be used in the halls or 
classrooms and/or near students’ hearing of 
a conversation. Cell phones should be placed 
on silence or vibrate at all times. In case of 
emergencies, the principal or designee should 
be made aware and accommodations can then 
be made. Noncompliance with this or any 
rules/policies will result in an informal warn-
ing, formal write up, and up to but not limited 
to termination of the one year contract given to 
Dillard Academy employees. 
 
Corporal Punishment: Dillard Academy does 
not administer corporal punishment.  With-
holding food (breakfast/lunch/snack) is not ac-
ceptable form of punishment and is illegal. 
 
Student Absences:  All students are to bring a 
written excuse from the parents or legal guard-
ians on the first day after being absent. The 
parent or legal guardian should write and sign 
the excuse. The teacher should encourage and 
emphasize the importance of bringing the 
signed excuse. 
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Written excuses should be evaluated by the teacher to determine whether or not the absence is 
legal. In the event the absence is legitimate, the teacher should follow the procedure for record-
ing and should make every effort to help the student make up the work missed. The written ex-
cuse should be filed in the event that it may be used for future references. 
 
Since most students usually find the schoolwork harder after being absent, the teacher should 
actively encourage regular attendance. If, however, the presence of the student seriously endan-
gers his own health or that of his classmates, he should stay home. 
 
There are instances when students are legally absent from school and are excused. The follow-
ing reasons constitute such legal absences: 
 
Illness or injury which prevents the student from being physically able to attend school. 
Quarantine that is ordered by a health officer or by the State Board of Health. 
Death in the immediate family. Immediate family of a student includes, but is not limited to, 
parents, grandparents, brothers, and sisters. 
Medical or dental appointments. 
Court or administrative proceedings when the student is a party to the action or under subpoena 
as a witness. 
Religious observance. The approval of such absences is within the discretion of the Dillard 
Academy Board of Education, but is normally approved. 
Educational opportunity. Approval must be granted before the child is absent. The director may 
approve this type of absence when it can be demonstrated that the purpose of this travel or leave 
is an educational opportunity. 
 
The Absentee Report should be taken or sent to the office by 8:30 a.m. Code all absences cor-
rectly on a day-to-day basis. Accurate attendance is very important. A student is counted tardy 
if not in the room by 8:00 a.m. Encourage students to get to school on time. Students that meet 
or exceed the twenty day consecutive or nonconsecutive absences in a year without prior notice 
to the principal will be un-enrolled from the class roster and exited from the school’s system. 
 
Cumulative Folders: Personal and family data should be brought up to date near the beginning 
of the school, is ongoing, and continued as needed.  Grades, standardized test results, and other 
information should be recorded at the appropriate time. All records will be kept in the office 
and shall be checked out on Teacher’s Record Log. Please do not take cumulative folders home 
with you. No student shall have access to cumulative folders. The teacher and/or teacher assis-
tants are responsible for the completion of cumulative folders before the leaving at the end of 
the year. 
 
Awarding Grades: The primary intent of every academic course, (communication skills, read-
ing, mathematics, social studies, and science) is to affect student growth. This growth may be 
evidenced by the development of certain skill proficiencies, the understanding and application 
of concepts and, in some instances, the retention and utilization of information. Grades should 
be awarded in a manner which describes, as accurately as possible, the extent  
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to which this growth has occurred in relationship to the requirements of curriculum content. The 
primary purposes for grading are to: 
 
Provide an assessment, for students and parents, indicating student achievement in relationship 
to the curriculum content. 
Provide an opportunity for teachers to identify student deficiencies in order to provide instruc-
tional assistance. 
Recognize excellence in achievement. 
Provide information for proper placement of students. 
 
Report Cards: Report cards for grades Pre-K-7 will be distributed at the end of each nine 
weeks to students on the designated day. All available information must be completed on the 
report cards each nine weeks.  An EC progress report should be included with the report card. 
Report cards and progress reports are to be distributed on time. The principal will sign all pa-
perwork as needed, therefore all report cards and progress reports must be given to the principal 
one week before distribution. 
Report of Progress: A report shall be completed on each student’s progress. Reports should be 
sent near the halfway point during each nine week grading period. Teachers will complete these 
and send them home by the student to have them signed and returned to the teacher. If not re-
turned, teachers should call or send a letter to the parents. A student should not be given a fail-
ing grade unless the parents have been issued this report. 
 
Awards: 
 
A.Academic Achievement: At the end of each nine weeks grading period, the students at 
Dillard Academy are recognized for their academic excellence.  The list will be given to the di-
rector on the day after report cards are distributed. 
B.Principal’s List: Students must make all A’s and satisfactory grades in all non-academic are-
as. 
C.Honor Roll: Students must make all A’s and B’s and satisfactory grades in all non-academic 
areas. 
D.Student of the Month/TIGER award: Will be chosen by the teacher. Requirements are good 
citizenship and doing all assigned work conscientiously and consistently helping others. Team-
work Integrity Generosity Enthusiasm Respect (TIGER) award is an award to be given monthly 
and the overall students are awarded at the Awards Day Ceremony. 
E.Perfect Attendance: Perfect attendance will be recognized on a nine weeks basis. At the end 
of the year, each student will receive a perfect attendance certificate if he/she has attended 
school 185 days. Staff will also receive an award for perfect attendance. 
 
Instructional Supplies: Instructional supplies can be obtained by filling out the Requests for 
Supplies Form and leaving it in the office. Request for instructional supplies should be made 
prior to anticipated use. Staff is expected to make a supply list with needs and then wants and 
submit it to the principal. Staff is expected to make purchases that will improve student learn-
ing. Student (Grade Level) supply lists should be submitted at the end of the school year in able 
to supply stores the lists for the upcoming year. 
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Lesson Plans: Lesson plans are essential and should serve as a guide in the teaching process. 
All teachers are asked to have lesson plans daily and email the weekly lesson plans to the prin-
cipal or instructional specialist on the Friday before the instruction is to occur. Prepare a de-
tailed lesson plan for a substitute teacher if you anticipate needing one. Please leave lesson 
plans in such a form that a substitute could enter the room and follow your instructions.  A class 
roll should always be left for the substitute. 
 
Instructional Emphasis: Dillard Academy requires a minimum of five hours of instructional 
time per student per day. Instructional time is time in which students are assigned to a teacher 
for the primary purpose of instruction. Instruction is any activity that leads toward the mastering 
of specific educational goals as stated in The Common Core & NC Essential Standards. 
 
Effective planning enables the teacher to utilize instructional time efficiently. Planning time has 
been designated for all teachers, assistants, and special area teachers from 3:00-3:30. 
 
Classroom Displays 
 
Hallway displays should be standard posted, task, circumstance (groups work or independent 
work) exemplar work. 
 
Physical Education: Efforts are made to prevent more than one grade level from being sched-
uled at the same 30-minute period. In Pre-K-4 a teacher and/or an assistant will supervise their 
individual groups. Each class will be required to include at least 30 minutes of exercise daily, 
and at least three 30 minute sessions per week. Each class should be involved in some teacher-
directed activity. You are charged with the responsibility of teaching students different skills 
and activities. All students should participate unless you receive a doctor’s note or your judg-
ment directs otherwise.  
 
Computer Education: Each teacher is required to provide students with a minimum of 60 
minutes of computer instruction per week. Use of classroom computer (s) by all students is es-
sential to meeting this requirement. The computer should be an integral part of the regular in-
structional program. Integration of technology skills into the regular curriculum is expected. 
 
Homework: The recommended daily time guidelines are: 
Pre-K…………………………………………………………………10 minutes 
Kindergarten, Grade 1 ……………………………………………….15 minutes 
Grade 2. …….………………………………………………….…….20 minutes 
Grade 3……………………………………………………….………30 minutes 
Grade 4 ………………………………………………………………40 minutes 
Grade 5 ………………………………………………………………50 minutes 
Grade 6 ………………………………………………………………60 minutes 
Grade 7 ………………………………………………………………70 minutes 
 
The homework must be reflective of what was taught in the day’s lessons! This is optional this 
year and should be seen as such. Homework given should be only for practice and not exceed 
the times above. 
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Evaluation Procedures: In order to assure high quality of employee performance and to im-
prove the instructional program, a continuous program of evaluation of personnel has been es-
tablished. Standards and criteria, as adopted by the North Carolina State Board of Education 
will primarily serve as the basis for Dillard Academy. A member of the administrative team 
and/or the Curriculum Coordinator will evaluate teachers.  The Board of Directors will review 
teacher evaluations.  The Board of Directors/designated representative will review and evaluate 
the Administration, including the Director, Administrative Assistant, Principal, and other ad-
ministrative staff.  The Board will also make unannounced and announced on-site observances 
and evaluations throughout the school year. 
 
All Teachers will be observed a minimum of three/four times during the year with ILT’s having 
one mentor observation. One observation will be cumulative and result in a final summary. All 
observations will be completed by the end of April.  Teacher assistants will get a mid-year and 
end-of-year evaluation.  Initial License Teachers (ILT) will be observed at least four times dur-
ing the school year to include one mentor observation. All teachers and teacher assistants can be 
observed as many times as needed throughout the school year by the administration. Also refer 
to ILT policies for more information. 
 
Expectations for Classroom Observations: The primary purpose of classroom observation is 
to improve instruction. ILTs and probationary teachers will be observed four or more times a 
year. Career teachers will be observed at least twice a year. Teachers should have a detailed les-
son plan placed on their desk at the time of the observation. When observing a class, formally 
or informally, these are a list of what to expect: 
 
To see all students actively involved in an agreed upon planned lesson or project. 
B.To see teachers and assistants actively supervising and circulating among students. 
C.To see an opening, middle, and closing…with emphasis on students’ closing a lesson. 
D.Teachers to make sure students understand what they are doing. Example: After directions 
have been given, call on a student to restate what is to be done. 
E.Classroom should be orderly, clean, and attractive. There should be a place where student 
work is displayed both in and out of the classroom. 
F.Class rules, routines, and rituals displayed and teachers enforcing them. 
G.To hear and see teachers using positive reinforcement throughout the period. 
H.To engage students and not raise your voice to a yelling status. 
I.To hear teachers stressing the need for students to speak clearly, correctly, and in complete 
sentences. 
J.Teachers to teach those skills outlined in the Common Core Essential Standards & NC Essen-
tial Standards These standards should be posted next to each student’s work. 
K.To see evidence that the teacher has a planned purpose for the lesson and is addressing the 
different ability levels and learning styles in the classroom. 
L.Instruction to begin promptly and continues until the end of class. 
Other responsibilities are found in the North Carolina Teacher Appraisal Instrument. 
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Lunchroom Procedures 
All students enrolled at Dillard Academy receive breakfast and lunch at not cost to them.  
 
Breakfast will be served from 7:45 until 8:15 AM each morning and taken to the classroom. 
The cafeteria will be monitored by a designated staff member so that teachers and teacher assis-
tants are able to take a lunch at the same time. A list will be provided of disruptive students and 
given to the teacher/TA upon completion of lunch. 
 
Care of Building and Grounds: As a general rule there should be no eating or drinking in the 
classrooms. On special occasions, when this does occur, the teacher should make sure that the 
needed cleaning is carried out. Spills should be taken care of immediately reducing or eliminat-
ing the need for extensive cleaning. Report any maintenance or custodial needs to the Main of-
fice. All of the classrooms should receive the following services: 

•Daily- Trash emptied, rooms swept, carpet vacuumed, bathrooms cleaned and mopped, sinks 
cleaned and towels refilled. 

•Weekly – Trash cans cleaned. 
Monthly – Blinds dusted. 
 
Classroom teachers should encourage students to: 

•Clean their feet before entering the building. 

•Pick up all paper and trash on the floor and keep desktops clean. 

•Gum put in a trash can, should be wrapped. 
  Do not pour liquid into the trash can. 
 
Staff’s work areas: 

•No supplies should be left out in the work area. 

•Secure technology equipment at all time. 

•Everything should be cleaned and put in place before leaving. 
Good housekeeping is essential to preventing insect infestations. 
 
Prescribed Medicine: The following directive is being provided under the provisions of G.S. 
1150C-307 Duties of Teachers, Item (C) 
 
To Provide Some Medical Care To Students: It is within the scope of duty of teachers, includ-
ing substitute teachers, teacher assistants, student teachers, volunteers, and any other public 
school employees when given such authority by Dillard Academy or its designee. (1) to admin-
ister any drugs or medication prescribed by a doctor upon the written request of the parents, (2) 
to give emergency health care when reasonably apparent circumstances indicate that any delay 
would seriously worsen the physical condition or endanger the life of the pupil, and (3) to per-
form any other first aid or life saving techniques in which the employee has been trained in a 
program approved by the State Board of Education: Provided, that no one shall be required to 
administer drugs or medication or attend life saving technique programs. 



27 

 
The director of the school shall determine which persons will participate in the medical care 
program. 
 
In order to carry out the provisions of this general statute and to exercise precaution and control 
over medical care, employees, including teachers, principals, assistant principals, substitute 
teachers, and other public school employees, are given authority when designated by the direc-
tor of the school to administer medical care as provided in the general statutes. 
 
All employees as designated in paragraph 2 are hereby given authority to administer medical 
care as provided in the general statutes. 
 
All prescribed medicine will be stored and administered from the office. Parents must submit a 
written, signed request in writing. All medicine must be in original prescription containers with 
the child’s name, name of medication, date, administering instructions, as well as the name of 
the doctor, pharmacy, and telephone number. A statement relieving the school of liability must 
be signed by requesting parents or guardian. Statements are found in the Main Office. 
 
Staff, Students, and Building Security Procedure: 
 
Building: Dillard Academy Charter School will be unlocked at 6:30 a.m. and locked at 6:00 
p.m. daily. 
 
Staff: Staff members should not work in any part of the building without a co-worker nearby 
when the students are not in the building. 
 
Any staff member who wishes to remain after school after 6:00 p.m. should seek permission 
from the Director's office. 
 
Students: Students will be checked out of school through the Main office only. In order to 
check out of school, the student must have his parent/guardian come for him/her, call, or send 
written permission. 
 
Visitors: All visitors will be required to check in at the Main office for permission to visit a 
classroom or see a teacher. All teachers are to request their visitors to obtain permission, a 
badge, before talking to them or allowing them to visit their classrooms. 
 
Teachers are to notify the office if anyone is in the building or on the grounds that they do not 
know. The office/principal will verify the presence of these people. 
 
The purpose of these procedures is to maintain the security of the students, staff, and building. 
Confidentiality All staff shall sign a confidentiality statement, which is kept in their employee 
folders, and shall abide by all applicable state and federal confidentiality statutes governing em-
ployee and student records.  Violation of this policy is serious and severe consequences, includ-
ing termination of employment and possible civil or criminal charges, may result from policy 
violation.   
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Dillard Academy Grievance Policy 
 

A grievance is a formal complaint.  Informal attempts to settle employee concerns should 
be tried before filing a grievance. An informal attempt includes oral discussion with the 
supervisor. 
Employees of Dillard Academy have the right to file a grievance on any condition of em-
ployment at any time.  This right does not apply to contractors or other service provider 
who do not have an employer-employee relationship with the charter school.  A grievance 
on a specific event must be filed within 30 calendar days of the occurrence of the event.  
Specific events include adverse actions, such as failure to promote, suspension or termina-
tion, along with other actions the employee feels are unfair or inappropriate.  A grievance 
must be in writing and must be addressed to the employee’s first line supervisor.   
 
Step 1 
The written grievance must clearly state 

The condition of employment that gives rise to the grievance  
The redress the employee seeks 
 

Step 2 
The supervisor will respond in writing to the grievance within 10 working days of receipt 
of the timely filed grievance. 
 
Step 3 
If the grievant fails to be satisfied with the first time supervisor’s response to the griev-
ance, a request for hearing may be made to the Director.  A request for hearing must be in 
writing and should state the reason for the employee’s dissatisfaction and the redress 
sought.  It must be filed within 10 calendar days of receipt of the supervisor’s grievance 
decision. 
 
Step 4 
The hearing will be conducted within five business days of the receipt of the request for 
hearing.  The decision of the director will be in writing and will be issued within 5 days of 
the hearing. 
 
Step 5 
If the grievant continues to be dissatisfied after the hearing decision, a request for the ap-
peal may be made to the Board of Directors.  The request for an appeal must be in writing 
and should state the reason for the employee’s dissatisfaction and the redress sought.  It 
must be filed within 10 calendar days of receipt of the director’s hearing decision.   
 
The decision of the Board is final. 
 
Grievances on ongoing conditions may be filed at any time and will follow the time frames 
outlined in the grievance procedure regarding a specific event. 
Grievances, hearings and appeals not filed in a timely manner will be dismissed. 
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Equal Employment Opportunities and Non-Discrimination 

 

Title IX of the Education Amendments of 1972,88-352, Title VI, 92-261, Equal Oppor-

tunity Act of 1972; Article 6 - Equal Employment Opportunity. G.S. 126-16, "Equal Em-

ployment Opportunity by State Department Agencies and Local Political Subdivisions"; 

G.S. l15C-330; Section 504 of the Rehabilitation Act of 19731.   The Dillard Academy, 

Inc. Board of Directors will not discriminate against any otherwise qualified employee or 

applicant for employment on the basis of age, race, religion, color, sex, national origin, 

disability, creed, or political affiliation. However, other factors shall be considered and 

will include experience, training, and personal characteristics. 

 
The Dillard Academy, Inc. Board of Directors prohibits sex discrimination in the determi-
nation of salaries. Women and men will be recruited and promoted at all levels of employ-
ment consistent with actual job requirements and legal requirements and within the guide-
lines of employment established by statute and regulations. 

 
3. The Dillard Academy, Inc. Board of Directors and employees will not discriminate 
against any student on the basis of age, race, religion, color, sex, national origin, disabil-
ity, creed, or political affiliation. 
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Health and Safety 
 
Immunization of Students - All students are required to be immunized as required by State 
and local health laws.  Proof of immunization must be furnished before a student may enroll. 
 
Fire and Safety Regulations - Fire and safety regulations as required by the local fire depart-
ment will be in place and enforced at the school.  A copy of the emergency evacuation plan 
includes fire and safety evacuation procedures and provides for periodic fire, tornado, hurri-
cane, and flooding drills. 
 
Food Inspections - Food Inspections are conducted by the local health department and the 
USDA Food program as required.  The school participates in the USDA food program and is 
subject to food inspections by USDA officials and regulations.  All food service operations 
will be in compliance with USDA specifications.   
 
Hazardous Chemicals – Hazardous chemicals will be clearly marked, labeled, controlled, and 
stored as required by environmental health laws.  Students are taught to recognize Hazardous 
Chemical labels as dangerous and off-limits.  Lockable cabinet and storage areas are used to 
store any hazardous materials as prescribed by EPA regulations. 
 
Blood-borne Pathogens – County health education training will be provided for all staff, in-
cluding management staff.  Local health department instructions for disposing of blood will 
be followed. 
 
Diabetes—Dillard Academy will be trained on Diabetes management annually, as appropri-
ate.  
 
Concussions—Dillard Academy will follow accepted Return to Learn procedures for concus-
sion management.   
 
First Aid/CPR– Classroom staff shall maintain certified CPR and First Aid credentials.  
Dillard Academy will offer classes/training to assist staff to maintain/obtain their credentials. 
 
First Responders Team 
 
The FRT will assess and determine appropriate action plans for instances of the following: 
1. Bloodborne pathogens 
2. Diabetes 
3. Concussions 
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 Inclement Weather Procedures 
Dillard Academy will follow the same closings and delay schedule as announced by the 
Wayne County Public Schools (WCPS).  The appropriate announcement for school opening 
or closing will be dispatched to the following radio and television stations: 
 
WFMC, WZFX, WNCT-TV, WSSG, WRAL-TV, WERO, WTRG, WKTC, WFXC, WITN-
TV, WGBR, WRDU, WRNS, WEQR, WTVD-TV, WRAL-FM 
 
Morning announcements will be accomplished as near 6:00 a.m. as possible. If there is a com-
pelling situation, efforts will be made to put it on the news as early as the night before, if pos-
sible. 
 
Announcements that shall be made: 
 
Dillard Academy (WCPS) will be closed today for students and employees (This should be 
understood that only emergency personnel report to work). At Dillard Academy – Director, 
Assistant Principals, Facility and Transportation Coordinators. 
 
Dillard Academy (WCPS) will be closed today for students. Employees exercise option. All 
personnel are asked to exercise good judgment in selecting leave option. Give proper consid-
eration to weather and road conditions – work with your director – the same weather and con-
ditions do not always exist in every school attendance area. 
 
Delayed: Dillard Academy (WCPS) will be delayed _____ hours today for buses, students, 
and employees. 
 
Early Dismissal: Dillard Academy (WCPS) will be dismissed today as near as _____ o’clock 
as transportation will allow. 
 
A telephone chain will be established and utilized to pass information quickly. 
 
Fire Drills: A fire drill will be held within the first five days of school and once a month 
thereafter. The fire alarm signal is a continuous sound of the emergency fire horn or alternate 
blast from the fire horn. 
 
A.  When the signal is sounded for a fire drill: 
1. A designated student/teacher assistant should lead the class out and away from the build-

ing at least 500 feet to a predetermined point on the grounds. 
 
2. The teacher will leave the classroom last. Before leaving, the following should be  
       completed: 
3.   Windows closed. 
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Action To Be Taken By Staff Members 

 
A. Severe Thunderstorm Watch – Review severe weather plan of operation. 
B. Severe Thunderstorm Warning – Relocate all students to main school building. 
C. Tornado Watch – Review tornado plan and notify all teachers of impending weather 
conditions and open all transom windows between classrooms and corridors. 
 
D. Tornado Warning – Open as many windows in the exterior wall as practical, lower 
blinds and drapes and relocate students to areas offering the greatest tornado resistance. 

General Information 

During the warning the students and staff should be seated on the floor with their backs to exte-
rior walls or glass area. Coats and jackets should be used to cover heads, arms, and legs, to re-
duce the number of injuries from flying missiles of glass and other debris. 
 
Exterior doors leading into the tornado resistant areas should be opened against adjacent wall. 
Students and staff members are to locate as far as possible from all exterior walls in corridors, 
particularly if they contain windows or doors. 
 
Emergency Plans For Bomb Threats: Code: Emergency Fire Drill 
If a bomb threat is received at Dillard Academy, the following plan is to be used: 
 
Usually the bomb threat is received by telephone; therefore, the person receiving the call will 
attempt to get as much information from the caller as possible and notify a member of the ad-
ministrative team (information – when, where, what kind, etc.). The one that receives the bomb 
threat should try to stay calm. 
 
If time permits, each staff member will look for anything unusual in his/her area and report it to 
a member of the administrative team or his/her representative or the local law enforcement. 
 
A member of the administrative team will give building evacuation alarm and/or instructions 
when practical. The priority order of this plan will be determined by the amount of time before 
the bomb is supposed to go off. 
 
A member of the administrative team will immediately notify the local law enforcement offi-
cials at the EMERGENCY NUMBER 911. 
 
The custodial staff, principal, and secretary will assist the local law enforcement officials in 
their search of the facilities. 
 
The evacuation procedure will be the same as for fire. 
 
Teachers will, if possible, leave two or more windows open and prop open the door leaving the 
room. 
 
The clerical staff will, if possible, close all vaults and secure all records. 
 
Teachers will take roll and notify a member of the administrative team of any missing students. 
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Lock Down Procedures 
 

In the event of an emergency, we must have a plan in place in case there is an unfortunate situa-
tion.  The code we will use on the PA system will be “ Mrs. Hicks is in the building”. 
 
Whenever Lock Down is communicated we must take very specific steps including: 
 
Walkie Talkie’s are to be used during emergency for contact purposes. 
 
All doors and windows are to be immediately locked by staff. 
Turn off lights and immediately bring all students to the protected area of the room. 
Teachers with students must account for each child. 
 
Students that are in the hall/walkway are to be escorted to the safest place immediately. 
Classes outside are to remain there, but stop activity and bring students to close proximity, un-
less otherwise instructed. 
 
Security is to immediately scan perimeter of building and interior for strangers, as well as stray 
students. 
 
Staff members that are not supervising students must report to closest secure area. 
All staff members are to check the hall/walkway and then go inside to a safe area. 
 
Hopefully, we will not be in this position, but just in case, please do everything you can to pro-
tect the children. 
 
Who Does What? 
Following is a list of Lock Down Responsibilities for appropriate staff. 

 

 

Responsible Party Required Actions 

Secretarial Staff Lock Front Doors 

Lock Main Office Doors 

Media Specialist Lock Media Center 

Transportation Coordinator Scan Perimeter of building/parking 
lots 

Secure stray students to closest class-
room. 

  Secure Cafeteria/Elective Areas 

Custodial Staff Secure fences and gates 

Administrators Scan/Search Campus 

Secure Stray Students 

Provide additional services to ensure 
appropriate Lock Down 
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Wellness Policies on Physical 
Activity and Nutrition 

 
Dillard Academy is committed to providing a school 
environment that promotes and protects children’s 
health, well-being, and ability to learn by supporting 
healthy eating and physical activity.  Therefore, it is 
the policy of Dillard Academy that:  
 

The school will engage students, parents, 
teachers, food service profession-
als, health professionals, and other 
interested community members in 
developing, implementing, monitor-
ing, and reviewing district-wide 
nutrition and physical activity poli-
cies. 
 

All students in grades PK-4 will have op-
portunities, support, and encour-
agement to be physically active on 
a regular basis. 
 

Foods and beverages sold or served at 
school during school hours will 
meet the nutrition recommenda-
tions of the U.S. Dietary Guidelines 
for Americans. 
 

Dillard Academy will participate in the Na-
tional School Lunch Program 
[including breakfast and after-
school snacks], and Summer Food 
Service Program). 

 
The school will provide nutrition education 

and physical education to foster 
lifelong habits of healthy eating 
and physical activity.  

 
TO ACHIEVE THESE POLICY 
GOALS: 
 
I. School Health Committee 
 
The school will create and work within a school 
health committee to develop, implement, monitor, 
review, and, as necessary, revise school nutrition 
and physical activity policies. 

 

II. Nutritional Quality of Foods 
and Beverages Sold and 
Served on Campus 

 
School Meals 
 
Meals served through the National School Lunch 
and Breakfast Programs will: 
 

be appealing and attractive to chil-
dren; 
 

be served in clean and pleasant 
settings; 
 

meet, nutrition requirements established by 
local, state, and federal statutes 
and regulations; 
 

offer a variety of fruits and vegetables;  
 

serve only low-fat (1%) and fat-free milk 
and nutritionally-equivalent non-
dairy alternatives (to be defined by 
USDA); and 
 

ensure that half of the served grains are 
whole grain.

3,
 

 
The school shall periodically engage students and 

parents in selecting foods sold through the 
school meal programs.   

 
Breakfast.  To ensure that all children have break-
fast, either at home or at school, in order to meet 
their nutritional needs and enhance their ability to 
learn: 
 

The school will operate the School Break-
fast Program. 
 

The school will arrange bus schedules and 
utilize serving methods to encour-
age participation. 

 
The school will notify parents and students 

of the availability of the School 
Breakfast Program.  
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Free and Reduced-priced Meals.  Dillard Acade-
my will make every effort to eliminate any social 
stigma attached to, and prevent the overt identifica-
tion of, students who are eligible for free and re-
duced-price school meals.   
 
Summer Food Service Program.  Dillard Acade-
my will participate in the Summer Feeding Program 
during summer months. Participation will be 
throughout the summer to coincide with other sum-
mer programming. 
 
Meal Times and Scheduling.  Dillard Academy: 
 

will provide students with at least 10 
minutes to eat after sitting down for 
breakfast and 20 minutes after sit-
ting down for lunch; 

 
will schedule meal periods at appropriate 

times, e.g., lunch shall be sched-
uled between 11:00 a.m. and 1 
p.m.; 
 

will not schedule activities during 
mealtimes, unless students may 
eat during such activities; 
 

will provide students access to hand wash-
ing or hand sanitizing before they 
eat meals or snacks. 

 
 
 

To the extent possible, the school will offer at least 
two non-fried vegetable and two fruit options each 
day and will offer five different fruits and five differ-
ent vegetables over the course of a week.  The 
school is encouraged to source fresh fruits and 
vegetables from local farmers when practicable. 
As recommended by the Dietary Guidelines for 
Americans 2005. 
 
A whole grain is one labeled as a “whole” grain 
product or with a whole grain listed as the primary 
grain ingredient in the ingredient statement.  Exam-
ples include “whole” wheat flour, cracked wheat, 
brown rice, and oatmeal. 
 
It is against the law to make others in the cafeteria 
aware of the eligibility status of children for free, 
reduced-price, or "paid" meals. 
 

III. Qualifications of School Food Service 
Staff.  Qualified nutrition professionals will ad-
minister the school meal programs.  Dillard 
Academy will provide continuing professional 
development for all nutrition professionals in 

the school.  Staff development programs will 
include appropriate certification and/or training 
programs for child nutrition directors, school 
nutrition managers, and cafeteria workers, ac-
cording to their levels of responsibility. 
Foods and Beverages Brought to School.  
Dillard Academy strongly discourages parents 
from sending sodas and sugary treats to 
school.  Parents are encouraged to only bring 
commercially packaged foods, healthy snacks 
or fresh produce for parties.  Covered dishes 
containing meat, dairy or eggs (except for 
baked goods) are prohibited. 
 

Sharing of Foods and Beverages.  Dillard 
Academy will discourage students from shar-
ing their foods or beverages with one another 
during meal or snack times.  
 
Foods and Beverages Sold Individually 
(i.e., foods sold outside of reimbursable 
school meals) 
 
The school food service program will approve 
and provide all food and beverage sales to 
students during school hours.  Meals served at 
Dillard Academy will be balanced meals.   
 
Snacks.  Snacks served during the school day 
or in after-school care or enrichment programs 
will make a positive contribution to children’s 
diets and health, with an emphasis on serving 
fruits and vegetables as the primary snacks 
and water as the primary beverage.   
Rewards.  The school will not use foods or 
beverages as rewards or the withholding of 
foods or beverages as punishment. Classroom 
“good behavior” stores will not offer candy, 
cookies, gum, etc. 
 
Celebrations.  The school will limit celebra-
tions that involve food during the school day to 
no more than one party per class per month.  
Each party should include no more than one 
food or beverage that does not meet nutrition 
standards.  
 
III. Nutrition and Physical Activity Promo-

tion and Food Marketing 
 
Nutrition Education and Promotion.  
Dillard Academy aims to teach, en-
courage, and support healthy eating by 
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gardens; promotes fruits, vegeta-
bles, whole grain products, low-fat 
and fat-free dairy products, healthy 
food preparation methods, and 
health-enhancing nutrition practices; 
emphasizes caloric balance between 
food intake and energy expenditure 
(physical activity/exercise); includes 
training for teachers and other staff. 
 

www.teamnutrition.usda.gov 
 
 

Integrating Physical Activity into the 
Classroom Setting 
 

opportunities for physical activity will be 
incorporated into other subject lessons; 
and classroom teachers will provide short 
physical activity breaks between lessons 
or classes, as appropriate. 

 

Communications with Parents.  The 
school will support parents’ efforts to pro-
vide a healthy diet and daily physical activi-
ty for their children.  Additionally, the school 
will provide opportunities for parents to 
share their healthy food practices with oth-
ers in the school community.   
 
Food Marketing in The school .  School-
based marketing will be consistent with nu-
trition education and health promotion.  The 
promotion of healthy foods, including fruits, 
vegetables, whole grains, and low-fat dairy 
products is encouraged. 
 
Staff Wellness.  Dillard Academy highly 
values the health and well-being of every 
staff member and will encourage and im-
plement activities and policies that support 
personal efforts by staff to maintain a 
healthy lifestyle.   
 
IV.  Physical Activity Opportunities and 
Physical Education 
 

Daily Recess.  All elementary school stu-
dents will have at least 20 minutes a day of 
supervised recess, preferably outdoors, 
during which Dillard Academy should en-
courage moderate to vigorous physical ac-
tivity verbally and through the provision of 
space and equipment.   
 
Physical Activity Opportunities Before 
and After School.  Dillard Academy will 
offer extracurricular physical activity pro-
grams, such as intramural sports programs.  
The school will offer a range of activities 
that meet the needs, interests, and abilities 
of all students, including boys, girls, stu-
dents with disabilities, and students with 
special health-care needs. Dillard Academy 
encourages students and staff to attempt to 
complete the President’s Lifestyle Award 
and Fitness Tests. 

http://www.teamnutrition.usda.gov
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V. Monitoring and Policy Review 
 
Monitoring.  The principal will ensure 
compliance with established nutrition and 
physical activity wellness policies.  The 
principal or designee will ensure compli-
ance with those policies in his/her school 
and will report on the school’s compli-
ance to the school superintendent. 
 
Policy Review.  To help with the initial 
development of Dillard Academy’s well-
ness policies, the school will conduct a 
baseline assessment of the school’s ex-
isting nutrition and physical activity envi-
ronments and policies.  The results of 
the assessment will be compiled to iden-
tify and prioritize needs. 
Assessments will be repeated every 

three years to help review policy compli-

ance, assess progress, and determine 

areas in need of improvement.  As part 

of that review, the school will review our 

nutrition and physical activity policies; 

provision of an environment that sup-

ports healthy eating and physical activity; 

and nutrition and physical education poli-

cies and program elements.  The school 

will, as necessary, revise the wellness 

policies and develop work plans to facili-

tate their implementation. 

After-school child care and enrichment 
programs will provide and encourage – 
verbally and through the provision of 
space, equipment, and activities – daily 
periods of moderate to vigorous physical 
activity for all participants. 
 
Physical Activity and Punishment.  
Teachers and other school and commu-
nity personnel will not use physical activi-
ty (e.g., running laps, pushups) or with-
hold opportunities for physical activity 
(e.g., recess, physical education) as pun-

ishment. 
 
Safe Routes to School.  The school will 
provide direct transportation to and from 
the school for each student.  
 
Use of School Facilities Outside of 
School Hours.  School spaces and facil-
ities are available to students, staff, and 
community members before, during, and 
after the school day, and on weekends, 
and during school vacations, as appro-
priate.  
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BENEFITS 
Retirement Plan 
What is it? 

The 457B (hereafter referred to as “the Plan”) is a portable retirement plan for Dillard Acade-
my Charter School employees. 
 
Who is eligible to participate? 

Employees eligible to participate on the Plan include fulltime, salaried, non probationary em-
ployees of Dillard Academy, including classroom personnel, and administrative and other 
support personnel.  Employees who are fulltime only as the result of employment in federal 
competitive grant programs are not eligible to participate in the Dillard Academy Charter 
School 457B Plan. 
 
How does the Plan work? 

For years of employment 0 through 3, the school will contribute an amount equal to 1% of the 
employee’s annual salary to the 457B Plan.  The employee may contribute up to 6% of his/her 
annual salary to the plan.  Employee contributions will be made by payroll deduction.  The 
employer will match 1 half the employee’s contribution above the base amount contributed by 
the school up to 3% of the employee’s annual qa year and will be based on the employee’s 
actual contributions. 
 
For years of employment 4 through 6, the school will contribute an amount equal to 1.25% of 
the employee’s annual salary to the 457B Plan.  The employee may contribute up to 7% of 
his/her annual salary to the Plan.  Employee contributions will be made by payroll deduction.  
The employer will match 1 half the employee’s contribution above the base amount contribut-
ed by the school up to 3.5% of the employee’s annual salary.  The employer match for the 
employee’s contribution will be made at the close of the school year and will be based on the 
employee’s actual contributions. 
 
For years beyond 6 years of employment at Dillard Academy Charter School the school will 
contribute an amount equal to 1.5% of the employee’s annual salary to the 457B Plan.  The 
employee may contribute up to 8% of his/her annual salary to the Plan.  Employee contribu-
tions will be made through payroll deduction.  The school will match 65% of the employee’s 
contribution above the base amount contributed by the school up to 4% of the employee’s an-
nual salary.  The employer match will be made at the close of the school year and will be 
based on the employee’s actual contributions. 
 
The employee becomes vested in the system after 6 full years of employer and employee con-
tributions to the plan.  Upon termination of employment a vested employee may withdraw 
any or all funds in the account, rollover the funds to another qualified retirement account, or 
elect to receive a monthly retirement annuity from the account as proscribed by the Plan.  Any 
employee terminating employment prior to becoming vested  
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in the plan, may within 90 days of terminating employment, request and withdraw any and all 

employee contributed funds from the account.   

 
An employee may withdraw or borrow from the account as allowed by the Plan. 
 
Employee contributions to the plan are voluntary.  Employer contributions are mandatory.  If 

the employee opts to remain in the Plan long enough to receive monthly retirement income, the 

amount of such retirement income will be based on the number of years the employee has con-

tributed to the system, the amount of funds in the retirement account, and the age of the em-

ployee at the time he/she elects to receive the monthly payments. 

Employees are encouraged to contribute to their own accounts.  The more the employee con-

tributes to the account the greater the potential retirement benefit amount will be.  This benefit 

package is in addition to the Social Security benefit to which you will be eligible based, in part, 

on your employment at Dillard Academy.     

New employees who are not highly qualified must serve a probationary period of 180 days be-

fore being allowed to participate in the 457B plan.   

The Plan is effective with the 2008-09 school year, with Plan contributions beginning in Octo-

ber 2008. 

 
The Benefit Administrator, Tyler Curlee will respond to employee questions.   

Health Insurance 
 
Dillard Academy offers health insurance coverage to its fulltime employees under the North 
Carolina State Health Plan administered by Blue Cross Blue Shield.  Fulltime employment is 
defined as a regular tour of duty of at least 32 hours per week.  Employment that is fulltime on-
ly as a result of additional employment in a competitive grant program is not fulltime for pur-
poses of Health Insurance coverage through Dillard Academy Charter School.  Health insurance 
coverage is provided by the school as follows: 
 
 Category 1 - Fulltime Administrators 

The school pays the Standard Plan rate.  The Standard Plan rate is $346.38 per month per em-
ployee, effective October 1, 2007.  Employees may choose other plans, however the employee 
is responsible for any difference in premium rate above the Standard Plan rate.  Such additional 
amounts will be deducted from the employee’s pay check. 
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Category 2 - Fulltime Highly Qualified Teachers and Teacher Assistants 

 
The school pays the Standard Plan rate.  The Standard Plan rate is $346.38 per month per em-
ployee, effective October 1, 2007.  Employees may choose other plans, however the employee 
is responsible for any difference in premium rate above the Standard Plan rate.  Such additional 
amounts will be deducted from the employee’s paycheck. 
 

Category 3 - All Other Fulltime Personnel  

The school pays ½ the Standard Plan amount for all other fulltime employees.  The amount the 
school pays toward health insurance for all other fulltime employees is $173.19 per month.  
Employees electing to be covered under this provision may choose any of the State Health 
Plans – Basic at 70/30, Standard at 80/20, or Plus at 90/10.  The employee is responsible for 
paying the difference between the plan he/she chooses and the Standard Plan amount. 
Dependent coverage may be elected for spouses and children at an extra charge to the employ-
ee.   Premium payment for dependent coverage is made through payroll deduction.  The month-
ly rate is prorated for less than 12-month employees. 
 
 
Employee Life Insurance 
 
Dillard Academy provides its employees with a life insurance policy of $20,000 in the event the 
employee dies while employed by the school. 


