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Staff Responsibilities
Policy 7300




I. Purpose
The Eastern North Carolina School for the Deaf (ENCSD) expects all employees to maintain the highest standards of professionalism, integrity, and service. This policy outlines the responsibilities and expectations for staff to support the academic, social, and emotional success of all students, ensure a safe and respectful learning environment, and comply with applicable federal and state laws, North Carolina Department of Public Instruction (NCDPI) policies, and ENCSD Board policies and procedures.
Non-Discrimination Statement
ENCSD does not discriminate on the basis of race, color, national origin, sex, gender identity, sexual orientation, religion, disability, age, or any other protected status in its employment practices

II. Definitions
· Employee: Any individual employed by ENCSD in a full-time, part-time, temporary, substitute, or contract capacity.
· Professional Staff: Licensed instructional and support personnel, including teachers, instructional assistants, specialists, and administrators.
· Classified Staff: Non-licensed staff including but not limited to administrative assistants, custodians, maintenance staff, dorm staff, and child nutrition workers.
· Confidential Information: Any information regarding students, families, or staff protected under FERPA, HIPAA, or applicable confidentiality laws.

III. Core Responsibilities of All ENCSD Staff
All employees are expected to:
1. Model Professionalism
· Demonstrate ethical behavior, honesty, and respect in all interactions, in accordance with ENCSD’s Code of Ethics and anti-discrimination policies.
· Dress in accordance with ENCSD’s Employee Dress and Appearance Policy (7340).
· Represent the school positively on and off campus.
2. Support the Educational Mission
· Promote the academic, emotional, and social development of all students, including those with disabilities.
· Foster an inclusive and respectful school culture that values diversity, including Deaf culture and language diversity, and all protected classes under law.
· Assist in creating a safe and orderly environment that promotes learning.
3. Comply with Policies and Laws
· Abide by all applicable federal and state laws, including but not limited to anti-discrimination, anti-harassment, and accessibility laws (such as Title VII, ADA, and Section 504), as well as State Board of Education policies, NCDPI regulations, and ENCSD policies and procedures.
· Complete required trainings, professional development, and licensure renewals as directed.
· Report suspected violations of policy, including child abuse or neglect, discrimination, harassment, and other misconduct in accordance with ENCSD Policy 4240/7312.
4. Ensure Student Safety
· Always supervise students as assigned.
· Follow all emergency procedures and participate in safety drills.
· Maintain a safe physical and emotional environment, intervening when students are at risk.
5. Uphold Confidentiality
· Protect the privacy of students, families, and fellow staff members.
· Share student information only with authorized individuals for legitimate educational purposes in accordance with FERPA, HIPPA, and ENCSD policy.
6. Communicate Effectively
· Use appropriate and accessible communication, including American Sign Language (ASL) when interacting with students and families, and provide reasonable accommodations for communication as required by law.
· Respond promptly to emails, calls, and other professional communications.
· Maintain positive, respectful interactions with colleagues, students, families, and community partners.
7. Fulfill Job Duties
· Report to work on time and adhere to assigned schedules.
· Accurately complete required documentation, including timekeeping, attendance, lesson plans, reports, and student records.
· Seek approval for absences and follow established leave request procedures (see Policy 7510).
8. Report Unsafe or Unethical Behavior
· Promptly report threats to students or campus safety.
· Report incidents of harassment, discrimination, abuse, fraud, or other policy violations to a supervisor or Human Resources, consistent with anti-retaliation protections.
· Cooperate fully with investigations.

IV. Additional Responsibilities of Professional Staff
Professional staff must also:
1. Deliver High-Quality Instruction
· Plan, implement, and assess effective, accessible instruction aligned with NC Standard Course of Study and individualized student needs.
· Differentiate instruction for students with diverse learning profiles, including Deaf and Hard-of-Hearing students and students with additional disabilities.
2. Engage in Professional Learning
· Participate in required professional development and reflective practices.
· Collaborate with colleagues to improve instructional practice and student outcomes.
3. Support School and Community Initiatives
· Participate in school events, family engagement activities, and outreach initiatives as appropriate.
· Contribute to school committees, IEP teams, and other collaborative efforts.

V. Reporting Requirements
· Employees must report arrests, charges, or convictions (excluding minor traffic tickets) to HR no later than the next business day—or within 24 hours if hospitalized or incarcerated.
· Driver education instructors must notify HR of any serious driver’s license violations; HR will report license loss to DPI, with annual records checks.

VI. Disciplinary Action
Failure to fulfill responsibilities outlined in this policy may result in disciplinary action up to and including dismissal, consistent with state law, applicable grievance procedures, and ENCSD Board policies. Disciplinary action will be administered in accordance with ENCSD Board and OSHR policies, state  and federal law and applicable grievance procedures.  Employees have the right to appeal disciplinary decisions as outlined in ENCSD policy. Retaliation against employees who report concerns or participate in investigations is strictly prohibited.

Legal References
· Title VII of the Civil Rights Act of 1964
· Americans with Disabilities Act (ADA)
· Section 504 of the Rehabilitation Act
· G.S. 115C-47, -333, -333.1, -307, -390.2, -307(c)
· G.S. Chapter 126 (State Human Resources Act)
· N.C. State Board of Education Policy: LICN-005, EVAL-004
· Family Educational Rights and Privacy Act (FERPA)
· Individuals with Disabilities Education Act (IDEA)
· ENCSD Policies 1710/4021/7230, 4240/7312, 7305, 7310, 7340, 7510
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