
  
 

    
 

 

  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Human Resources • www.cms.k12.nc.us 

 
 

2022-2023 

http://www.cms.k12.nc.us/


 

 

Table of Contents 

Welcome from Superintendent. .......................... 1 

Vision/Mission/Core Values ................................ 2 

History ............................................................ 3 

2024 Strategic Plan ......................................... 4 

BOE Standards of Conduct ............................ 5 

Professional Learning & Development .............. 6 

Navigating Canvas & MyTalent...................... 7 

Internal/External Communications ................... 8 

Deer Oaks Employee Assistance Program ........ 9 

Employee Benefits Program ............................. 10 

Employee Wellness ............................................ 11 

Benefits Enrollment ..................................... 12 

Paid Time -Off Policies ..................................... 13-14 

Severe Weather Procedures .............................. 15 

Health Exam Certificate.................................... 16 

Email Sign-On Instructions .......................... 17 

Accessing CMS Intranet from Home ............ 18 

Employee Self-Service ....................................... 19 

Payroll Information ........................................... 20 

Imee Idjao, Teacher of the Year………………..21 

Frequently Called CMS Numbers ................ 22 

Charlotte-Mecklenburg Schools 

2022-2023 Calendar………………………...23 



CMS Employee Guide 2022-2023 

1 
 

Welcome 
 
 

 
 

It is my pleasure to welcome you to Charlotte-Mecklenburg 

Schools. 

 
You have joined an amazing team that takes great pride in educational 

excellence and, as a district, we recognize the importance you play in 

the success of our students. 
 

Your efforts every day will help us achieve our vision of creating an innovative, inclusive, student-

centered environment that supports the development of independent learners. Together, we will lead 

the community in educational excellence, inspiring intellectual curiosity, creativity and achievement so 

that all students reach their full potential. 

 

Our team of more than 18,000 employees shares a passion for positively impacting young lives. 

Families entrust us with their children and their education. We must set and maintain high expectations 
for student learning and continue to uphold a standard of excellence that highlights the great things 

happening in our schools. 

 

We want our schools and our offices to be safe, welcoming environments where students and staff can 

grow together. From the first day of kindergarten or first grade to the walk across the stage at 

graduation, we want each student to move confidently and successfully throughout their educational 

journey. 
 

On behalf of CMS, thank you for choosing us and for your commitment to our students’ success. 

Congratulations again, and best wishes for a successful school year and a rewarding career with us.  

 

 

 
Hugh Hattabaugh 

Interim Superintendent 

Charlotte-Mecklenburg Schools 
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Vision 
The vision of CMS is to lead the community in educational 

excellence, inspiring intellectual curiosity, creativity and 

achievement so that all students reach their full potential. 

 

Mission 
The mission of CMS is to create an innovative, inclusive, student-

centered environment that supports the development of independent 

learners. 

 

Employee Core Values 
Student-Centered 

Community 

Diversity 

Dependability 

Learning 
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The History of CMS 
The history of Charlotte-Mecklenburg Schools dates to 

the 1700s when the local Presbyterian minister oversaw 

the weekly education of the town’s children. Learning 

was carried out in one-room schools made of locally 

fired bricks and attached to the local church building. 

Each of the preacher’s students owned a Bible, but 

many had to borrow textbooks. The curriculum in this 

frontier school covered just the basics. 

Public education in Charlotte began officially in 1840 

with an appropriation to provide free schooling to 

children whose parents could not afford to pay tuition. 

But the “graded” schools, created in 1870, failed 

because of a shortage of funds and instability following 

the Civil War. Despite the availability of public schools, 

many parents continued to send their children to 

private schools. 

But public education became increasingly important 

as Charlotte grew and prospered, becoming a vital 

inland transportation center. The Charlotte City and 

Mecklenburg County school districts were separate 

until 1960, when the city and county systems were 

merged to form the unified Charlotte-Mecklenburg 

Schools of today. 

Today, we are the 17th-largest school district in 

America. Charlotte-Mecklenburg Schools has 181 

schools, more than 140,000 K-12 students and more 

than 18,000 employees. We are governed by a nine-

member Board of Education, which appoints the 

superintendent. 

CMS strives to produce high school graduates who 

are college- and career-ready. We believe that true 

success means lifting every student to new heights of 

academic achievement. 

Additional information regarding the history of CMS is 

located at www.cms.k12.nc.us 

http://www.cms.k12.nc.us/
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What matters most 

We believe that students matter most in our community and that they each deserve the best education possible to 

fulfill their highest potential. We believe that to break the link between poverty, race and academic performance, 

equality of high expectations must be met by equitable allocation of talented educators, leaders, resources and 

supports. We believe that our schools alone cannot give students what they deserve and need to succeed. As 

partners, mentors, stakeholders and community members, we are all empowered to work together for our students. 

 

Our commitments 

Equity - The urgent need to focus on equity and to close achievement gaps linked to race and poverty is described 

in Breaking the Link: “...equity is not the same as equality. In some instances, equity means giving those with less 

more: more time for learning, more highly effective teachers to reduce learning gaps, more access to challenging 

classes. At the same time, CMS aims to provide access to excellent educational opportunities for every child. Each 

student’s needs may be different, but those needs should be met at every school in CMS.” 

Culture - All school districts are made up of people working together for academic achievement – students, teachers, 

parents, families, staff, leaders, and partners. Regardless of background, people of any age who feel and see their 

identities reflected in the work they are doing and who feel connected to each other can transform lives through 

education. The diversity of the K-12 educational experience must reflect the diversity of the community at all levels. 

 

Our goals 

1. Every student graduates with meaningful employment or higher education opportunities. 

2. Every student has access to a rich, diverse and rigorous curriculum. 

3. Every student has access to more social and emotional supports. 

 

Strategy 1: Focus on what matters most – content, teachers, students 

We will focus on what matters most to academic achievement – the instructional core. 

• Student – how students participate in their own education 

• Teacher - knowledge and skill of the teacher 

• Content - level and complexity of the content students are asked to learn 

 
Strategy 2: Manage our performance 

We will build on strengths, adapt new ways of working and measure our progress. 

• Develop a district performance management system 

• Implement a continuous improvement program 

• Create detailed work plans in every school and department aligned to the strategic plan 

 

To view the complete 2024 Strategic Plan, please visit 

https://www.cms.k12.nc.us/communications/strategicplan

What Matters Most 
2024 Strategic Plan 



CMS Employee Guide 2022-2023 

5 
 

 
 

Charlotte-Mecklenburg Board of Education 
Standards of Conduct 

By accepting employment with the Charlotte-Mecklenburg 

Board of Education, employees have a responsibility to the 

school district, to their fellow employees and to the students 

whom they serve to adhere to certain standards of behavior, 

performance and conduct. While no set of rules can address all 

forms of unacceptable behavior, the Board of Education 

expects its employees to act professionally and responsibly at 

all times. Violations of Charlotte-Mecklenburg Board of 

Education Standards of Conduct will be taken seriously and may 

subject employees to disciplinary action, up to and including 

termination. 

Board Policy GBEB – Standards of Conduct is found in our 

online policy manual at 

https://go.boarddocs.com/nc/cmsnc/Board.nsf/Public 

 
 

 

 
Charlotte-Mecklenburg Board of 
Education Standards of Conduct 
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CMS believes that comprehensive, aligned and continuous professional 

development is essential to school improvement and student 

achievement. CMS provides organizational professional learning and 

development services to promote a variety of professional growth 

opportunities to build the knowledge and skills of all staff, ensuring 

that they have a strong support system throughout their careers and 

have opportunities for leadership and growth. When all employees are 

an active part of the CMS learning community, positive change results 

in organizational effectiveness and student success. 
 

Professional learning and development of CMS employees is a 

systemwide collaborative effort. The main departments charged 

with this work include: Office of Beginning Teacher Support & 

Development, Academics and CMS Department of Ed. Leadership. 
 

The Beginning Teacher Support & Development team is dedicated 

to supporting the unique needs of teachers in their first three years 

of experience and their mentors. Our goal is to ensure we assist in 

retaining talent in the teaching profession and provide teachers with 

the tools necessary, including mentors, to achieve proficiency or 

above ratings on the standards measured on the North Carolina 

Teacher Evaluation Rubric. 
 

The Teacher Leader Pathway (TLP) department provides 

advanced career paths for excellent teacher-leaders. These 

advanced roles allow teacher-leaders to reach more students, 

support more teachers and advance in their careers while 

earning additional pay for added instructional responsibilities. 

TLP offers a combination of facilitated and independent study 

courses to build the capacity of and develop leadership skills 

for Teacher -Leaders. 
 

The Academics division is responsible for direct-to-teacher 

professional learning across multiple departments. These 

include Learning and Teaching, English Learners, Exceptional 

Children, Multi-Tiered Systems of Support, Magnet Programs, 

Career and Technical Education and National Board 

Certification. 
 

The CMS Department of Ed. Leadership creates, aligns, and 

facilitates professional learning for school leaders and central-

office leaders to advance the capabilities of school and district 

leadership. 
 

Resources and additional information on professional learning 

opportunities can be accessed via each department’s intranet 

page, Canvas within the Professional Learning folder or within 

MyTalent.  

 
 

Professional Learning & Development 
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MyTalent is an online system that supports employees across the district with all performance 

evaluations, performance feedback and documentation, professional development, coaching and 

mentoring, onboarding, forms and letters, and beginning teacher/induction support. 

 
Logging In 

• Access MyTalent through the CMS intranet 

(my.cms.k12.nc.us) by clicking on MyTalent 

cms.truenorthlogic.com in the URL. 

MyTalent works best in Google Chrome or 
Mozilla Firefox. 

 
• Enter your username and password: Username is 

the first part of your CMS email address without 

@cms... (Example: email address janea.smith@ 

cms.k12.nc.us, username = janea.smith) 

Password - Cm$12345 

(last 5 digits of your Social Security number) 

Once in the system, you can change your password. 

 
• Click the Login button. 

 
To receive more information on how to navigate in 

MyTalent, visit the Help Guides in MyTalent. 

 
For assistance with logging into MyTalent, 

please call 980-343-1900. 

 
 

Canvas 

Canvas is the CMS learning management system, a 

digital space where CMS employees and students can 

go to organize and facilitate learning experiences. 

All employees and students have access to Canvas 

at cms.instructure.com. From the login page they 

can then log in under NCEdCloud or Google. You 
can log into Canvas and NCEdCloud using the same 

ID and password that you use for PowerSchool. 

You can log into Google using your CMS email 

address and Google Password. 

Please contact CMS Helpdesk at 980.343.5736 and 

select option 3 for assistance on logging into 

Canvas, Google, or NCEdCloud. 

 
 

Navigating Canvas & MyTalent 

http://my.cms.k12.nc.us/
http://cms.truenorthlogic.com/
http://cms.truenorthlogic.com/
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Charlotte-Mecklenburg Schools provides 

ongoing two-way communication with CMS 

employees to help you do your job better, 

increase morale and productivity, and build a 

stronger commitment to the CMS vision. The 

following are some of the communication 

tools that keep you informed: 

Courier – 

CMS provides daily courier service to all 
schools and offices. Questions about courier 
service should be directed to your 
principal/department head, secretary or 
Supply Services at 980-343-6710. 

 
CMS Website – 

The CMS website, www.cms.k12.nc.us, 
offers information about CMS programs, 
departments, test scores, district and school 
profiles, the latest news, individual school 
information and much more. 

 
CMS Intranet – 

The intranet site at my.cms.k12.nc.us 
allows employees to access their own 
“internal” website for employees. The 
intranet features information from Learning 
and Teaching, training and development 
teams, Human Resources and employment 
information, benefits, policies and the latest 
school district and employee news. 

 
Weekly Email Newsletter – 

The weekly newsletter, CMS Insider, is 
emailed to all users and includes district news, 
Board of Education updates and information 
helpful to all employees. To submit information 
for consideration, email 
cmsinsider@cms.k12.nc.us. 

Email – 

Internet mail is available in all schools and offices. It is 
an efficient way to send a message to multiple recipients 
simultaneously. Questions about email should be 
directed to your principal, department head, supervisor 
or administrative assistant. Regular emails from the 
superintendent will provide timely information to the staff. 
 
Hello CMS Podcast 

Hello CMS is the official podcast of Charlotte-
Mecklenburg Schools. Episodes are recorded in 
both English and Spanish and cover a variety of 
topics. The podcast is available on Apple Podcasts, 
Google Podcasts, PodBean, Spotify and Amazon 
Music.  

 
CMS-TV – 

The primary broadcast source for news and information 
about Charlotte-Mecklenburg Schools, broadcasting 
to the CMS community of parents, teachers, students, 
staff and volunteers on Spectrum channel 3. 

 
CMS Social Media – 

Stay up to date by following our district, superintendent 
and Human Resources social media accounts. 

Facebook 

District: Charlotte-Mecklenburg Schools 

Human Resources: InsideCMS 

Instagram 

District: @charmeckschools 
Human Resources: @insidecms 

Twitter 
District: @CharMeckSchools 
Human Resources: @InsideCMS 

YouTube 

District: Charlotte-Mecklenburg Schools 

LinkedIn 

Human Resources: Charlotte-Mecklenburg Schools 

 

 

Internal/External Communications 

http://www.cms.k12.nc.us/
mailto:cmsinsider@cms.k12.nc.us
https://www.facebook.com/CharMeckSchools/
https://www.facebook.com/CharlotteMecklenburgSchoolsJobs/
https://www.instagram.com/charmeckschools/?hl=en
https://www.instagram.com/jobsatcms/?hl=en
https://twitter.com/CharMeckSchools?lang=en
https://twitter.com/jobsatcms?lang=en
https://www.linkedin.com/company/charlotte-mecklenburg-schools
https://www.linkedin.com/company/charlotte-mecklenburg-schools
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The Deer Oaks Employee Assistance Program (EAP) is a free service provided for you, your dependents, and household members by 
Charlotte Mecklenburg Schools effective August 1, 2021. This program offers a wide variety of counseling, referral, and consultation 
services, which are all designed to assist you and your family in resolving work and life issues to live happier, healthier, more balanced 
lives. From stress, addiction, and change management, to locating childcare facilities, legal assistance, and financial challenges, our 
qualified professionals are here to help. These services are completely confidential and can be easily accessed 24/7, offering you around-
the-clock assistance for all of life’s challenges. 

 

  Program Access: You may access the EAP by calling the toll- 
free Helpline number, using our iConnectYou App, or instant 
messaging with a work-life consultant through our online instant 
messaging system. 

Telephonic Assessments & Support: In-the-moment 
telephonic support and crisis intervention are available 24/7 along 
with intake and clinical assessments. 

Short-term Counseling (up to 5 visits): Counseling sessions 
with a qualified counselor to assist with issues such as stress, 
anxiety, grief, marital/family challenges, relationship issues, 
addiction, etc. Counseling is available via structured telephonic 
sessions, video, and in-person at local provider offices. 

Advantage Legal Assist: Free 30 minute telephonic or in-
person consultation with a plan attorney; 25% discount on hourly 
attorney fees if representation is required; unlimited online access 
to a wealth of educational legal resources, links, tools and forms; 
and interactive online Simple Will preparation. 

Advantage Financial Assist: Unlimited telephonic 
consultation with an Accredited Financial Counselor qualified 
to advise on a range of financial issues such as bankruptcy 
prevention, debt reduction, financial planning, and identity theft; 
supporting educational materials available; unlimited online 
access to a wealth of educational financial resources, links, tools 
and forms (i.e. tax guides, financial calculators, etc.). 

  Alternate Modes of Support: Your EAP offers support 
alternatives in addition to traditional short-term counseling 
including telephonic life coaching, & AWARE stress 
reduction sessions. During your call with one of our 
counselors, ask if these programs would be right for you. 

  Work-life Services: Our work-life consultants are 
available to assist you with a wide range of daily living 
resources such as locating pet sitters, event planners, home 
repair, tutors, travel planning, and moving services. Simply 
call the Helpline for resource and referral information. 

  Child & Elder Care Referrals: Our child and elder care 
specialists can help you with your search for licensed child 
and elder care facilities in your area. They will discuss your 
needs, provide guidance, resources, and qualified referral 
packets. Searchable databases and other resources are also 
available on the Deer Oaks member website. 

 Take the High Road Ride Reimbursement 
Program: Deer Oaks reimburses members for their cab, 
Lyft and Uber fares in the event that they are incapacitated 
due to impairment by a substance or extreme emotional 
condition. This service is available once per year per 
participant, with a maximum reimbursement of $45.00 
(excludes tips). 

 

Contact Us: 
Toll-Free: (888) 993-7650 

iConnect You App Passcode: 204746 

Website: www.deeroakseap.com 

Username & Password: cmsk12 

 Email: eap@deeroaks.com 

 
 

Deer Oaks Employee Assistance Program 

833-322-1932 
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CMS provides a broad array of benefits so you can select the 

coverage that best meets the needs of you and your family. We 

provide benefits from best-in-class, highly rated insurance carriers 

and supportive resources to help you make decisions that best fit 

your situation. 

We recognize your health care and financial objectives may change 

over time. As such, there are a variety of plans available from which 

you can choose. These include: 

 

Core Benefits 

Medical/Rx plans 

Dental plans 

Vision plans 

Cancer and Specified Disease Insurance 

Group Hospital Indemnity 

Financial Programs 

Life Insurance options (basic and supplemental) 

Disability plans (short-term and long-term) 

Accident insurance 

Retirement savings plans [401(k), 403(b), 457] 

 
Other 

Flexible Spending Accounts (health care and dependent care) 

Legal plan and identity theft plans 

Discounted home and auto insurance 

Discount purchasing program 

Schedule your personal benefits education and enrollment session 

by calling 1-877-401-6390. For additional information, visit our 

website at https://mybensite.com/cmsk12/index.php. 

All enrollments must be completed within 30 days of your date of hire or 

change of employment status. No exceptions will be made. 

 

 

 

Employee Benefits Program 

https://mybensite.com/cmsk12/index.php
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Charlotte-Mecklenburg Schools cares about your well-being. Our employees are our most valuable resource, and we 

believe that healthier individuals can build a stronger, more productive workforce. We know the whole person comes 

to work each day, and we want to support your total well-being by providing a platform that supports your social-

emotional, physical, and financial health.   

 

Therefore, new this year, we are collaborating with Navigate to make great things happen! This partnership will 

enable us to expand our programming, provide greater opportunity for you to engage and deliver holistic well-being 

solutions directly to you.   

 

You are strongly encouraged to embrace this culture of well-being and to take part in the opportunities that will be 

made available to you. We are committed to improving the health and well-being of all employees and family 

members.  We hope that you will find Navigate to be fun, informative, and beneficial in improving the overall quality 

of life for you and your family.  

 

 

 

 

 

Employee Wellness 
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New Hires: 
New hires should call our benefits enrollment 

center at 1-877-401-6390 to schedule a personal 

enrollment session. To self-enroll in the Medical/Rx 

plan, log into the State Health Plan at 

cms.hrintouch.com. 

You may also use the self-service option and enroll 

in several of the plans through Lawson Employee 

Self-Service (ESS). 

See page 17 for instruction on accessing Lawson ESS. 

When you log into Lawson ESS, you will select 

benefit/change and then select New Hire Benefit 

Enroll. Several of our plans require enrollment by a 

licensed benefit counselor, so we encourage 

you to call one at 1-877-401-6390. 

 
All enrollments must be completed within 

30 days of your date of hire or change of 

employment status—no exceptions! 

If you fail to enroll by the end of this time period, 

you may not enroll in benefits until our next annual 

enrollment unless you experience a qualifying 

life-status change. 

Rehires: 
ALL rehires should call the benefits enrollment 

center at 1-877-401-6390 to complete their benefits 

enrollment. To self-enroll in the Medical/Rx plan, log 

into the State Health Plan at cms.hrintouch.com. 

You may also use the self‐service option 

and enroll in several of the plans through 

Lawson Employee Self-Service (ESS). 

See page 17 for instruction on accessing Lawson ESS. 

When you log into Lawson ESS, you will select 

benefit/change and then select New Hire Benefit 

Enroll. Several of our plans require enrollment by a 

licensed benefit counselor, so we encourage you to call 

one at 1-877-401-6390. 

All enrollments must be complete within 

30 days of the rehire date or change of employment 

status—no exceptions! 

 
This includes employees who are terminated 

and rehired within the same month—ALL must 

re-enroll. 

Benefits are effective the first day of the month 

following the enrollment date, which is typically the 

first of the month following the date of rehire. 

For example, an employee hired or rehired Nov. 
16 who completes enrollment Nov. 28 would have 
benefits effective Dec. 1. 

 

 

 

 

 

 

 

Benefits Enrollment 

Did You Know? 

The CMS Benefits Service Center is available to you as a resource for all of your benefit questions. Call 1-

877-401-6390 or visit https://mybensite.com/cmsk12/index.php for more information. 

http://cms.hrintouch.com/
http://cms.hrintouch.com/
https://mybensite.com/cmsk12/index.php
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Permanent employees, employed for less than twelve 

(12) months a year are granted ten (10) holidays 

yearly. Permanent employees employed for twelve (12) 

months a year are granted eleven (11) holidays yearly. 

Depending upon when Christmas Day falls, an extra 

day may be granted. The employee calendar should be 

referenced annually to determine the dates chosen by 

the Board of Education as holidays. 

 

Annual Leave 
Annual leave is earned monthly by permanent 

employees who are working or on paid leave for half of 

the workdays in a month or more. The number of days 

earned each month increases as years of state service 

increase. The chart below shows how annual leave is 

earned monthly. For employees who work less than 

100% of a workday, annual leave is paid according to 

the percentage of employment. State regulations, along 

with regulations established by Charlotte-Mecklenburg 

Schools, govern when annual leave may be taken. Use 

of annual leave requires supervisory approval. 

Annual leave may be accumulated without any 

applicable maximum until June 30 of each year. 

Employees with more than thirty (30) accumulated 

annual leave days as of June 30 each year shall have 

the excess leave converted to sick leave so that only 

thirty (30) annual leave days are carried forward on 

July 1. Upon retirement, resignation or termination, 

an employee will be paid for a maximum of thirty (30) 

annual leave days. Annual leave may be transferred 

when an employee transfers between local educational 

agencies. Annual leave may be transferred to a state 

agency if the agency is willing to accept the leave; 

otherwise, the employee leaving CMS will be paid 

for up to thirty (30) days accumulated leave. If an 

employee has a negative annual leave balance at 

the end of the academic year, a deduction in the 

appropriate amount will be made to his/her May 

paycheck or a subsequent check. 

If you are a less-than-twelve (12) month employee in 

a position that must follow the teacher calendar and 

hired after Aug. 30, you will not accrue the ten 

(10) annual leave days that are mandatory. Therefore, 

you may be in a negative balance at the end of the 

academic year, and a deduction will be taken in your 

May check or a subsequent check. 

 

 

 

 

 

Annual Leave Days Granted Each Year 

Years of 

Aggregate Service 
Days per Month 

9-Month 

Employee 

10-Month 

Employee 

11-Month 

Employee 

12-Month 

Employee 

Less than 5 years 1.17 10.53 11.70 12.87 14.04 

5-9 years 1.42 12.78 14.20 15.62 17.04 

10-14 years 1.67 15.03 16.70 18.37 20.04 

15-19 years 1.92 17.28 19.20 21.12 23.04 

20 years or more 2.17 19.53 21.70 23.87 26.04 

 

 

Paid Time-Off Policies 
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Sick Leave 
Employees working or on paid leave for half of the workdays 

in a month or more earn sick leave computed at the rate of one 

(1) day per month. For employees who work less than 100% 

of a workday, annual leave is paid according to the percentage 

of employment. Sick leave may be granted for: (1) periods of 

temporary disability caused by or contributed by any personal 

illness, injury or other temporary disability, which prevents an 

employee from performing his or her usual duties; (2) illness in 

the employee’s immediate family and medical appointments that 

necessitate the employee’s attendance; (3) death in the immediate 

family; (4) medical appointment. 

Sick leave can be accumulated indefinitely and may be transferred 

between school systems, between a school system and a state 

agency, and between a school system and a community college or 

a technical institute if the receiving agency is willing to accept the 

sick leave. Sick leave accumulated up to the time of separation 

from employment may be reinstated provided re-employment 

occurs in a permanent position within sixty (60) calendar months 

from the date of separation. For employees retiring, sick leave 

adds additional service credit. For every twenty (20) days or 

remainder of twenty (20) days sick leave accrued, the retirement 

system gives another month toward service years for retirement.  

For additional information in reference to paid time-off polices 

and the Family and Medical Leave Act (FMLA), please go to 

https://bit.ly/policymanualNCDPI.  

 

 

Paid Time-Off Policies, continued 

https://bit.ly/policymanualNCDPI
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If the superintendent declares a teacher workday due to severe weather, facilities remain open, and staff are 

expected to work or take leave, as follows: 

 

(A) Exempt 10-month teachers and instructional staff may: 

• Report to work onsite 

• Work remotely, OR 

• Use annual leave, bonus leave, or personal leave  

 

(B) Exempt 11 and 12-month employees may: 

• Report to work onsite 

• Work remotely, OR 

• Use annual leave, bonus leave, or personal leave (if applicable) 

 

(C) Non-exempt 10, 11, and 12-month employees may: 

• Report to work onsite 

(Note: Provided employees can travel safely to work, the following positions are expected to work on-site 

during severe weather days: maintenance staff; custodial staff; environmental, health, & and safety staff) 

• Work remotely, unless required by their supervisor to report onsite  

(NOTE: Non-exempt positions designated as “not eligible” by Human Resources may NOT work remotely) 

• Use annual leave, bonus leave, compensatory time (if eligible), or leave without pay 

• Make up the time in the same work week with supervisory approval, schedule permitting 

 

(D) Non-exempt 9-month employees, including School Nutrition, Bus Drivers, and Teacher Assistants: 

• Will not report to work, unless required by their supervisor to report onsite for the purpose of performing 

essential work 

• May not work remotely 

• May use annual leave, bonus leave, personal leave (if applicable), compensatory time (if eligible), or leave 

without pay 

 

Remote Work Guidelines 

• All exempt positions are considered remote eligible 

• Human Resources will publish a list of non-exempt positions NOT ELIGIBLE for remote work 

• Employees in positions approved to work remotely must have the tools and technology available to perform 

their work. 

 
 

In circumstances where school is closed for students and the superintendent declares a severe weather day, CMS 

employees are expected to use their best judgment in deciding whether they can safely travel to and from work during 

the severe weather day. In the event of severe weather closures, media announcements will be provided via television 

and radio stations and the CMS website www.cms.k12.nc.us. Certain positions identified below will not report to 

work.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

These severe weather/remote work guidelines are subject to change based on additional communication from district 

leadership. For additional information on the severe weather procedures, please contact your supervisor or log onto 

the intranet. 
 

 

 
 

Severe Weather Procedures 
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*Completion of the Health Exam Certificate (HEC) is required by 

Public School Law 115C-323  

Below are a few important requirements in having your 
HEC completed:  

• The NC Health Exam Certificate is processed thru our 
vendor BIB- Background Investigation Bureau. 

• You will receive an email from our vendor with a link to 
register for the health exam once you are hired. 

• All physical and TB skin tests must be completed within the 

past 12 months to be current. 

• When scheduling an appointment with your physician, please 
keep in mind that TB results are read after 48 hours of 
administering the test. For example, you cannot take the TB test 
on Friday unless the facility is open on Sunday to read the 
results. 

• For employment of an out-of-state applicant, this certificate 
may be completed by a health care provider who holds an 
unrestricted current license or registration. 

• If you are coming to CMS from another North Carolina school 
district and have not been separated from public-school 
employment for more than one school year, please contact that 
Human Resource department and request a copy of your HEC to 
be mailed/faxed to you. Submit to our vendor BIB. 

• Human Resources will allow an additional two weeks from your 
initial two-week due date to submit your completed Health 
Exam Certificate. Therefore, the medical facilities are available 
to have your Health Exam Certificate completed within the 
two- to four-week deadline. 

For questions, please email our vendor BIB- Background 

Investigation Bureau at applicantinquiry@bib.com 

 

 
 

Health Exam Certificate 
North Carolina Public Schools 

mailto:applicantinquiry@bib.com
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To log into your email, use your browser and go to https://email.cms.k12.nc.us. If signing into your email asks 

you to complete Multi-Factor Authentication, (MFA)  directions can be found at: 
https://bit.ly/cmsmfacourse. 

How your username is created 
Your username is created from the information you gave 

Human Resources. It is a combination of your first name, 

middle initial and last name. Example: You gave HR your 

name as Mary Sue Jones, so your username will be 

marys.jones. If you did not give HR a middle name, a 1 is 

substituted for the middle initial, so your user name will be 

mary1.jones. 

 
Your email account & password is 
used to sign on to the following: 

• Email (Outlook Web Access, Outlook) 

• Workstation (computer) login 

• Lawson 

• Intranet 

 
Username 
myusername@cms.k12.nc.us 

 
Password 
Default password is Cm$ and last 5 digits 
of SSN. It is a CAPITAL “C,” a lowercase 
“m,” a dollar mark “$” and the last five 
digits of your Social Security number. 

Example: Cm$12345 

You will be able to update your password. 
When you update your password, it must 
be eight characters in length. 

*Please note that user accounts will be 
created within 72 hours of start date. 

 
 

Email Sign-On Instructions 

https://email.cms.k12.nc.us/
https://bit.ly/cmsmfacourse
mailto:myusername@cms.k12.nc.us
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1. Open a browser (typically Internet 

Explorer is the preferred browser) and 

then type the following in the address 

location, my.cms.k12.nc.us. 

2. Enter your username and password. 

To access the site via Juniper, your 

password must be at least eight 

characters in length.  

3. If your password needs to be 

changed, please visit: http://bit.ly/ 

IntranetPasswordInstructions 

• Realm is a drop-down list of 

select CMSSites if you work at 

a school location 

• CMSDomain is normally 

central office staff  

4. You will now be directed to the new 

CMS intranet site, my.cms.k12.nc.us. 

 
 

 
 

Accessing CMS Intranet 
(my.cms.k12.nc.us) from Home 

Need Help? 

MySupport Portal 

This is the portal by which users may 

enter a ticket if a problem has occurred 

with a user account, password, etc. 

For more information, contact the CMS 

Technology Helpline at 980-343-5736 

or go to mysupport.cms.k12.nc.us. 

http://my.cms.k12.nc.us/
http://bit.ly/IntranetPasswordInstructions
http://bit.ly/IntranetPasswordInstructions
http://bit.ly/IntranetPasswordInstructions
http://my.cms.k12.nc.us/
http://mysupport.cms.k12.nc.us/
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Employee Self-Service (ESS) is now available for 

all current Lawson users. You may access ESS 

while at work or from home. 

To access ESS while at work, log into the Lawson 

system as usual. The Employee Self-Service 

bookmark has been added to your bookmarks, 

located on the left side of the screen entitled 

Lawson Portal Home Page. 

 

You may access Employee 
Self-Service from HOME. 

To access from home: 

Log into the CMS intranet from within the 

CMS firewall. 

Under Quick Links, 

choose Employee Self-Service. 

Two links are available: 

• Employee Self-Service 

• Employee Self-Service from Home 
 

Your Employee Self-Service username and 

password are the same as your email account. 

This online service will give you access to your 

personal information in the Lawson Human 

Resources & Payroll system. You will be able to view 

pay checks, change federal/state tax withholdings, 

check leave balances, change your address/phone 

number, add an emergency contact and manage 

direct-deposit information. You will also be able to 

enroll in dental, vision and supplemental benefits 

during the enrollment period. 

Please note: 

Safeguard your password to protect your personal 

information, including your bank account 

information. It is recommended that passwords be 

eight characters or more in length. Your password 

should contain both letters and numbers. 

 

How do I change my password? 

Instructions on how to change a password are located 

here: http://bit.ly/IntranetPasswordInstructions. 

Questions regarding Employee Self-Service 

may be directed to 980-343-1900. 

 
 

Employee Self-Service 

http://bit.ly/IntranetPasswordInstructions
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Accessing Important Payroll Information 
Information related to payroll, including direct deposit, leave balances, W-2 

delivery preferences, pay stubs and tax withholding information, can be accessed 

using Employee Self-Service (my.cms.k12.nc.us). Pay dates for exempt 

(salaried) and non-exempt (hourly) employees can be found on the employee 

intranet. Look for Payroll under the department heading. 

 

Enrolling in Direct Deposit 
CMS employees are required to participate in direct deposit and can send a 

portion of their net pay to up to five different bank accounts each payroll. The 

accounts can be at different financial institutions. To set up direct deposit, 

follow the instructions below. 

1. Login to Employee Self-Service  

2. Click Bookmarks in the top left corner, then hover over 

CMS Employee Self-Service. Next, click Direct Deposit. 

3. Enter your Social Security number with dashes and select continue. 

4. Select Add. 

5. Enter account information. 

6. Direct-deposit enrollment is supported by the Technology Help Desk at 980-343-5736. 
 

Tax Withholding 
1. Click Bookmarks in the top left corner, then hover over 

CMS Employee Self-Service. Next, click Tax Withholding. 

2. To complete federal tax withholding, select federal tax. 

3. Select the appropriate marital status and allowances. 

4. To complete state tax withholding, select state tax. 

5. Select the appropriate marital status and allowances. 

For questions regarding Payroll, please contact the Payroll department at 877-401-6390 or payroll@cms.k12.nc.us. 

 

Payroll 

 
 

mailto:payroll@cms.k12.nc.us
mailto:oll@cms.k12.nc.us
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Imee Idjao 
2022 CMS Teacher of the Year 

 
 

 

Charlotte-Mecklenburg Schools announced the 

new teacher of the year and teacher assistant of 

the year at a May 4 celebration at Rocky River 

High. Imee Idjao, third-grade teacher at Villa 

Heights Elementary, was named the 2022 

CMS Teacher of the Year.  

The celebration was part of Teacher 

Appreciation Week, May 2-6. Truist Bank 

donated $500 to each teacher of the year 

finalist, with Idjao winning an additional 

$1,500. 

Idjao’s goal as a teacher is to “shine the light 

on her students’ strengths and help them see 

the special qualities they might not know they 

have.” Her fifth-grade teacher saw something 

in her that she didn’t know she had, and it’s an 

impression she wants to leave for her students.  

Read more about Idjao here. 

 

 

 

 

 

 

 

 

 

 

 

https://www.cms.k12.nc.us/News/Pages/Chance%2c-Choice%2c-Change.aspx
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A systemwide directory can be found on the 

CMS intranet at my.cms.k12.nc.us. 

 

 

Frequently Called CMS Numbers 

Courier # Department Phone 

670 After School Enrichment Program 980-343-5567 

835-B Benefits Department 877-401-6390 

785 Building Services/Maintenance 980-343-6050 

835-B Compensation 980-343-1847 

835-B Employee Relations 980-343-6254 

835-B HR Human Capital Management 980-344-1690 

835-B Employment Verification 980-343-1900 

764 Graphic Production Center 980-343-3880 

835-B Human Resources 980-344-0265 

835-A Learning & Teaching Services 980-343-6975 

835-B Leaves & Retirement 877-401-6396 

835-B Licensure 980-343-1908 

835-A Payroll 877-401-6390 

871 Professional Development Center 980-343-5404 

785 Safety 980-343-6040 

835 Security 980-343-6030 

835-B Talent Acquisition 980-343-1848 

834 Student Placement/Records 980-343-5335 

835 Technology Help Desk 980-343-5736 

835-C Transportation 980-343-6715 

 

http://my.cms.k12.nc.us/


 

 
 

 

Teacher/Staff Holiday and Workday Calendar 
Teacher Workdays August 17-19*, 22-26, 2022 

First day of school August 29, 2022 

Labor Day Holiday September 5, 2022 

Early Release Day September 21, 2022 

Teacher Workday September 26, 2022 

Early Release Day October 26, 2022 

Teacher Workday October 5, 2022 

Teacher Workday October 31, 2022 

Teacher Workday November 8, 2022 

Veterans Day Holiday November 11, 2022 

Annual Leave Day November 23, 2022 

Thanksgiving Holiday November 24-25, 2022 

Winter Break December 20, 2022 - January 2, 2023 

Teacher Workday December 20-21, 2022 

Holidays December 22-23, 26, 2022 

Annual Leave Day December 27-30, 2022 

Teacher Workday January 2, 2023  

Martin Luther King, Jr. Holiday January 16, 2023 

Teacher Workday January 25, 2023* 

Early Release Day February 8, 2023 

Holiday February 20, 2023 

Early Release Day March 8, 2023 

Teacher Workday March 27, 2023 

Holiday April 7, 2023 

Spring Break/Annual Leave Days April 10-14, 2023 

Memorial Day Holiday May 29, 2023 

Last day of school June 9, 2023 

Teacher Workdays June 12-13, 2023 

School will not be in session for students on the holidays, breaks and teacher workdays listed above unless a 

make-up day is scheduled. 
 

Make-up Days: 1. September 26 5. April 14 

 2. October 5  

 3. December 20  

 4. December 21  

 

*Required Teacher Workdays: August 18-19, 2022, January 25, 2023 
 

 
 

 
      Charlotte-Mecklenburg Schools 

       2022-2023 Calendar 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

P.O. Box 30035 

Charlotte, NC 28230 

www.cms.k12.nc.us 
 

 

 

 

   

 

 

 

 
Charlotte-Mecklenburg Schools administers all education programs, employment activities and admissions without 

discrimination on the basis of gender, race, color, religion, national origin, age or disability, in compliance with federal 

law. Inquiries regarding compliance with Title IX, which prohibits discrimination on the basis of gender in education 

programs or activities, may be referred to the district’s Title IX coordinator at titleixcoordinator@cms.k12.nc.us or to 

the Office for Civil Rights, U.S. Department of Education 

 

Charlotte-Mecklenburg Schools also provides accessibility as required by the Americans with Disabilities Act (ADA). 

If auxiliary aids for communication are necessary for participation in a CMS program or service, please notify the 

district’s ADA coordinator at least one week before the program or service begins. Call 980-343-6661 or email 

accessibility@cms.k12.nc.us. 

 
The information in this guide is current as of July 2022. 

http://www.cms.k12.nc.us/
mailto:titleixcoordinator@cms.k12.nc.us
mailto:accessibility@cms.k12.nc.us

