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Section: 4000 Personnel  
Title:  Employee Hiring Policy 
Code: 4007 
Status: Active 
Adopted: December 2, 2015 
Revised: November 6, 2019 
 
The Board of Directors of Triangle Charter Education Association, Inc. (“Board”) shall employ and 
contract with necessary teachers to provide instructional services in the school.  As set forth in 
its Charter, the Board has contracted with Charter Schools USA (“CSUSA”) for the provision of 
certain management services, including personnel services.   

A. Procedure 
Teachers will be jointly employed by the Board and CSUSA.  Administrators and non-
instructional staff will be solely employed by CSUSA.  This arrangement will allow for the 
efficient administration of employee benefits and will not impact the Board’s ultimate authority 
to hire and (if necessary, terminate) teachers.   
 
CSUSA will manage advertising of open positions, conduct applicant screening, and refer 
qualified applicants to the school administration and Board to ensure the school’s staffing needs 
are met. The Board will review recommendations for teacher hires (including salary) and make 
final decisions for those positions.  Following the Board’s decision to approve a teacher hire, 
CSUSA will finalize the written agreement with the employee and implement the teacher’s 
orientation process.  
 
Employee salaries will be competitive with the surrounding area schools but structured with a 
greater emphasis on performance-based pay.  The Board will work with CSUSA to establish 
budget criteria, incentives, and other motivating factors that attract, reward, and retain the best 
employees.  
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{TODAYS_DATE} 
 
Dear {CANDIDATE_FULL_NAME}, 

Cardinal Charter Academy at Wendell Falls is pleased to offer you employment for the 2019-
2020 school year. Your commitment to our students and providing each of them with a quality 
educational experience is commendable and we are excited to offer you a position on our team. 
 
The offered position of {OPPORTUNITY_TITLE} - Cardinal Charter Academy at Wendell 
Falls will begin on Start, and is a Full-Time 10 month salaried position**. Your employment is 
contingent upon meeting the conditions for employment required by CSUSA and any federal, 
state, or local authority. 

Your compensation is listed below. 

Annual Base Salary $  
Additional Adders: (where applicable) 
  
*Total Annual Salary  $ 

*Payable in accordance with CSUSA’s payroll cycles. Annual salary will be prorated based on 
dates of service.  
 
It is your responsibility to ensure your credentials are up-to-date. Within 3 days of your hire date 
you must provide written proof of the following credentials: 
 
• Verification of Teaching Experience Form (completed and notarized by previous school 
district); and 
• Proof of Application for State of North Carolina Teaching Certification; or 
• Copy of State of North Carolina Teaching Certification; and 
• Official transcripts for your degree(s) from an accredited university; and 
• Copies of your graduate and/or undergraduate diploma(s). 
 
Failure to provide the required documentation within 3 days of your hire date may result in a 
temporary reduction in your salary until all documents are received. 
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In order to fully understand the job expectations and guidelines of our school operations, you  

 

must read the CSUSA Employee Handbook that can be found on Ultipro under the Company 
Info link, within five days of your start date. 

This is a benefits eligible position. Your benefits effective date will be the 1st day of the month 
following 60 days of full-time employment. Please refer to the benefits guide in Ultipro under 
the Company Info tab. By signing this offer letter, you are acknowledging that you understand 
those guidelines and are subject to the provisions contained therein. 
 
Please acknowledge your receipt of this offer letter by checking one of the options below, 
signing, and then returning the original letter to your Principal or Principal Designee. 

We look forward to an incredible school year where our students and their academic success is 
the priority of our entire team! 

Sincerely, 
 
________________________ 
{Principal Name} 
Principal, Cardinal Charter Academy at Wendell Falls 
 
 
Please indicate your intentions by initialing and signing below.  
 
_______ I ACCEPT this at-will position. 
_______ I DECLINE this at-will position.  
 
 
_______________________ 
{CANDIDATE_FULL_NAME}, Signature 
 
*By signing above I understand that my at-will employment is voluntary, which means I am free to resign at any 
time, with or without reason. I also understand that my employment may be terminated at any time within the school 
year, with or without reason. This offer of employment may be delayed or withdrawn in the event there has been a 
material adverse change in circumstances surrounding the operation of Cardinal Charter Academy at Wendell 
Falls including, but not limited to, natural disasters, changes in anticipated enrollment, construction delays, etc., or a 
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change such as revocation, modification, reduction, or non-renewal of the federal grant funding the offered 
employment position herein. In the event of a material adverse change the above signee agrees and acknowledges 
that he/she will not make any claims for damages or compensation against Cardinal Charter Academy at Wendell 
Falls or any other affiliated parties as a result of this offer being delayed or withdrawn. 
 

 

**This offer of employment is contingent upon approval by the board of directors of the applicable charter school 
(the “Board”). If the Board does not approve this offer and fails to employ you pursuant to N.C. Gen. Stat. § 115C-
218.90(a)(1), this offer shall be immediately revoked without further action by CSUSA or the Board, and you shall 
not be entitled to any benefits granted herein. However, if the Board approves this offer and employs you pursuant 
to N.C. Gen. Stat. § 115C-218.90(a)(1), you shall be jointly employed as an employee at will by the Board and 
CSUSA, such that you may be included in the compensation, benefits, payroll administration, and employment 
policies and practices of CSUSA; provided, however, that in all circumstances, the Board shall ultimately control the 
hiring and firing of teachers in accordance with N.C. Gen. Stat. § 115C-218.90(a)(1). 

 

I, {CANDIDATE_FULL_NAME}, do hereby acknowledge and state that I have neither signed, 
nor am I bound by any non-competition and/or non-solicitation agreement with any prior 
employer or prior company or entity for which I performed services either as an employee, 
temporary worker, volunteer, or an independent contractor. 
 
 
_________________________________________ 
{CANDIDATE_FULL_NAME}, Signature  
 
CONFIDENTIALITY NOTE: The information contained in this transmission is privileged and confidential 
information intended only for the use of the individual or entity named above. If the reader of this message is not the 
intended recipient, you are hereby notified that any dissemination, distribution or copying of this communication is 
strictly prohibited. If you have received this transmission in error, do not read it. Please immediately reply to the 
sender that you have received this communication in error and then delete it. Thank you. 
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Welcome {CANDIDATE_FULL_NAME}! On behalf of the Board of Cardinal Charter 
Academy at Wendell Falls, I am pleased to extend this offer of employment to you under N.C. 
General Statute § 115C-218.90(a)(1).* 

 
You will be employed as a Teacher at Cardinal Charter Academy at Wendell Falls. By 
accepting this offer of employment, you agree to the following: 
 
•To perform the professional services and duties assigned by the School, School Administrator, 
or other supervisor. 
•To comply with all the School’s standards as provided in Board policy and other applicable 
rules and procedures. 
•You will receive the compensation and benefits as relayed to you previously. 
•Your first day of employment will be [Start Date]. Continuing employment is at the pleasure of 
the Board. 
•Your employment will be governed by the laws of North Carolina. 
 
Again, welcome to the school! 
 
 
 
__________________________ __________________ 
Allen Taylor        [Date] 
Triangle Board President                                    
 
I accept this offer of employment with Board of Cardinal Charter Academy at Wendell Falls. 
 
 
__________________________  ___________________ 
{CANDIDATE_FULL_NAME}, Signature    [Date] 
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*Note this offer and your continued employment is subject to and conditioned upon your 
maintaining all necessary credentials, including current and periodic criminal records review 
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