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The VISION of the Richmond County School System is to prepare every student to thrive, adapt, and lead in an ever-changing world.


The MISSION of the Richmond County School System: “Empowering Every Learner Every Day
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PURPOSE OF HANDBOOK


The purpose of this handbook is to assist the faculty and staff of Wilkinson Gardens Elementary School in becoming aware of the policies, procedures, and other information deemed necessary for the successful operation of the school. This handbook contains general information that you will need to assist you in doing a better job. It is not intended to be all inclusive, but will answer many questions that may arise, as well as make policy information readily available for you. This handbook is used to provide uniformity to our procedures. It is provided as a supplement to the Richmond County Teachers Handbook and Central Office Directives. The guidelines in this handbook are to be followed unless suspended by new guidelines. 








                              MISSION STATEMENT

The mission of Wilkinson Gardens Elementary is striving to grow extraordinary students every day.
 
                        MOTTO

                                    LEARNERS TODAY . . . LEADERS TOMORROW


                                                    VISION STATEMENT

To give students the tools they need to be active lifelong learners and contributing citizens in their community and the world.


We believe. . .
•	Through the shared responsibility of our Teachers, Parents, Students, and community, our students will be able to successfully compete academically and socially in a global society.
•	Our students will be proficient in the use of computers to include the internet, e-mail, and word processors.
•	Our students will develop Language Arts skills, including reading comprehension and writing, that are necessary to be on or above grade level.
•	Our students will be proficient in critical thinking skills across the curriculum to include problem solving, decision making, and predicting outcomes.
•	Our students will demonstrate an awareness and knowledge of Civics, Economics, History, and
Geography.
•	Our students will demonstrate knowledge of scientific process skills through experience and participate in hands-on scientific learning that encompasses life, space, earth, physical, and natural science.
•	Our students will demonstrate appropriate behavior in a wide variety of school and social situations.
•	Our students will make responsible personal choices which demonstrate good citizenship, self-discipline, good manners, and respect for others.
	competitive and individual sports.
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•	Our students, when engaged in everyday conversation, will be able to communicate effectively.
~ 4 ~ 

CODE OF ETHICS FOR EDUCATORS

[bookmark: _Int_Dy9TLzVA]The Code of Ethics for Educators defines the professional behavior of educators in Georgia and serves as a guide to ethical conduct. The Professional Standards Commission has adopted standards that represent the conduct generally accepted by the education profession. The code protects the health, safety, and general welfare of students and educators, ensures the citizens of Georgia a degree of accountability within the education profession, and defines unethical conduct justifying disciplinary sanction.

Standard 1:	Criminal Acts – An educator should abide by federal, state, and local laws and statutes.  Unethical conduct includes but is not limited to the commission or conviction of a felony or of any crime involving moral turpitude.

Standard 2:	Abuse of Students – An educator should always maintain a professional relationship with all students, both in and outside the classroom.

[bookmark: _Int_MXeqRhSO]Standard 3:	Alcohol or Drugs – An educator should refrain from the use of alcohol or illegal or unauthorized drugs during the course of professional practice.

[bookmark: _Int_GuOXrSWn]Standard 4:	Misrepresentation or falsification – An educator should exemplify honesty and integrity in the course of professional practice.

Standard 5:	Public Funds and Property – An educator entrusted with public funds and property should honor that trust with a high level of honesty, accuracy, and responsibility.

Standard 6:	Improper Remunerative Conduct – An educator should maintain integrity with students, colleagues, parents, patrons, or businesses when accepting gifts, gratuities, favors, and additional compensation.

Standard 7:	Confidential Information – An educator should comply with state and federal laws and local school board policies relating to the confidentiality of students' records unless disclosure is required or permitted by law.

Standard 8:	Abandonment of Contract – An educator should fulfill all the terms and obligations detailed in the contract with the local board of education or education agency for the duration of the contract.

Standard 9:	Failure to Make a Required Report – An educator should file reports of a breach of one or more of the standards in the Code of Ethics for Educators, child abuse (O.C.G.A. 19-7-5), or any other required report as soon as possible but no later than ninety (90) days from the date the educator became aware of an alleged breach unless the law or local procedures require reporting sooner.

[bookmark: _Int_AYuzSHJQ]Standard 10:	Professional Conduct – An educator should demonstrate conduct that follows generally recognized professional standards. Unethical conduct is any conduct that seriously impairs the certificate holder’s ability to function professionally in his or her employment position or conduct that is detrimental to the health, welfare, discipline, or morals of students (inappropriate language, physical altercations, inadequate supervision, inappropriate discipline, etc.).

The Professional Standards Commission is authorized to suspend, revoke, or deny certificates, to issue a reprimand or warning, or to monitor the educator’s conduct and performance after an investigation is held and notice and opportunity for a hearing are provided to the certificate holder. An individual whose certificate has been revoked, denied for disciplinary reasons, or suspended may not be employed as an educator, paraprofessional, aide, or substitute teacher.

[bookmark: _Int_R8Z2LzNf]“Educator” is a teacher, school or school system administrator, or other education personnel who hold a certificate issued by the Professional Standards Commission, and persons who have applied for but have not yet received a certificate. For the purpose of the Code of Ethics for Educators, “educator” also refers to paraprofessionals, aides, and substitute teachers.

Staff and Students Daily Arrival and Departure Schedule

Arrival
Each faculty and staff member will be required to sign in and out each day. A daily sign-in/sign-out computer system is in the front office. If circumstances necessitate early departure before the end of the workday, submit a certificate of absence form to an administrator and sign out utilizing the computer system. 

Departure
Staff badges will provide access to the building by 7:00 a.m. daily. All faculty and staff must exit the building no later than 6:00 p.m. each day. NO EXCEPTIONS unless provided prior approval from the principal.

Tardiness
Excessive tardiness is a detriment to the instructional program. All faculty and staff are requested and expected to be on time. Please note that failure to arrive on time may result in consequences (docked pay, written reprimand…).

· Paraprofessionals ………………………………………………………….……. 8:00 a.m.-3:15 p.m.

· Office Staff ……………………………………………..…………….……..…...7:30 a.m.-3:30 p.m.
                                                                                                                                                                                                                                                                        
· Teachers …………………………………………………….........……......7:45 a.m.-3:45 p.m.
                                                                                                                                  
Custodians
· Dunbar …………………...…………………….....……….........….…..….6:00 a.m.-3:00 p.m.

· Redfield……………………………………………….....……...........…....8:00 a.m.-5:00 p.m.

· Harrison …………………………………………….....…..........……......10:00 a.m.- 6:00 p.m.

Students Arrival
· Breakfast ……………………………………......……..........……………7:50 a.m.-8:20 a.m.

· Tardy Bell for Students ..............................................................................8:20 a.m.

Students Dismissal
· Car Riders/Van Riders………......400 Hall/Media Center……..................2:50 p.m.-3:05 p.m.

· Walkers…….…………………….2nd Grade Hallway…….......................3:10 p.m.
 
· Buses ………......................................Cafeteria...........................................3:00 p.m.-3:20 p.m.
Wilkinson Gardens family, it is our duty and responsibility to ensure that all our students are safe. Our students must be monitored by adults at all times to ensure their safety. The following procedures and schedules have been put in place to ensure that we are effectively monitoring all students. Remember, it takes everyone actively pulling their weight and working as a team to ensure the overall success of the school.
Morning Schedule and Procedures- Staff members are required to be in place and on duty by 7:45 a.m. Failure to report to duty on time will result in a letter of correction. The letter will be placed on file at the school level.
7:50 a.m.
· Students will enter the building and travel to the cafeteria for breakfast.
· Students who do not desire to eat breakfast will report directly to their classroom.
· All homeroom teachers will be present in their classrooms to receive students.
8:10 a.m. 
· All students who enter the classroom after 8:20 a.m. must have a tardy pass. 
8:20 a.m.
·  All classes will watch the morning show. The teacher is responsible for making sure that it is pulled up and ready to be viewed at 8:20 a.m. The morning show will help to establish the culture we desire at Wilkinson Gardens. All classes must stream the show at 8:20 a.m. It is non-negotiable. Please feel free to see Ms. Elrod or myself with any questions or concerns that you may have. Thank you!
8:30 a.m. 
·  The Instructional day starts promptly at 8:30 a.m.

***Changes to Students’ mode of transportation***
A note with a signature must be provided by the parent or guardian before a student’s mode of transportation can be changed. Verbal permission taken over the phone is NOT sufficient, nor acceptable.

Teachers do not release students to parents from your classroom.  All parents must come to the front office to sign out the child, and the office will call for the student to be released.






PERSONAL AND PROFESSIONAL LEAVE
Employees may take three (3) days of personal/professional leave if prior approval of the absence has been given by the employee's Principal and if the presence of the employee requesting absence is not essential for effective school operation. Personal or professional leave must be requested in writing for approval by the principal at least three days in advance. All faculty and staff members are required to sign a certificate of absence furnished by the office. In addition, personal leave will not be granted during the first week of the student school year or during the last week of the student school year, unless the Superintendent or designee, in his or her discretion, determines that such leave should be granted due to emergency or extenuating circumstances beyond the employee's control. The Superintendent may refuse to allow an employee to take personal or professional leave if qualified substitutes are not available. Employees are not required to disclose the purpose for which such absence is sought, but may be required to state whether the absence is for "personal" or "professional" reasons. Professional leave for training and/or professional meetings attended at the request of the school system shall not be counted against an employee's sick leave. The process for reporting an absence is noted on the next page.

SICK LEAVE

The leave provided under this policy is available only for personal illness, injury, or exposure to contagious diseases, or for absences necessitated by illness in the employee's immediate family. For the purposes of absences for medical and related reasons, members of the immediate family are defined as spouse, children, father, mother, stepfather, stepmother, sisters, brothers, grandparents, grandchildren, father-in-law, mother-in-law, or other relatives living in the home of the employee. Employees may utilize sick leave upon the approval of their principal or supervisor. 

[bookmark: _Int_49l4eZdH]Employees absent without accumulated sick leave will have a full day's pay deducted from their salary for each day absent. For any absence in which sick leave is used, the Superintendent or his/her designee shall have the right to require a physician's certificate stating that the employee is ill and is unable to perform his or her duties. If sick leave is used to care for a member of the immediate family, under the Federal Medical Leave Act, an employee will be required to provide a physician's certificate stating that the employee is needed to care for the sick family member. If an employee is absent for three consecutive days of sick leave, a physician's certificate must be furnished.

[bookmark: _Int_ffwJkJ2d]All absences must be placed into the RCSS Automated Substitute System (Frontline), even if you do not require a sub for your position. Lesson plans and activities should be available in the classroom and easily accessible for the substitute. Emergency plans must be prepared for at least 3 days and given to Mrs. Anderson. These plans will be in the Front Office. The process for reporting an absence is noted on the next page.







LEAVE BEFORE OR AFTER A HOLIDAY
[bookmark: _Int_GIo0Ed0O]Any request for time off before or after a holiday must be accompanied by the approved Certificate of Absence form and a letter that specifically explains why the day off is requested. The certificate of absence must have the signed approval of Mrs. Bailey and be submitted 2 weeks in advance to the assigned Area Superintendent for your school. A leave form must be filed and approved by Mrs. Bailey prior to leave. Unless otherwise approved by the Superintendent or designee, Personal and professional leave will not be granted during pre-planning, post-planning, in-service days, or on the day before or day after holidays. The process for reporting an absence is noted on the next page.


STAFF ATTENDANCE
*** Staff attendance is vital to the success of the school***
Certified Staff and Paraprofessionals
Instruction provided by classroom teachers and our paraprofessionals yields a higher-quality education for our students than the instruction provided by a substitute. Consistent quality instruction will raise student achievement. Our wildcats need you every day.
Custodians 
Custodians provide a clean, healthy, and safe work and learning environment for all staff members and students. A clean, healthy, safe learning and work environment lends to a positive climate and culture. When a member of the custodial staff is absent, the entire school is impacted. We need you every day!
Cafeteria Staff
Our Cafeteria staff provides a variety of nutritious meals to our students and staff in a timely manner. These meals provide the fuel for a positive work and learning environment. When a member of the cafeteria staff is absent, it hinders the effectiveness of the nutrition department. We need you every day.
Front Office Staff
Our front office staff plays a crucial role in ensuring that the school is functioning successfully by tending to the various needs of all other staff members and by providing excellent customer service. When a member is absent, needs are not met in a timely manner, and customer service is not at its best. We need you every day.
Attendance and reporting to work on time is crucial for efficient and effective school operations and improving student achievement. Chronic absences or failure to follow the proper procedures for reporting an absence will result in an unapproved absence and/or a Letter of Correction. This section is tied directly to your evaluation standard of Professionalism and will be reviewed to rate the standard. 



Reporting a Tardy
If you are going to be late, you should call Mrs. Bailey on her cellphone as soon as possible. If Mrs. Bailey is unavailable, call Ms. Elrod. The numbers are noted below.
Mrs. Bailey-706-399-2437
Mrs. Elrod-706-799-4139
Reporting an Absence for Pre-Approval
1. If you know that you must be absent: Email Mrs. Bailey and “cc” Ms. Elrod and Mrs. Anderson requesting leave. A 48-hour notice is required for all absences. NO EXCEPTIONS! This helps to ensure that a sub is secured in a timely manner.
2. An administrator will email you back regarding whether the absence is approved.
3. Once approved, secure a sub through the Frontline, complete a certificate of absence form, and submit it to Mrs. Anderson with the printed approval email from an administrator. 
4. [bookmark: _Int_fgFvvnQf]Please remember that we do not have enough personnel to cover classes for personnel to take one, two or three hours of leave. If you have an appointment, please plan to take a half or whole day of sick or personal leave, whatever is appropriate. 
5. Also, please do not wait until the day of your appointment to inform the principal of your leave. Please inform the principal as soon as possible in advance of your planned absence. 

Reporting an Absence that has not been pre-approved (Emergency)
If you are ill or have an emergency: 
1. Call Frontline for a sub @ 706-826-4658 or login.frontlineeducation.com. Please secure and communicate the job number.

2. [bookmark: _Int_ea2VWqYn]Call the Principal to report your absence @ (706) 399-2437. If the principal cannot be reached, contact the assistant principal @ (706) 799-4139. Contact the school after      7:45 a.m. at 706-737-7219.

3. It is the staff member’s (teacher, paraprofessional, and cafeteria) responsibility to find a substitute. Therefore, you need to check "Aesop" to see if someone picked it up. If not, you are to call using the preferred sub-list until a replacement is found. 


4. Send your grade chair/team members a separate email to inform them of your absence.  Inform them where important items are located and identify students who could be classroom helpers for the substitute teacher.

5. Please be sure to see Mrs. Bailey before reporting to your classroom or department on the day that you return. If Mrs. Bailey is unavailable, please see Mrs. Elrod.

Note: On the 4th consecutive absence, you must provide a doctor’s note.
ACCIDENT REPORT
Accident reports must be completed for any student injured at school.  Reports are to be completed by the nurse and staff member responsible for supervision of students during the time of the accident. These incidents must also be reported to the principal. Reports will be kept on file in the clinic. In the event of an emergency, illness, or accident, CPR-certified personnel may administer first aid ONLY. Do not make a diagnosis or give any medication of any kind, not even aspirin. Please contact the parents and provide them with details regarding the accident.

EMERGENCY PLANS
Each teacher must develop and leave emergency plans in the event of an unscheduled absence. These plans must contain three days of instructions along with information that is necessary to assist the substitute Teacher to have a successful experience in your classroom. These plans will be given to the person designated by the principal. Please place your plans in a folder or notebook. Please update them every nine weeks. At a minimum, they should include:
[bookmark: _Int_SgMglKmV]•	A daily class schedule
•	Class roll
•	Emergency drill plans (tornado, fire, lockdown procedures)
•	Seating chart
•	Three days of lesson plans complete with activities to engage students.
[bookmark: _Int_VPFH4DhJ]Other-such as duties you may have or whom the substitute should see for assistance (Grade chair or the teacher next door).

EVALUATIONS
Classroom Evaluations
Classroom visitation will be made frequently by the Principal, RCSS District Administrators, RESA, Assistant Principal, and the Academic Support Specialist. Please have an observation desk in an area where we can observe your entire room and have a copy of your most current lesson plans available for our review. These visits are made to observe individual pupil performance and ascertain whether students are having learning or behavior problems, to observe the Teacher’s performance in the classroom, to observe various techniques and methods of instruction, to analyze the varied factors affecting the teaching and learning process, and to use the results of classroom observations to improve the teaching and learning environment. These observations are to improve student achievement and Teacher effectiveness.
Informal and formative evaluations are required for each employee. These evaluations are classroom observations conducted through TKES. Observations are unannounced classroom visits that can take up to thirty minutes or longer. The observation report will be provided to the teacher within ten working days. 

Evaluation Instruments
[bookmark: _Int_IYpMx8jx]The Principal and Assistant Principal will share the responsibility for evaluating all certified staff in the building who are evaluated through the TKES portal and all paraprofessionals. The principal will be solely responsible for evaluating staff members who are not evaluated through TKES with the exception of paraprofessionals. The administration team will review the evaluation tool, job description, and expectations for the current year during the preconference session at the beginning of each school year. Each staff member is responsible for ensuring that they understand expectations and are familiar with the evaluation tool that will be utilized for their Summative Evaluation. Each staff member will be responsible for providing artifacts to highlight proficiency in each area noted on the Summative Evaluation tools. A copy of the components for Summative Evaluations is noted below and on the pages to follow.



TKES Components -Orientation and Familiarization must be completed in the TKES Portal prior to the evaluation process.

The artifacts noted below must be uploaded as evidence in the TKES portal.
Standard 1
Observations-no uploading necessary
Standard  2
Observations-no uploading necessary
Standard  3
Observations-no uploading necessary
Standard 4
Observations-no uploading necessary
Standard 5
Observations-no uploading necessary
Standard 6
· Data Presentations
· Data Team minutes
Standard  7
· Observations-no uploading necessary
Standard  8
Observations-no uploading necessary

Standard  9
· Time sheet
· List of contribution to school (clubs/committees)
Standard  10
· Contact logs
· Conference forms

A copy of the Teacher Performance Standards can be found on the next page. Further details explaining each component can be found in the TKES handbook located under the orientation tab in the TKES portal.
[image: ]

EVALUATIONS cont.
TKES Performance Standards (10 Standards)- Teachers must upload artifacts demonstrating proficiency for specified standards noted on the previous page. A minimum of 3 artifacts should be uploaded for the Mid-year conference. A minimum of 6 artifacts should be uploaded for specified standards for the year prior to the Summative Conference. Examples of artifacts are noted in the TKES handbook, previous page, and will be provided during pre-planning.
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EVALUATIONS cont.
The evaluation tools noted on the following pages will be utilized with all staff members who are not evaluated through TKES, CKES, or Media Specialist Evaluation Tool. The employees include Data Specialist, Bookkeeper, Custodians, Cafeteria Staff, Instructional Coaches, and Paraprofessionals.[image: ]




EVALUATIONS cont.
The evaluation tool noted on the following pages will be utilized with all staff members who are not evaluated through TKES, CKES, or Media Specialist Evaluation Tool. The employees include Data Specialist, Bookkeeper, Custodians, Cafeteria Staff, Instructional Coaches, and Paraprofessionals.
[image: ][image: ]

EVALUATIONS cont. [image: ]
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COLLABORATIVE PLANNING WGE Weekly Meeting Schedule


[bookmark: _Int_yGydBmjI][bookmark: _Int_W884pF2v]Collaborative Planning sessions are provided for grade levels to plan as a team with the Instructional Coach during the designated scheduled time (see Collab Schedule). Please use this time for the purpose intended. This is an excellent time to collaborate and plan ahead, discuss how to teach upcoming standards, and review innovative teaching materials/practices in your area(s).  Collab Planning should be held in the Data Room so that student data is available for data-based planning and discussion. A collaboration schedule, collaboration minutes, and collaboration protocol guidelines are provided below. Team collaboration is non-negotiable.
Collaborative planning with the Instructional Specialist will occur every Wednesday and Thursday during your connections period.Grade Level Team
Unpack
Standard Focus (part 1)
Based on your pacing guide, identify a standard and annotate the standard you plan to teach.  Determine what students need to know, understand, and be able to do to meet/achieve the standard. Re-read domain heading and cluster to identify connected/related standards. Identity potential student misconceptions, misunderstandings, or mistakes. Identify Academic and Domain-Specific Language (Key Vocabulary).
Refer to GADOE Guide-Rubicon Atlas-Teacher Content Development Tools folders 1 & 4


Assessment Development (part 2)
Determine how students can show mastery by identifying quality questions, crucial skills needed to master the standard. 
Note: The assessment doesn't have to be polished at this point, but the design should be specific enough to show exactly what students will have to do to demonstrate that they have mastered the standard. Be sure you require students to do more than retrieve factual information. Make sure they will be required to demonstrate higher-order cognitive processes, such as application, understanding, analysis, and synthesis.

Plan
Using high impact teaching strategies, design a rigorous standards-based lesson to help student master the standard. 
Note: Reference the class/learner profile, differentiate learning based on data, and determine scaffolds /instructional support.
Monitor
Corrective Instruction Strategy 
After teaching the lesson, be prepared to analyze student work to identify strengths and gaps.  Revisit misconceptions identified during the impact stage. Identify the corrective instruction activity or strategy you will use to address student misconceptions and mistakes? 

Management

Work SMART
Arrange to share copies of the lesson plan and the assessment for all teachers in the target group to use. Agree on who will produce finished copies of the assessment and lesson plan for team members. Identify the resources and materials that need to be gathered for lesson success.

Reflection and Next Steps
Before the next planning session, team members teach the lesson to their classes and use the common assessment they’ve designed to determine what students have learned. Teachers summarize results for their own classes. They look at more than grades. They reflect on patterns. What concepts/skills did students master? What concepts/skills were difficult for many students? What needs corrective instruction or further development? Where do they need to focus next?





Wednesday-Content based and led by the Instructional Coach during planning time.
Focus: How to teach the upcoming standards 
Activating Strategy/Mini Lesson (include graphic organizer)/Closing for next week
Activating strategy- Teachers will meet to reflect over the following questions noted below. Answers to questions will be noted on lesson plan.
6. What is your activating strategy? How will you engage learners (Include real-world connection)?
Mini Lesson –Teachers will meet to reflect over the following questions noted below. Answers to questions will be noted on lesson plan. Reference to the standard/learning target/EQ.
7. What explicit instruction will you provide to teach students the standard? 
8. Which graphic organizer will you utilize to help students understand the concept? 
9. What key vocabulary will be discussed? 
Graphic Organizer
6. How will the graphic organizer help students to organize their thoughts to better conceptual understand the skill?
Closing Teachers will meet to reflect over the following questions noted below. Answers to questions will be noted on lesson plan. 
7. What formative assessment will be administered to check for understanding?
8. How will misconceptions be clarified?




Common Assessment Structure
· Minimum of 5 Questions
· Must contain one constructed response
· Must contain 1 extended response (multiple part questions)
· Must contain 3 Multiple Choice
· 2 of the three must have multiple answers
· 1 of the three must contain 1 multiple choice answer
· [bookmark: _Int_IXtqZHzy]Extended Writing response must be added to ELA common assessment (bi-weekly). 

Sample minutes from Data Team Meeting
Minutes: The team met on the above date to discuss the results of last week’s common assessments. The findings included the results noted on the DAP sheet attached. Mrs. Johnson noted that allowing her students to solve the problem utilizing base ten blocks before moving to paper and pencil help her students understand subtraction with regrouping. Next steps include reviewing subtraction with regrouping by implementing a 15- minute problem of the day that focus on the skill. Students will utilize base 10 blocks and the R.I.C.E strategy during the review session.
Sample minutes from collaborative planning session with the Instructional Coach
The team met on the above date to discuss strategies for teaching Main Idea. The team discussed modeling and exposing students to the main idea through a variety of text and illustrations. Students will be provided with illustrations and will be tasked to note the main idea and evidence noted through the illustration to support the main idea. Students will be provided details and tasked to derive the main idea. Students will be provided the main idea and tasked to derive the details to support the main idea. Students will be provided text and tasked with determining the main idea and details. Teacher will interchange key terms such as topic sentence, summarizing, evidence, & etc… when teaching this standard. The common assessment will assess student’s comprehension of the standard through constructed responses, extended response, and multiple answers to multiple choice questions. 

CALENDAR
Each teacher is given a copy of the school calendar (also included in the Staff Handbook). It is the duty of each staff member and teacher to schedule personal appointments at times when they will not conflict with school functions.
The principal or her designated representative will very carefully control the school calendar of events and activities. Consult the calendar in the office as you sign in each morning. It is a good policy to look ahead several days to see what activities are planned.
CELL PHONE POLICY 
Teachers may bring their cellular phone into the classroom. However, it is required that the cellular phone be silenced when students are present, during instruction or when on duty so that the incoming calls cannot be disruptive. The cell phone may only be used in the case of an emergency where the life or health of a student or staff member is in present danger, before or after school and during planning time for official business only. 
CERTIFICATION 
Meeting requirements for certification is the responsibility of the teacher.  This includes gathering information, completing requirements, and providing the school with a copy of the current certificate.  It is also the teacher’s responsibility to maintain the certificate through the renewal process. All certified and classified personnel who possess certificates must provide the principal with a copy of their certificate by August 15th.  Please submit your certificates to the bookkeeper, Mrs. Anderson.  

CHILD ABUSE
All suspected cases of child abuse must be reported to the Counselor or Principal immediately.  Never discuss the situation with parents. State law requires following through with a report for suspected child abuse. You can be arrested for failing to report suspected child abuse
 
CLASSROOM HOUSEKEEPING 
[bookmark: _Int_ngM6e7Gn][bookmark: _Int_2RntDFWY]Classrooms are to be kept neat, tidy, and reasonably clean at all times.  The arrangement of the classroom is the teacher’s responsibility and should be conducive to good order, discipline, and learning.  
In addition to actual classroom teaching, there are other tasks in the classroom that need the teacher’s attention. An attractive classroom creates an atmosphere for better teaching. Some of the specified duties are:
· Report damaged or broken property at once.
· Keep paper off the floor and the classroom clean and free of clutter. (Please do not place unwanted items in other areas of the building)
· Seat pupils with minor sight or hearing difficulties to their best advantage.
· Require prompt attendance in class.
· Follow carefully the directions concerning attendance reports.
End of day routine:
a.	Windows closed
b.	Desks arranged, paper off the floor
c.	All lights off, cabinet locked with items of value inside
d.	Blinds are completely lowered and closed
e.	Money and other valuables are locked in a vault (the school will not be responsible for missing personal property)
f.	Check and comply with the weekly bulletin
g.	Dismissal — Teachers assume responsibility for order in the hall and dismissal from classes
h.	Emergency teaching plans in the substitute folder
PLEASE NOTE: In case of emergency, such as broken windows/locks, running water, broken toilets, etc., notify the OFFICE immediately.  
 
CLASSROOM INTERCOMS 
Classroom intercoms are only to be used for EMERGENCIES, not as a form of general communication (i.e., to see if the nurse is in her office, to request copies be delivered, or to request custodial supplies, or to request items from the office, or to ask office personnel to call parents). Intercoms were placed in classrooms for emergency situations.  An example would be if you have a visitor who does not have a visitor’s pass and refuses to leave your classroom or is causing a disruption in your class. 
 
CALENDAR
Each teacher is given a copy of the school calendar (also included in the Staff Handbook). It is the duty of each staff member and teacher to schedule personal appointments at times when they will not conflict with school functions.
The principal or her designated representative will very carefully control the school calendar of events and activities. Consult the calendar in the office as you sign in each morning. It is a good policy to look ahead several days to see what activities are planned.
CONFERENCES
[bookmark: _Int_StmovgZI]Conferences with parents may be scheduled for any afternoon other than Thursday. Every effort will be made to ensure that parents do not interrupt your instruction (unless invited by you). However, some parents may bypass the office. You are requested to be polite but firm in telling parents that you cannot talk with them during school hours. Use good judgment in this matter. Conferences will be scheduled by individual teachers or through the office. Please return all calls to parents after 3:30 p.m. the day their conference request is made. Conferences should be scheduled with all parents early during the school year.  Retain copies of all requests for conferences that you send home with children, and evidence of conferences that take place. This is for your protection. “Request for Conference” forms may be obtained in the office. Document all conferences in the contact log noted in Infinite Campus.

COMMITTEES 
Serving on committees is an important function of a school and the school system. We need representation at the school and county levels. Serving on the committees exemplifies our professional pride and attitude. Staff members WILL serve, when requested, on committees that help make our school system and our school better. Committee meetings are held on the first and third Wednesday of each month. This is also part of your TKES and other duties as assigned. 

PARENT COMMUNICATION
Building a partnership with parents is essential to students’ success. Teachers are required to communicate with parents. It is mandatory that call logs, letters, and in-person conferences are documented under the contact log noted in Infinite Campus. Class Dojo is the resource used to maintain consistent communication with parents. This practice is supported by TKES Standard 10: Communication and will be considered to determine performance. 

ALL teachers must make weekly parental contact for the following reasons:
a. Student grade falls below a 70 or 2.
b. Student is failing the course
c. Student is misbehaving in class
d. Attendance issues


CORPORAL PUNISHMENT OR PHYSICAL CONTACT WITH STUDENTS
Neither teachers nor administrators will use any form of corporal punishment at WGE.  Parents will not be allowed to administer corporal punishment on the school grounds. Never hit a student in any way. Do not touch a student for disciplinary purposes. Do not pull on a student, push a student, grab a student’s arm, or pull on a student’s shirt or coat.

CUSTODIAL SERVICE
It is our aim to always have a well-kept building. Requests for repairs and janitorial services, other than routine, must be made through the Head Custodian, who will pass the information to the principal. Custodians are instructed to take their directives from the principal. A good custodian is one of the strongest links in a good school organization. Please treat them with respect and dignity





DAILY SIGN-IN AND SIGN-OUT PROCEDURES
[bookmark: _Int_gpDWaTpg]Each faculty and staff member is required to sign in and sign-out each workday on the computer located in the front office. You may also sign in on the Frontline app when you are on school premises. This includes school nutrition and custodial staff members as well as all certified and classified staff members. This is required for payroll and attendance documentation. 

[bookmark: _Int_zsbPtyFE]This report will be run daily and will be used to complete payroll and attendance reports. You may not sign in as any other staff member. Violation of this policy will result in a letter of correction.

DATA NOTEBOOKS
All teachers are required to maintain a data notebook for their students. The notebook should regularly be updated and used for making instructional decisions.

DRESS CODE
APPROPRIATE ATTIRE
Professional dress during school hours is mandatory. Friday is spirit day. This day should be treated as a business casual day. Teachers are to wear a Wilkinson Gardens t-shirt or a shirt that is the grade level color or school colors, jeans (no rips/holes $3), or khaki slacks. Brief definitions and checklists have been provided for you to assist you with wardrobe planning. REMEMBER “We lead by example.”
Professional Business Wear-suits, jackets, ties or collared/polo style shirts for men, suits, dresses, and skirts for women (business/casual-internet) 
Business/Casual-Comfortable, yet professional attire, i.e., khaki, blouse, polo shirt, no leggings, spandex, or t-shirts (Business/Casual –internet)
Teachers/Paraprofessionals/Secretaries
1. The following clothing cannot be worn:
a. Shorts of any type unless working in PE or field day
b. Tank tops
c. See-through blouses
d. [bookmark: _Int_Tny6CNd1]Mini-dresses.  All clothing should be no shorter than 2 ½ inches above the knee.
e. Sweatshirts, sweatsuits, jogging suits, or wind suits
f. No sleeveless shirts unless always covered with a jacket or sweater
g. No short shirts (raise your arms if your skin shows it is too short)
h. No leggings
i. No skorts except on field day
j. No revealing shirts (low cut, tight, sheer)
2. Jeans cannot be worn, except on field day, pre- and post-planning days, or days approved by the principal.
3. Men are to wear slacks that are neat, clean, and free of wrinkles, casual shirts with collar or dress shirts with ties.
4. Sneakers are not allowed unless a medical statement is on file in the office or permission from the principal.
5. Everyone is expected to dress in a professional manner and be well groomed. 
· Capri pants below the knee
· Open toed sandals 
Athletic/Tennis shoes on non-jeans days are strictly prohibited!

MAIL
Each teacher should check teacher’s mailboxes in the morning, at midday, and in the afternoon. Do not send students to get your mail unless instructed by the office to do so.
 DUTIES
To promote orderly procedures, it is necessary that teachers participate by assignment in special duties. These assignments will be made at the beginning of each school year.
All teachers and teaching assistants will be assigned morning and afternoon bus duty, recess duty, and breakfast duty. The principal will make these assignments and no changes or substitutions should be made unless authorized by the principal. If you have an assigned duty and will be absent, you are expected to secure someone to take your place.
[image: Image result for field trips]


FIELD TRIPS
Field trips are encouraged for all grade levels. Each trip must be approved by the principal, and each field trip must be educationally beneficial and directly related to a current area of study. Field trip request forms must be requested online for approval at least 2 weeks in advance. Sack lunch requests must be submitted 3 weeks in advance. Transportation arrangements must conform to the Board of Education regulations. Permission slips are required for each participant and must be taken on the field trip. Please see the school secretary for forms. Dress appropriately for the activity. Field trip money must be turned in by noon each day on the appropriate form to the bookkeeper. A field trip form must be given to every child. An administrator must be consulted about any concerns regarding a student’s permission to attend a field trip. 

FIRE DRILL PROCEDURES
In compliance with state law, this school will hold at least one fire drill each month. The first such drill each year will be announced on the day and the time for the purpose of familiarizing students and teachers with exit routes and assembly areas. All subsequent drills will be executed without warning. At the sound of the fire alarm signal, all personnel will leave the building in an orderly manner by way of designated routes and exits. An exit plan is posted in each room of the school, and teachers are to make sure that all students are familiar with the route to be followed and the exit to be used by their class.

Each Teacher shall instruct his or her students in the proper behavior during a fire drill or emergency. These instructions must include at least the following topics:
•	Walk, do not run
•	Be quiet, do not talk in order that instructions may be heard over the speaker system
•	Remain calm
•	Do not crowd together, but remain a part of the class
•	Listen and obey the Teacher’s instructions


The teacher is to remain in the classroom until all students have departed and then close the door as he/she leaves the classroom. Please bring your attendance book with you to take attendance during the fire drill. Complete the fire drill slip provided and turn the slip in to the designated person for your location.
 
Since a fire or other emergency or disaster may block one or more exits, it will be the practice to block one or more exits during every fire drill except one. Teachers are to explain to their students the procedures they are to follow in such cases. This procedure will train students to remain calm and responsive to the Teacher’s instructions when an alternate route must be used. Students will be instructed to stop and remain calm and quiet when they encounter a blocked exit and wait for further instructions from their teacher, who will lead them to a different exit. The new route selected by the teacher should not interfere with the exiting of other classes, but it should follow the last class using the new exit route.
Fire Procedures and Maps are to be posted in a visible location in the classroom near the light switch.
GRADE CHAIRS FOR 2025-2026
· Pre-K- Rosemary Rowe
· Kindergarten- Vanessa Woodlief
· 1stgrade- Kathryn Greene
· 2nd grade- Yolanda Toney
· 3rd grade-Ashley Bailey
· 4th grade-Mrs. Tamika Cook
· 5th grade – Alysa Larke
· SPED-Ava Sawin



GRADING
Grades are to communicate effectively to parents and students. Therefore, the basis of their assignment should be clearly articulated. In assessing classroom work/performance, the focus should be placed on the student demonstrating that he or she has learned the written curriculum as defined by curriculum objectives and mastered the intended Standard.
Requirements:
· [bookmark: _Int_PjEgclYf]At least 1 grade per week per subject entered into IC (Infinite Campus)
· [bookmark: _Int_aRiKgLeC]At least 18 grades per semester per subject entered into IC (Infinite Campus)

HALL PASSES
Students may not leave the classroom without a hall pass. Each student should have their own pass. The pass should indicate the teacher’s name and the location to which the student is reporting to.
HOMEWORK 
The RCSS has a homework policy. Please review this policy individually and as a grade level. Please make sure that your homework is aligned with the appropriate grade level standards and with the appropriate instructional materials for your grade level and subject content. Daily homework is required, and time limits are established. Please follow the policy as directed by the district. 

HOSPITAL/HOMEBOUND INSTRUCTION
[bookmark: _Int_yZHFYvWx]The child who has a medically diagnosed, physical condition which is non-communicable and restricts him/her to his/her home or to a hospital for a period of time and which will significantly interfere with his/her education, may be eligible for the service of a home/hospital instructor. For an individual to receive hospital or home instruction, a qualified physician must declare that the child is physically able to profit from educational instruction. Other criteria must also be met. Special Education, the school, and the home will work together as a team to provide the student with the best possible instruction during the student’s absence from the regular classroom. Your hospital/ homebound POC is Shea Beasley. Please email Mrs. Beasley and Mrs. Bailey the name of the student who is hospitalized or will need homebound services. Please copy Mrs. Bailey on all correspondence relating to hospitalized students or students receiving homebound services.

INSTRUCTIONAL SCHEDULES
All teachers should submit their instructional schedules to the Instructional Coach for review on the 2nd Monday after the beginning of school. Teachers should collaborate with their grade levels and review the curriculum guide for the appropriate amount of time that should be spent on each content area. Instructional cards should include lunch, specials, recess, dismissal, etc. Please submit class schedules to Ms. Nicole Jones. Once the IC approves the schedule, she will submit the schedule to Ms. Elrod for final approval. Ms. Elrod will return schedules to teachers with her initials in the top right corner. Schedules may be posted once they are approved.


KEYS
Each Teacher will be issued a key to his/her classroom and a badge to enter the front door of the school. Teachers are expected to exercise the utmost care and security of school keys and badges. Non-school personnel should not have access to your keys or badge. School keys should NEVER be duplicated. There is a $5.00 fee to replace a lost key and a fee to replace your badge. Faculty and Staff must enter and exit the building through the front door only. Never admit anyone through any other entrance. This is for your safety as well as our students and our colleagues. 

[image: Image result for lesson plans] LESSON PLANS 
The success of the instructional program depends to a large extent on the planning that goes into the program.  Much emphasis will be placed on the planning during the year.  Always have extra activities planned for students who finish early.  Library books, reference works, creative stories, and educational games are excellent examples.  Be consistent and be clear about assignments.
We realize that children learn at different rates and lesson plans must be flexible so that they meet the teacher's needs as well as the students' needs. Current lesson plans must be placed at the visitor’s desk, which is identified and mandatory in each classroom.	
Lesson plans are expected to be submitted in Canvas each Friday no later than 9:00 a.m. Plans should be readily accessible in two locations: 1-Canvas and 2 -Lesson plan book located in the classroom at the visitor’s desk. Each teacher should submit his/her individual plans.










STAFF MEETING SCHEDULE
	Week of Month
	Thursdays @
3:15-4:15
 

	1st
	Faculty Meetings

	2nd
	Leadership Team

	3rd
	Committees (Wednesdays)

	4th 
	None



STAFF MEETINGS/THURSDAY MEETINGS
Thursdays are reserved for Professional Development and staff meetings (Thursday Meeting Rotations are provided above). These meetings will begin at 3:30 p.m. These meetings take precedence over other activities such as conferences and other personal appointments.  Permission must be obtained from the principal before missing a Thursday meeting. 

LETTERS AND BULLETINS
The principal must approve letters or other communications prepared by teachers or students, parents, and community partners.

PBIS/DISCIPLINE
WGE School-wide Discipline Plan
[bookmark: _Int_fdVmPXCm][bookmark: _Int_8snQbSAq][bookmark: _Int_z7MTs4Xh]The culture of our school is shaped and molded by the staff and students of Wilkinson Gardens. That means that we all can create the environment that we want to work in each day.  Please help to create a positive environment where we encourage instead of demean, motivate instead of discourage, problem-solve instead of complain, and where we are proactive instead of being reactive.  The learning environment in your classroom sets the tone for the behavior students exhibit in the classroom. When students are involved in engaging, relevant, rigorous activities (TKES Indicators 2 and 3), discipline issues are less likely to occur. A positive learning environment (TKES-Indicator 7) will yield a conducive classroom where students are able to excel. The tone we use with our students (TKES-Indicator 10) determines how our students will respond to us. Please know that we are here to support you in any way. Let us work together as a team to follow the discipline procedures in place and help all our students achieve success.

Overview of School-wide Discipline Plan Documents

Conduct sheet/Teacher documentation: This document contains the student conduct sheet and the teacher documentation sheet that will follow students to all locations, to include specials and lunch. A copy of the teacher documentation log has been placed in your box. Please attach the documentation form to a clipboard.  Documentation should be stored in Class Dojo as well.

Reflection Sheet 
Every teacher should have a buddy teacher. Students are to complete a reflection sheet in the buddy teacher's classroom. Each teacher will need an isolated desk to use as a reflection chair in their class. K-2nd students should remain out of the classroom for a total of 15 minutes during reflecting time. 3rd-5th grade students should remain out of the classroom for a total of 30 minutes during reflecting time. Students should return with the reflection sheet completed. The student will progress to parent communication if the student refuses to complete the reflection. 


WGE PBIS Matrix (noted on next page)
A poster of specific components of the matrix will be posted in every classroom and throughout the building.  It identifies what ROAR-ing behaviors look like inside and outside of the classroom. Please review and discuss the matrix with your students daily for the first three weeks of school, and as needed thereafter. 

WGE Hierarchy of Discipline (noted on next page)
[bookmark: _Int_YD0VWV5O]Teachers are to utilize this document when submitting an online referral in SPOTLIGHT. Please file the student's reflection sheet and conduct documentation. The administrative staff will call for the student. This is for the safety of the student and staff members. Administrators are not always present in the office or available at the time that the student is sent to the office by the teacher. As a result, students are left in the front office unattended or found roaming the hallways.  If needed for Tier 3 and 4, the student may be placed in a time-out setting in another classroom until the student is called by an administrator.
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	[bookmark: _Hlk141856971]R.O.A.R.
	Classroom
Voice Level 1

	R






Respectful to others
	· Raise your hand
· Take turns 
· Be kind to others 
· Keep hands, feet, and objects to yourself



	O






[bookmark: _Int_l6yKRELi]Orderly at all times
	· Use classroom manners
· Keep your area neat
· Listen to your teacher
· No running or horse playing 


	A






                     Always Putting Safety First
	· Maintain self-control
· Listen and follow directions
· Ask before leaving your seat
· Report any problems to the teacher 


	R






Ready for success
	· Try your best
· Participate
· Learn and follow classroom expectations






[image: ]
	Level One:
 Incidental Violations
[bookmark: _Int_WZvZaNWP](Non-referred/Non-recorded)
	Level Two: 
Minor Violations
(Non-referred/Recorded)
	Level Three: 
Major Violation
(Referred/Recorded)
	Level Four: 
Illegal Violation
(Referred/ Recorded)

	
Running
- Loud Voices/Yelling
- Off-Task Behavior (classwork, sleeping, talking, or playing during instruction, horse-playing)
- Name Calling (no profanity)
- Out of Seat
- Missing Homework 
-theft (class tools)
- Other: 


	
- Lying/Cheating
- Indirect Inappropriate Language or Gestures
- Inappropriate Dress
- Spitting
- Third Level Offense
-Name calling with profanity
-inappropriate internet use
- Other:  
	
- Fighting/Physical Aggression
- Harassment/Bullying
- Overt Defiance
- Property Destruction/Misuse
- Theft (money, cell phones, secure items)
- Forgery
- Cyber bullying
- Skipping Class
Insubordination (walking out of class)
- Third Level Two Offense
- Reference in conversation, writing or pictures to weapons or acts of violence
- Taking pictures/video without consent
- Other:

	
- Drug Use/Possession
- Weapon Use/Possession
- Truancy
- Arson
- Bomb Threat
- Extreme Property Damage or Vandalism
- Combustibles
- Assault/Threats
- Other:

	Level One: 
Incidental Violations
	Level Two:
Minor Violations
	Level Three:
Major Violations
	Level Four:
Illegal Violations

	Teacher-Handled: The Teacher addresses the behavior using classroom management strategies or loss of privileges.

-Duplicate actions should be documented three times before it is moved to the next level
	Teacher Handled: The teacher addresses the behavior using logical consequences (apology of action, take a break, or loss of privilege, focus room).

Duplicate actions should be documented three times before it is moved to the next level
	[bookmark: _Int_fOnRtQkl]Office Managed: Page the office where the 
principal will address the behavior.

	Document on your clipboard and Class DoJo


1. Verbal Warnings
2. Loss of Dojo point
3. Different Class/ Reflection
4. Parent Conference
5. Counselor referral

	MIR: Teacher will complete a MIR in SPOTLIGHT print a copy for the student to take home, and file returned signed document. 

1. Verbal Warnings
2. Loss of Dojo point
3. Different Class/ Reflection
4. Parent Conference
5. Counselor referral

	ODR: Teacher will complete at ODR in Educator’s Handbook and call the office to escort the student (depending on severity). Administration will deliver the consequence according to the severity of the behavior and district policy. 



PARTIES
[bookmark: _Int_5fAnq4ex][bookmark: _Int_mRgYOphV]Two formal parties are permissible during the school year A Winter Holiday Party and End of the Year Party. Parent volunteers may help plan the parties, but the teacher is responsible for the actual party activities. Strict supervision and control must be maintained. Parties may not begin before 1:30 p.m. Other celebrations in the room, such as birthday parties or going away parties for students will not be allowed. Parents may bring cupcakes during lunch in celebration of students’ birthdays. Any other treats should be cleared by Administration. 
        PLANNING 
Planning periods are provided for all members during the designated schedule time. Please use this time for the purpose intended. This is an excellent time to cooperatively plan, analyze data, conduct MTSS meetings, and participate in professional learning and/or parent conferences as they relate to the curriculum or general aspects of the total school. This is not a “free” time for non-duty related activities. Please refrain from attending to personal issues during this time, entertaining other staff members during this time, or any other activities that will hinder the fulfillment of the expectations of data reflection, planning, and instructional preparation.
RECESS
Recess is not a duty-free activity. Teachers must always supervise students while outside for recess. Teachers should not take chairs outside during recess, as this prohibits the process of active supervision. 
Pre-K & kindergarten will use the playground equipment designed for their use. 1st -5th grades will utilize the larger playground through the side exit door on 5th grade hallway. Recess times should be included on your instructional schedule that you turn in to the Instructional Coach for approval. Please be vigilant and supervise your students during recess. 

Report Cards/Progress Reports 
[bookmark: _Int_f6MZ0RDF]Report cards are sent home every eighteen weeks. The envelope must be signed and returned. The parent's signature is required so that the teacher will know that the parent has seen the card. It does not signify that the parent agrees with the marks on it. Please note the report card schedule located on the academic calendar. A conference must be scheduled for every student who is not passing all subject areas. Documentation of the conference must be collected and noted in IC contact log. Please retain a copy of the conference notice sent to parents.
[bookmark: _Int_ignx93G3]Progress reports are sent home every 6 weeks. The envelope must be signed and returned. The parent's signature is required so that the teacher will know that the parent has seen the card. It does not signify that the parent agrees with the marks on it. Please note the progress report schedule located on the academic calendar. A conference must be scheduled for every student who is not passing all subject areas. Documentation of the conference must be collected and noted in IC contact log. Please retain a copy of the conference notice sent to parents.
[bookmark: _Int_9suMVgAF]A conference must be scheduled for every student who is not passing all subject areas. Documentation of conference must be collected and noted in IC contact log. Please retain a copy of the conference notice sent to parents.


REPORTS
[bookmark: _Int_pCznIdVG][bookmark: _Int_05N4o1Ou]Reports are a necessary part of teachers’ duties. Records should be kept up-to-date and care exercised to ensure accuracy and completeness. Please make it a habit to be prompt with all required reports.  Tuesdays are designated for data analysis.

RESPONSE TO INTERVENTION (RTI) 
The RTI was designed to provide classroom assistance to any student who is experiencing learning and/or behavior problems in school by providing support to the child's teacher and by serving as a consultant group. Please refer all RTI students to the MTSS Facilitator. Teachers do not wait until the last nine weeks to refer a student for an RTI. Referrals should be done in a timely manner. Please remember to check the student’s permanent record for previous RTI. 

SPEAKERS (RESOURCE)
Many resource speakers visit our schools each year and complement the instruction provided by our teachers. However, not everyone who provides resource speaker services to the schools complements the instruction provided by the classroom teacher. Some are overzealous in presenting their personal views on a given topic, and some have political or financial profit as a motive in appearing before a captive audience of students.
To make the most effective use of resource speakers in our school, the following guidelines will be followed:
[bookmark: _Int_qMeez36N]The school principal must approve any resource person who is invited to speak to staff or students at a local school. A “Guest speaker” form is located in the front office. 
A teacher who invites a resource person to speak to his/her students will provide the resource speaker with a general outline of the content to be covered (excerpts from course guides can serve this purpose).
Prior to the scheduled visit of the resource person, the local teacher prepares the students for the visitor’s presentation.
[bookmark: _Int_0p6XSxo1]The local teacher who extends the invitation to a resource speaker is present at all times during the presentation by the local teacher. Local administrators are informed in advance and are encouraged to attend the presentation. In the event the visitor deals with a controversial topic, such as drug education, sex education, or values education, the local school administrator is expected to be in attendance.
The teacher who extended the invitation to the visitor expects a follow–up discussion of the resource speaker’s presentation.
Resource speakers are not allowed to promote or sell commercial products to students. (For example, a resource speaker about dental care may encourage students to brush their teeth regularly, but cannot promote or sell a specific brand of toothpaste or toothbrush).

SURVEYS AND QUESTIONNAIRES
The principal must first approve in writing any survey or questionnaire to be sent to a school to be filled in by any staff member or pupil.

[image: Image result for no smoking]TEACHERS SMOKING
[bookmark: _Int_7ygDo8Qi]Smoking is prohibited in the building and on the campus at all times.
     
Our Teacher’s Lounge is a place that belongs to all of us. We must all cooperate and keep it a pleasant and attractive place. Please make sure you remove all old food from the refrigerator. You may eat in the lounge. The time spent in the lounge must be kept at a reasonable length. Students are not allowed in the lounge. Vending machines are available for adults only. DO NOT BUY STUDENTS DRINKS OR SNACKS FROM THE VENDING MACHINES DURING SCHOOL HOURS. 
[image: Image result for tornado drill]



Procedures: 

1.	Close all classroom windows and doors.
2.	Go to the designated area as indicated on the map.
3.	Students should be seated on the hall floor with their heads to the corridor walls. Coats and jackets can be used to cover heads, arms, and legs, to reduce the number of injuries from flying missiles of glass and other debris.
4.	There should be no talking during the tornado drill.
5.	The signal for the tornado drill will be as follows:
Announcement over the PA system: “We are experiencing severe weather. Please take cover.”
Note: If severe weather occurs during dismissal time, students will be kept in the school.
Please post the Tornado Drill Procedures and Map on the wall inside your classroom near the door.

PERMANENT RECORDS
Permanent records are to remain in the vault unless the teacher is working on them. Permanent records must not be left in a classroom unless the teacher is with them. They are never to be taken home. All permanent records are to be secured in the vault at the end of each day. All entries must be made in permanent black ink. The Counselor will view all permanent records that are to be sent to another school. All permanent records are to be filled out properly. All permanent records must be signed out before they leave the vault and signed in when they are returned. The sign-in/out form is with the Counselor. Paraprofessionals and students are not allowed to access or handle permanent records. 

STUDENT MAKE-UP WORK
[bookmark: _Int_rQ8UMGqH]Students who miss assignments or tests due to non-attendance at school and/or class shall be allowed to make up work. It is the responsibility of the parent and/or student to see the teacher, determine the work that must be made up, and turn in that work within one week. 
 


STUDENT MEDICATION
Students may bring their own medication to school, marked clearly with their names and kept in the clinic. The medication must be carried to the clinic before school and picked up after school. Students who need to leave medication at school must have their parents complete and return an authorization form. No medication will be administered without proper documentation.
If a student is on prescribed medicine, a copy of the directions for giving the medicine should be given to the nurse in the clinic. The medicine must be left in the clinic, and the student sent to the clinic to take it. 

STUDENT RECORDS
All records must be kept strictly according to instructions and must be done accurately. Student records and reports submitted to the office must be turned in alphabetically. All student records are strictly CONFIDENTIAL. STUDENT RECORDS MAY BE DISCUSSED WITH THE STUDENT AND HIS/HER PARENT OR GUARDIAN ONLY. 

SUPERVISION OF STUDENTS
The teacher is responsible for the constant supervision of students. At no time during the school day should students be left unsupervised. Teachers are not to place students in the hallway unsupervised as a behavioral consequence.

SUPERVISION & SAFETY
[bookmark: _Int_nc3sgk9L]Teachers and/or other staff members shall practice good rules of safety. No one shall climb ladders, hang baskets from the ceiling, stand in chairs, or any activity that could lead to accidents and/or injury that would jeopardize you, students, the school or the Board of Education in the loss of service in any way. It is the teacher’s responsibility to notify the parent when a child is ill or hurt, and also notify the school nurse, the front office, and the principal.

BATHROOM PROCEDURES
We are extremely fortunate to have bathrooms in our classrooms and do not have to leave our classrooms and lose valuable instructional time to take our students to the hall bathrooms. Please be reminded that the classroom bathrooms and the hall space that encase the bathrooms are NOT to be used as storage areas but as bathrooms for our students. The above actions are both safety and fire hazard infractions. 








WITHDRAWING STUDENTS 
Teachers, please notify the office as soon as you learn that a student is withdrawing from Wilkinson Gardens. We ask parents to give the office 24-hour notice, but sometimes the parent will tell the teacher and not the office. A withdrawal form must be filled out completely for any student withdrawing from school. All information should be entered, plus any additional information that you would like to add. Forms are available in the office. A copy of the report card and the report card envelope should be attached to the withdrawal form. Do not send any workbooks with the student to the new school. 
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Figure 1: Teacher Keys Effectiveness System
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Figure 3: TAPS Performance Standards

1. Professional Knowledge

The teacher demonstrates an understanding of the curriculum, subject content, pedagogical knowledge, and the
needs of students by providing relevant learning experiences.

2. Instructional Planning

The teacher plans using state and local school district curricula and standards, effective strategies, resources,
and data to address the differentiated needs of all students.

3. Instructional Strategies

‘The teacher promotes student learning by using research-based instructional strategies relevant to the content
area to engage students in active learning and to facilitate the students” acquisition of key knowledge and skills.
4. Differentiated Instruction

‘The teacher challenges and supports cach student’s learning by providing appropriate content and developing
skills which address individual learning differences.

5. Assessment Strategies

The teacher systematically chooses a variety of diagnostic, formative, and summative assessment strategies and
instruments that are valid and appropriate for the content and student population.

6. Assessment Uses

The teacher systematically gathers, analyzes, and uses relevant data to measure student progress, to inform
instructional content and delivery methods, and to provide timely and constructive feedback to both students
and parents.

7. Positive Learning Environment

The teacher provides a well-managed, safe, and orderly environment that is conducive to learing and
encourages respeet for all

8. Academically Challenging Environment

The teacher creates a student-centered, academic environment in which teaching and learning occur at high
levels and students are self-directed leamers.

Professionalism and Communication

9. Professionalism

‘The teacher exhibits a commitment to professional ethics and the school’s mission, participates in professional
‘growth opportunities to support student learning, and contributes to the profession.

10. Communication

The teacher communicates effectively with students, parents or guardians, district and school personnel, and
other stakeholders in ways that enhance student learning.
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Richmond County Board of Education
Paraprofessional Appraisal Record

Employee: School:
Social Security # No. of years in School System:
Observation Date: Assignment:

Conference Date: ‘Supervising Teacher:

‘This appraisal is for the period from to

‘The circled number indicates the evaluator's perception of the paraprofessionals level of proficiency using the

following scale.

4. Above Average - Accomplishes assigned tasks with minimal supervision.
3. Satisfactory - Perfoms tasks satisfactorily with supervision.
2. Needs Improvement - Requires concrete examples and maximum supervision.

1. Unsatisfactory - Requires maximum supervision and has difficulty performing assigned tasks.

L Instructional Responsibilities
Assisis teacher with small group or individual actviti.

‘Assists with supervision of students using patience and understanding.
Offers assistance when there is an obvious need for help.

Plans for activities assigned.

Assists with student monitoring and checking as designated by the teacher.
Assiss in providing attentions to individual differences.

Assists teacher in evaluating students fairly and effectively.

Motivates students.

Assists in developing a variety of instructional materials.

10. Evaluates students objectively as assigned by the teacher.

1. Is familiar with daily instructional objectives.

Comments:

Cirele One

PO

1L Organizational Management
1. Assists with routine record keeping.
2. Assists with preparation of materials for instruction.
3. Secures and returns needed equipment.
4. Assists with classroom housekeeping and ordering of equipment and materials.
5. Observes student behavior and uses good judgment when acting in problem situations.
6. Assists teacher in providing a safe and orderly environment.
7. Uses time wisely and effectively.
8. Prepares for and carries out assignments.
9. Uses correct grammar when communicating orally and/or in writing.
10. Accepis changes in assignments willingly.

Comments:
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111, Interpersonal Skills

1. Is courteous and considerate of others. 4321
2. Follows directions casily. 4321
3. Accepts constructive eritcism and suggestions in a professional manner. 4321
4. Refrains from criticizing students and teachers of others. 4321
5. Works cooperatively with colleagues, teachers, administrators, and substitues. 4321
6. Expresses ideas effectively. 4321
7. Understands the difference in the roles of the teacher and the assistant. 4321
8. Uses discretion in discussing school matter. 4321

Comments:

IV. Policies, Procedures and Guidelines
1. Follow policies of school, 4321
2. Reports to wark regularly and on time. 4321
3. Adheres to school schedule (e. g. lunch, class changes). 4321
4. Maintains required records and submifs reports when duc. 4321
5. Obiains approval from the system level program dircctor/coordinator before enrolling. 4321

or attending an activity for credit hours if that activiy is not sponsored by the
director/coordinator.

Employee Improvement Plan Developed (Required for indicators 1 or 2) otherwise, optional
 Yes  __ Yes

Comments:

“To be completed by employee “To be completed by supervisor

1 have read this repor, discussed it with my
supervisor, and I feel that this report is
correct.

I focl that this report is an incorrect
appraisal of my performance and request
that the atiached statement be placed in my
‘personnel file with this repor.

I certify that I have discussed this report
‘with the employee named herein.

Teacher's Signature Date

Employee's Signature/Date

‘Principal's Signature Date
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“If you don’t have a
plan for your students,
your students will have
a plan for you.”

Emilie Eggleston
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