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The Star Polisher 

 

I have a great job in the universe of occupations. 

What do I do? I’m a “Star Polisher.” 

 

It’s a very important job. 

If you want to know how important, 

just go out at night and look at the stars 

twinkling and sparkling. 

 

You see, I’m a teacher. 

The stars are the children in my class. 

My job is to take them in 

– in whatever shape they come 

and shine and buff them 

and then send them out to take their places 

as bright little twinkling beacons in the sky. 

They come into my room in all shapes and sizes. 

Sometimes they’re bent, tarnished, dirty, crinkly, and broken. 

Some stars are cuddly, soft and sweet. 

Some stars are prickly and thorny. 

 

As I buff, polish, train, and teach my little stars, 

I tell them that the world cannot do without them. 

I tell them they can do anything 

or be anything they set their minds to. 

I tell them that the sky and the world 

will be a better place because of them. 

 

Each night as I look at the sky, 

I’m reminded of my very important job and awesome responsibility. 

I go and get my soft buffing cloth and my bottle of polish 

in preparation for tomorrow 

and for my class of little stars. 

 

~Leah Becks 
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SECTION I 

 

GENERAL INFORMATION 

 

PURPOSE OF HANDBOOK 

 
The purpose of this handbook is to put in writing the general policies and procedures that apply to the 

faculty, staff, and students at Tobacco Road Elementary.  Revisions will be made when necessary 

through memorandums from the principal.   In addition, teachers receive a Handbook for Teachers of 

Richmond County.  Teachers should also be aware of the rules and regulations governing the students 

in the Richmond County Student Code of Conduct and the Tobacco Road Elementary School 

Student/Parent Handbook.  Our faculty is governed by the policies and regulations set forth in all these 

handbooks. 

 

 

RICHMOND COUNTY SCHOOL SYSTEM (RCSS) MISSION AND BELIEFS 
 

 

Mission Statement 

 
Building a globally competitive school system that educates the whole child through teaching, 

learning, collaboration, and innovation. 

Vision 

The Richmond County School System will provide an equitable education for all students to prepare 

them for life beyond the classroom. 

Beliefs 

 Every person has the right to a quality education. 

 Education is the shared responsibility of the individual, home, school, and community. 

 Every person can learn. 

 Respect and acceptance are essential for learning and personal development. 

 A safe, healthy and orderly environment is essential to learning. 

 Communication is the key to understanding among people. 

 Excellence cannot be compromised  
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TOBACCO ROAD ELEMENTARY (TRE) SCHOOL MISSION AND BELIEFS 

Mission Statement 

The mission of Tobacco Road Elementary School is to educate students to become lifelong learners 

and productive citizens. 

 

Beliefs 

We believe: 

 All students can learn. 
 Usage of a variety of instructional strategies to support different learning styles. 
 Student learning must be promoted in a safe and secure environment. 
 Administrator, teachers, paraprofessionals, support staff, parents and the community share 

responsibility for educating all students. 
 Students provided with a solid academic foundation will become self-directed learners. 

 Students who are guided in the area of character development become confident, competent 

members of society. 

 Technology is an integral part of the school’s instructional program. 

 

Motto 

Giving our best EFFORT every day in every way! 

Theme 

Our STARS shine Bright like Diamonds! 

 

Vision 

Our vision at TRE is to become strong learners (academically and emotionally) and to become a 

nationally recognized School of Excellence and a national Blue-Ribbon School of Excellence. 
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GENERAL EXPECTATIONS 

 Teach all students to respond to the raised hand and “if you can hear my voice” signal. It will 

be used school wide.  

 

 No child may ever be used to render personal service for a teacher.  A child may not be sent 

to the store, coffee machine, parking lot, etc. 

 

 Students should not be sent out of the classroom without a hall pass. 

 

 No personal business enterprises may be conducted on school property and teachers may 

make no unauthorized monetary collections. 

 

 Funds may not be solicited from children without authorization from the administrator. 

 

 No person may ever sign in or out for another person.  Only administrators can authorize 

variations in time schedule. 

 

 Personnel are not to leave the building during working hours without specific authorization 

from the principal or the person in charge. 

 

 Daily schedules are not to be altered without prior approval from the principal.  Recess is 15 

minutes; P.E. and music classes are 45 minutes and lunch is 30 minutes. This includes 

travel time. 

 

 Avoid the physical contact with children at all times.  Physical contact may be used only to 

the extent absolutely essential for restraint in the face of harming self or others.  Corporal 

punishment must never be used. 
 

 Mass punishment is not allowed in the Richmond County School System (RCSS).  
Discipline only the students that are guilty of not following the rules or misbehaving. 

 

 Children should not be placed in the halls as a disciplinary measure. 

 

 No child may be sent home in the course of a day without office authorization.  No parent 

may pick up a child from class/school without office authorization. 

 

 No child should be kept in school beyond 3:15 p.m. without prior notification to, and signed 

confirmation from the parent. 

 

 No child is to be denied breakfast, lunch, milk, or ice cream. 

 

 A class should never be left unsupervised in the course of the school day.  Emergencies can 

be handled by contacting the office via the emergency call button or assistance from the 

teacher next door. 
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 Money that has been collected shall not be left in the classroom overnight.  If money is left in 

the classroom and lost or stolen, Richmond County School System (RCSS) will not take 

responsibility for its loss. 

 

 All visitors in the hall/classroom without a pass should be asked to report to the office. 

 

 Meetings, except Response to Intervention (RTI) meetings; Special Education staffing and 

scheduled parent conference during planning on Thursday, will be held before or after school.  

Do not schedule any conferences during instructional time. Parent-teacher conferences must 

not be held during class time.   They are held during planning on Thursdays. 

 

 Classes will not be interrupted during instructional time for telephone calls.  Please check 

your boxes for messages at least twice daily/ mornings and afternoon. 

 

 No instructional machine, equipment, or furniture may ever be removed or borrowed from 

school without permission and a receipt from the principal. 

 

 For the protection and long life of school machines, do not attempt to repair the machines.  

If you have a problem, please contact the office. 

 

 The RCBOE has approved two parties in the elementary school (Christmas and End-of-the-

Year parties). The principal must approve all other special events. 

 

 Do not cover the windows or window in classroom doors.  Keep them clear at all times. 

 

 Students are not to bring radios or toys to school unless approved by the teacher. 

 

 Each student enrolled in your class should have a report card.  A record should be made 

regardless of how long the student was at TRE. All sections should be completed.  If students 

transfer before the school term ends “pencil” in grades and teacher. 

 

 Teachers and paraprofessionals on recess duty should circulate among the students in order to 

closely supervise all activities.  Recess is not a break time.  Students must be supervised at 

all times. A certified person must monitor during recess. 

 

 Personal property of students may not be taken without providing opportunities for retrieval 

by the parent. 

 

 Any and all pupil injuries must be reported to the office. Accident reports must be completed 

and parents/guardians notified. 

 

 Do not transport students in your private vehicle without written consent from parent and 

authorization from principal. 

 

 Conserve energy. Close doors and turn off the lights whenever you leave the room. 

 

 Per directive from RCSS, all classroom doors are to be locked at all times. 
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 Bulletin boards should be used to their maximum instructional capacity.  They should be kept attractive 

and up-to-date.   

 

 All students should remain seated or in line in an orderly manner until properly dismissed for the 

appropriate activity.  The manner in which the students leave the classroom has a considerable effect on 

their behavior in the hallways.   

 

 Do not allow students to leave the classroom without a pass.  

 

 All homeroom teachers are to be signed in by 7:45 AM and greeting students at their classroom doors 

between 8:00-8:15 AM unless escorting students from the gym. 

 

 

 Teachers are not to leave classrooms unsupervised.  Lock classroom doors during lunch or anytime 

you are not in the room.  The teacher is responsible should something happen in the room when he/she is 

not there. 

 

 Teachers are not to leave the school at any time without first notifying the Principal. 

 

 Begin class on time.  Dismiss on time.   

 

 Check class attendance daily.  Accurate attendance is essential.  All teachers are required to update 

attendance in Infinite Campus by 9:00 A.M. daily. 

 

 

 A teacher with a well-planned lesson will have few disciplinary problems.  Keep the students actively 

engaged in the learning process.  Avoid too many rules.  Have a few and enforce them.  Be consistent.   

 

 Each teacher is expected to handle his/her own disciplinary problems.  If it becomes necessary to ask 

for assistance from one of the administrators, do so.  Remember, most disciplinary problems can and 

should be handled by the teacher.  Never send a student from the classroom because of disciplinary 

reasons.  Send someone to the front office to notify an administrator should you need assistance.  Time 

out should last no longer than 10 minutes. 

 

 

 Students are not to be sent to the office for report cards, permanent records, discipline forms or any other 

school forms that might find their way into improper usage. 

 

 If a teacher detains a student(s) after school for tutoring, clubs, etc., the teacher must stay until the 

student(s) departs.  Do not leave any student(s) at school without supervision.  

 

 Remember to watch what you say and to keep your hands off the students. 
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SECTION II 

EMPLOYEE INFORMATION 

 

EMPLOYEE WORKDAY 

The workday for certified personnel begins at 8:00 AM and ends at 4:00 PM.  All school level certified personnel 

are on-site 8-hour day (30-minute lunch included).  All school level clerical personnel are on-site 7 hours and 45 

minutes (30-minute lunch included).  School level clerical personnel are paid to work 7 hours and 15 minutes.  

The workday for paraprofessionals begins at 8:00 AM and ends at 3:15 PM. It is 7 hours and 45 minutes 

(inclusive of a 30-minute paid lunch).  Paraprofessionals do not work on Professional Learning Days. All school 

level employees are to remain on campus during lunch and planning.  Each employee is to sign in and out 

daily on the computer in the front office.  Employees are not allowed to sign in for others.  Employees should 

check their mailboxes and email daily upon arrival, during the designated planning time, and at the end of the 

day. If you must leave before the end of the workday, you must sign an “early leave” form located in 

bookkeeper’s office and have it approved by the principal prior to leaving early.   

 

EMPLOYEE ABSENCE 
 

Teachers: 

Should you find it necessary to be absent, it is your responsibility to call Kelly Educational Staffing (1-866-535-

5998).  Keep absences to a minimum.  It is your responsibility to secure a substitute when you are absent.  

Once you secure a substitute teacher you are required to notify the Principal of your absence.  A list of preferred 

substitutes will be provided for you. On the day you return to work, see the bookkeeper to sign your certificate of 

absence.  Doctors’ excuses may be required at the discretion of the principal.  Failure to sign your certificate of 

absence in a timely manner will result in the loss of pay for the day(s) absent.  Absences due to illness the 

last week of school must be documented with a medical excuse. 

Please Note:  Thorough review of your requests will be completed and approvals will be given at the discretion of 

the Principal. Before any travel or absences are approved, a review of the purpose and impact of the absence will 

be completed by the principal.  Employee absences impact the school’s climate and student achievement. 

Absences before and after a holiday will more than likely not be approved so refrain from scheduling 

events/meetings/outings that will prevent you from reporting to work.  Research shows that 10 absences over the 

course of the year (regardless of the reason) has a negative impact on student achievement. Decision-making at 

TRES will be done with students and their achievement as our number one priority.  

Teachers - additionally:  

 

 Notify the Substitute Employee Management System (Kelly Educational Staffing) 1-866-

535-5998-, by 6:00a.m. on the day of absence or before, if possible or log in absence on 

website.   
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 Text Ms. Fuller and me (McRae) between the hours of 6:00 and 6:30 AM. See Fuller for 

number. 

 

 If at all possible, let the principal know the day before absence verbally and by submitting a 

Certificate of Absence. 

 

 

 

Paraprofessionals: 

 

 Text Ms. Fuller and me (McRae) and the teacher.  

 

 Text between the hours of 6:00 and 6:30 AM. 

 

 

If the teacher/paraprofessional is scheduled for duty (morning or dismissal) the day of the 

absence, it is the employees’ responsibility to make arrangements with colleagues to ensure that 

the duty is covered.  

 

Secretaries, Custodians, and Lunchroom Personnel: 

 

 Notify the principal between the hours of 6:30 and 7:00 AM Personnel coming in at 9:00 AM 

or later should notify the principal by 8:00 AM. 

 

 

All Personnel: 

 

 In all cases of absences, call/talk first to the principal.  If principal cannot be reached, contact 

Dr. Howard or then tell one of the secretaries. 

 

 Sick leave cannot be requested in advance unless you have a doctor’s appointment. 

 

 ALL employees must sign in and out DAILY. 

 

 Lunchroom personnel are to call the lunchroom manager if going to be out. 

 

 All employees are to put requests to leave early and absences in writing via the Certificate of 

Absence. 

 

LEAVE EARLY 

 

Any teacher who finds it necessary to leave school prior to school being dismissed due to illness, 

etc. must check with the principal or office and a substitute will be obtained to complete the day.  If a 

teacher/paraprofessional needs to leave school after the student dismissal bell but before the regular 

dismissal time, the teacher should contact the principal or office and complete the “Request to leave 

Early form” giving the reason in writing to the office and time of departure.  Anytime over 1 hour 

will be charged beginning with ¼ day.  The full amount of the time missed is recorded as sick or 

personal leave.   
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PERSONAL LEAVE 
 

All personal leave days must be requested in writing 3 days in advance and approved by the Principal on the 

proper form before it may be utilized.  Forms are available in the Bookkeeper’s office. Requests for personal 

leave the day before or after a holiday or professional learning day or pre-post-planning days must be approved 

by the Assistant Superintendent for Elementary. The only acceptable form when requesting personal leave is the 

Certificate of Absence.  Requests for personal leave before or after a holiday should be in the Assistant 

Superintendent of Elementary office 10 days prior to the date requested.  If an emergency arises, the Assistant 

Superintendent will consider your request; however, if you are planning on being off before or after a holiday 

you must submit the request within the time stated above. It is your responsibility to secure a substitute for your 

absence.  Personal leave is not generally granted in May unless an emergency arises.  Please discuss 

individual cases with the Principal.  No personal leave will be approved for the last week of school 

EMPLOYEE PAY CHECK 
 

If for some reason you feel that there is a problem with your pay, DO NOT call the Central Office.  Notify the 

school’s bookkeeper who can check the problem and get an answer faster than you. 

INJURIES 
 

It is mandatory that all injuries (student, faculty and staff) regardless of the nature or extent be reported 

immediately to the school nurse and an accident report completed within 12 hours of the injury.  Failure to 

report an injury will constitute gross neglect of duty. 

 

SMOKING POLICY 
 

The Richmond County Board of Education (RCBOE) approved a No Smoking policy for all school employees 

beginning with the 1989-1990 school year.  Smoking and other tobacco products are not permitted while on 

campus. 

 

 

DRESS AND APPEARANCE (See Faculty and Staff Dress Code Form) 
 

The Richmond County Board of Education recognizes that teachers and other professional educators are role 

models for the students who come in contact with them during and after school hours.  As role models, teachers 

and other staff members should be conscious of their dress and grooming and its effect on students and parents. 

 

Teachers and staff members are expected to dress in a professional and appropriate manner that will be most 

conducive to the educational environment.  Employees shall be clean, neat, well-groomed and dressed in an 

appropriate manner for their individual work assignments. 
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A wide variety of teaching styles and activities occur between age and grade levels.  Therefore, activities and/or 

assignments planned for the day will dictate, to a degree, the style of dress considered appropriate.  Good judgment 

and common sense should be used in choosing appropriate attire.  The responsibility for determining appropriate 

grooming and dress shall be placed under the supervision of district and school level administrators. 

Sneakers, jeans of any color, shorts, sweats, wind suits and warm-up suits are not appropriate dress and 

SHOULD NOT be worn at school.  Exceptions would be physical education, field trips, field days and spirit 

days when special attire is required. 

Minimum Dress and Grooming Standard 

 

The minimum dress and grooming standard for employees shall meet or 

exceed the standard required for students in Policy JCDB of the 

Uniform Code of Student Conduct. 
 

The following items are considered appropriate attire: 

Men       Women 

Shoes with socks     Shirts/blouses tucked in when appropriate 

Ties                    Skirts/dresses (*appropriate length) 

Short/long sleeve collared shirts    Slacks 

Sports jackets/suits     Suites 

Crew/mock/turtleneck shirts                 Sweaters 

Polo/golf shirts                   Denim dresses/skirts 

     Coordinated capri pant suits (mid-calf) 

The following is NOT considered appropriate attire: 

Shirts not tucked in (men) 

 

T-shirts (men/women) 

 

Jogging/sweat suits (permitted for physical 

education ONLY) 

Revealing garments 

 

Mini-skirts/dresses 

 
Flip-flops  
 

Leggings/leotards 

 

Tight fitting clothing 

 

Shorts (men/women) 
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DUTIES AND RESPONSIBILITES FOR TEACHERS 

All teachers are expected to: 

 

1. Turn in lesson plans on time. 

 

2. Keep the week’s lesson plans on top of desk for a substitute to use. 

 

3. Make an “Emergency Lesson Plan” folder. (To be housed in the Professional Learning Room) 

 

4. Maintain appropriate classroom management. 

 

5. Be prompt to work, duty, and meetings. 

 

6. Reserve the (2nd and 4th) THURSDAY after school for faculty meetings and/or professional 

learning. 

 

7. Dress professionally. 

 

8. Attend all faculty meetings, PTA meetings and Title I Parent Involvement &TRE related     

meetings. 

 

9. Deliver a quality instructional program. 

 

10. Keep bulletin boards and word walls current. 

 

11. Develop and maintain a class website to ensure open and effective communication with 

parents. 

  

12. Maintain high quality interpersonal skills when dealing with colleagues, parents, the public, 

and students.  

 

Evaluation procedures:     

 

1. Lesson plans:  

 

Expectations: Quality; submitted on time (9:00 AM on Mondays); alignment with school, 

county, and state goals via Georgia Standards of Excellence (GSE) and use in the 

instructional program. 

 

     Consequences for not following expectations: 

 1st offense – verbal warning 

 2nd offense – verbal warning 

 3rd offense – written documentation via Teacher Keys Evaluation System (TKES) 

  

 

2. Leaving class unattended: 

 1st offense – verbal warning 

 2nd offense – written documentation via Teacher Keys Evaluation System (TKES) 
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3. Classroom management will be observed throughout the year. (Remember that yelling 

suggests a lack of control.) 

 

4. Promptness: 

 1st offense – verbal warning 

 2nd offense – verbal warning 

 3rd offense – written documentation via Teacher Keys Evaluation System (TKES) 

 4th offense – written documentation: letter to assistant superintendent, and documentation on 

annual evaluation via Teacher Keys Evaluation System (TKES) 

  

 

5. Faculty, PTA/PTO and Title I Parent-School meetings 

 1st offense – verbal warning 

 2nd offense – verbal warning 

 3rd offense – written documentation via Teacher Keys Evaluation System (TKES) 

 

6. Dress – daily observation – will handle on a case-by-case situation. 

 

7. Formal and informal evaluation – conducted throughout the school year according to the 

standards and rubric on Teacher Keys Evaluation System (TKES) 

 

8. Professionalism – daily observation 

 

9. Working cooperatively with colleagues – daily observation 

 

10. Interpersonal Skills – daily observation 

 

DUTIES AND RESPONSIBILITIES FOR SUPPORT PERSONNEL 

(Paraprofessionals, lunchroom staff, custodians, and secretaries) 

 

All support personnel are asked to: 

 

1. Report to work and duty promptly 

 

2. Dress appropriately 

 

3. Carry out duties and responsibilities as spelled out on your annual evaluation form. 

 

4. Maintain a high quality of professionalism at all times. 

 

5. Work cooperatively with colleagues and administration. 

 

6. Maintain high quality interpersonal skills when dealing with co-workers, parents, the 

public, and students. 

 

7. Attend all faculty and staff meetings 

 

8. Use equipment and materials properly 
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Evaluation procedures:     

 

1. Job related tasks: 

 

Expectations: Quality work/performance alignment with school, county, and state goals via 

RCSS job descriptions and Georgia School Keys. 

 

     Consequences for not following expectations: 

 1st offense – verbal warning 

 2nd offense – verbal warning 

 3rd offense – written documentation via evaluation instrument. 

  

 

2. Leaving class unattended: 

 1st offense – verbal warning 

 2nd offense – written documentation via Teacher Keys Evaluation System (TKES) 

 

 

3. Promptness: 

 1st offense – verbal warning 

 2nd offense – verbal warning 

 3rd offense – written documentation via Teacher Keys Evaluation System (TKES) 

 4th offense – written documentation: letter to assistant superintendent, and documentation on 

annual evaluation. 

 

 

4. Dress – daily observation – will handle on a case-by-case situation. 

 

5. Formal and informal evaluation – conducted throughout the school year according to the 

standards and rubric on the appropriate evaluation instrument. 

 

 

6. Professionalism – daily observation 

 

7. Working cooperatively with colleagues – daily observation 

 

8. Interpersonal Skills – daily observation 
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MORNING AND AFTERNOON DUTIES ASSIGNMENTS 

Faculty and staff members are assigned duties in the morning to assist with a smooth student arrival and in the 

afternoon to facilitate an orderly fashion of student dismissal. 

PERSONNEL COMMUNICATION 

 

Mailboxes 

 

Be sure to check your mail before going to class in the morning, at lunch, during specials and before 

leaving for the day.  Messages are placed in your box during the day.  It is up to you to check for 

these.  The office will not interrupt instruction to give you a message. 

 

 

 

Email 

 

Email is the primary means of communication from RCSS and TRE.  It is your responsibility to 

regularly check email throughout the workday. 

 

 

Dailey Bulletin 

 
The daily bulletin (that which pertains to the students) will be delivered during the TRE Morning Show.  

 

 

LUNCHROOM 

 
The lunchroom provides lunches at a nominal cost to faculty and staff.  Faculty and staff members are expected 

to pay for all food items and drinks. Please avoid having large bills.   

 

Lunchroom duty personnel are expected to supervise their students while in the lunchroom.  Students who 

misbehave should be isolated or seated at another table.  Lunchroom duty personnel should ensure that students are 

cleaning up after themselves.  Lunchroom duty personnel should eat during their designated lunch time.  

Classes will sit in their assigned area of the lunchroom. Follow the lunch schedule as outlined on the TRE Master 

Schedule. 
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SECTION III 

HOUSEKEEPING GUIDELINES 

HOUSEKEEPING EXPECTATIONS 

Classrooms should be kept neat and orderly at all times.  All floor space must be clear of boxes, 

storage and books.  If you can’t store it on shelves or in cabinets it should be taken home.  Remember, 

cardboard boxes are fire hazards and must go if in sight. 

 

Teachers should set up some routines for checking pupils’ desks as to assure neatness.  Textbooks 

should be kept off the floor at all times.  The best teaching procedure is by example. Supplies should 

be stored in an orderly fashion.  Floors should be kept free of paper and trash.  Bulletin boards should 

be kept attractive, up-to-date and should be of an instructional nature.  Student work with teacher 

comments should be displayed inside and outside the classroom. 

 

Your help is needed to keep our building clean and free of bugs.  Please follow the guidelines: 

 

 Absolutely no eating or drinking at any time in the classrooms, offices and library.  Eat 

in the lunchroom or teacher workroom.  The only exception is for snack time in Pre-K and 

kindergarten classes. 

 

 Sodas are not to be taken from the lounge to the classroom at any time during the day when 

students are present in the classroom.   

 

 Clean up thoroughly after snacks.   

 

 Birthday parties are not permitted.  Parents can bring a healthy treat to share with the class 

during lunch or during the last 15 minutes of the day (2:45pm). 

 

 Do not paint or color on the floor.  If you must paint or color on the floor, cover the area so 

that the paint and other items do not get on the floor. 

 

 Ensure that your students do not leave books or other items on the floor overnight.  Check 

your room before leaving. 

 

 Be sure your room is neat and organized.  This includes shelves, cabinets, bookracks, and 

counter tops. 

 

 Keep floors, desks and other furniture free of litter daily so that custodians can clean. 

 

 When cutting paper, please be sure all unused paper is put in the trashcan. 

 

 If your room is not clean when you arrive in the morning please let the principal know as 

soon as possible. 

 

 Please caution your students about writing on the restroom walls, leaving the water running, 

and playing in the restroom.  Supervise your students during restroom breaks. 

 

 Caution your students about their behavior in the lunchroom.  
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FACULTY & STAFF PARKING 

 

Faculty and staff should park in an orderly fashion in the designated parking area.  All faculty and staff 

park in the front and to the side of the school.  Entry and exit driveways should be used correctly.  

Please respect reserved parking spots.  Do not park on grass, but designated parking space. 

 

MAINTENANCE REPORTS 

 

Maintenance reports should be given to secretary in the front office.  Emergency repairs and/or safety 

problems should be reported immediately.  Safety problems should be supervised until emergency repairs 

can be made.  Please indicate your name and room number on maintenance reports.  Be specific in the 

description of the maintenance problem(s). 

 

CUSTODIAL SERVICE 

It is our aim to have a well-maintained building at all times.  Requests for custodial services should be made to 

secretary in the front office who will meet with the Head Custodian to facilitate needed services.  Forms are in the 

office for custodial requests.  A strong custodial staff is one of the important links to school atmosphere, 

organization, and public relations. 

 

 

SECTION IV 

SCHOOL BASED ORGANIZATIONS 

 

PARENT TEACHER ASSOCIATION (PTA) 

PTA is also an integral component for TRE. Therefore, the faculty and staff members are expected to become 

members of the PTA.  Attendance at PTA events is encouraged. 

Meeting Dates 

TBA on school webpage 

SCHOOL COUNCIL 

The TRE School Council serves in an advisory capacity.  The meetings are held in the media center and are 

open to the public.  A team consisting of the school principal, teachers, parents, and business partners will be 

formed at the beginning of the school year. 
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Meeting Dates 

TBA on school webpage 

SUNSHINE FUND ORANIZATION 

The Sunshine Fund is maintained for the purpose of remembering faculty and staff during times of illness, death 

and other occasions.  Funds are collected one time each year.  The cost for the Sunshine Fund is TBD (certified) 

and TBD (classified) per year.  All faculty and staff are encouraged to join.  The organization is chaired by 

Kamelia Fuller. 

Meeting Dates 

TBA via Daily Bulletin 

 

INSTRCTIONAL LEADERSHIP TEAM 

 
TRE, in compliance with Georgia Department of Education initiatives, has a school leadership team tasked with 

the responsibility of ensuring that our students are receiving instruction that incorporates the Georgia Standards of 

Excellence (GSE).   Members will be chosen from each grade level along with other departments. 

 

 

Meeting Dates 

 

Mondays at 3:45 p.m. 

 

 

GRADE/DEPARTMENT CHAIRPERSON 

 
A teacher (senior status) from each grade will serve as the grade chairperson.  An employee (senior status) will 

serve as the department chair.  The duty of the Grade/Department Chairperson is to serve as a liaison between the 

administration and the faculty.  Grade/department chairpersons meet with Grade/Department personnel to discuss 

and implement administrative requirements.  Grade/department chairpersons meet with the administration and 

coordinate various activities for the grade/department.   
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SECTION V 

PARENTAL INVOLVEMENT 

PARENTAL INVOLVEMENT PROGRAM 

 

One of our goals for our Parental Involvement Program is to keep our parents informed of their child’s 

progress.  Parents and teachers must form a partnership and work cooperatively to achieve educational goals  

necessary to properly educate children.  There are four scheduled early release days during the school year to help 

to achieve this goals.  Other conferences can and should be arranged with parents if problems, academic or 

behavioral arise.  Teachers are expected to be available in the afternoon for parent conferences.  Schedule 

conferences when needed, however, no conference should be held during instructional time.   

 

Please be reminded that all Thursdays are reserved for Faculty meetings.  Do not to schedule conferences for 

Thursday afternoons.  

  

Please contact parents before report cards go home when students are failing.  Keep written record of your 

conferences.  Please contact parents when you are having a discipline problem and document the date contacted.  

If good communication is accomplished with the parents, then the parents will most likely work with you for the 

benefit of the child, which should always be stressed.  At all times the teacher should be objective and give 

specific suggestions on ways to improve the identified areas of weakness. 

 

During the second grading period, schedule a conference with each parent of borderline passing students. 

Document this on Appendix C NCR form and keep throughout the school year.  Inform parents of the necessary 

steps for the child to progress to the next grade.  If a parent displays hostility and is reluctant to accept your 

explanations, then make your conference brief and reschedule at a later date after the parent has had time to 

consider your explanations.  

 

Later in the year, once again, you will need to hold a conference with each parent of students who are failing or 

are borderline.  Permit parents to converse freely on the problems as they see them. Then help them to seek 

solutions.  Parent conferences are not held at P.T.A. meetings.  PTA time is to be shared with all parents.  

Discourage parents from trying to have a conference during this time by suggesting a conference time for them.   

 

Upon your request, the principal will be available to meet with you during any conference you have with a parent.  

Conferences with parents should not be held during class instructional time.  Conferences should be held after 

3:15 p.m. or before school starts and during planning on Thursdays. 

 

PARENT CONFERENCES AND PARENT TEACHER ASSOCIATION (PTA) 

Parental conferences are important to communicate ongoing expectations. Parent conferences are expected to 

take place every Thursday (on an as needed basis).  

 

In addition, PTA is also an integral component for TRE. Therefore, the faculty and staff members are expected 

to become members of the PTA.  Attendance at PTA events is encouraged. 

 

Meeting Dates 

TBA 
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SECTION VI 

INSTRUCTION 

 

NON-INSTRUCTIONAL TIME 

 

The principal is directly responsible for the implementation of the state standard that states, “a maximum of three 

instructional days (18 instructional hours) is allowed per year in grades K-12 for the administrative scheduling of 

non-instructional time.”  This time is used for school pictures, assemblies, pep rallies, etc.   
 

 

INSTRUCTIONAL MATERIALS 

 
All instructional materials are catalogued through the media center.  The media specialist is available to assist with 

material selection.  Teachers are expected to become familiar with available materials and are expected to use these 

materials as often as the need arises or as indicated by a learning activity.  Materials must be checked out through 

the media specialist and may be kept in the classroom as needed and when available. 

 

 

LESSON PLANS 

 
Teachers are required to maintain unit plans either in a standard notebook or file draw/box.  These plans should be 

organized for easy and effective use by the teacher as well as a substitute.  The Georgia Performance Standards 

(GPS)/Common Core should be utilized in all plans.  Teams are to discuss and coordinate plans during collaborative 

planning. All plans should be developed using a standards-based lesson plan template.  Plans should be written 

by the unit and not by the day Failure to complete and submit plans will be reflected on the Georgia Teacher’s 

Duties and Responsibilities Instrument.  A copy of each plan should be placed at entry of each classroom and 

uploaded in RUBICON by 9:00 Am on Monday.  
 

 

 

SUBSTITUTE TEACHERS LESSON PLANS 

 
In the event of an absence it is the responsibility of the classroom teacher to leave detailed lesson plans.  The 

classroom teacher should also leave seating charts and rolls for the substitute teacher.  Detailed plans are essential 

for ensuring that your classroom runs smoothly during your absence.  Each teacher will be given large envelop to 

house 5 days of emergency plans.  The plans will be housed in the Professional Learning Room. 

 

HOMEWORK  

 
The Richmond County School System (RCSS) homework position statement is implemented at TRE.  Parents are 

given a copy of the homework position statement at registration.  Teachers should be aware of the requirements and 

implement an evaluation process for homework assignments.  A “Weekly Grade/Team Homework Schedule” sent 

home to parents is encouraged.  This keeps parents informed and produces numerous instructional benefits.  See 
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appendix for Homework Position statement.  Homework assignments must be placed on each teacher’s Blackboard 

website. 
 

 

GRADES 
 

It is important that all teachers adhere to the policy established by the Family Educational Rights and Privacy Act 

(FERPA) of 1974.  In relation to grades of individual students, the following guidelines must be followed: 

 

Student grades can be viewed by: 

 the student in question and his/her parent/guardian. 

 school officials on a need to know basis. 

 court officials (approved by the principal). 

 

Student grades cannot be viewed by: 

 other students. 

 other parents. 

 

In a conference setting with the parent/guardian, the teacher may present the child’s grades in a manner that blocks 

names and grades of other students. 

 

A teacher should never let students assist in the distribution of report cards. 

 

Students should not be allowed to grade tests or record scores in the teacher’s grade book. 

 

Should a student be transferred from one homeroom teacher to another, it is the responsibility of the grade 

chair to ensure that all grades and other information be provided to the receiving homeroom teacher. 

 

 

 

INFINITE CAMPUS 

 
All teachers are required to enter all grades in Infinite Campus.  All grades should be entered using Infinite 

Campus in a timely manner.  A hard copy of all grades must be maintained in a gradebook.  You may print from 

Infinite Campus and keep this information in a grade book or a notebook. 

 

EVALUATION OF ACADEMIC WORK 

 
The determination of grades is the responsibility of the teacher.  Teachers should consider the following items when 

determining a student’s grade. 

 

 Assessments should be based on the Georgia Performance Standards. 

 Examples of the student’s work should be kept on file to support grades if challenged. 

 It is unacceptable and bad practice to assign a nine weeks grade based on only one assessment. 

 Do not reduce academic grades because of misconduct. 

 Teachers should follow the guidelines on make-up work in the Student Code of Conduct and Discipline 

Handbook. 

 Numerical grades should be assigned from the range of 0-100.  No grades over 100 will be accepted for 

nine weeks grades. 
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 Grade assignments are the responsibility of the teacher and should not be changed simply to “please” a  

              parent.  However, should special situations arise, changes can be made. 

 Grade reduction based on a student’s failure to complete all requirements is appropriate.   

 Assigning a grade of zero for not placing a name on a paper is unacceptable. 

 

 

GRADING CRITERIA 

 
A uniform syllabus for each content area and grade level will be designed during preplanning.  This syllabus will 

at a minimum include a course description, expectations, and your grading policy. Teachers are required to input 

grades into Infinite Campus in a timely manner. Failure to have grades posted according to the expectations will 

result in not following duties and responsibilities. 

 

 

GRADES FOR TRANSFER STUDENTS 
(Out of County) 

 

A letter grade of A, B, etc. must be converted to a numerical grade to determine the semester and yearly averages.  

Use the numerical grade on the transfer documents or the grading scale shown on the transfer records.  If no grading 

code is available, use the Richmond County grading scale.  Consult the guidance department for assistance. 

 

 

 

PROGRESS REPORTS 
(Mid-Nine Weeks) 

 

The mid-nine weeks progress report is designed to give parents general feedback on their child’s progress at a point 

in the grading period when additional assistance can be provided if needed.   
 

 

REPORT CARDS 

 
It is important that all teachers establish guidelines for students to return report cards.  The parents of students not 

returning signed report cards should be called by the end of the week that report cards are sent home.   
 

 

STUDENT CUMULATIVE RECORDS 

 
Prior to entering data on the cumulative record, please be familiar with the established guidelines as provided by 

the county and the guidance department. 
 

 

CONFIDENTIAL MATERIALS 

 
No information that may be considered as confidential is to be given to anyone without permission from the 

principal.  No information from a permanent record is to be disseminated without approval from the administrative 

staff.  Information contained in the permanent record should be accessed only on a need to know basis. 
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HONORS PROGRAMS 
 

The Pre-K through fifth grade will be recognized during the month of May.  Each grade level will take part in an 

individual honors program designed to recognize and reward academic achievement.  Dates and times TBA.   

 
 

HOSPITAL/HOMEBOUND INSTRUCTION 

 
Any student with a medically diagnosed, physical condition that is non-communicable and restricts him/her to 

his/her home or to a hospital for a period of time and which significantly interferes with his/her education, may be 

eligible for the service of a hospital/homebound instructor.  In order for a student to receive this service, a physician 

must declare the child physically able to profit from the instruction.  Other criteria must also be met for service.  

The guidance department will provide assistance with this area should there be a need.  Once a student has been 

approved for homebound services, he/she should not be marked absent. 

 

 

 

PARENT CONFERENCES 

 
Parent conferences should be arranged during the grade’s planning time on Thursday or after school.  It is 

recommended that the majority of conferences be held after school as a team to facilitate team meetings, common 

planning and professional learning during planning times.  Parents are encouraged to call in order to arrange a 

conference time.  Conference requests should be honored in a timely manner.  Phone calls and emails must be 

returned as soon as possible.  Discuss only the parent’s child and his/her progress and behavior.  Should you feel 

that an administrator or counselor needs to be present during a conference, please let them know in advance, if 

possible.  No parent conferences should be during scheduled meetings. 

 

 

PARENT EDUCATIONAL FORUMS 
 

On a regular basis, we will provide parents/guardians with opportunities to participate in forums specifically relating 

to instructional areas and curriculum.  It is our purpose to provide and receive relevant information and to foster 

positive parent communication and interaction. 

 

 

TEACHER EVALUATION 

 
 

An annual evaluation is required for each employee.  The annual evaluation is a summary of the classroom 

observations conducted using the Teacher Keys Evaluation Systems (TKES).  The observations are unannounced 

classroom visits of twenty minutes or longer.  The observation report will be provided to the teacher within five 

working days.  Teachers are to sign the observation form after meeting with the administrator having completed the 

observation.  Duties and responsibilities are evaluated using the Georgia Teacher Duties and Responsibilities 

instrument.  Deficiencies in this area will be documented and written notification given to the employee.  All 

teachers will receive an orientation of the evaluation process at the beginning of the school year and portfolio 

expectations. 
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NEW TEACHER ORIENTATION AND SUPPORT 

 
New teacher orientation and support will continue throughout the year.  Regularly scheduled meetings will be held 

to review procedures and to provide professional development and support for new teachers.  New teachers are 

encouraged to participate in activities planned through the Professional Learning Department.  All teachers new to 

TRE will be assigned a mentor teacher for assistance and support. 

 
 

 

STUDENT INFORMATION SYSTEM (Infinite Campus) COORDINATOR 

 
The Data Specialist is responsible for computer related data as it relates to student enrollment, grades, attendance, 

tardies, etc.  Teachers are expected to appreciate the time pressure placed on the Data Specialist prior to grade 

reports.  With the use of the computer generated grade reports, teachers must meet all grade report deadlines 

established by the principal. 

 

 

 

 

STUDENT DAILY ATTENDANCE 

 
It is of imperative that accurate attendance be kept.  All attendance data is entered via Infinite Campus. Do not 

allow students to take daily attendance.  Attendance should be entered by 9:00 AM each day.  
 

EXCESSIVE STUDENT ABSENTEEISM 

 
The guidance department, will monitor student attendance and notify parents when students obtain two unexcused 

absences.  Upon the fifth unexcused absence, a juvenile petition will be filed with the court system.  Therefore, it 

is imperative that you maintain accurate records related to excused and unexcused absences.  It is the responsibility 

of the homeroom teacher to change unexcused absences to excused absences when proper documentation is 

presented.  Failure to maintain accurate attendance data will be addressed using the Georgia Teacher Duties and 

Responsibilities instrument. 

 

STUDENT ATTENDANCE 

 
A student must bring a written excuse from a parent/guardian upon returning to school from an absence.  It is the 

responsibility of the homeroom teacher to mark absences as present or unexcused.  A student is only marked 

unexcused if the child is not present. The Data Specialist will make changes once a copy of the excuse is turned in. 

Make up work and tests shall be permitted only if the student brings a written note.  Keep all excuses on file.  In 

addition, a zero will be given if the excuse is illegal.  Make up work should be completed within five days after 

returning to school.  School board policy stipulates that the homeroom teacher should make parental contact when 

a student is absent. 

 

When entering an excused code,  the only code that is to be used by the teacher is U for unexcused.  

Unexcused  - this code should be entered for all unexcused absences.  This code should also be used on the sixth 

and consecutive absences that are covered by a parent note.  Parent notes are only accepted for five days. 

Excused Parent – this code should be entered for five days of parent notes (not 5 parent notes) 

Excused – this code should be entered for notes such as doctor, dentist, etc. 
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TARDY TO CLASS/SCHOOL 

 
Tardiness to class/school is covered in the Uniform Code of Student Conduct.  Students should be sent to the front 

office for a late pass after 8:30 AM.  Being tardy can result in suspension for the student.  Please stress this to your 

students. 
 

 

STUDENT WITHDRAWAL 

 
A parent or guardian should notify the guidance office two days in advance of the withdrawal date.  The guidance 

office will initiate the withdrawal of the student by issuing him/her a copy of the withdrawal report.  The student 

will be instructed to have each subject teacher complete the appropriate section(s).  Prior to leaving school, the 

student should report to his/her homeroom teacher for his/her report card and return all copies of the withdrawal 

papers to the guidance office so that he/she can be officially cleared.  The student should turn in all textbooks at 

this time.  Withdrawal forms should be prepared promptly. 

 

 

EARLY DISMISSALS 

 
Students needing to be excused early from school must bring a written note from the parent/guardian.  This note 

must indicate the student’s homeroom teacher’s name, date, time to be dismissed, parent/guardian’s telephone 

number, and the name of the individual picking up the child if not the parent/guardian.  The student’s name will 

appear on the daily bulletin indicating the time of dismissal.  All excused students must sign out in the office before 

leaving the school.  No students will be dismissed between 2:45-3:15PM. 

 

STUDENT ILLNESS WHILE AT SCHOOL 

 
Students becoming ill while at school should be sent to the clinic with a pass.  The nurse will assess the situation 

and handle student needs.  Inform students that when they are ill, they are not to stay in the restroom.  This could 

result in being referred to the office for cutting class. 

 

 

TEXTBOOK COORDINATOR 

 
The textbook coordinator-media specialist assistant-coordinates the implementation of the textbook policy, directs 

distribution of all student textbooks, maintains a school wide textbook inventory, and facilitates the operation of the 

bookroom. 

 

 

 

 
 

REQUESTING TEXTBOOKS 

 
Complete a Textbook Request Form and place the form in the textbook coordinator’s mailbox.  If you are requesting 

a book to issue to a student who lost/damaged a book, please list the student’s name on the textbook request form 

and have the Bookkeeper initial the form to indicate that the student has paid the lost/damaged textbook fine. 
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The textbook coordinator will deliver the requested materials to the teacher.  If the requested books are not available, 

they will be ordered and you will be notified upon their arrival. 

 
 

ISSUING TEXTBOOKS 

 
Textbooks will be issued through the media center by homeroom. 
 

 

LOST AND MISSING TEXTBOOKS 

 

 Loaner textbooks are not available. 

 Conduct a book check each nine week period to confirm that students have the books that were issued to 

them. 

 If a student is unable to locate a lost textbook within 2-3 days, charge the student the replacement cost of 

the missing book. 

 No student can be issued a replacement text until the lost or damaged book has been paid. 

 Students must see the bookkeeper to pay for lost textbooks.  If the book is located later, a refund will be 

given. 

 Upon verifying with the bookkeeper that the correct charges have been paid, issue the student a new 

textbook. 

 During the school year, lost books that are turned in to the office will be forwarded to the media center.   

 Costs for damaged and lost books can be found in the Appendix. 
 

 

COLLECTING TEXTBOOKS 
0 

 

Information regarding the end of the year collection and storage of textbooks will be provided in May. 

 
 

HALL CONDUCT 
 

Students at TRE are expected to conduct themselves appropriately.  They are expected to be considerate of the 

rights of others and maintain an atmosphere conducive to learning.  Before school, during class changes, and 

immediately after school, teachers are to station themselves in the halls in order to supervise the conduct of students 

in the halls.  It is the responsibility of each classroom teacher to ensure that their students are following 

hallway behavior expectations. 
 

ASSEMBLY CONDUCT 
 

Students attend assemblies with their homeroom and/or connections teacher.  The class will move quietly and 

remain together as a class.  Students will sit with their assigned teacher during all assemblies.  Proper conduct is 

expected at all assemblies.  Review the expected behaviors with students prior to assemblies. 

 

RESTROOMS 

 
Teachers are responsible for the conduct of their students while they are in the restrooms.  Students should be 

carefully supervised during restroom breaks.  No student should be allowed to go into the hall restrooms without a 

monitor being present.  Discipline problems, damage to restroom facilities and loss of instructional time occur when 

students are allowed to go unattended to the restroom.  It is left to the teacher’s judgment as to the method to be 
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used in monitoring their students while they are in the restrooms.  In case of doubt or emergency, notify the office 

immediately. 

 

 
 

 

 

SECTION VII 

 

STUDENT DISCIPLINE 

 

 

DISCIPLINE AND DISCIPLINE PROCEDURES 

 
“Teachers should in general take care of their own discipline problems, with the realization that inability to do 

so will weaken his/her position of leadership in the classroom.  However, he/she should consult the principal 

about any unusual disciplinary problems.” 

     Richmond County Board of Education Teacher Handbook 

 

 

In all discipline, use good judgment and do not act hastily or in anger.  The teacher should make every effort to 

establish good discipline and respect from the very first day.  It is easy to become more lenient if necessary, but 

almost impossible to establish respect and discipline once the students have gotten away from you.  You will not 

be an effective instructor until proper respect, discipline, and organization have been established. 

 

Good discipline is the establishment of a working relationship with each other.  The student must respect the teacher 

as the instructional leader in the classroom – the person who is in charge of leading and directing the activities in 

the room.  The student does not need to fear the teacher, but must respect the teacher.  The student needs to respect 

his/her peers, the building, other adults, and the equipment and materials that have been provided for use.  You can 

work toward establishing this respect by providing leadership, careful planning of activities, promptness at all times 

and continuity from day to day so the students know what is expected at all times. 

 

The principal is ready to help with any discipline problem.  Do not threaten students with “sending them to the 

office” as a means of controlling a class or individual student.  This soon loses its effectiveness.  So far as 

possible, every teacher is expected to handle the discipline of the students under his/her supervision.  However, if 

conditions get beyond the control of the teacher, he/she should not hesitate to call on the principal for assistance. 

 

Grade/team discipline plans must facilitate consistency and fairness when dealing with student misconduct.  

Students should never be placed in the hall unsupervised.  The “time out” practice should be coordinated among 

team members and be a definite part of the team’s discipline plan. “Time out” should not be for more than ten 

minutes and should not run over into another teacher’s instructional time. Only under extreme circumstances 

should a teacher leave a class to bring one or two students to the office.  Students must be supervised at all times.  
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POSITIVE BEHAVIOR INTERVENTION SUPPORT (PBIS) 

Developing a positive school climate involves the use of natural, logical, and realistic consequences; a simple 

structure; reasonable rules, as well as the labeling and accepting of feelings.  The students themselves play an 

important role in their own educational programming.  In such an atmosphere the class is neither teacher-

dominated not student-controlled; rather, it is a joint effort to learn, relate and experience. 

In order to have this positive school climate, it is imperative that the students be in attendance and on time every 

day. 

A Positive Behavior Intervention Support (PBIS) shows the students the following: 

 What they have done wrong; 

 

 How to solve the problems they created; 

 

 How to assume responsibility for their own actions. 

 

This method uses logical and realistic consequences and leaves the student's dignity intact as well as demonstrates 

to the student that: We believe in you.  We trust in you. We know you can do it! 

The faculty and staff of TRE emphasize the positive to every extent possible in interactions with students. Each 

teacher must create an area outside of the classroom to recognize a star student each week.  Each homeroom 

teacher will identify a student of the month.  Student names will be announced on the morning program.  In 

addition, communications with parents regarding their child should also include positive news.  This can be done 

in a variety of ways such as use of Happy Grams, phone calls to parents, class/grade level newsletters. 

Students are given the opportunity to earn Starbucks for following class and school rules and for displaying the 

characteristics sited below.  Any member of the faculty and staff can award starbucks.  Students can use starbucks 

to “purchase” a variety of items available in the school Star Buck Award Center each week.  Throughout the year, 

students are given incentives for earning starbucks. 

 

 

 

 

 

TRE PBIS efforts will be addressed on an on-going basis, updating and revising as needed. 

Tobacco Road Stars 

Safety First 

Team Player  

 Attitude  

 Respect Everyone 

Strive for Excellence 
 



Georgia School Keys:  Planning and Organization 4.1. Rules, Policies and Procedures Articulated; School Culture 1.1., School culture 

supports academic achievement of learners. 

 

Tobacco Road Elementary School – Faculty and Staff Handbook                  33 

 

The Uniform Code of Student Conduct and Discipline published by the Richmond County School System is a 

resource that should prove to be very beneficial to students, parents, and school employees in matters concerning 

discipline in schools.  School employees are expected to enforce all rules in accordance with established 

procedures and policies. 

Classroom management is the responsibility of the classroom teacher.  Teachers will develop classroom rules and 

individual school plans for students with special needs. 

Effective teachers and administrators are constantly seeking ways to prevent and respond to student behavior.  

Our ultimate goal is threefold: (1) to increase the chances that students will not misbehave; (2) to respond to 

students who are misbehaving so that social order is restored thus reducing student stress, as well as, teacher 

stress and (3) to ensure that learning continues.   

 

GRADE/TEAM DISCIPLINE GUIDELINES 
 

Each grade/ team is expected to develop and display a behavior matrix developed around the STARS – Start with 

a good attitude; Try your best; Act responsibly; Respect yourself and everyone and Strive for excellence. 

 

DISCIPLINE REFERRALS 

 
The following discipline violations should be referred to the office as soon as possible: 

 

 Fighting or attempting to fight. 

 Damage, destruction or theft of school or private property. 

 Excessively rude/disrespectful or overtly refusing to obey. 

 Any violation of board policy relating to drugs, tobacco, alcohol or weapons. 

 Illicit or immoral activities. 

 

The above list is not an absolute but does offer guidelines. 

 

 

DISCIPLINE REFERRAL FORMS 

 
The discipline checklist must be utilized for noncompliance of TRE expectations. Referral form shall be completed 

if deemed necessary.  The forms may be obtained from the office.  Remember, this form is a school document and 

will be sent home.  A parent contact must be made for each discipline referral completed.  Write legibly and 

document only what was seen and/or heard.   

 

 

SILENT LUNCH 
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The silent lunch program at TRE is designed to remediate negative behavior in the classroom setting.  Each 

classroom teacher should use this intervention only after verbally warning students and telephoning a parent or 

guardian.   
 

 

SECTION VIII 

INSTRUCTIONAL SUPPORT 

 

 

MEDIA CENTER 
Media Specialist and Media Specialist Assistant 

 

The media specialist and media specialist assistant are ready to assist teachers and students in the use of the media 

center during the school day.  Teachers are urged to visit the media center and become familiar with books, 

resources, equipment, and procedures.  Teachers may check out materials from the media center for use with classes 

and for personal use. 

 

Teachers must accompany their classes when visiting the media center.  Reservations for a class should be made 

ahead of time.  Teachers are responsible for maintaining discipline and assisting students when using the media 

center.  The media specialist will be able to provide better assistance to classes coming to the media center if teachers 

indicate ahead of time the type of activities that will be completed by the students and the material needed.  The 

function of the media center is to serve the faculty as well as the students.  The media center is not a study hall or 

time out area.  Students must have a pass from the teacher to be in the media center. 
 

AUDIO VISUAL EQUIPMENT 

 
AV equipment is available for teachers to use.  Equipment should be requested at least one week in advance, 

especially video equipment.  See the media staff for assistance. 

 

All materials and equipment ordered and received must be routed through the media center before any package 

is opened.  The state requires the media center to maintain an inventory and catalog all instructional materials.  The 

county also has a requirement that all items be listed in the county data bank.  In order to insure that an accurate 

record is kept, and to lessen the burden on all, it is very important that this procedure be followed upon delivery of 

all items. 

 

PROCEDURES FOR USE OF THE MEDIA CENTER 
.   
The media specialist and media specialist assistant are always available and ready to serve the needs of the students, 

faculty and staff.  In order to do this in the most efficient and pleasant manner, the following procedures should be 

adhered to: 

 

 The media center has flexible, open scheduling and the hours of operation are from 8:15 AM until 5:15 PM 

each school day. 

 

 Books are checked out for a two-week period.  Periodicals, encyclopedias, and other reference materials 

may be checked out overnight. 
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 The borrower must make payment for replacement of lost or damaged books. 

 

 Requests for purchases of books and instructional materials may be submitted throughout the year.  State 

orders are prepared in October and periodical orders in April. 

 

 Students must have a pass to visit the media center. 

 

 Teachers electing to bring a class to the media center must meet with the media specialist for planning and 

scheduling at least one week in advance.   

 

 Only one class at a time will be scheduled for the media center. 

 

 In order to insure availability, requests for instructional equipment should be made one week in advance. 

 

 

 Requests for off-air taping must be made three weeks in advance if possible. 

 

 The use of instructional materials obtained from outside sources (especially videos) MUST be screened 

and cleared by the Building Media Committee.  Only “G” rated movies may be shown at the elementary 

school level. These requests must be made on the authorized form and submitted three weeks in advance.  

 

 Copyright rules must be adhered to at all times. 

 

 Students may not use the duplicating equipment located in the teacher work area. 

 

 

 Copyright rules must be adhered to when reproducing instructional materials. 

 

 

 

 

Services: 

 

The Media Center renders service to the entire school body and to the community.  It is a multi-media services 

center, which makes available such items as books, recordings, videocassettes, filmstrips, charts, globes, maps, 

software, audiovisual and computer equipment, and professional resource materials for teachers, 

paraprofessionals, and other staff members. 

 

Instructional Center: 

 

The Media Center is always available to all staff members, classes, an individual student, small groups, parents, 

and to other schools in Richmond County with its inter-library loan system.  Any teacher may, at any time, send a 

small group to the library for small group work.   If the number exceeds 10, the teacher or paraprofessional must 

accompany the students.  Disruptive students will be sent back to the classroom. If a teacher would like the 

entire class to use the media center, he/she must come in and plan with the media specialist 24 hours prior to 

class visitation or 4 hours prior to same day visitation.  A teacher/media specialist conference/request form must 

be filled out during this planning time.  The teacher or paraprofessional must remain with the entire class and help 

monitor behavior.   

 

Circulation of Books: 
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Students in grades 2-5 are allowed to check out books during the week of library orientation.  Students in PreK 

and kindergarten will check out books in October.  First grade will check out books after going through an 

extensive library orientation with the media specialist.  All books are checked out for one week, but, if a child has 

read a book overnight or before the due date, he/she may return the library at any time during the school day.  

Teachers and paraprofessionals are welcome to check out a classroom collection and AV materials at any time. 

 

 

Overdue/Lost Book Fines: 

 

Overdue notices will be sent out.  Renewals are permitted.  The student should bring his/her library book to the 

media center for renewal. 

 

For lost and damaged library books, the guidelines are the same as for textbooks in Richmond County. 

 

Lost book – replacement cost of book 

Damaged book in good condition – ¾ of cost 

Damaged book in fair condition – ½ of cost 

Damaged book in poor condition – ¼ of cost 

  Records and report cards will not be sent home unless all charges are paid. 

 

 

 

COPYRIGHT LAW AND FAIR USE GUIDELINES 
 

The Richmond County School System (RCSS) takes copyright laws and guidelines very seriously, and expects 

employees of the district to do the same.  As educators, some rights of use are extended to us that are not given to 

the public as a whole—but this does NOT mean teachers have free reign to copy and use works at will.  Copyright 

laws and Fair Use guidelines apply to educators, just as they do to everyone else. 

 

The chart Copyright and Fair Use Guidelines for Teachers, gives brief rules for how to handle copyrighted works 

in the classroom.  Be sure to real all three columns of information (“Specifics,” “What You Can Do,” and –most 

importantly—“The Fine Print”) in order to determine the parameters that fit what you would like to do. 

 

The chart is not meant to be comprehensive, or to address all issues of copyright which may present themselves in 

an educational environment.  Further information on specific situations can be obtained from the media specialist, 

or from sites such as the ones listed below: 

 

http://www.copyright.gov/http://www.uelma.org/inflit.htmlhttp://fairuse.stanford.edu/ 

 

 

GUIDANCE DEPARTMENT 
Counselor 

 
The guidance services at TRE are an extended and important aspect of the whole school program.  Teachers should 

consult with the counselors for assistance with student needs.  The counselors are responsible for: 

 

 Individual guidance 

 Small group and classroom guidance 

 Advisement program 

 In school suspension guidance program 

http://www.copyright.gov/
http://www.copyright.gov/
http://fairuse.stanford.edu/
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 Registration 

 Permanent records 

 Test coordination 

 Student support team 

 

 

The goals of the guidance department and the various activities designed to achieve those goals are: 

 

Assessments – Coordinate the administration of tests to students.  Through the assessment program, the guidance 

department helps to identify deficiencies by interpreting test results.  The guidance department makes 

recommendations to parents, students, and staff members. 

 

Guidance and Counseling – It is of utmost importance that this age student receives individual as well as group 

counseling. 

 

Placement – There are some young people in need of a variety of considerations in the education process.  The 

counselor assist staff members by processing recommendations for different types of programs, both academic and 

nonacademic. 

 

Coordination – Constant communication with the staff enables counselors to act as coordinators for the primary 

purpose of securing speakers and developing in-service programs. 

 

Referrals – At times, students need assistance from other agencies.  The counselors coordinate and provide 

information to referral agencies. 

 

Parent Consultation and Teacher Advisement – This is an integral part of the elementary school program.  

Counselors coordinate workshops that involve students, parents, and staff members. 

 

 

SCHOOL SOCIAL WORK SERVICES 

 
The guidance counselor and the principal serve as the school contact persons for the school social work services.  

Teachers should familiarize themselves (through the guidance department) with the services provided by the school 

social worker assigned to TRE. 

 

ORIENTATION 

 
The guidance department coordinates with the feeder middle school an orientation for fifth graders who will attend 

that school the following school year. Teachers and students will be asked to participate in the activities. 

 

 

RESPONSE TO INTERVENTION (RTI) AND STUDENT SUPPORT TEAM 

 
The Response to Intervention Team (RTI) is a process of examining a student’s needs through interdisciplinary 

teaming.  Each team is composed of an administrator, team leader, team members, special education teacher and 

counselor.  Auxiliary personnel may include the school psychologist, any special education resource person, school 

social worker or central office personnel.  Parental involvement is a critical part of the RTI process. 

 

Any student, teacher, administrator or parent may make requests for services from the RTI.  Typical responses to 

requests may identify needs for behavior management techniques, learning styles assessment, developmental or 
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achievement evaluation, curriculum modifications or the need for better home-school communication and 

coordination.  Any student who experiences difficulty in his/her instructional day is eligible for intervention 

through the RTI process. 
 

The RTI is not a special education service.  However, referrals for such service are made when considered 

appropriate.  The RTI is based on a four tiers of intervention. 

 

Tier I includes all students participate in general education learning that includes: Implementation of the Georgia 

Performance Standards (GPS) through research-based practices, Use differentiation of instructions such as flexible 

grouping, varied instructional strategies, Progress Monitoring of learning through multiple formative assessment 

and analysis of student work  

 

Tier 2 involves need-based learning. In addition to Tier 1, targeted students participate in learning that is different 

by including: Specialized pyramids of evidence intervention (more intensive evidence-based interventions not just 

instructional strategies), Greater frequency of progress monitoring of learning through multiple formative 

assessments and analysis of student work  

 

Tier 3 is SST-Driven Learning. In addition to Tier 1 and Tier 2, targeted students participate in learning that is 

different by including: individualized assessments, formal progress monitoring, more intensive evidence based 

interventions tailored to the student’s individual needs, referrals for specially-designed instruction if needed.  

 

Tier 4 is specially-designed learning. In this tier, targeted students participate in: GPS access/extension, greater 

frequency of progress monitoring and specialized programs, methodology or instructional delivery.  

 

With the move into RTI, Tier One and Tier Two interventions are the responsibility of the general education 

teacher(s) and/or the existing supports in the school that are offered to every child struggling with academic work.  

Tier Three is driven by the SST and involves other, increasingly intensive, educational intervention.  Tier Four is 

implemented after an eligibility decision has been made, based on the failure of the interventions in the previous 

tiers to alleviate the educational problem.   
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GEORGIA DEPARMENT OF EDUCATION RESPONSE TO INTERVENTION PYRAMID 
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Tier 1
STANDARDS-BASED CLASSROOM LEARNING:

All students participate in general education learning that includes:

• Implementation of the Georgia Performance Standards (GPS) through research-based practices

• Use of differentiation of instruction such as flexible grouping, varied instructional strategies

• Monitoring progress of learning through multiple formative assessments and analysis of student work

Tier 2
NEEDS-BASED LEARNING:

In addition to Tier 1, targeted students participate in learning that is different by 

including:

• Specialized pyramids of intervention

• Greater frequency of monitoring progress of learning through multiple formative 

assessments and analysis of student work

Tier 3
SST-DRIVEN LEARNING

In addition to Tier 1 and Tier 2, targeted students participate in 

learning that is different by including:

• Individualized assessments

• Formal Progress Monitoring

• Interventions tailored to individual needs

• Referral for specially-designed instruction if needed

Tier 4
SPECIALLY-

DESIGNED 

LEARNING

Targeted students 

participate in :

• GPS access/extension

• Greater frequency of progress 

monitoring

• Specialized programs, 

methodology or instructional delivery

Response to Intervention (RtI):

Georgia’s Student Achievement 

Pyramid of Interventions

Georgia Department of Education  Kathy Cox, State Superintendent of Schools  February 5, 2008  All Rights Reserved
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GIFTED PROGRAM 

 
Richmond County provides programs for all qualifying students in grades K-12 who exhibit superior performance, 

advanced learning needs and demonstrate higher-level motivation and creativity.  The identification process uses 

multiple criteria as mandated by the Georgia State Department of Education. 

 

Students may qualify on mental abilities and achievement or on three (3) of four (4) components, which include 

mental abilities, academic achievement, creativity and motivation or mental abilities alone for grades K-2. 

 

An automatic referral process requires all schools to screen intelligence and achievement test scores on their students 

twice annually for referral purposes.  Parents, peers, teachers, principals, or counselors may refer students.  Referrals 

are solicited in May for August testing and in November for testing in January.  Parents of students referred are 

notified of test dates two or more weeks in advance by Gifted Program personnel. 

 

Students entering the system who had prior placement in a gifted program will be placed at once if they meet 

Georgia State Department of Education eligibility.  Gifted Program personnel will evaluate those who do not have 

the required eligibility documentation. 

Written parental consent must be on file before students are evaluated.  Parents receive a written report of evaluation 

results and are offered an opportunity to discuss the results with program personnel. 

 

Written parental consent for placement must be on file in the Gifted Program office before a student is allowed to 

participate.  Students in grades K-8 are enrolled in a five-hour per week resource program that provides thematic 

units of study.  Parents receive a progress report three times per year.  Students are provided transportation to a 

Gifted Program resource center for one day per week.  A facilitator certified in gifted education works with students 

and their teachers to develop a plan for completion of a project in each student’s area of interest.  Students, general 

education teacher, gifted program facilitator, and parents sign a contract.  Gifted endorsement is received on the 

student’s transcript. 

 

Parents are invited to an annual review to evaluate the student’s progress in the program and are provided the 

curriculum focus for the coming year. 

 

Continuation in the program will be dependent upon maintenance of an overall 3.5 GPA in academic classes, 

satisfactory performance in both regular and gifted classes, motivation and behavior, attendance, attitude and 

completion of all assigned tasks.  Students who meet these conditions will automatically continue in the program.  

Students who do not meet these terms at any time during the school year will be allowed a six weeks probationary 

period.  If satisfactory improvement is not shown, the student will be removed from the program.  Parents will be 

notified by letter at the beginning and end of the probationary period.  Students who leave the program will be 

reassessed and must meet current criteria for reentry. 

 

For further information, contact the guidance department. 

FIELD TRIPS 

Field Trips are part of the total instructional program. The Richmond County School System (RCSS) believes that 

field trips, properly planned and conducted under the guidance and supervision of a teacher, can be valuable 

experiences for students All teachers are to follow the Richmond County Board of Education Policy guide 

regarding field trips.  Field trips are to be carefully planned to accomplish predetermined educational goals.  

RCBOE provides a list of pre-approved field trips.  For destinations not on the pre-approved list, permission of 

the principal and another appropriate administrator must be sought and obtained prior to any field trip. You must 

first submit a field trip request form to the principal for approval.  The principal will then submit the field trip 

request form to Central Office for approval.  Field trip requests must be made at least three (3) weeks in advance. 
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Permission must be secured from parents before a child will be permitted to leave the school campus to 

participate in a field trip.  Consider local destinations for your field trip. Students that miss a field trip are 

assigned tasks and/or activities related to the lesson.  

• Pupils must have written permission from their parents to participate in field trips. 

• Adequate planning must be devoted to ensuring transportation. 

Field Trip Guidelines 

 

Before presenting a field trip to the class, it is to be approved by the principal.  Teachers are required to keep the 

classes under supervision and control at all times.  Any money collected for a trip must be reported to the 

bookkeeper.  No student will be denied the opportunity to participate for inability to pay.  All funds are deposited 

into the school account and a school check will be written to cover expenses.  In order to provide as many 

opportunities as feasible for all students to learn through community resources as well as classroom activities, the 

following guidelines are established regarding school-sponsored field trips or activities: 

1. Field trips must be instructional and address objectives as listed in the curriculum 

2. Teacher and/or sponsors must receive approval from the school principal at least three weeks prior 

to the trip; for out of town trips, teachers and/or supervisors must receive approval from the 

principal and superintendent or his designated representative four weeks prior to the trip. 

3. Requests for trips must give name(s) of teachers sponsoring the trip, time of departure, destination, 

and time of return, a budget detailing all costs and fees and an itinerary. 

4. Parents must be furnished written information, including an itinerary, of the trip planned and 

parents must give written permission before a child will be allowed to take a trip. 

5. If school bus transportation is required requests must be made to transportation at least 10 days 

prior to date of trip 

6. The following is required when privately owned vehicles are used for transporting students on field 

trips or on school-sponsored activities; however, the use of private vehicles is discouraged. 

a. Persons and/or vehicles must be covered by minimum insurance as required by  

       state law.  (A form giving the policy number, name of insurance company, and  

  expiration date of policy must be filed in the school office.) 

b. Persons driving vehicles must have a valid driver's license and the number on file in the 

school office on the form provided. 

7. If bag lunches are needed for trips a request must be submitted to the lunchroom manager at least 

three weeks prior to the date of the trip.  IT IS THE TEACHER’S RESPONSIBILITY TO SEE 

THAT THE LUNCHROOM IS NOTIFIED IF SACK LUNCHES ARE NEEDED FOR FIELD 

TRIPS. 

8. Trips must be completed before the end of the regular school day or the students returned to a 

predetermined place and the school sponsors must remain until each student has been picked up by 

either parent or guardian. 

9. No trip which shall not be completed within the regular school year shall be allowed, without the 

express permission of the Superintendent of his/her designated representative. 

10. Additionally, all field trips shall be: 

a. planned by grade level teachers prior to end of the third nine weeks. 

b. occur prior to the last month of school (May).   

c. not be scheduled or take place during the month of April or during any Countywide 

Standardized testing. 

11. Names of students not attending a field trip must be submitted in writing to the office.  State the 

reason for not attending. Students cannot be denied participation in a field trip for inability to pay.  
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Provisions must be made to cover such an event.  Students may only be denied field-trip privileges 

based on behavior that would prove to be a safety factor. 

12. Teachers must retrieve medication and medication forms from main office for students who require 

medication during the field trip. 

13. Field trip contributions are non-refundable. 

 

Field Trip Steps and Forms: 

1.  Instructional Field Trips Request Form (RCBE #22-A) – complete and submit to the principal for 

approval three weeks in advance.  The county has a list of pre-approved field trips.  If the field trip is on 

the pre-approved list the request will be forwarded to transportation.  If the field trip is not on the pre-

approved list the request will be forwarded to Central Office designee for approval. 

 

2. Permission to Participate in Field Trip Form (available in the office) – Complete trip details and send 

home for parents to sign. Every student participating on the field trip must have signed parental consent.  

Collect money, if applicable. 

 

3. Money – Record funds collected on Cash Receipt Form and submit funds to the school bookkeeper at 

least one day prior to departure.  All checks should be made payable to Tobacco Road Elementary 

School.  A school check will be drawn for you to present for payment for the activity.  You must bring 

back a receipt to submit to the bookkeeper. 
 

4. Privately Owned Vehicles – Complete indicating driver’s names, insurance company, and liability 

amount and policy numbers.  The principal must sign the form before you leave.  Take the pink copy with 

you and file in your records when you return from the trip.   

 

5. Lunches – Notify the lunchroom manager three weeks or more in advance so that food can be ordered and 

prepared for the day of your trip.   

 

6. If school busses are used your field trip must not begin before 9:30 a.m. and must be finished by 1:45 

p.m. This is necessary in order to allow time for busses to make their morning and afternoon pick-up and 

drop offs at their assigned schools. 

 

7. There is a charge for use of school busses.   

 

8. County school busses cannot be used for out-of-county trips.  No trips will be approved on school busses 

that have a one-way length of 40 miles or more. 

 

9. Out-of-town trips for more than 40 miles require a private charter bus.  Only ICC approved busses may be 

used. 
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SECTION IX 

REPORTING SUSPECTED CHILD ABUSE AND NEGLECT 

 

GEORGIA LAW PERTAINING TO CHILD ABUSE AND NEGLECT 

Georgia Code Section 19-7-5 

 
“(a) Reports by Physicians, Treating Personnel, Institutions and Others.  Any physician, including any doctor 

of medicine licensed to practice under Chapter 84-9 of the Code of Georgia of 1933, as amended, licensed 

osteopathic physician, intern, resident, all other hospital or medical personnel, dentist, psychologist, podiatrist, 

nursing personnel, social work personnel, school teachers and administrators, school guidance counselors, child 

care personnel, day care personnel or law enforcement personnel having reasonable cause to believe that a child 

under the age of eighteen has had physical injuries inflicted upon him other than by accidental means by a parent 

or caretaker, or has been neglected or exploited by a parent or caretaker, or has been sexually assaulted or sexually 

exploited, shall report or cause reports to be made in accordance with the provisions of this section, provided, 

however, that when the attendance of the reporting person with respect to a child is pursuant to the performance of 

services as a member of the staff of a hospital, school, social agency or similar facility, he shall notify the person in 

charge of the facility or his designated delegate who shall report or cause reports to be made in accordance with the 

provisions of this section.” 

 

“Any Other Person who believes that a child has had physical injury or injuries inflicted upon him other than by 

accidental means by a parent or caretaker, or has been neglected or exploited by a parent or caretaker, or has been 

sexually assaulted, may report or cause reports to be made in accordance with the provisions of the Code Section.” 

 

“For Purposes of This Subsection (a) A child is sexually exploited, when the child’s parent or caretaker allows, 

permits, encourages, or requires such child to engage in prostitution, as defined in Code Section 26-2012, as now 

or hereafter amended, or allows, or permits, encourages, or requires such child to engage in sexually explicit conduct 

for the purpose of producing any visual or print medium depicting such conduct, as defined in an Act approved 

April 10, 1978 (GA Laws 1978, p. 2193), as now or hereafter amended.” 

 

“(b) Nature and Content of Report, to whom made.  An oral report shall be made as soon as possible by telephone 

or otherwise, and followed by a report in writing, if, requested, to a child welfare agency providing protective 

services as designated by the Department of Human Resources, or, in the absence of such agency, to an appropriate 

police authority or District Attorney.  If a report of child abuse, sexual assault, or sexual exploitation is made to said 

child welfare agency or independently discovered by said agency and said agency has reasonable cause to believe 

such report is true, then said agency shall immediately notify the appropriate police authority or District Attorney.  

Such reports shall contain the name and address of the said child and his parents or caretakers, if known, the child’s 

age, the nature and extent of the child’s injuries, including any evidence or previous injuries, and any other 

information that the reporting person believes might be helpful in establishing the cause of the injuries and the 

identity of the perpetrator.  Photographs of the child’s injuries to be used as documentation in support of allegations 

by hospital staff, physician, law enforcement personnel, school official or staff of legally mandated public or private 

child protective agencies may be taken without the permission of the child’s parent or guardian.  Provided, however, 

that any photograph taken pursuant to this Code Section shall be taken in a manner which shall not reveal the 

identity of the subject and such photograph shall be made available as soon as possible to the child welfare agency 

providing protective services and to the appropriate police authority.” 
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“(c) Immunity from Liability.  Any person or persons, partnership, firm, corporation, association, hospital or other 

entity participating in the making of said report or causing said report to be made to a child welfare agency providing 

protective services or an appropriate police authority pursuant to the provisions of this section or any other law, or 

participating in any judicial proceeding or any other proceeding resulting there from, shall in so doing be immune 

from any liability, civil or criminal, that might otherwise be incurred or imposed, providing such participating 

pursuant to this Section or any other law shall be made in good faith.  Any person making a report, whether required 

by this Section or not, shall be immune from liability as herein provided.” 

 

“(d) Sanctions for Failure to Report.  Any person or official required by this Code Section to report a suspected 

case of child abuse who knowingly and willfully fails to do so shall be guilty of a misdemeanor and upon conviction 

thereof shall be punished as for a misdemeanor. 

 

“(e) Purpose.  The purpose of this Section is to provide for the protection of children whose health and welfare are 

adversely affected and further threatened by the conduct of those responsible for their care and protection.  This is 

often manifest by the infliction, other than by accidental means, of physical injury requiring the attention of a 

physician.  It is intended that the mandatory reporting of such cases will cause the protective services of the state to 

be brought to bear on the situation in an effort to prevent further abuses, protect and enhance the welfare of these 

children, and preserve family life wherever possible.  This section shall be liberally construed so as to carry out the 

purpose thereof.” 

 

This Code as amended was signed into law April 8, 1981. 

 

Chapter 49-5-40.  Confidentiality of Records Concerning Reports of Child Abuse and Neglect 

 

49-5-40 Records Declared to be Confidential. 

Each and every record concerning reports of child abuse and neglect, which is in the custody of the Department of 

Human Resources or other state or local agency, is hereby declared to be confidential and access thereto is hereby 

prohibited except as provided in Section 49-5-41.  (Acts 1975, pp. 1135, 1136) 

 

49-5-41 Certain Persons and Agencies to Have Reasonable Access to Records. 

(a) Notwithstanding the provisions of section 49-5-40, the following persons or agencies shall have reasonable 

access to such records concerning reports of child abuse and neglect: 

 1) A legally mandated, public private, child protective agency investigating a report of known or suspected 

child  

     abuse or neglect or treating a child or family that is the subject of a report or record; 

 2) A court, by subpoena, upon its finding that access to such records may be necessary for determination 

of an issue before such court:  Provided, however, that the court will examine such record in camera, unless the 

court determines that public disclosure of the information contained therein is necessary for the resolution of an 

issue then before it, and the record is otherwise admissible under the rules of evidence; or, 

 3) A grand jury by subpoena upon its determination that access to such records is necessary in the conduct 

of its official business; 

 4) A district attorney of any judicial circuit in this State, or any assistant district attorney, who may seek 

such access in connection with official duty. 

 

(b) The Department of Human Resources or a county or State or local agency may permit access to such records 

concerning reports of child abuse and neglect to the following persons or agencies when deemed appropriate by 

such department: 

 1) A physician who has before him a child whom he reasonably suspects may be abused or neglected; 

 2) Police or other law enforcement agency investigating a report of known or suspected abuse or neglect; 
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 3) A person legally authorized to place a child in protective custody when such person has before him a 

child he reasonably suspects may be abused or neglected and such person requires the information in the record or 

report in order to determine whether to place the child in protective custody; and 

 4) An agency or person other than a child’s parent or guardian having the legal custody, responsibility of  

authorization to care for, treat or supervise the child who is the subject of a report or record.   

     (Acts 1975, pp. 1135, 1136) 

 

Georgia law requires all persons who suspect child abuse to report it to the proper authorities, which is the 

Department of Family and Children Services.  More specifically, as it relates to school institutions, it requires the 

observer to report it directly or to report it to the building supervisor who shall report or cause to be reported, cases 

of child abuse.  The school system has tried several ways of reporting child abuse, which, from the vantage point 

of the system, have met with mixed results.  Accordingly, members of the Richmond County School System 

guidance department, special education department, central office and the board attorney met with representatives 

from DFACS.  Working together, it was decided to follow these steps: 

 

 It is best if child abuse is reported from the source (school).  That way, the intake workers will have 

less lost time and will be able to get a better description of the injuries. 

 The persons reporting from the school, whether it is the principal or a teacher directly, will get an intake 

worker.  There are    two working at all times.  In the report, the teacher or reporting person needs to describe 

specifically the injuries they have seen.  The severity of the injury is very important in setting the priority response 

time. 

 DFACS will send a letter to the reporting school person to inform them that an investigation is 

underway.  By law, and with the limited personnel at DFACS, they must prioritize investigations of abuse. 

 The school reporting the suspected child abuse shall send a copy of the report to Superintendent , 

Board Attorney, and the Public Safety Department. 

 The teacher or reporting person will only know the result if there is follow-up treatment which will 

involve the school.    
 
 

RESPONSE TIME LIMITS FOR INITIAL CONTACT ON 

CHILD PROTECTIVE SERVICES INTAKE 

 
24 HOURS 

 Injury to child under 3. 

 Multiple injuries or those indicating severe or frequent abuse. 

 Self-referrals from children afraid to return home. 

 Sexual incident involving child under 6. 

 Sexual incident by force or causing injury. 

 Children under 6 or otherwise unable to care for self-left alone. 

 Acute, untreated medical problems. 

 Bizarre behavior by parents of young children (drugs, alcohol, etc.). 

 Abandonment. 

 Self-referrals from parents in fear of hurting children. 

 

 

 

 

 

 

 



Georgia School Keys:  Planning and Organization 4.1. Rules, Policies and Procedures Articulated; School Culture 1.1., School culture 

supports academic achievement of learners. 

 

Tobacco Road Elementary School – Faculty and Staff Handbook                  47 

 

GUIDELINES AND CHECKLIST TO ASSIST IN DETERMINING AND REPORTING 

SUSPECTED CHILD ABUSE AND/OR NEGLECT 
 

It is important to keep in mind that the indicators presented here are clues.  As professionals, we are mandated by 

Georgia law to report any suspected child abuse and/or neglect.  Your suspicions might be wrong; but, if they are 

not, you could be the only chance a child has to be helped.  You might also save a life. 

 

Physical Indicators 

 

Bruises: 

 Occurring on body in patterns that might reflect patterns of instrument used (spoon, extension cord, belt 

buckle, hand print, etc.). 

 Occurring in clusters. 

 Healing may be in various stages (black and blue, swollen, yellow). 

 

Burns: 

 Immersion (bath water too hot) burns. 

 Cigarette burns. 

 Rope burns. 

 Dry burns (caused by irons). 

 

Lacerations: 

 Of lip, eye, or portion of face. 

 Of external genitalia. 

 

Skeletal Injuries: 

 Corner fractures of long bones caused by twisting or pulling. 

 Questionable appearance of alignment or extremities. 

 Stiff, swollen or enlarged joints. 

 

Head Injuries: 

 Absence of hair or bleeding beneath scalp due to hair pulling. 

 Subdural hematomas due to shaking or hitting. 

 Retinal (eye) hemorrhaging. 

 Facial (jaw or nose) fractures. 

 

Internal Injuries: 

 Vomiting bright red blood. 

 Abdominal pain (due to hitting or kicking in midsection). 

 

Behavior Indicators 

 Unusual or rigid eating habits (afraid to waste or spill foods). 

 

 Lacking in curiosity. 

 

 Fearful of physical contact. 

 

 Displays unemotional appearance 

            *shows no emotion. 

            *cries little. 
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            *enjoys little or nothing. 

            *can perform motor skills, but does not want to. 

 

 

The child who is less severely abused or is older at onset, will exhibit some of these behavioral characteristics: 

*timid, easily frightened. 

*psychosomatic complaints. 

*enuresis (wetting self). 

*vomiting. 

*craves attention or affection. 

*continues to affirm love for abusing parents. 

*exhibits sporadic temper tantrums. 

*assumes role of parent in parent/child relationship or is extremely immature. 

*shows indiscriminate attachment to strangers. 

 

The child who is mildly and frequently or inconsistently abused as an older child will exhibit these characteristics: 

*hurts or will hurt other children. 

*shows aggressiveness. 

*demanding. 

*appears or may appear accident prone or clumsy. 

*shows lag in development. 

*has short attention span. 

*has a raging temper tantrum. 

 
 

 

SECTION X 

 

TORNADO, FIRE, AND LOCKDOWN SAFETY PROCEDURES 
 

FIRE DRILL PROCEDURES 

 
A fire drill will be conducted each month.   

 

Know your planned escape route and teach your students this information.  Fire escape maps must be posted in 

all classrooms.  The fire alarm buzzer is a unique sound (not like the bells) and is the signal for one use:  evacuation 

of the building.  Close all windows.  Teachers should take their class rosters and grade books with them when 

evacuating the building.  Close your classroom door.  Do not lock the door.  Female teachers are encouraged to take 

their purses with them when leaving the building.  Move quickly and quietly along your designated route.  In a 

designated gathering area outside the building, teachers are to account for all students.  Each teacher should send a 

runner to the flag pole area with a fire drill evacuation report.  No one will be allowed to re-enter the building until 

a report has been received from every teacher.  A fire escape plan will be provided for placement in all classrooms. 

 

Duties of Teachers 

1.  Train students to immediately file out of the room and building in an orderly manner, using quick 

steps – no running and no talking 

2. The teacher will be the last person out of the room in order to make sure that everyone is out. The 

teacher will get an attendance form (located at the door) and close the door as he/she leaves. 

3. When outside the building, students shall be moved a safe distance from the building and out of the 

way of the fire department.   
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4. When located a safe distance from the building, the teacher will call the roll to account for all students 

in the class.  Complete the attendance form and sent it to the designated school personnel at the back 

and/or front of the school at once. 

5. To ensure the safety of any handicapped students, the teacher will provide assistance for the child by 

appointing one or more responsible able-bodied students to help the student from the building to 

safety. 

6. Teachers must know how and where to turn on a local fire alarm in the school building and how to 

notify the fire department in case of a fire. 

7. The safety of the children is the responsibility of each teacher.  The teacher must be the person to 

make sure that all students are out of the classroom and building and to close his/her classroom 

door. 

 

Chief Bureau of Fire Prevention, Richmond County Fire Department rules govern fire drills in all schools. 

 

 

TORNADO SAFETY RULES 

 
Tornado safety drills are required and the action taken is much different from fire drills.  The following action 

should be taken during a tornado drill: 

 

SIGNAL: Three loud bells and an announcement will signal the warning. 

 

MEANING: A tornado has been sighted and you should move to the designated area. 

 

WHAT TO DO:  Students should exit the classroom.  Line up along the interior wall outside the classroom.   

Upon specific directions, assume the protective posture of facing the interior wall, crouching on elbows and knees, 

and placing hands over the back of the head.  Everyone should remain in this position until the signal of return to 

the normal condition is given – an announcement signal of “all clear.” 

 

Tornado Watch 

 

A tornado drill will be conducted at least one time during the school year. The Weather Service initiates the date 

and time for the drill. 

 

Tornado Warning 

 

A tornado warning means that a tornado has been sighted.  You can expect to see dark clouds boll in the sky.  There 

may be thunder, lightning, heavy rain, and possibly hail.  If you see large hail, a tornado may be close.  Seek shelter.   
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LOCKDOWN PROCEDURES 

Lockdown means the school has a major disturbance and the school should be totally secured.   

 

1. Upon learning that a person or persons representing a threat has entered the building the following 

announcement will be made “Hard Lockdown.” 

 

2. Check the immediate area outside your door for students or staffer who needs refuge. 
 

3. Classroom teachers should get all students out of sight, clear windows and doors. Lock all doors. 
 

4. Turn off all lights. 
 

5. Close shades/blinds. 
 

6. Call 911 or Public Safety from cell phone if available. 
 

7. Do not respond to knocking on the doors/windows, rattling of the door handle, or a verbal inquiry asking 

if someone is in the room.  
 

8. Maintain lockdown status until given further instructions by appropriate officials.  

 

9. An announcement will be made to indicate normal operation of the school with no problems. 

 

 

 

 

SECTION XI 

 

FISCALRESPONSIBILITY 
 

 

HANDLING OF MONEY 

 
Money is never to be kept by teachers in the classroom overnight! 

 

All money received from students and parents is to be listed on the Cash Receipt Form and 

submitted to the school’s Bookkeeper for deposit.  When moneys are being sent to the office please follow the 

following procedure: 

 Place checks together 

 Place currency together (20’s, 10’s, 5’s and 1’s) 

 Turn currency face up in the same direction 

 Complete the Deposit Summary form and the Cash Receipts form 

 

 

FUNDRAISERS 
 

The principal must approve ALL PURCHASES and all FUND RAISING PROJECTS. 



Georgia School Keys:  Planning and Organization 4.1. Rules, Policies and Procedures Articulated; School Culture 1.1., School culture 

supports academic achievement of learners. 

 

Tobacco Road Elementary School – Faculty and Staff Handbook                  51 

 

 

All money must be handled through the TRE general account and checks must be written for payment of all items 

purchased.  NO purchases or payments can be made from cash collected. 

 

A deposit summary form must be completed for each deposit and turned in to bookkeeper.  Money is to be 

verified by the club sponsor.  It should be turned in to bookkeeper with the amount to be deposited written on the 

money envelope and the club account number noted.  Currency is to be sorted into the appropriate denominations.  

All bills need to be facing the same direction.  Coins are to be wrapped whenever possible.  Checks are to be totaled 

and identified as to the club and from whom the check was received. 

 

A school receipt will be written for all money given to bookkeeper. 

 

Sponsors are responsible for requesting checks in writing three days prior to needing the check.  All invoices, 

sales slips, etc. should be given to the bookkeeper for payment and will be kept as records for audit purposes.  

Fundraiser reports must be completed at the end of the fundraiser when the money is turned in for deposit. 
 

 

MONEY FOR LOST TEXTBOOKS AND LIBRARY BOOKS 
  

Money for lost textbooks is to be listed Cash Receipt form and turned in to the bookkeeper for deposit.   

 

 

End-of-year: Money for Damaged and Lost Textbooks and Library Books 

 

Submit to the office the name of the book and money paid by parent 

 

 A receipt will be written to the parent for the amount paid 

 Number all books and record the number and condition 

 Use the following chart to determine the condition and charges for damages: 

 

Textbook Fine Information 

Fine Types  Price  
 

Bent Cover (entire cover – not just a corner)  

 

$10  

Broken Binding  ¼ cost of book  

Gum, Food, etc.  $5  

Removed Barcode  $2  

Lost Book  Cost of book based on condition  

Excessive writing or marking in or on book  $10  

Minor writing or marking in book  $3  

Missing Cover  Cost of book based on condition  

Obscenities (drawn or written)  $10  

Water Damage(minor)  $10  

Water Damage(major)  Cost of book based on condition  

Torn Pages (minor damage)  $5  
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SECTION XII 

 

MISCELLANEOUS INFORMATION 

 

 

 

STUDENT PHONE USE 

 
Do not send students to the office to use the phone.  You may allow them to use the phone in the team office area 

under supervision.  Students will only be allowed to use the phone if they are sick and need to call home for someone 

to pick them up.  Forgetting homework, going home with a friend, staying after school, etc., are not valid reasons 

for using the school phone.   

 
 

ORDERING/PURCHASING SUPPLIES 

 
Teachers may order supplies provided they have received prior approval from the principal.  Each grade level 

is budgeted money for supplies.  The principal will review all requisitions and book orders.  Teachers must receive 

written approval prior to the purchase of any supplies not furnished by the school.  Submit any requests to the 

Principal.  Any purchases by teachers not following this procedure will result in the teacher being responsible 

for payment. 

 

 

TEACHER CERTIFICATION 

 
Meeting requirements for certification and renewal of certificates is the responsibility of the teacher.  This includes 

obtaining information, completing all requirements and providing the school with a copy of your current certificate.  

A copy of professional learning completion forms should be submitted to the front office for placement in your 

professional file.   

 
 

OFFICIAL SCHOOL CORRESPONDENCE 

 
All written materials that a teacher intends to use as correspondence with parents, the public, and any other 

individuals outside of TRE must be typed.  This includes all reports to the central office.  One exception would be 

the discipline referral form.  Please keep in mind this form becomes part of the student’s school records.  It should 

be neat, accurate, and legible. 

 

 

 

 

 

Torn Pages (major damage)/Missing Pages  Cost of book based on condition  

Spine Damage  $10  

If any damage renders the book unusable  Cost of book based on condition  
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RELEASE OF DIRECTORY INFORMATION 

 
The Richmond County Board of Education, in compliance with the Privacy Act concerning personnel files, will 

release as directory information without the consent of the employee or student the following information: 

 

 

 Name of the employee or student. 

 Address of same. 

 How long employed or where enrolled. 

 The date and place of birth. 

 The height and weight. 

 The grade level of the student. 

 

 

Any employee and/or student or parent who objects to the release of the directory information may file an objection 

in writing to the Assistant Superintendent for Personnel, Richmond County Board of Education, 864 Broad Street, 

Augusta, Georgia, 30901, clearly stating what directory information they do not wish to have released.  If a student 

or parent wishes to file an objection, an indication of the student’s current school enrollment must be made. 

 

Upon written consent of the employee or student, specific information not listed above may be released provided 

the signed consent form is on file in the employee or student’s personnel file. 

 

In accordance with the Privacy Act, certain governmental institutions have access to student and/or employee’s 

personnel files without prior consent for disclosure. The Richmond County Board of Education will notify any 

employee or student of the release of any information to any agency for which prior consent is not required 


