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Bookkeeper Meeting 10/9/2025
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VISION STATEMENT
To prepare every student to thrive, adapt, and lead

in an ever-changing world.

MISSION STATEMENT

Empowering Every Learner Every Day.

BELIEFS
• Success is attainable for everyone

• All students deserve a quality educational 
experience

• Education is a shared responsibility

• Transparency is a foundation of trust

• Safety for all is a priority
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3rd Party Protocols
Inclement Weather, E-Learning, PL Days, 

and Holidays
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• Announcements via email, social media, 
and news.

• Schools Dismissing Early
– 3rd party staff remain until students dismissed 

safely.

• School Delayed Opening
– 3rd party staff come in when employees 

report.

Inclement Weather Protocols – Early Dismissal 
Delayed Opening
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• Announcements via email, social media, and 
news.

• Schools Closed work from home- 3rd Party 
employees are expected to use E-Learning 

for the following:

Inclement Weather Protocols – Schools Close/ 
Work from Home



7

• 3rd Party Contracted Teachers & Kelly Long 
Term Teachers are expected to work from 
Home providing lesson plans and class with 
students: Paid.

• Paraprofessionals & Global Staff not expected 
to work: Not Paid.

• Bookkeepers must process invoices and correct 
timesheets if weather falls on the appropriate 
days. Example: Monday Global

Inclement Weather Protocols – Schools Close/ 
Work from Home
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•  E-Learning via Canvas and virtual platforms. 

• Employees report to work site.

• 3rd party Teachers post assignments and hold virtual classes.
– Long Term Kelly Teachers should be posting Assignments.
– Long Term Kelly Teachers if not working will need to be removed from 

absence/vacancy and it will need to be will need to be adjusted to No Sub 
needed.

• Paraprofessionals, Custodians, and most staff work.
– Refer to District Calander if employees report to work.
– If Employee reports to work based on Calander approval they will be paid.

• Hall Monitors & Metal Detectors
– Not Paid as they do not report to work.

• Bookkeepers ensure invoices and timesheets are corrected.

PowerUp Days – Employees Report to Work
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• Reminder- When employees are out on 
Power Up days, they will need to submit an 
absence but mark NO SUB NEEDED.

• Day to Day (short term) Kelly employees 
who have not met Long Term 
Requirements should not be reporting to 
work nor on the absence.
– Mark those absences as No Sub Needed.

Employees Power Up
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• 3rd Party Teachers attend workshops or virtual PLs as expected.
– This include Long Term Kelly Subs/Retirees 
– Virtual PL’s should be conducted at the school site not at their 

home.
• 3rd Party Teachers should be expected to do virtual 

assignments when applicable. 
• Paraprofessionals attend PLs if District Employee Work 

Calander has them working. 
– If District Work Calander has them work and there is not an 

assigned PL’s they report to school sites.
• Custodians & most staff work; Hall Monitors don’t.
• Pay is based on attendance.
• Bookkeepers track sign-ins, process invoices, and review 

timesheets.

Professional Learning Days Protocols
-District Based
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• At this time 3rd party Contracted Teachers 
will be expected to do PL’s if it is during 
school hours. 

• If it is outside of school hours, they will be 
unable to participate.

Professional Learning Days Protocols
-School Based
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• Follow district calendar for holidays and breaks.
• Employees work if scheduled per work calendar.
• No work = No pay.
• Bookkeepers finalize invoices and timesheets 

before break.

Holiday Protocols
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Employee Calendar/District Calendar
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Personal Action Change Form - PAC

• Personal Action Change Forms are 
located on the HR Bookkeeper Page.

• Please have signatures in the 
employee box if able.

• Use E numbers over socials.
• Turn in within 48 hours of 

resignation/moving schools/job 
times.

• 3rd Party employees STILL NEED 
PAC’s
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• Addendum to contracts are due to me in 
person if you have them. If not, please 
have them to be by the end of the day.

Addendum to Contracts
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• A paraprofessional handout was given last 
month regarding Paraprofessional 
obtaining their certification. Please give 
them out to potential candidates.

• We will be updating the information on 
new policies from GaPSC and should roll 
them out by mid-November.

What’s Coming Soon
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• Kelly & District Subs: Emily Theodorson 
Ext. 5537

• Temp to Hire-Global, Augusta Staffing: 
Gladys Hamilton Ext.5620

• Other 3rd Party: Allison Barnhart Ext.5524

Contact Information
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