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2026 – 2027 

Employee Handbook

“I can live off a compliment for two months.” – Mark Twain
30 ideas/concepts/mandates that are important 

1. Find something good to say to every child – every day.
2. Treat each other in a professional manner.

3. Our students, parents, and the taxpayers of Richmond County deserve and will be given our best each day.
4. Teach the standards. 

5. Grades should show mastery of standards, not completion of tasks.  
6. Study the school emergency plan.
7. Engage the learner. Teach like it’s the last lesson you will ever present.

8. Inspect what you expect.

9. You are encouraged to join PTO.
10. It is your legal duty to report child abuse/neglect.
11. A calm answer turns away wrath.

12. Supervise your students. Always.  

13. Incorporate Character Education into your lessons.
14. Students should be using agendas extensively. Check them daily/weekly.
15. All staff will follow Georgia Code of Ethics.

16. Follow FERPA. Don’t speak about confidential matters openly.
17. Enforce dress code at 6:50 a.m. each day and throughout the day.
18. Dress professionally every day.  If you have a doubt, don’t.

19. Incorporate Fine Arts weekly into your General Education plans.

20. Keep a log of communication with parents. 
21. Use data to drive instruction. Differentiate lessons based on the data.
22. Sign In/Sign Out daily.
23. When returning from an absence, employee must sign forms with Ms. Powell.

24. Lesson plans are your strategies for the week.

25. There are experts in the building. Seek them out.

26. Students will remember how you treated them more than what you taught them.

27. Folders go home consistently every Wednesday.

28. Technology is expected to be used every day in creative and effective ways.

29. Can you explain the School Improvement Plan to your stakeholders?
30. Forgive others, then forgive yourself.

RCBOE MOTTO STATEMENT

Learning Today………Leading Tomorrow
RCBOE MISSION STATEMENT

Empowering Every Learner Every Day.

RCBOE VISION STATEMENT
To prepare every student to thrive, adapt, and lead in an ever-changing world.

The Richmond County School System (RCSS) will provide an equitable education for all students to prepare them for life beyond the classroom.
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

T. Harry Garrett Mission Statement

The mission of T. Harry Garrett Elementary School is to educate the whole child through the integration of the arts throughout the curriculum in order to engage students, enrich content, and to foster appreciation for creativity and diversity.

T. Harry Garrett Vision Statement

Increasing academic achievement for all students and creating a culture of artistic expression through Art, Drama, Dance, and Music.

Regulation IHA-R: Grading Systems 
I. Elementary School

1. Academic Grade Reporting: Kindergarten – 3rd Grade

Student performance in Grades K-3 will be recorded and reported by numerical grades on a 4-point, standards-based scale.
a.  Calculation of Final Grades Final grades will be determined at the end of each semester based on the cumulative body of evidence for each standard. The mode of all assessment scores per standard will be used to identify patterns of performance over time and guide determination of final grades.

             Minimum number of assessment scores collected per 6-week progress report = 5
Content Mastery Assessments will be given quarterly in all Grade 3 core content areas. 

These assessments will be scored by standard.
B.  Academic Grading Scale

	4
	Distinguished Learner
	Makes applications and inferences beyond expectations

	3
	Proficient Learner
	Meets standards consistently and independently

	2
	Developing Learner
	Progressing toward meeting standard

	1
	Beginning Learner
	Limited progress toward mastery of standards

	ND
	Not Demonstrated
	Not Yet demonstrated

	NA
	Not Applicable
	Not applicable at this time


2. Academic Grade Reporting:  Grades 4 – 5
Student performance in Grades 4 – 5 will be recorded and reported in all courses by numerical grades based on a 100-point scale.

a. Calculation of Final Grade

Final grades will be determined by the cumulative semester average using the following criteria:

·  Minor Grades = 60%:  Examples include quizzes, labs, and other graded assignments to assess certain standards in a unit of study.
· Minimum number of grades per 6-week progress report = 5
· Major Grades = 40%:  Examples included unit tests, essays, research papers, project-based assignments to measure mastery of standards that comprise a unit of study.

· Minimum number of major grades per 6-week progress report period = 2.

b.  Academic Grading Scale

	A
	Represents an average of 90 – 100

	B
	Represents an average of 80 – 89

	C
	Represents an average of 79 – 79

	D
	Represents an average of 70 – 74

	F
	Represents an average of below 70


Winter Honors Day   (Recognition Months:  August- December)
1. i-Ready Growth Grades K-5 Reading and Math
a. Students who grew 50 points or more

b. Students who made typical growth

2. Character Kids Grades Pre K-5

3. Perfect Attendance Pre K-5

4. A honor roll 4-5

5. A/B Honor Roll 4-5

6. Most Improved for 1st Semester. One for behavior and one for academics. 

7. Books Read from Beanstack:  50 books or more
**Additional Honors may be added with Administration Approval for both Winter and Spring Honors Day
[image: image1.emf]Spring Honor’s Day Information       Listed below are the guidelines for Honor’s Day :     1.   T. Harry Garrett Award:    Top boy and girl  in every class with good grades and good character.  (Grades 4  –   5)     2.   A Honor Roll:    All A’s or S’s in all subjects. (Grades 4  –   5)     3.   A/B Honor Roll:    All A’s and B’s in all subjects. (Grades 4  –   5)     4.   Highest Academic Average:    Top two students from each class   with the highest academic averages  (e.g. valedictorian and salutatorian; Grades 4  –   5)     5.   Most Improved:    The two children in each class that have shown the most improvement:  one for  behavior and one for academics. (Grades 1 -   5)     6.   Citizenship:    Two children   from each class who are well rounded, cooperative, show concern for fellow  students and the teacher, and has pride in the class and school. Grades 1  –   5)     7.   Perfect Attendance :  Student has been present every day and has less than 10 tardies and/or early  re leases. (PreK  –   5 th   Grade)     8.   Perfect Presence:   Students have been present every day and has 0 tardies.  (PreK  –   5 th   Grade)     9.   Character Kid :  Any child that has been recognized as a character kid throughout the school year.  (PreK  –   5 th   Grade)     10.   Science Fair Pa rticipation:    This award recognizes the children that participated in the science fair.  (Grades 3  –   5 )     11.   Math Team:    This award recognizes the student that participated in this year’s math competition.  (Grades 4  –   5)     12.   Drill Team:    Any student that has parti cipated all year in drill team. (Grades 3  –   5)     13.   Art:    The top boy and girl of each grade that have shown exceptional behavior, talent, attitude, and have  an average of 95 or above in Art. (PreK  –   5 th   Grade)     14.   Dance/Drama:    The top boy and girl of each grade   that have shown exceptional behavior, talent,  attitude, and have an average of 95 or above in Dance/Drama. (PreK  –   5 th   Grade)     15.   Music :   The top 2 students in each grade that have shown exceptional behavior, talent, attitude, and  have an average of 95 or a bove in Music.  (PreK  –   5 th   Grade)     16.     Physical Education:   The top two students in each grade level who have shown exceptional skill and  talent in Physical Education.    


17. Students who performed at Proficient or Distinguished Learner on GMAS: 3rd – 5th Grade (ELA, Math, Science).

18
I-Ready Reading and Math:  Students must meet their typical growth from the beginning  of the year to the end of the year for ELA and Math ( K – 5)

PUBLIC PERCEPTIONS OF FACULTY AND STAFF
Professional educators and school staff are to act socially responsible at all times. This includes while we are at work, but also when we are in the community.  
Using social media (Facebook, Twitter, etc.) should always be used in a positive way that shows not only Garrett but professional educators in a positive light. Freedom of speech does not mean that you can post anything online and not suffer consequences. A basic tenet should be to not “friend” students while they are in your facility.
Please refrain from taking pictures of your students with your personal phone and sending it to other teachers/administrators and parents.  If students have destroyed your classroom or something within your classroom, you can take a picture of what items the student destroyed.
We are entrusted to provide students with the best education possible.  We should treat each child in a friendly, fair, but firm manner.

Everything we do as individuals or as a group influences the children under our care.  The attitudes we display will reflect on our students, and how we work together as a team.

Public relations are the responsibility of all school employees.  You chose to work in this school and this school system. Make positive changes as much as possible. Don’t condemn, denounce, or defame it.  Negativism toward staff, parents, or students is unproductive and unacceptable.

SIGN IN-OUT Procedure
Each faculty and staff member will sign in each morning and sign out before leaving each school day by using CheckMate.  CheckMate is located in Infinite Campus.  
OUTSIDE FOOD FOR LUNCH

Employees cannot leave campus to pick up food items without permission from the Principal or designee.  You can order food and Door Dash/deliver your food to Garrett. 
SCHOOL WORKDAY PROCESS
All faculty and staff are to arrive for work on time.  We have two tiers for our work schedule. 

Tier 1
Morning duty personnel reporting time is 6:40 am.
Morning duty begins at 6:50 am when Garrett opens its doors to our students
Morning duty personnel can leave at 2:30 pm. 

Tier 2
The workday for afternoon duty teachers at Garrett is from 7:00 a.m. to 3:00 p.m.
If a teacher eats lunch with their students, they can leave at 2:30 pm

Those teachers who would like their duty-free lunch will leave at 3:00 pm. 
Morning/Afternoon duty personnel can leave at 2:30 pm.  If students have not been called, by 2:30 pm, teachers will need to let the front office know so that we can get coverage to watch the students. 
Afternoon duty begins at 1:50 pm until ALL students have been dismissed and picked up by parents/bus/daycare. 
Paraprofessionals Times:
Morning Duty:  6:45 am to 2:00 pm

Afternoon Duty: 7:00 am to 2:15 pm

Exceptions to these times will be for faculty meetings, Leadership Team meetings or other meetings that may be necessary. Most meetings will be scheduled for Thursdays. 
Teachers and teaching assistants (those not on morning duty) are to be in their respective classroom fifteen (15) minutes prior to the arrival of pupils.
Any employee who finds it necessary to leave school prior to school being dismissed, due to an illness and or emergency, will need to check in with the principal or asst. principal and let them know. Your class must always have coverage which you will need to find.  
If any employee finds that he/she will arrive late for work, due to unavoidable circumstances, he/she is to notify the principal, and /or the asst. principal ASAP.  
Being consistently and continually late will be documented in your employee folder at Garrett as well as conversations with the employee. 
School Start/End Time:  School begins at 7:25 am and ends at 2:15 pm.
Policy Reminder:
Please note that relatives are not permitted to come to work under any circumstances.

If an employee needs to bring their child to work, prior approval must be obtained from Ms. Walk or Dr. Scott. This ensures workplace safety and maintains our professional environment. Thank you for your cooperation.

Professional Learning WORKDAY Processes
The workday for teachers on Professional learning days is from 8:00 a.m. to 4:00 p.m. 
FACULTY/TEAM MEETINGS Processes
Thursday afternoons have been set aside for faculty and/or staff-development meetings and leadership team meetings.  
The meetings will be held in the cafeteria after dismissal unless otherwise notified.  
All teachers are expected to attend the Faculty meetings.  If there is a concern, please speak with the Principal about your concern.  Para’s may attend if they would like to. Meetings will be held each month.
Only members of the Leadership team will need to attend the leadership team meetings.  Leadership Team meeting will be held in the Media Center. Leadership team meetings will be held twice a month.
Administration will meet with teachers/Special Teachers weekly Collab Planning and/or PL meetings.  
Collab Planning meetings will be in ref to Georgia Standards, Lesson Plans, Student Work, Data Review, and all other pertinent information will be discussed.
Team meetings need to be held each week by all grade levels and including Specials to discuss leadership team meetings notes, grades, curriculum, data and any other important information between the teams.  SPED teachers can meet with their grade levels. A copy of the minutes should be given to Ms. Walk by Friday of each week.

PROFESSIONAL ORGANIZATIONS
Each employee has the opportunity to become a member of professional organizations, such as NEA and PAGE.  As members of the teaching profession, it is important that we join a professional organization(s) of our choice which functions for our benefit.
PTO
The Garrett PTO meets several times each school year.  One of the most important functions of the PTO is to help teachers and parents work together for the educational welfare of the children.  Each teacher and teaching assistant is expected to be an active member in the PTO by joining, attending each meeting, and helping with fund raising projects. All teachers are required to attend unless the teacher is excused by the Principal. 
FIRE DRILLS

In accordance with the State and Local Fire Marshall’s Office, we will conduct a monthly fire drill.  A practice drill will be held at the beginning of the school year.  You will be notified of the initial practice drill, but not of all subsequent drills.  Each teacher is responsible for posting the school’s evacuation plan in his/her classroom.  At the beginning of the school year, each teacher is responsible for explaining the fire exit route that the class will take during a fire drill.   
Teachers will need to make sure that lights are turned off and the door is closed. These drills are to be taken seriously.  It is the teacher who can ensure that this is done.  The teacher should be the last person to exit the room.  The teacher will need to bring the gradebook with them.  When outside, the teacher is to count the number of students that are present and key the information into the Navigate Prepared Emergency System.  
Navigate Prepared is a system that all Richmond County Schools use to alert faculty, staff, and students of a fire, tornado, and lockdown.  There is a place where faculty members can let administration know about student accountability and to make sure everyone is okay.
TORNADO DRILL
Each year practice tornado drills will be held simultaneously throughout Richmond County Schools.  Each teacher will be responsible for preparing his/her students for these drills with information provided prior to the actual drill. All classes will shelter downstairs.
LOCKDOWN DRILL
Lockdown drills are important to practice in case we have a threat in the community or if something occurs inside of our building.  Each teacher will go over with their students the proper procedure for a lock down.  The teacher should discuss the two kinds of lockdown:  a public safety alert and a lockdown.  Remember that a public safety alert occurs when something happens in the community.  

PUBLIC SAFETY ALERT

A Public Safety Alert is appropriate when there is a public safety response in the community or an incident in the building that requires an elevated level of safety and security.  

ACTIVE SHOOTER DRILL

In Georgia, active shooter drills in schools are now mandatory for all public schools, as outlined by the Safe Schools Act. This act requires schools to conduct at least one active shooter or intruder training drill annually, with the training based on standards set by the Georgia Emergency Management and Homeland Security Agency (GEMA/HS). The drills must be completed by October 1st of each school year.

EMPLOYEE ABSENCES

Teachers, staff members, custodians, and cafeteria workers are to log into the Absent Management/Frontline Management, the computerized substitute system, before 6:00 a.m. on the day they are to be absent because of illness.  If you know the night before that it will be necessary for you to be absent, please enter your absence that evening. The earlier you put in for a sub, the more likely you will have one for the day of the absence.  Remember that it will be necessary to bring a doctor’s note stating that you were unable to return to work if you are ill more than three (3) consecutive days.   Text or call Ms. Walk or Dr. Scott to let them know you will be absent.  
You cannot take Personal Leave or Vacation Days the day before a scheduled holiday or the day after returning from the holiday without getting the absence approved.  If you are sick, you will need to go to a doctor and return to work with a doctor note.  

Personal Leave and Vacation Leave will be required to have a minimum of a two-weeks’ notice or longer.   

Taking a Sick day and a Personal day at the same time is not allowed without a Doctor note. 

AUTOMATED SUBSTITUTE TEACHER MANAGEMENT SYSTEM (ABSENT REPORTING) As of July 1, 2018, Kelly Services provides our school system with substitutes for Teachers, Paraprofessionals and Media Specialist (daily only). Long term absences for Media Specialists should go through the RCSS Substitute Operator. 

RCSS Operator: (8:15 AM-4:15 PM) 706-826-1308 KES Local Office: (8:00 AM-5:00PM) 706-210-2538 KES Scheduling Team: (8:00 AM-5:00 PM) 866-535-5998 KES Website: www.kellyeducationalstaffing.us Go to the top of the page and click on employee log in…their Absence Management/Frontline will open. 

Teachers, Paraprofessionals and Media Specialists: 

1. IT IS THE DESIGNATED EMPLOYEE’S RESPONSIBILITY TO call the automated system or enter online with ABSENCE MANAGEMENT each time you are absent, whether or not you need a substitute.

 2. OBTAIN A CONFIRMATION NUMBER WHEN REPORTING AN ABSENCE. If an employee calls the system and does not receive a confirmation number, the call has not been recorded in the computer; therefore, a substitute will not be called. 

3. DESIGNATED EMPLOYEES ARE REQUIRED TO “VOICE IN” or “TEXT” SPECIAL INSTRUCTIONS, even if prior arrangements are made. Specific information about the location of lesson plans, subject and grade, planning time and the like plays an important role in subs accepting jobs. Many subs will not accept jobs if the grade and subject are not known. Remember ABSENCE MANAGEMENT requires you to state your name and title – the school will be recorded by ABSENCE MANAGEMENT. 

4. DESIGNATED EMPLOYEES MUST CALL THE SYSTEM PHONE NUMBER to register. You will receive an email with instructions on how to state your name. The email will be from 541B@kellyservices.com. Since January 2017, Google Chrome is no longer user-friendly with ABSENCE MANAGEMENT. Please use Internet Explorer or another browser when trying to log in to ABSENCE MANAGEMENT. 

5. DESIGNATED EMPLOYEESALREADYREGISTERED IN THE SYSTEM should call no later than pre-planning week to review the recorded information from last year. This is the time to update your voice, check your title, school and hours in the system. Notify your substitute operator by mail should corrections be needed. 

6. IMPORTANT: Substitutes assigned through ABSENCE MANAGEMENT are entitled to the job even if prior arrangements were made by the teacher or school. If two subs report for the same job, the sub with the job confirmation number and whose NAME is entered for the job is the one who should be reported on the payroll. The school should attempt to place the additional substitute in a vacancy at the school or contact the substitute operator for location still in need. Designated employees entered into the system will have their telephone number of records as their user ID. ABSENCE MANAGEMENT will configure and provide a 4 to 5-digit pin. ABSENCE MANAGEMENT allows you to change your telephone number and pin by phone and online. Your email address may only be changed online
Emergency Lesson Plans

Emergency Lesson plans are required for everyone who works directly with students.  You will need a minimum of three days’ work of lesson plans due by the first Tuesday in September. 

PERSONAL LEAVE

Each 10 and 11 month employee has five personal leave days each year.  If you choose not to use days for personal/professional leave, you do not lose them.  They can be accrued as sick leave to build toward your ninety-day maximum.  However, if you find it necessary to take personal leave or vacation days you must submit a written request to the principal at least two weeks in advance of the requested leave stating the specific dates you desire.  Forms are located in One Drive under Garrett 1054. 
Personal  leave requests for days immediately preceding or following a designated school holiday must be made in writing to the Superintendent and to the principal two weeks prior to the requested leave date.  It is your responsibility to keep up with the number of personal leave days you have taken.  The forms can be found on One Drive under Garrett 1054.
10 and 11 - month employees have five days of personal leave a year.

12-month employees have vacation days 
Custodial Employees who can get overtime pay:


You will need to have your time documented in Checkmate.  The time will need to show when you clocked in and when you clocked out for your overtime.  When the bookkeeper gives you the time period dates to fill in for your overtime, please make sure that your dates are within the time period listed on the top portion of the sheet.  And make sure that your have clocked in and out of the system for the days you worked overtime.
Open House, Honor’s Day, and Graduation 

OPEN HOUSE:  If you have children at other schools and you need to attend their open house, please let the Principal and Assistant Principal know.  We can work out a time for you to attend.

HONORS DAY:  If you would like to take two hours to attend your child’s Honors Day, please let the Principal and Assistant Principal know the date and time of your child’s Honors day.  If you would like to take a ½ or Full day, you will need to put in for Personal Leave for the time.  It is very important to let us know as soon as you find out the dates and time.  If you have no personal leave then it is leave without pay. 
Student Restroom Process
Pre K thru some 2nd Grade Classes:  Restrooms are available within the classrooms.  Please monitor how long your students stay in the restroom.  

We have approximately 4 student restrooms within the building.  Downstairs, we have the restrooms by the cafeteria and we have the restrooms by the Art and Music Rooms.  Upstairs, we have the restrooms at the beginning of the 2nd,  3rd , and 5th  grade hallways.  Finally, we have a restroom in the gym. 
3rd – 5th Grade Classes:  Teachers will need to schedule time to take their students to the restroom within their classes. If a student has to use the restroom outside of the scheduled time period, please have the students sign out and sign back into your class each time they leave and come back to your classroom.  This is data that you can use to see how much class time students have missed due to restroom concerns.  You can discuss this with the students during student conferencing times. 
Garrett Restroom Sign Out/Sign In Sheet

Garrett Restroom Sign Out/Sign In Sheet

	Name
	Date
	Sign Out Time
	Sign In Time
	Teacher

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


LESSON PLANS
Each teacher, including SPED, EIP, and Specials should submit lesson plans one week in advance.  
SPED teacher should work with cooperating teacher on plans.  Gen Ed teachers can include SPED teachers on the plan, but it needs to be a joint effort.

SPED will need to work out a plan for working on student goals. 

EIP teachers will need to work collaboratively with Gen Ed Teachers on plans. Gen Ed can add EIP teachers onto the lesson plans, but it needs to be a joint effort. 
These are to be submitted electronically by Thursday evening before the week the plans are being used.  
You will need to have a place in your classroom that your plans will be located for visitors who may enter your classroom.  
These plans are subject to the principal’s or his/her designee’s inspection at any time.  
They should be typed neatly.  
Lesson plans must include:

Standards, Learning Targets, Success Criteria, procedures, materials, and assessments.  You will need to have your student groups listed on your plans for the week.
You will need to have an Arts (Music, Dance/Drama, Art) Enrichment activity once every quarter.

You will need to have an ARTS standard and use ARTS Vocabulary with your Academic lesson
You will showcase your students work in the cafeteria.  
 You must document accommodations and modifications.  Also, several times during the school year please attach handouts and tests that you will be using for your students.
PROGRAM CARDS
Each Teacher will prepare a program card which lists each subject taught, the number of minutes each subject is taught and the time of day that each subject is taught.  Please refer to page 15 – 16 for content minutes. 
Points to remember………

1. Standards requires that each K-8 student receives a minimum of 30 clock hours of health instruction annually and a minimum of 60 clock hours of physical education annually.

2. Richmond County requires that each K-5 student receives a minimum of 30 minutes a week in music instruction.
3. On the following pages are the instructional minutes for this school year.  Please schedule your content lessons based on the minutes provided.  
These program cards are to be completed on or before the tenth (10th) day of the school year which will be August 15, 2025.  The teacher is to keep a copy for lesson plans, to post a copy on the wall inside the classroom, and to turn one in to the office.  Please do not change them with the approval of the administrators. 
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Itis expected that elementary administrators will use the minutes below to create instructional schedules.

otal Number of Minutes

Total Number of Minutes

‘otal Number of Minutes

Homeroom/Community Homeroom/Community Homeroom/Community
Building*** Building*™* Building*™*
ELA/Reading and Writing 125 ELA/Reading and Writing 140 ELA/Reading and Writing Block 140
Block* Block* Social Studies Integrated*
Social Studies Integrated* Social Studies Integrated*
ELA Intervention/ 30 ELA Intervention/ 30 ELA Intervention/
Acceleration Acceleration Acceleration
Math Block*/Science 90 Math Block*/Science 90 Math Block*/Science 90
Math Intervention/ 30 Math Intervention 30 Math Intervention/ 30
Acceleration JAcceleration Acceleration
Rest 20
Lunch - Lunch 3 Lunch e
Recess** © Recess™ »© Recess ** ©
5 45 . 45 45
Specials Specials Specials
Transition / Record Keeping 5 Transition /Record Keeping 10 Transition / Record Keeping 10

405

“Science and Social Studies standards should be integrated into the Reading, Writing, and Math blocks for Kindergarten through Second Grade.

*"Recess: Schools should schedule quality play time and movement as the schedule allows. If you are interested in leaming more about Best Practices
related to recess, here are some resources worth reviewing:
1. Responsive Classroom chapter entitled Playaround

2. Playworks.org
3

3 and Brain Breaks.
**Community Building Resources such as Morming Mesting may be used to support grades K-5

Revised: March 2025

Average elementary school day = 405 minutes total
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Itis expected that elementary administrators will use the minutes below to create instructional schedules.

Homeroom/Community Homeroom/Community Homeroom/Community
Building** Building***
ELA/Reading and i ELAReading and e ELvl’\lllieadg:g and 90
Writing Block Writing Block riting Blo
ELA Intervention 30 ELA Intervention 30 ELA Intervention/ 25
IAcceleration IAcceleration Acceleration
Math Block 85 Math Block 90 Math Block 90
Math Intervention 30 Math Intervention 30 Math Intervention 25
/Acceleration IAcceleration IAcceleration
Science & 30 Science Block 30 Science Block 40
Social Studies Block Sacial Studies Block 30 Social Studies Block 30
Lunch 30 Lunch 30 Lunch 30
Recess™ 20 Recess™ 20 Recess™ 20
Specials 45 Specials 45 Specials 45
Total Number of 405 Total Number of 405 Total Number of 405
Minutes Minutes Minutes

“Recess: Schools should schedule quality play ime and movement as the schedule allows. If you are Interested in leamning more about Best
Practices related to recess, here are some resources worth reviewing:

1. Responsive Classroom chapter entitled Playground.

2, Playworks.org

3. Brain Gym and Brain Breaks
***Community Building Resources such as Morning Mesting may be used to support grades K-5.

Revised: March 2025
tevised: Marc! Average elementary school day = 405 minutes total



 

FIELD TRIPS
There is currently no funding from RCBOE for field trips. However, that does not mean that we cannot take field trips. They must be paid for by either approved fund-raising activities or approved sponsorships. They are to be planned to enhance the basic curriculum.  They are to be directly related to a specific subject.  If any money is needed from the students for admission to the planned activity or transportation costs, RCBOE policy requires that three provisions are clearly stated:
1. What the money is used for.

2. That the contribution is purely voluntary.

3. That no student will be denied or penalized for failure to contribute.  A field trip form, which you must use, states these provisions.

Follow this procedure when arranging for field trips:

1. Attempt to plan trips around those places that are already pre-approved. 
2. Plan early.  Instructional Field Trip Request Forms are to be filled out completely and submitted to the principal three weeks before the date of the trip.

3. Arrange for chaperones.  There are to be a maximum of five (5) students to one (1) adult in grades Pre-K through 3rd and ten (10) students to one (1) adult in 4th and 5th grade.

4. Arrange for transportation.  Please use tripFinder on the RCSS website to look at the videos to request a trip.  Go to https://plus01.transfinder.com/tripfinder/ 

5. As part of our ongoing efforts to enhance system security, we will no longer utilize generic usernames and passwords for TripFinder and ViewFinder access.

6. Effective immediately, all employees must use their work email address (without “BOE”) to log in. No password required; the system will automatically authenticate your account.

7. TripFinder Access

8. •
Log in using your work email address.

9. •
Select the RCSS Field Trip data source.

10. ViewFinder Access

11. •
Log in using your work email address.

12. •
Select 2026-2027 Richmond County Schools to access General Education transportation information.

13. •
Select 2026-2027 SPED RCSS to access Special Education (SPED) transportation information.
14. You must let the cafeteria know 3 weeks in advance regarding your field trip plans. Arrange for any change in your regular lunch schedule.  You may want to simply exchange times with another teacher.  However, if bag lunches are a necessity, it is your responsibility to meet with the lunchroom manager before your request is submitted to the principal to make sure this can be arranged.
15. Fill out the Permission to Participate-In-Field Trip form completely and send one home with each child.  A child will not be allowed to participate in any field trip unless the teacher has received a signed form giving parental permission.  Keep these on file for each year.

16. Give each child a receipt for any money collected for expenses.  Give the money, along with a Cash Receipt Form, to the school bookkeeper who will deposit it in the general fund and write a check for the total amount of admission or transportation.

17. Check all arrangements once again two days before the trip.

18. For the school year, field trips will be limited due to budget constraints.  Further guidelines will be issued in the fall.  Remember, no child will be excluded because of inability to pay for a field trip. Also, if a child is not to attend due to behavior issues, that parent must be A. allowed to attend the trip and monitor their child, B. the parent must be notified and the parent must respond if the child is not allowed to attend, C. Principal must approve of any child not attending field trips due to behavior issues. If you need assistance with a special education student please contact a special education teacher. 
19. No field trips after May 1st.
PARENT CONFERENCES

(EARLY RELEASE DAYS)

State standards allow school systems to have, approved by the GADOE, early dismissals for parent/teacher conference days.  Four hours of instruction must be offered (excluding recesses and lunch periods) when these conferences are scheduled.  Richmond County schedules one elementary early release day for conference in October and one day in March.  Students are dismissed two hours and fifteen minutes early and parent/teacher conferences are held as scheduled.  All parents should be invited to attend each conference.
Follow this procedure for parent/teacher conference on early release days:

1. Arrange a time for a conference with the parent/guardians of each of your students.  Fifteen minutes is the suggested length of a conference.  Give a copy of your conference schedule to the front office at least three days in advance.
2. Prepare an individual parent/teacher conference form to use as a guide for your meeting. Take notes for each conference.
3. Show your parents your data folder on that student. Explain what the data means and measures.

4. Be sure to explain the promotion policy.

5. At the spring conference, schedule a conference with each parent and especially of those students who are failing or borderline passing students.  Inform the parent of the necessary steps for the child to progress to the next grade.  
General Parent/Teacher Conference Protocol
Conferences are an excellent way to establish good rapport between school and community.  The main priority is to illustrate to parents that we are in a partnership with them and to communicate between school and home. A good conference will show parents how important the educational process is and how vital their support of the school is to the welfare of their child. Teachers are expected to be available in the afternoon for conferences.  Schedule your conferences when needed.  Always contact parents when there is a problem.  Be sure to keep a log of your all parental contacts and conferences.  Mondays – Wednesdays at 2:30 are recommended times for conferences. Feel free to include special education teacher if the student is served by special education, instructional coach and/or principal/asst principal if needed for the conference, particularly after the initial conferences are completed. 

Notify the principal when you are unable to contact a parent after three attempts.

You are encouraged to schedule conferences even if there is no problem.  Often a teacher better understands a child after meeting with parents.  

Be prepared! Be a good listener, patient, and tactful.  It will be rewarding.  Most parents don’t mind information but dislike ‘surprises.’ If a parent displays hostility and is reluctant to accept your explanations, remember, YOU are the professional educator. It is acceptable to excuse yourself from an irrational or hostile parent. Report the incident to the principal and the next conference will be with all of the stakeholders present.
Conferences for students who are in Danger of Retention

Please send out the Appendix B’s to let the parents know that their child is in danger of failing.  You will need to contact Ms. Hanson to let her know what your next steps will be with the student.  
CORRESPONDENCE TO PARENTS/GUARDIANS
Group correspondence to parents must be neat and free of errors.  This includes group notices concerning field trips, projects, class parties, and PTA events, among other activities.

The following correspondence should be utilized by teachers:

1. Class syllabus should be sent to parents informing them of what objectives you will be covering during the 6-week period.  The student’s numerical grade should be based largely on mastery of standards.  Any large project (science, etc.) should be sent to parents well in advance.
2. “Good News” letters/notes should be utilized.
3. If you do not receive any responding contact with parents, inform the guidance counselor, then the principal.
TEXTBOOKS

1. Ensure that students have access to book covers and textbooks are kept covered at all times.  
2. Conduct periodic textbook checks as directed by the Campus Media Specialist.  
3. Keep a list of barcode numbers and the students to which they are assigned.  
4. Notify the parent/guardian when a textbook is lost, destroyed, or damaged by a student.   Those fines will follow a student all the way through to their senior year of high school.

5. Return surplus books to the Campus Media Specialist.  
6. Ensure that all textbooks issued to the student are returned if the student withdraws from the class/school; this should be done at the time the teacher brings the withdrawal forms to the Campus Media Specialist for signature. 

7. Keep secure and in good condition all teacher materials issued. 

8. The student will be charged full replacement cost if the book is rendered unusable or lost.  All other damage (missing covers, water damage, or misuse) will result in a fine. 
MORNING AND AFTERNOON DUTY
All staff will be assigned a duty for the entire school year.  It is imperative that you be on time and in place for your duty no matter if it is early morning or afternoon duty.   If you have an emergency, please call the Principal or Assistant Principal to let them know.  

 Make sure that your substitute is aware of your duty responsibilities. If you cannot make your duty, it is your responsibility to get another staff member to cover that area. Please report to duty stations on time.
DAILY ATTENDANCE REPORTS

First 10 Days of School Attendance
Teachers are to complete, and send to the office by 8:00 a.m., a daily attendance form at beginning of school. This form is to reflect the total number of students you have enrolled in your class on each day.  If a child enters before you send in your morning report, add that child to the number present that day.  If a child withdraws before you send in your morning report, list that name and new school he/she will be attending, if possible, and deduct him/her from your report.  If children enter or withdraw after you have turned in your morning report, the office will make the necessary corrections.  The report will be returned to each teacher in the afternoon.  At this time, the teacher will check and initial that the information on the report is correct.  Teachers must check their boxes by 12:30 p.m. for these forms. Make all corrections and return the slip to front office by 2:10 p.m. When instructed, attendance should be recorded in Infinite Campus before 9:00 a.m.
Attendance afterwards  
Send in the attendance for your class by 8:00 am via Infinite Campus. 
A child must be in school a minimum of one-half day, until 11:00 am, in order to be counted present.

Pupils who are absent or tardy should be entered into Infinite Campus. Put in excuses and keep a copy. Pupils are regarded as tardy if they enter the classroom after the 7:25 am bell unless they are bus students, and the bus is late.  The office will inform teachers if any buses are late. 
Note: If the principal is aware of a particular reason why the student is tardy, the principal will inform the teacher that student will not be listed as tardy for that day. This may occur on inclement weather days in particular.

CLASSROOM SUPERVISION

Supervision of your students is the most important safety factor you will face every day. Each teacher is responsible for the supervision of his/her students in the classroom.  In the event that a teacher must leave the classroom due to an emergency, etc., he/she must get another teacher to help supervise his/her students during the time he/she is out of the classroom.  Needless to say, serious circumstances can develop when students are left unsupervised.  If you need to place a student in another class for time out, that is acceptable on certain occasions. However, do not leave students unattended in the hall. They are your responsibility. If you need a student removed from the classroom, contact the front office/principal.
RECESS/PLAYGROUND SUPERVISION

Recess is fifteen (15) minutes daily.  Students will have an opportunity for two 15- minute recesses a day.  Only one is required.  This can give you flexibility to take away a recess from students if behavior is a concern. The Georgia Legislator has mandated that students have recess everyday unless they have physical education class, field trips or inclement weather.  It is the responsibility of the persons on duty to supervise the children.  Students should be actively monitored and be visible at all times. Some students may have disabilities that may not allow them to go outside. Be aware of these needs.  Please do not get involved with the activities that the students are playing on the playground because you can get hurt and injure yourself.  Just actively monitor your students. 
ORDERING INSTRUCTIONAL SUPPLIES

Each school operates on a budget based on the number of students in attendance and the number of teachers at the school.  That money is then divided accordingly, and each teacher is given the amount of money he/she has to spend for instructional supplies.

Each teacher is responsible for ordering his/her own supplies.  These supplies must be requested through the office on forms provided for such.  A catalog is located in the office for each teacher’s use.  The school bookkeeper will compile all supply orders and process them through the Purchasing Department via eschoolmall.
TOBACCO FREE ENVIRONMENT

As of April, 1989, the Richmond County Board of Education adopted a policy to insure a Tobacco Free Environment in the school system.  The policy states that “(a) Employees are prohibited from using or displaying tobacco products, including smokeless tobacco, while the employee is on duty at the assigned location during the normal school day or while on duty at any school sponsored function, including extra-curricular activities.  Normal school day shall be defined as the normal required working hours for the employee for each particular school site or school department location. (b) tobacco use, including smokeless tobacco products, is banned from all school system vehicles and all closed school system buildings, or within 25 feet of any enclosed school building.”  Your Richmond County Teacher’s Handbook will cover this policy in more detail.  This policy will be strictly enforced at Garrett Elementary.

STUDENT FEES, FINES AND CHARGES

The Richmond County School System will provide basic instructional materials required to complete each course of study funded for credit and approved by the Richmond County Board of Education.
Schools may require students to supply materials basic to all courses, such as paper, pencils, crayons and pens.  A student may choose to purchase supplies/materials and keep the finished product.  Examples include computer flash drives used for saving work and other projects. 
SCHOOL FUNDRAISERS

All fundraisers must be preapproved by the Principal on a Fundraising Financial Report Form.  A Fundraising Financial Report must be completed for all fundraisers held by the sponsor of the fundraiser to report the results of the fundraising event. The Controller maintains a list of all approved fundraisers on his web page (located on the RCSS website).  Any deviations from the list must be approved by the Controller.  All fundraisers must have a beginning date and an ending date.  No year-round fundraisers are allowed.  It is recommended that fundraisers held generate profits between 35% and 50%.  Explanations must be provided for any fundraisers that produce a loss.

SALES OF FOOD ON SCHOOL PREMISES
State Standard E4.4 requires that elementary schools or below restricts the sale of minimal nutritional foods from the beginning of the school day through the end of the day.  Richmond County policy prohibits the sale of any competitive foods for any purpose during the school day for elementary schools.

CHILD ABUSE DETERMINING AND REPORTING

Georgia law requires all persons who suspect child abuse/neglect to report it to the proper authority which is the Department of Family and Children Services (DFACS).  More specifically, as it relates to school institutions, it requires the observer to report it directly or to report is to the building supervisor who shall report or cause to be reported, all cases of suspected child abuse/neglect.

Follow the procedure below to ensure that all suspected cases of child abuse and/or neglect are investigated expeditiously:

1. The teacher should immediately make the report to DFACS using the Mandated Reporter form found online or call them at 1-855-422-4453.
2. The teacher in all instances should then immediately report the suspected child abuse and/or neglect the principal, guidance counselor, or designee.

3. IF AN EMPLOYEE FAILS TO MAKE THE REPORT, SUCH EMPLOYEE CAN BE PROSECUTED AS COMMITTING A MISDEMEANOR.  If the report is made, the reporting employee is immune from liability. 

For child abuse/neglect to be reported, it must first be identified.  Check guidelines and checklist to assist in determining suspected child abuse/neglect.

DRESS AND APPEARANCE OF EMPLOYEES

Statement of Policy

The 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 should be conscious of their dress and grooming and how it may affect students and parents.  Teachers and staff are expected to dress in a professional and appropriate manner that will be most conducive to the educational environment.  Employees should be clean, neat, well groomed and dressed in an appropriate manner for their individual work assignments.  A wide variety of teaching styles and activities occur between age and grade level.  Therefore, activities and/or assignments planned for the day will dictate, to a degree, the style of dress considered appropriate attire.  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 administrator.  As a general rule, shorts, sweats, and warm up suits are not appropriate dress.  Exceptions would be physical education, field days, special dress days and field trips 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 Students Conduct.  Employees are expected to be familiar with student dress code, to enforce it and to meet or exceed its standard in their professional dress and grooming.

The following items are considered appropriate attire:

Men

Shoes with socks

Ties

Slacks/Khakis
Short/long sleeve collared shirts

Sports jackets/suits

Crew/Mock/Turtleneck shirts

Polo/Golf Shirts
Athletic shoes
Women

Shirts/blouses tucked in when appropriate
Shirts/dresses (**appropriate length)

Slacks

Suits

Knit shirts

Coordinated Capri Pant Suits (mid calf)
Athletic shoes
**Length guideline – Length not more that 2 ½ inches above knee (mandatory)

The following dress is NOT considered appropriate attire:

Shirts not tucked in (men)

Jogging/sweat suits (permitted for physical education ONLY)

Leotard type-stirrup pants

Mini-skirts/dresses

Leggings/leotards

Shorts or dress shorts (men/women)

T-shirts (men/women) (Garrett Spirit Shirts may be worn on designated days)
Revealing garments

Flip flops

Tight fitting clothing

Skorts
Tennis Skirts
Blue jeans (pants) Unless you have paid into the Social Committee (on designated days).
If you ask yourself, “Should I wear this?” the answer is NO.
NOTE:

· There will be general exceptions for dress made for special areas of instruction and events, such as physical education instruction, field trips, spirit day, etc., made by the site supervisor.
· Failure to adhere to this policy will be reflected on TKES.
Positive Behavioral Interventions and supports (PBIS)

PBIS is an approach schools can use to improve school safety and promote positive behavior. It also helps schools decide how to respond to a child who misbehaves.

At its heart, PBIS calls on schools to teach kids about behavior, just as they would teach about any other subject—like reading or math. PBIS recognizes that kids can only meet behavior expectations if they know what the expectations are. A hallmark of a school using PBIS is that everyone knows what’s appropriate behavior. Throughout the school day—in class, at lunch and on the bus—kids understand what’s expected of them. Garrett is currently identified as a PBIS school.  
DISCIPLINE

The ultimate goal of any set of regulations and rules is to achieve student self-discipline.  Students are expected to conduct themselves in a manner that is conducive to a good learning environment.  Each teacher has the responsibility of handling his/her own discipline problems as much as possible.  Keep a log on discipline problems for you to study the situation for proper growth toward self-control for the students and use in RtI meetings.  Are there triggers that send the student into a negative state? In the event some students are unable to control themselves, you should administer discipline techniques that will teach the student how to control his/her behavior. Remember, our goal is to utilize proven techniques that extinguish the negative behavior and reward the positive behavior.
A student should be referred to the principal only after other forms of correction have failed. The following steps are recommended that you can choose as a teacher to have in your discipline plan, but not exclusive, for disciplining a student: 
1. Verbal Reprimand

2. Change seating arrangement

3. 3-5 minutes of supervised time out – you may not put students in the hallway by themselves 
4. Behavior Journal

5. Silent lunch

6. Note to parent (email, ClassDoJo, text)
7. Phone call to parent

8. Interventions with Counselor in guidance

9.  Use detention with parental notification

Many times, it is even more effective to reward good behavior than punish negative behavior. Example: If the entire class is quiet in the hall, they can add another ring to the class chain.
Do not punish the class for the misbehavior of one or two students.

If a child needs a time out, please work that out amongst your teammates.  If the child has done something that will be referred to the office, please call for an administrator.  Do not send a child to the front office without a referral.   Referral forms can and will be used, and they are located in the office. Many times, having the student call home and letting the parent know what the problem is adequately extinguishes the negative behavior.
Time out should be in the classroom and only for a short amount of time.

There are times that students will be removed from your class but not sent home. They may be housed in another room, with the guidance counselor, or with the administrators. Students will be expected to complete all missed assignments the teacher sends to them. 
Out of School suspension – Students who refuse to comply with the repeated best efforts and interventions of Garrett teachers and administration utilizing proper discipline techniques may be given OSS. Generally speaking, most students will be suspended one day. On some occasions, a three-day OSS will occur. 
Most discipline should come from the teacher. However, on occasion, a teacher’s assistant may help with classroom discipline. This should not be the norm since the teacher is responsible for the classroom climate.  Misbehavior in the absence of the homeroom teacher should be corrected and the homeroom teacher should be notified if the incident is of a serious nature.

The teacher’s standard of discipline should be firm and consistent, but positive and fair.  Explain to students the type of behavior that is expected of them on the playground, in the classroom, hallways, and in the lunchroom.  Please feel free to discuss behavioral problems of students with the principal.  

In general, each teacher is to develop procedures for classroom behavior.  These procedures are to be limited to five (5) or fewer and are to be attainable.  The teacher is expected to explain these procedures to the students and to be consistent in following them.  The consequences for not following the procedures must be clearly stated and consistently applied.
The best intervention for discipline is begin building relationships with your students.  Get to know your students and their parents.  Make sure you call home with something good that the student has done.  Parents are more likely to listen to you when the student makes a bad decision in your room. 
MORNING MINUTE OF SILENCE

Beginning with the 1994-1995 school year, the state of Georgia mandated that a minute of silence be observed in each school.  This minute will be observed school wide and will be coordinated through the morning media program.  Students are to be instructed to sit quietly during this minute.  All adults should pause at this time.  Absolutely no activity/talking should take place at this time.
GUIDANCE AND COUNSELING

Our counselor is available to assist elementary personnel in providing crisis and preventative counseling services when the need arises.  Forms for referring a student to the counselor may be found in the counselor’s mailbox.

ACCIDENTS

All accidents are to be reported to the office immediately—student or employee.  Forms must be filled out and processed and appropriate action taken.

Workers’ Compensation will be filed on an employee whether or not the employee receives medical treatment.  

If employees need medical attention following an on-the-job accident, they must see one of the authorized physicians whose names are posted in the lunchroom, the teacher’s lounge, and the office.  Note: No emergency clinics are authorized.  Employees going to any other physician will not be paid for the cost of services.  If the employee needs emergency treatment, the employee will be taken to the emergency room of one of the public hospitals and have them call one of the authorized physicians.  Note: Eisenhower Medical Center is not an authorized emergency treatment center. 
If a covered injury requires an employee to be away from his/her job, the employee will not be allowed to return to work without a “Return to full duty” slip from the doctor who has treated the employee. 

PERMANENT RECORDS

Permanent record cards are to be kept current during the year and filed in alphabetical order.  These records must be stored and locked in the vault.  They should never be kept in the room overnight, and under no circumstances taken out of the school.  Entries should be made in black ink, with the exception of those grades entered during the academic year.  When a student withdraws during the school year, grades are placed on the cumulative card in pencil.  These entries should be made in ink at the end of the school year or if the student leaves the county.  When a student withdraws, teachers will have three (3) days to update the record and file with data secretary. Send record requests to the councilor and check if they have come in. You will create a record for students transferring from out of county. This should include all information from previous schools. 
We will have mandatory Permanent Records check throughout the school year. 
PROGRESS REPORT/REPORT CARD REPORTING CYCLE

Teachers should enter grades in the Infinite Campus gradebook on a weekly basis throughout the semester.  This allows students and parents/guardians to have continuous access to current student grades. 

Each semester represents an 18-week grading period.

· Progress Report 1 will be issued at the end of the first 6-weeks.

· Progress Report 2 will be issued at the end of 12-weeks.

· Semester Report Card will be issued at the end of the 18-week grading period.

This process will occur again for the second semester.  

Each progress report will reflect the student’s cumulative achievement (The result of all grades since the first day of the semester.)
The student’s final grade will reflect their cumulative achievement from the first day to the last day of the semester.

This process allows teachers to evaluate the student’s progress toward mastery of the standards based on the full body of evidence from the entire semester. 
STANDARDIZED TEST RESULTS
The standardized test result stickers are to be placed on the permanent record cards, in cumulative order, as soon as they are received.  Once the permanent record cards are full, the test record card should be used to document results. Do not discuss test results in open, this is private information and failure to do so could jeopardize FERPA laws.
PROMOTION AND RETENTION

Check the Promotion and Retention guidelines on the web page under   https://simbli.eboardsolutions.com/rules/policy.aspx?S=4137&Sch=1262&RC=08229141934&RevNo=1.64&T=E.  Retention should be a last and rare option for any students who do not meet promotion requirements. Most prominent research shows that it dramatically increases a student’s likelihood of dropping out of school.  Parents and students will receive the promotion policy during registration.  All K-5 teachers should be aware of the current promotion policy. Students must not be retained just because they function “below grade level.” In addition, immaturity alone is no reason for retention. Note: Students with an IEP that meet those goals will not be retained.  
	In accordance with O.C.G.A. § 20-2-282 through § 20-2-286 (Georgia Academic Placement and Promotion Policy), as now written or as hereafter amended, it is the policy of the Richmond County Board of Education (“Board”) that placement or promotion of a student into a grade, class, or program be based on an assessment of the academic achievement of the student and a determination of the educational setting in which the student is most likely to receive instruction and other services needed in order to succeed and to progress to the next higher level of academic achievement.
The Superintendent and appropriate staff shall develop rules and regulations governing promotion, placement, and retention of students in grades K-12.  Such rules and regulations shall include the following requirements:
 1.    Definitions consistent with those contained in State Board Rule 160-4-2-.11(Promotion, Placement and Retention);

2.    All students shall be tested in accordance with requirements specified in State Board Rule 160-3-1-.07 (Testing Programs- Student Assessment);

3.    The promotion of students in grades 3, 5, and 8 shall be determined in accordance with State Board Rule 160-4-2-.11 (Promotion, Placement, Retention) that requires those students to achieve grade level on the applicable subject of the appropriate end of grade Georgia Milestones assessment and satisfaction of local promotion criteria as specified in the rules and regulations described above; and

4.    The promotion of students in grades 1, 2, 4, 6, and 7 shall be based on a review of factors specified within the System’s rules and regulations, including the student’s performance and the appropriate end of grade Georgia Milestones assessment and satisfaction of local promotion criteria.
Note:  Reference to State Board Rules shall encompass the Rule as currently written or as may be hereafter amended.


	

Policy Reference Disclaimer: These references are not intended to be part of the policy itself, nor do they indicate the basis or authority for the board to enact this policy. Instead, they are provided as additional resources for those interested in the subject matter of the policy.
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O.C.G.A 20-02-0285
Placement and Promotion policy - implementation timetable
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	K-8 Promotion Requirements
 
ELEMENTARY (K-5)
A student shall be promoted when, in the professional judgment of the teacher/s and the principal and other professional school staff, he/she has successfully mastered the identified instructional standards of Georgia Public Schools (K-5) and Richmond County Board of Education.

 

State Promotion Requirements
· No third-grade student shall be promoted to the fourth grade that does not achieve grade level on the state-adopted assessment and meet the local promotion standards and criteria established by The Richmond County Board of Education. *
· No fifth-grade student shall be promoted to the sixth grade that does not achieve grade level on the state-adopted assessment and meet the local promotion standards and criteria established by The Richmond County Board of Education. *
Communication for Grades K-8
 
If a student is not meeting the above requirements, the parent/guardian will be notified in the following manner:  
Parent Phone Call

Parent Conference

Appendix B’s sent home by teacher returned with signature

Parent Conference with MTSS Facilitator and Principal

Phone Conference with MTSS Facilitator and Principal
  
 In addition to the communication described here, when a student does not perform at grade level in grades levels 3, 5, and 8 on the state adopted assessment (s) specified above the school system will also follow communication guidelines and procedures outlined by the Promotion, Placement and Retention State Rule 160-4-2.11 adopted November 6, 2014 and effective November 27, 2014.
Additional Richmond County Promotion Requirements
Kindergarten through 3rd Grades
To meet promotion requirements, a student must master essential standards for Language Arts and essential standards for Mathematics as identified on the Richmond County Board of Education report card.

 

Grades Fourth and Fifth
 In addition to State Promotion Requirements in grade five, students in grades fourth and fifth must:

a. Obtain a passing grade on the report card in

-Mathematics

-Language Arts

b. Obtain a passing grade on the report card in at least two of the following:

-Social Studies

-Science

-Health

 




Elementary School Honor Roll: Honor roll recognition celebrates students’ dedication, perseverance, and commitment to academic excellence. This recognition highlights the value of hard work and inspires a lifelong love of learning. Recognizing these achievements fosters a culture of pride and encourages others to set high goals and work diligently. Elementary School Honor Roll recognition will be awarded to students in grades 4-5.
Note: Because Honors Day is held prior to the end of the school year, grades are not yet available for final spring semester or year-end grades. Therefore, honor roll eligibility in elementary school is determined using the first semester final grade and the grades indicated on Spring progress report #2.

Elementary School Students in grades 4 and 5 meeting the following criteria will be recognized as follows:
a. All “A/B” Academic Achievement Honor Roll

Criteria: Eligibility requires an 80 average or higher in every class, including Specials, calculated from the average of the first semester final grade and Spring progress report #2 grades.

“A” or “B” in each subject 

b. All “A” Academic Achievement Honor Roll

Criteria: Eligibility requires an A average (90 or higher) in every class, including Specials, calculated from the average of the first semester final grade and Spring progress report #2 grades.

“A” in each subject 
LIBRARY/MEDIA CENTER

The Richmond County Policies and Procedures for Instructional Media and Equipment should be reviewed by all members of the faculty and staff with special attention given to “Building Media Committee” and “Accessibility”.  Copies of this manual are available from the Principal and the Media Specialist.
SCHOOL MEDIA COMMITTEE

Composition:

The School Media Committee is composed of administrative, instructional and media personnel, parents, students and community representatives.  This committee will meet as often as needed or required.

Duties:

The School Media Committee is charged with considering and making recommendations for the media program concerning:

a. Long-range program goals

b. Budget priorities

c. Selection of materials

d. Reconsideration of materials

e. Operational procedures

f. Copyright adherence processes

g. Program evaluation, including expansion and deletion of services

h. Organization and processing of materials

i. Policies for disposition of gifts and use of non-school-owned materials in the classroom

j. Processes for instructional planning

k. Mechanism for use of information sources outside the school

ACCESSIBILITY TO THE MEDIA CENTER

Open Scheduling:

Open scheduling is an open library to students from 7:00 am-1:30 pm. Teachers may schedule an entire class for the library for a definite purpose, i.e., research, etc. Use on line sign-up. The teacher will attend and remain in the library with the class. 4-5 students may be sent independently. These students must have a library pass. 
FINANCIAL AND BUDGETARY PRACTICES

The State Board of Education requires and accurate accounting of all money collected within the school.  In order for our school to follow established guidelines, teachers should adhere to the following policy when collection money from students.

1.  The teacher will give each student a receipt for any money collected.

2. The teacher will take all money to the school bookkeeper during his/her planning period.  The teacher will also turn in a “Cash Receipts Form” listing student’s names, date, and the amount received.

3. The school bookkeeper will count the money to verify the teacher’s total.  A receipt will then be completed by the school bookkeeper for the money collected from the teacher.

4. Money should not be left in the classroom overnight.

5. Schedule a convenient time to bring money to the bookkeeper.  Please do not send students to the office with money.
This policy applies to any area where students are required to provide money (pictures, field trips, class projects, damaged or lost books, etc.)  At no time should a teacher charge student a fee for anything unless it is cleared through the office.

PURCHASES EXCEEDING FIVE HUNDRED DOLLLARS
Any materials needed for student use which exceeds $500 must be bid out before purchases can be made.  Three price quotes must be received from three different companies.  The company meeting specifications with the lowest bid will be retained to fill the order.
COPYRIGHT PROCES
Teachers and teaching assistants should review the “Copyright Adherence Processes” section on pp 12-17 of the Richmond County’s Policies and Procedures for Instructional Media and Equipment.  The forms and processes outlined in this manual are to be utilized in our school.  

The Copyright Game, Resource Guide is available for check out through the Media Center.

DRUG FREE WORKPLACE AND ENVIRONMENT

The Board of Education has drawn up a policy (File GBRM/GCDA) which states its purposes and objectives as they relate to a drug free environment and workplace.
SEXUAL HARASSMENT/CODE OF ETHICS

The district recognizes that harassment on the basis of sex is a violation of both federal and state employment discrimination laws.  All employees are aware of the Code of Ethics and are expected to live by them.  

COMP TIME

Teachers and staff members will not be allowed to earn comp time.

REQUEST FOR LATE ARRIVAL/LEAVING EARLY
Early dismissal requests and late arrival requests should be limited to only essential matters which cannot be handled before or after school.  These requests are kept on file in the office.

Most requests will be charged against sick/personal leave. Forms can be found in One Drive under Garrett 1054. These should be turned in 3 days in advance. Give the form to the principal for approval.
Public Safety Alert/HARD LOCKDOWN
Lockdown is a term that describes a situation that requires confinement of all staff and students to classrooms in the event of a perceived or real threat.
Public Safety Alert refers to all school personnel out of halls and into classrooms, outside doors will be locked and monitored.


Lockdown refers to an actual event that is occurring wherein all school personnel are to be in locked in classrooms or other areas, lights are cut off, students and personnel are to move where they cannot be seen through the door of the room that they are in. Teachers should quickly scan the hall and bring any students into their classroom. Silent behavior is essential in hard lockdown status. Windows should be covered and Nightlocks should be used.
The principal or Designee will give an “all clear” to each classroom so that regular schedule may be resumed.

SCHOOL SAFETY MANUAL

Personnel will be given access to the safety manual which outlines exact procedures to be followed in the event of an emergency.  They are expected to know where this manual is at all times.  This can be found on Navigate Prepared Website.
CHARACTER EDUCATION

Beginning in August of 2001, all classes were required to implement Character Education Programs.  Teachers should attempt to include various character education lessons into their regularly planned lessons. 
RETURNED CHECKS

Due to the excessive number of returned checks in the past, the fee for a returned check wrote to the school will cost $40.00.  Please encourage your parents to use MySchoolBucks. 
EXTRA CURRICULAR ACTIVITIES/FUNDRAISERS

When collecting money from students, please ask for a Cash Receipts Form from the Bookkeeper.  All money collected from students must be accompanied by a Cash Receipts Form.  Do not keep money in your classroom/car and do not send students to the office with money.
OBSERVATIONS/EVALUATIONS/APPRAISALS AND ROOM VISITS

Classrooms will be visited or the purpose of better acquainting the principal with the teacher’s techniques and methods.  If you have a special activity that you wish the principal to observe, please extend an invitation.  Various curriculum coordinators may be visiting in the classrooms without prior notification.  Classrooms should reflect standard based instruction.  Classrooms should be attractive, clean, organized, and orderly.  The results of the classroom visit will be recorded utilizing GaLEADS (Georgia Leadership and Educator Acceleration and Development System).  Informal and Formal visits will also occur throughout the school year. In your classroom you must have a visitor’s desk with your data notebook and lesson plans displayed.
SCHOOL COUNCIL
Garrett Elementary established a School Council every school year.  The Council has four meetings each year.  Below is a fact sheet explaining School Councils.
Why were School Councils Established?

The A+ Education Reform Act (HB1187) established school councils in Georgia to “bring communities and schools closer together in a spirit of cooperation to solve difficult education problems, improve academic achievement, provide support for teachers and administrators, and bring parents into the school-base decision-making process.”


*School councils provide advice, recommendations, and assistance to principals and 

                local boards of education.

*The management and control of public schools remain the responsibility of local

                boards of education.


*The school leader is the principal, who also serves as the chair of the school council.

What is the Implementation Timeline for School Councils?

*By October 1, 2001 – Every school system must have a school council operational in

one elementary school, one middle school, and one high school.  (560 school     councils) 

*By October 1, 2002 – Every school system must have a school council operational in     

   fifty percent of all schools.  (Approximately 950 school councils)

*By October 1, 2003 – Every school system must have a school council operational in 

  All elementary, middle, and high schools.  (Estimated 2000 school councils)

Who Serves on a School Council?

School councils are comprised of seven council members who serve two-year terms:


*The Principal


*Two certificated teachers elected by the teachers


*Two parents (or guardians) elected by the parents


*Two businesspersons, one appointed by the local board of education and one 


   elected by the other five non-business members of the council

What are the Roles and Responsibilities of Council Members?

All members of the School Council must:


*Maintain a school-wide perspective on issues.


*Regularly participate in council meetings.


*Participate in information and training programs.


*Act as a link between the school council and the community.


*Encourage the participation of parents and others within the school community.


*Work to improve student achievement and performance.

School councils are advisory bodies.  They may provide advice and recommendations to the school principal and local board of education on any matter, including, but not limited to:


*School calendar


*School codes for conduct and dress


*Curriculum, program goals, and priorities


*Responses to school audits conducted by the Office of Accountability


*Preparation and distribution of a school profile to the community


*Recommendation of a school principal in the case of a vacancy


*School budget priorities

*School-community communication strategies


*Methods of reporting to parents and the community


*Extra-curricular activities


*School-based and community services


*Community use of the school facility


*Recommendations concerning school board policies


*Reviewing reports regarding progress toward meeting student achievement goals


*Methods and specifications for the delivery of early interventions
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Have a Great Year…. GO EAGLES!
Appendix 1

Faculty Meetings 2026 – 2027
Faculty meeting are at 2:40 pm in the Cafeteria

August 27, 2026
September 24, 2026
October 29, 2026
November 19, 2026
December 10, 2026
January 28, 2027
February 25, 2027
March 25, 2027
April 1, 2027 (If Needed)
May 13, 2026
Leadership Team Meetings
2026 – 2027
All Leadership Team Meetings will be held in the Media Center at 2:40 pm
August 6th and 20th 
September 3rd and 17th
October 1st and 15th
November 5th and 12th
December 3rd 
January 7th and 21st, 2027
February 4th and 18th ,2027
March 4th and 18th,2027
April 15, 2027
May 6, 2027
Leadership Team Members:   

	Pre K
	S. Mickens

	Kindergarten
	S. Caudill

	1st Grade
	B. Reese

	2nd Grade
	L. Nye

	3rd Grade
	N. Ruff

	4th Grade
	M. Tompkins-Hines

	5th Grade
	Dr. N. Ancrum

	SPED
	F. Williams

	Specials
	T. Adams

	Media
	R. Burison

	Paraprofessional
	A. Hill

	MTSS
	L. Hanson

	EIP
	M. Williamson


ARTS Quarterly Showcase Due Dates

Classroom ARTs will be showcased in the cafeteria or outside of your classroom
	Bi-Monthly ARTS Focus
	Month Range to Work on Projects
	Project Posting End Date
	ART Consultant Dates at Garrett

	1st Project:   Music
	August – September 2026
	September 30, 2026
	Music with Maribeth 8/19 – 20/26

	
	
	
	

	2nd Project:  Visual Arts
	October 2026 –  November 2026
	November30, 2026
	Visual Arts with Debi 10/20 – 21/26

	
	
	
	

	3rd Project: Dance
	December 2026 – January 2027
	January 29, 2027
	Dance with Angela 1/13 – 14/27

	
	
	
	

	4th Project: Drama
	February 2027 – March 2027
	March 31, 2027
	Theatre with Barry 2/23 – 24/27


Teachers:  You will need to have some type of item to showcase in the cafeteria related to your class.  You will need to have the lesson plan of what you did along with student works such as pictures, photographs, sketches, etc… and student’s final products from your lessons.  ARTS’s focus for the project, ARTS vocabulary and your standards need to be on the plan.  
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