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APPLING COUNTY SCHOOLS 

PROCEDURES AND GUIDELINES 
 

CODE OF ETHICS:  The Code of Ethics for Georgia Educators must be followed at all times by all 

members of the staff as specified by the Professional Standards Commission. In compliance with the 

Board of Education policy, our school is a smoke/drug-free workplace. (See Appendix)  

 

EMPLOYEE 

1. ATTENDANCE:  All staff members are required to be at school every day unless illness or 

emergencies arise. Please schedule doctor and dentist appointments after school hours and during 

calendar breaks, if possible. The system's procedure for requesting personal, jury, and professional 

leave must be followed. This procedure is:   

▪ Five (5) days prior approval for personal, jury, or professional leave.  

▪ If personal leave is requested prior to/or after a holiday, administrators will approve.  

However, your pay will be docked accordingly.  (See Policy GARH)   

▪ Requests for leave days must be filled out in the ESS platform. Also, please email the school 

receptionist and administrators to notify the school of your absence.  

▪ School personnel are not to leave the campus during school hours with the exception of an 

emergency.  

▪ In order to leave during the school day, the staff member must secure ADMINISTRATIVE 

APPROVAL prior to leaving and complete the sign-out/sign-in sheet in the office before 

departure.   

▪ Each semester, staff members are allotted 5 hours of leave (example – medical 

appointments), and no additional time will be given throughout the year. This includes 

leaving anytime during your contract hours. These hours cannot be used during pre/post 

planning and the first and the last week of school. The hours are NOT cumulative. Most of 

our drug stores, specialty stores, and restaurants will deliver, and our staff should utilize these 

services.  
 

2. ATTENDANCE - SECURING A SUBSTITUTE WHEN ABSENT:  All substitutes will need to be 

secured through ESS, using WILLSUB+ link. These subs are already pre-approved. If you are requesting 

a leave of absence, maternity leave, or professional leave you must secure administrative approval.  

▪ Personal leave – document in ESS five days prior to absence and notify administrator 

▪ Sick leave – document prior or day of absence and notify administrator 

▪ Jury duty – document prior or day of absence and notify administrator (If you have jury duty, the 

check must be turned in to the central office. Failure to do so will result in loss of your day(s).  
All absences must be documented in ESS Automated Scheduling Services by phone or by 

computer following the above guidelines. (Instructional plans and a schedule should be left on 

your desk for the sub.) 

 

3. ATTENDANCE - SIGN IN/SIGN OUT:  Staff members must sign in on arrival to school and sign 

out upon departure for any part of the day and at the end of the school day.  

▪ Certified personnel workday will be from 7:20 a.m. until 3:20 p.m., unless reassigned by 

administrator. 
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▪ Certified staff may have additional duties and responsibilities to fulfill your signed contract, such as 

fundraiser events, Title I meetings, PTO events, etc. 

▪ Classified staff are scheduled for an 8-hour day, which includes a 30-minute lunch.  

▪ Please note: Certified and classified staff may be required to cover lunch duty due to unforeseen 

circumstances and may not have a duty-free lunch. However, this incident should not exceed more 

than once within the week. Teachers, please work out a rotation for such an occasion.  

▪ Personnel who have duty responsibilities should be at their duty location promptly by the 

scheduled time. All staff on duty should arrive five minutes before assigned time. If you cannot be 

at your scheduled duty station by the designated time, YOUR legal responsibility is to have a 

replacement to cover your duty. 

▪ In the event of an emergency, ALL personnel must notify the administrator the morning of an 

absence via phone calling, texting, or emailing. Please remember you are responsible for notifying 

ESS and documenting absences.  

 

Excerpt from the ACSS Personnel Handbook: 

 
4. CERTIFICATES / LICENSURE & PROFESSIONAL LEARNING:  It is the responsibility of 

each teacher or paraprofessional to maintain current certification or licensure according to state and 

local policies. 
 

Professional Learning to Update Certificate: Based on HB164 all certified staff members 

(paraprofessionals included) are required to write a PSC goal. Professional learning should be job 

embedded, on-going, and directly relate to meeting the PL goal/plan. Each staff member is responsible 

for maintaining multiple forms of documentation to verify that he/she is working toward a set forth 

goal. The determination of staff meeting a goal or a plan will depend on the Summative Evaluation, 

student growth, and other criteria set forth by the Ga. PSC. Professional Growth is 20% of your TEM 

score. 

 

5. CHAIN OF COMMAND: All staff members are expected to follow the chain of command and 

resolve conflicts at the lowest possible level. Chain of Command Order: paraprofessional to teacher; 

teacher to administrator; administrator to superintendent. Under no circumstances should the Chain of 

Command be broken, and it must be adhered to in the order listed above. As a professional courtesy in 

emailing, please cc: in other staff members if you make reference of them in your email.  
 

6. COMPLAINTS AND GRIEVANCES:  It is the policy of the Appling County Board of Education 

that certificated personnel shall have the right to present and resolve complaints relating to certain 

matters affecting the employment relationship at the lowest organizational level possible. The Board 
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of Education encourages all employees to resolve their complaints informally in a spirit of collegiality 

where possible. Policy GAE (2) is available where such efforts do not succeed or where, for any other 

reason, the certificated employee desires to pursue the procedures set forth therein. 
 

7. CONFIDENTIALITY:  Personnel are expected to maintain confidentiality in all school matters even 

through social media. Student and parent rights must be observed and respected. Student performance 

or other personal information should never be discussed except with personnel who work directly with 

the student and “have a need to know.” Professional courtesy is expected of every employee toward 

his/her peers as well. 
 

8. DISCIPLINARY PROTOCOL FOR EMPLOYEE:  

9. DRESS CODE: SEE ACSS EMPLOYEE HANDBOOK (staff signatures are required) 
 

10. DUTY ASSIGNMENTS & RESPONSIBILITIES: Staff members who have assigned duties are 

legally responsible for supervising a designated area at a designated time. It is your responsibility to 

check the posted duty roster. (Be familiar with the personnel that follow you on the duty roster, so if 

an emergency arises, you must contact this person immediately.) If you are absent, it is your 

responsibility to notify the person covering your assigned duty location and then notify administrators 

and the front office receptionist of your absence. Please note: Being on the cellphone is not 

acceptable during duty assignment. Students and/or personal child(ren) are not allowed to stand 

around staff members on duty. Please send students to designated areas.  
 

A. Breakfast Duty: 

▪ Please closely monitor students to maintain discipline and order.  

▪ Students and personal child(ren) are not allowed to linger around you. They are to remain 

seated until dismissal. 

B. Extra Duties:  Within the normal school hours and in addition to expected instructional duties and 

responsibilities, all teachers may be required to take a regular turn at special supervision duties 

which arise from the normal operation of the school (e.g. - hall duty, testing duty, lunch duty, and 

bus duty). Furthermore, as part of other duties and responsibilities, teachers will assist with 

special events that are deemed critical to our school, such as:  Title I parent events, PTO 

meetings, fundraisers, pageant, and other events.  
C. Gym/Hall Duty: 

▪ Maintain discipline and order when students are in the halls/gym. 

▪ Caution students to avoid leaving valuables in the cubbies, hall, or gym. 

▪ Students are released from the gym at 7:30 a.m. to go to classrooms. 

▪ Hall duty ends at 7:50 a.m. 
D. Lunch Duty:  Paraprofessionals will monitor students during lunch. The lunchroom seating 

provides another area for instruction of the total child for example: social skills, manners, and 

respect are to be encouraged. Classroom teachers/paraprofessionals will see that classes arrive and 

leave the lunchroom according to schedule. Students are not to be left unsupervised in the 

lunchroom. In the event that a paraprofessional is absent, the teacher is responsible for 

his/her class during lunch and must coordinate with other teachers and paraprofessionals to 

Staff Disciplinary Protocol for Most Incidents / Severe incidents will warrant other measures. 

1st Offense Verbal Warning 

2nd Offense Email/Written Notice 

3rd Offense Written Reprimand placed in Personnel File and  documentation 

noted in TKES/Eduphoria 
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obtain a duty free lunch. When a teacher is absent, the paraprofessional must coordinate with other 

paraprofessionals to obtain a duty free lunch.  
E. Outside Duty and Other Duty: 

▪ Please maintain discipline and order. Closely monitor students and traffic. 

▪ Crosswalk personnel must remain until 7:50 a.m. if assigned. 
11. EMERGENCY OPERATION PROCEDURES (SAFETY PLAN):  All faculty members are 

responsible for knowing the protocol and procedures for fire drills, tornado drills, lock down, and 

evacuation drills. Save a copy of the ACSS Emergency Operation Procedure Manual to your 

computer desktop for quick reference. Grade level chairs or safety team members are responsible for 

reporting for their grade level or assigned area in the drill protocol. Resource teachers and designated 

personnel will assist according to their safety drill assignments. Keep your classroom emergency 

GO-Bag up to date. ALL exterior doors stay locked at all times with no exceptions.  
 

12.  EVALUATION / SUPERVISION - CERTIFIED & CLASSIFIED STAFF:  The Teacher Keys 

Effectiveness System (TKES) or Eduphoria will be followed for supervisory evaluations of job 

performance as well as duties and responsibilities for certified employees.   
 

13. EVALUATION / SUPERVISION - PARAPROFESSIONAL:  Classroom teachers are expected to 

serve as immediate supervisors for the paraprofessionals. Teachers need to take care of individual 

problems or conflicts (punctuality, dependability, job performance, initiative) to the greatest extent 

possible. If the situation cannot be resolved in the classroom setting, an administrator will become 

involved. Classroom teachers will be the primary evaluator for mid-year and annual paraprofessional 

evaluation. 
 

14. FACULTY MEETINGS:  Faculty meetings will be scheduled as needed. All staff members are 

required to attend. Please plan in advance to schedule appointments, conferences, and meetings on 

other days. Cell phones are to be turned off or put away during meetings. Students and personal 

children are NOT permitted to attend these meetings.  
 

15. INCIDENT REPORTING:  All staff members are responsible for careful monitoring and 

supervision of any student activity. Student or teacher incidents are to be reported immediately to the 

school nurse, front office, and an administrator. Incident report forms must be completed and 

submitted to the nurse on the same day as the incident. For any student illness and/or student 

incident, the nurse will notify the parents, complete her portion of the paperwork, and will forward a 

copy to the administrators.  
 

If it is a teacher incident, the nurse will assess the situation, fill out her portion of the incident form, 

and forward it to the administration. If there are witnesses, they must also sign the incident form. 

Furthermore, the witness will write a statement concerning what he/she saw and attach the statement 

with the incident report. A signature will be secured by the principal for documentation purposes. The 

necessary paperwork will be forwarded to the Board of Education. 

 

Guidelines for Workers’ Compensation - What to do when an injury occurs 

The Appling County Board of Education recognizes the importance of maintaining a safe and risk 

free working environment for our students and our staff. Each member of the staff must have 

responsibility for his/her own safety. Adherence to policies, regulations, safety procedures, and 

heightened awareness of safety in your work area are critical to maintaining a safe and injury free 

work environment in our schools. In the event of an injury at the work site, please follow these 

procedures:  
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✔ Report accidents/incidents immediately to your supervisor no matter how insignificant it may 

seem.  

✔ Start by printing a copy of the "Post Injury Management Response Guide". Use the guide to 

complete required forms within (3) days.  Guide is located on the district website –QUICK 

LINKS – Guidelines for Workers’ Compensation. 

✔ Submit completed accident report form to BOE Central Office HR/ Benefits department as soon 

as possible, via email or fax. Delay in notification could result in denial of payment for any 

medical services rendered.  

 

16. MONEY (SCHOOL FUNDS) - BOOK ORDERS, PICTURE, FUNDRAISER, etc:  All monies 

should be sent to the school bookkeeper in a container or in an envelope with the teacher’s name on 

the outside. All orders will be placed through the school office. Money should be turned in by 8:30 

a.m. Money should not be kept in a classroom. Grade levels or school programs wanting to 

conduct a fundraiser will need to get approval from administration. 
 

17. PARKING:  Employees should park in designated areas as directed by administration. If you have 

items that need to be unloaded, you can pull close enough to unload items. (If you are driving on the 

grass or playground area, please notify the administrator ahead of time before doing so.) Once the 

task is completed, your vehicle must be returned to the front designated parking area. It is strongly 

advised that vehicles remain locked. 
 

18. PAY STUB:  Staff will find their pay stub in the YOSS Platform. You can print your pay stub from 

the platform. 
 

19. PERSONAL CHILD(REN)/GRANDCHILD(REN) SUPERVISION:   

▪ Before and after school, all staff members’ children/grandchildren must remain in the 

parents’/grandparents’ classrooms. Do not allow them to roam the school building or 

grounds unsupervised. This is part of school safety protocol to protect you and your 

child/grandchild if something goes missing or is damaged and in the event of an emergency. 

▪ During instructional hours, staff members’ children/grandchildren cannot be in your classroom.  

 

20. PERSONAL USE TECHNOLOGY:  Cellphones are to be turned off or put away during 

instructional time, collaborative planning, meetings, and duty times.  Additionally, staff 

members are not allowed to use school devices for personal use during instructional time. 

Teacher iPads are to be utilized during instructional time. Failure to adhere to technology protocol will 

be addressed through TKES or Eduphoria evaluations. Administrative permission must be obtained if 

you have an emergency situation and need to use your cell phone during instructional time, 

collaborative planning, meetings, and duty times for a personal matter. Additionally, documentation 

and permission may be required by school level administrators.  
 

21. REMUNERATIVE CONDUCT:  The Professional Practices Commission has ruled, based on the 

Georgia Code of Ethics for Educators, that it is a violation for an educator to solicit the purchase of or 

sell a product or service, i.e. Mary Kay cosmetics, Tupperware, vehicles, encyclopedias, home repair, 

lawn servicing, etc., to students, their parents, colleagues, school patrons or school board members, 

during instructional time or at the workplace. An educator cannot "advertise" by putting a notice in 

teachers' mailboxes at school or send staff emails unless it is a school fundraiser for sports, clubs, or a 

school sponsored event only then is this permissible. An administrator must be notified prior to 

advertising any type of fundraisers for approval.    
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22. SCHOOL SYSTEM POLICIES:  Appling County Board of Education Policies are located on the 

system’s Web site under eBoard tab. All staff members are expected to comply with our local school 

system policies. 
 

23. SOCIAL MEDIA:  As a general rule, it may be in your best interest to adhere to the following 

practices: 

● NEVER affiliate yourself with your school/school district on your personal profile social media 

page. 
● NEVER accept any students as friends and decline any student initiated social network friend 

request. 
● NEVER post anything on a website that you would not post on the front door of the school. 

Consider everything you post or comment on someone else’s page as public.  
● NEVER post anything about students on your personal social media. You are potentially 

violating FERPA by posting anything about students on personal social media.  
● Personal social media is a reflection of the school/school system. In order to keep a professional, 

positive climate, administrators have the right to request removal of post, comments, and/or 

pictures. Keep your personal profile page clean.  

● Communicate with families through district-provided devices on district systems. 

● Refer to Appling County Personnel Handbook.  

 

24. SUSPECTED CHILD ABUSE:  If child abuse is suspected, teachers must follow protocol and notify 

the counselor immediately.  The counselor will notify administration, Social Worker, and DFACS 

when applicable.  If the counselor is not available, you must notify the administration immediately. 

Procedures, according to law, will be followed. 
 

25. TECHNOLOGICAL DEVICES - CLASSROOM EQUIPMENT:  All staff will accept 

responsibility for the safekeeping of school purchased iPads, ChromeBooks, laptops, and other 

technological devices assigned to them. It is necessary that a count of all electronic items is performed 

daily and locked in a secure location before dismissal each day. Ultimately, certified staff are liable 

for all devices listed on their classroom inventory. A process to document ownership of student 

devices will be in place, but the school is not responsible for the care and supervision of student 

devices.  
 

26. USE OF TELEPHONES:  Please use the designated land line for school-related purposes only 

during school hours. If possible, make or receive personal calls only if an emergency arises. Long 

distance calls for school purposes must be documented in the secretary's office. No personal long 

distance calls may be charged to the school numbers.  
 

LEARNING ENVIRONMENT 
 

1. CANCELING A CLASS/PROGRAM OR SCHEDULING OUT-OF-CLASSROOM 

ACTIVITIES:  Before any staff or substitute cancels a class/or resource program or schedules out-of-

classroom activities, the administration must receive an email and approve the action. Staff will notify 

other teachers via email and cc: administration of any classes being canceled throughout the school 

year. 
 

2. DISMISSAL FOR STUDENTS:  Classes will be dismissed from the school office by intercom/bell 

schedule at intervals. All classes MUST be in the building by 2:00 p.m. so that messages may be 
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given to students or announcements made. Exceptions will be made by administration when 

appropriate for special occasions. Teachers are required to take students to the buses. 
 

3. FIELD TRIPS: System and school procedures are expected to be followed regarding field trips. Field 

trips will be taken as a grade level with no exclusion or withdrawal of a class to afford all students an 

opportunity to attend. Crossing over and attending field trips with another grade is not permissible. 

Please refer to your ACSS Emergency Plan book concerning field trip procedures. If requesting 

parents/students to pay for field trips, you must get administrative approval before planning. 

This money needs to be collected and turned in to the bookkeeper no later than two weeks prior to 

taking the field trip.  
 

*Students who miss more than five days per semester or have repeated infractions will not be 

allowed to participate in field trips or extra-curricular activities unless approved by the 

administrator. 

 

4. FOOD/DRINK IN CLASSROOMS:  Meals should not be eaten during instructional time. Breakfast 

should be eaten prior to 7:30 AM.      
 

5. LESSON PLANS:  Weekly lesson plans are to be electronically filed on the school’s designated drive 

folder by 3:00 on Friday the week prior to instructional delivery. Plans are to address the academic 

standards and the different needs of your students. Any lesson/activity aside from the regular 

classroom requires notification to be sent to administrators. 
 

6. MANAGING & MONITORING STUDENTS:  Teachers and paraprofessionals are responsible for 

the supervision of students during class time, changing classes, assemblies, lunch and any other school 

activity. Teachers and paraprofessionals are expected to be in their assigned classrooms during 

instructional time. If you must leave your students, notify the nearest teacher so that adequate 

supervision will continue.  
 

7. PERMANENT RECORDS:  Classroom teachers are expected to maintain accurate information for 

each student through permanent records and Infinite Campus. Permanent records are kept in the school 

vault. Permanent records must be returned to the vault prior to 3:00 p.m. each day. It is the 

teacher’s responsibility to review each student’s permanent record prior to the school year beginning. 

It is also your responsibility to maintain and update crucial information in the permanent record, 

Infinite Campus, and STAR 360/MTSS. It is each homeroom teachers’ responsibility to notify the 

Data Clerk of all address and primary phone number changes of their students. Failure to maintain 

accurate permanent records in a timely manner may result in documentation on the TKES or 

Eduphoria platforms.  
 

8. PHYSICAL EDUCATION, HEALTH, MUSIC, AND COMPUTER/STEM LAB:  Physical 

education, Health, Music, Computer, and STEM lab are an integral part of the school curriculum. 

Students must be escorted to and from resource classes by a teacher or a paraprofessional in a 

timely manner. If a paraprofessional is responsible for assisting students back and forth to 

classrooms, teachers must be in their classrooms before the students return from resources classes. 

Primary grades only - paraprofessionals will be utilized by each resource class if needed. If the 

paraprofessional is not being used for instructional purposes, they will be reassigned. 
 

9. PLEDGE OF ALLEGIANCE AND QUIET TIME:  Each student should be afforded an 

opportunity to pledge allegiance to the flag of the United States in the classroom at the beginning of 
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the school day.  A “Moment of Silence” will be observed daily during the morning announcements. 

All staff, students, and visitors should participate in the activity. If someone chooses not to 

participate, that person is to remain quiet to allow others an opportunity to participate in the pledge 

and moment of silence. 
10. PROFESSIONAL LEARNING COMMUNITIES & TEAM PLANNING:  All certified staff 

members are required to participate in professional learning communities and team planning 

sessions. Professional Learning Communities will meet as needed each month or in conjunction with 

team planning. Teams will meet at least once a week on designated days as arranged through 

administration to ensure that they are following the curriculum map and teaching appropriate 

standards. During these meetings, team members will also analyze students’ work/data, develop lesson 

plans, and differentiate lessons according to the needs of their students. Resource staff will meet once 

a month together as a team and once a month with a grade level team of their choice to learn the new 

curriculum and plan with their colleagues. 
 

11. PROMOTION / RETENTION PROCEDURES:  Teachers must follow the system's policy and 

procedures for promotion/retention. [See system policy IHE; IHE-R(0)] 
 

12. TESTING PROTOCOL:  Teachers are reminded to refer to testing ethics and guidelines and adhere 

to them. The school counselor or assigned personnel serves as the test coordinator for the school and 

reviews this information with administration. Please note:  STAR 360 Universal Screening will be 

administered by the testing coordinator and/or assigned personnel.  
 

13. VIDEOS:  Videos are to be used to enhance or to extend classroom instruction. Videos must be used 

for instructional purposes supported by clear instructional objectives and denoted on lesson plans. 

Videos used as a reward must have prior approval by an administrator. 
 

STUDENTS 

1. ABSENTEE REPORTS:  Homeroom teachers should take attendance on their computer each day by 

8:00 a.m.  It is crucial that you are timely with this process due to other duties that must be performed 

with this information. 
 

2. ATTENDANCE:  Students are expected to attend school in accordance with compulsory attendance 

laws.  If a student is absent, their absence would be recorded in Infinite Campus as EXCUSED or 

UNEXCUSED. Excused absences by policy are listed below: 

It is the policy of the Board to excuse students from school for the following reasons: 

1. Personal illness or attendance in school that endangers a student's health or the health of others. 

2. A serious illness or death in a student's immediate family necessitating absence from school. 

3. A court order or an order by a governmental agency, including pre-induction physical 

examinations for service in the armed forces, mandating absence from school. 
4. The observance of religious holidays, necessitating absence from school. 
5. Conditions rendering attendance impossible or hazardous to student health or safety. 

6. The Appling County Board of Education will allow two absences resulting from students visiting 

prospective colleges to be counted as excused absences if the student receives approval from 

school administrators prior to the visitation. 

7. A student whose parent or legal guardian is in military service in the armed forces of the United 

States or the National Guard, and such parent or legal guardian has been called to duty for or is 

on leave from overseas deployment to a combat zone or combat support posting, shall be granted 



11 
Updated 7-17-2024 

excused absences, up to a maximum of five school days per school year, for the day or days 

missed from school to visit with his or her parent or legal guardian prior to such parent’s or legal 

guardian’s deployment or during such parent’s or legal guardian’s leave. 

8. Students shall be counted present when they are serving as pages of the Georgia General 

Assembly. Students in foster care shall be counted present when they attend court proceedings 

related to their foster care. 

 

If the absence fits one of the above listed categories, the PARENT must submit in writing a 

notice stating the following: 

▪ Specific date(s) of absence(s) 

▪ The reason for the absence(s) 

▪ Must be signed by parent or guardian 

▪ Must be presented to the teacher within three (3) days after the student returns to school.   

▪ If the teacher does not receive this notification within the time limit, the student will be marked 

UNEXCUSED for that absence in the computer. 
 

3. DISCIPLINARY PROCEDURES:  The Appling County K-5 Code of Discipline (located in the 

student handbook) explains the expectations for student behavior and corrective actions for 

unacceptable behaviors. All faculty members are responsible for familiarizing themselves with these 

rules and regulations and applying them in an equitable manner. Discipline procedures should follow 

an escalating format with increasing consequences for repetitive misbehaviors. (Please note: School 

Resource Deputy cannot address student discipline. Any discipline requiring law enforcement to 

intervene will be processed through administrators.) In situations involving corporal punishment, a 

certified employee should serve as a witness and proper procedures must be followed, including 

checking to ensure that the parent permits corporal punishment and the notification of the parent if 

corporal punishment is utilized. The student should be provided an explanation of why he/she is 

being disciplined and the right to be heard. A copy of all discipline forms where corporal 

punishment is administered should be documented and notification sent to an administrator. 
 

Corporal Punishment procedures will be followed according to Appling County Board of Education 

Policies and Georgia Law. Discipline problems will be handled by the certified staff in charge of the 

student during the infraction period, and if the infraction warrants an administrative disciplinary 

referral, this must be entered through the Infinite Campus platform. Corporal punishment may be 

administered only according to these procedures:   

1. Must be reasonable 

2. Must be used as a last resort; corporal punishment must not be a first offense  

3. Must be administered in the presence of a witness who is a certified employee.   

4. Shall not be over 3 licks (3 licks are the maximum; it is recommended that you begin with a single 

lick and progress accordingly) 

5. Contact parents prior to the administration of corporal punishment. In addition, parents will receive 

a written explanation of the infraction and a description of the punishment the day of the 

punishment. 

 

NO student will be punished by corporal punishment if a physician submits a written 

explanation stating that the student should not receive corporal punishment or if a parent or 

guardian signs a form requesting that corporal punishment not be used. Your list of students who 

cannot receive corporal punishment must be on file in the front office and given to resource teachers 

when they serve this student. Paraprofessionals and substitute teachers cannot administer corporal 

punishment.  
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Do not use the following forms of discipline: 

1. Punishing an entire class - Punish only those individuals who are breaking the rules. 

2. Educational exercises as punishment, such as having the student do extra math problems or copy a 

page from the science book. These activities are important parts of the educational process. Choose 

a punishment that is relevant to the offense and one that provides a learning opportunity. 

3. Ridicule, sarcasm, profanity, degrading, belittling, and/or shame to correct behavior.  

 

4. HEAD LICE/BODY LICE/BED BUGS: There is a "NO NIT" policy concerning lice.  If you suspect 

lice/bugs, please bring the student to the nurse.  It is recommended that each homeroom teacher 

conduct a monthly check of all students. 
 

5. INCIDENT REPORTING: All staff members are responsible for careful monitoring and supervision 

of any student activity. Student or teacher incidents are to be reported immediately to the school 

nurse, front office, and an administrator. Incident report forms must be completed and submitted 

to the nurse on the same day as the incident. If it is a student incident, the nurse will notify the 

parents, complete her portion of the paperwork, and will forward a copy to the administrators. 
 

6. PARENT / TEACHER CONFERENCES:  Parents are always welcome in our school and will be 

treated with respect. Teachers are encouraged to contact parents as often as necessary to share positive 

happenings as well as problems that students are experiencing. Parent conferences are welcomed; 

however, conferences must NOT be scheduled during instructional periods unless it is an emergency. 

(This must be submitted by email to administration prior to the scheduled conference.) Parent contact 

documentation must be documented in Infinite Campus (Parent/Teacher Contact Log) at the end 

of the conference. A minimum of 2 conferences per student should be conducted with parents 

annually. Teachers are asked to use specific, objective, measurable words when describing student 

progress orally or in writing.  AVOID sarcasm and use of terms such as; "lazy, dirty, and sneaky” etc.  

Please be certain that all words are spelled correctly on any correspondence and that correct English 

grammar is used.   
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