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The Burke County Board of Education is committed to a policy of nondiscrimination in relation to race, color,
religion, national origin, political affiliation, age, disability, or sex in all matters concerning employees,
students, parents, the general citizenry, educational programs and services, and persons with whom the
board does business. The Burke County Board of Education is located at 789 Burke Veterans Parkway,
Waynesboro, GA 30830. The following person has been designated to handle inquiries regarding
nondiscrimination policies:

James D. Hyder, Jr.
General Counsel
Burke County Board of Education
789 Burke Veterans Parkway

Dear Colleagues,
The Waynesboro Primary Faculty & Staff Handbook is designed to be a useful tool that will direct the
daily operations of our school. The policies and procedures that follow will guide us as it sets the
organizational framework through which we carry out our duties and responsibilities. The desire is
that each item contained in this handbook is written with much clarity and that it is organized to be
navigation-friendly so that you can easily find answers to the most often asked questions and
commonly referenced procedures.
The professional responsibility of every member of our faculty and staff is to become familiar with
the policies and procedures of our school and to adhere to the expectations that are set before us.
We are obligated as professional educators to adhere to the Georgia Code of Ethics for Educators
and at all time be representative of those expectations as set forth with our profession. This
handbook is not exhaustive and does not contain all policies and procedures of our district and/or
school. Additional policies may be found in the BCBOE Policy Manual. Just as we hold our students
accountable for their daily adherence to established policies and procedures, we must hold
ourselves accountable to the standards, rules, ethics, and expectations of our school and district as
we strive for excellence in all we do at WPS. We have a great school and a tradition of sustained
excellence. Let’s have a great year!

Sam Adkins,
Principal

Mission, Vision, and Belief Statements
“Building HOPE for the Future”

Mission Statement:
The mission of the Burke County School System is to ensure that all students will graduate with the
necessary skills to function successfully in a global society.

Vision Statement:
Burke County Schools will exemplify a quality system that is respected for high standards,
outstanding performance, and excellence in student achievement.

Belief Statements:
We believe students can develop academically, socially, physically, and emotionally.
We believe positive relationships and mutual respect enhance a students’ self-esteem.
We believe high expectations increase individual student performance.
We believe a supportive and challenging learning environment promotes the development of
appropriate decision making skills.
We believe the unique learning styles of students should be considered when planning and
implementing learning activities.
We believe students learn best when they are actively engaged in the learning process.
We believe a nurturing school climate fosters the development of the students’ potential so that
he/she may become a responsible, educated citizen.
We believe that every stakeholder plays an important role in the ultimate learning of all students.

Guided by the work of the AdvancEd Standard 1 Committee, these Belief Statements were approved
and adopted by the faculty and staff of Waynesboro Primary.
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I. Code of Ethics for Educators

Section 1 – Professionalism
As employees of the Burke County Board of Education, we are ethically bound to conduct ourselves
as professional educators in all aspects of our chosen field. The Burke County Board of Education
adopts the policies and procedures that provide for the effective operation of our school, but also
recognizes and preserves the executive, administrative, and leadership prerogatives of the
Principal. The Principal will execute the aforementioned prerogatives as deemed necessary for the
effective operation of Waynesboro Primary.
The Principal may also request that an employee participate in any activity deemed appropriate for
the welfare of the school and/or district. In either instance, it is the professional expectation of all
employees to actively participate for the betterment of our school and/or district.
The professional standing of all Waynesboro Primary personnel shall remain exemplary in the eyes
of students and the community in general. All personnel shall strive to set the kind of example for
families, students, and colleagues that will serve them well in their own conduct and behavior and
contribute toward a positive school climate and culture.
Teachers will be treated as professionals and, in turn, are always expected to conduct themselves in
a professional manner. Students, fellow teachers, parents, paraprofessionals, visitors, staff and
administrators will be treated with courtesy and respect. Any verbal mistreatment of students will
not be tolerated. Verbal mistreatment includes but is not limited to: yelling, belittling, antagonizing,
provoking, or demeaning a student in any way. This behavior also includes interactions with other
professionals at schools within and outside Burke County.
Idle gossip, personal opinion, negative viewpoints, etc. are not to be part of the workplace at WPS.
Maintaining a warm, positive school climate is vital to the overall success of our school.
Professionals do not engage in public discussions of a student, parent, teacher, or administrator or
other employee of any school. Humiliating, derogatory or sarcastic remarks damage the reputations
and credibility of the individuals involved.
As members of the WPS team of professionals, all personnel have mutually dependent
responsibilities. Failure by any one team member to carry out his/her duties and responsibilities in
a timely and professional manner causes disruption, additional work by others, and lowers the
standards, respect, and reputation for all.

Certification
It is the full responsibility of the employee to meet any/all requirements for professional
certification. All certified employees at WPS are expected to be fully certified and maintain current
credentials.
All requests for certification are completed electronically. All employees are required to establish
an account with the Professional Standards Commission and monitor his/her account. It will not be
the responsibility of WPS or the district to notify, update, or request certification information. This
includes gathering information, completing all documentation, and providing WPS with copies of
most recent and updated certification.

All certified employees at WPS are expected to be “Highly Qualified” in his/her field. All core
paraprofessionals must be also be deemed “Highly Qualified” due to the fact that WPS receives Title
1 funding.

Child Abuse (Mandated Reporting)
All school system personnel who have reasonable cause to believe that a student has been abused
or neglected shall immediately report it to the appropriate school counselor who will immediately
inform the Principal. The counselor will then make a report to DFACS and shall notify the district
social worker.
Georgia law requires that all school employees who come in contact with children are mandated to
report suspected child abuse. All reports are confidential and the reporter may remain anonymous.
Mandated reporters who provide their name at the time of the suspected child abuse report may
request information from the Department of Family and Child Services (DFCS) on the outcome of
the report. DFCS will provide the outcome, but no additional information regarding the report or
subsequent case. Georgia law mandates that any person who knowingly and willfully fails to report
suspected child abuse shall be guilty of a misdemeanor. Additional disciplinary action may be
imposed at the discretion of the Principal.
All school system employees will receive training on the identification and reporting of child abuse
and neglect to include periodic training updates as and when deemed appropriate and necessary.

Children (of Employees)
The children of teachers and paraprofessionals are not permitted access to the Teacher Workroom
on any WPS hall without adult supervision. In the morning, the children of staff may accompany
their parents into school building and report to a designated area for supervised transition over to
BES. After dismissal, the children of teachers and paraprofessionals should remain in their parent’s
classroom. Teachers and paraprofessionals will be held responsible for the behavior of their
children, or other children they choose to supervise, at all times. Children of teachers and
paraprofessionals must stay with their parents. They are not to play on the playground equipment
without direct adult supervision. They may not “roam” the halls of the school. Teachers and
paraprofessionals are directed to provide specific instruction for their children as to exactly what
those children must do before and after school to comply with this directive.
The Principal reserves the right to direct the children of teachers and paraprofessionals when it is
deemed necessary, whether those children are WPS students or not. The Principal reserves the
right to require school employees to make alternate care arrangements for their children, before
and after school, if deemed necessary.
The children of teachers and paraprofessionals may not be kept in classrooms or at school during
pre- and post-planning or teacher work-days.

Code of Ethics for Educators
The Code of Ethics for Educators defines the professional behavior expectations for Georgia
educators. It serves as the benchmark for ethical conduct. The Professional Standards Commission
(PSC) adopted a set of eleven (11) standards which represents the conduct that is expected among

Georgia educators. All employees at WPS are expected to fully adhere to these standards of ethical
behavior. It protects the health, safety, and general welfare of students and educators, ensures a
degree of accountability within the education profession, and defines unethical conduct and
subsequent disciplinary sanctions. The Code of Ethics for Educators may be found at the Georgia
Professional Standards Commission, BCBOE, and the WPS websites. It is also contained in this
handbook in the Appendices.

Collegiality
All personnel are to be treated as professionals and, in turn, are always expected to conduct
themselves in a professional manner. Students, fellow teachers, parents, paraprofessionals,
visitors, staff and administrators will be treated with courtesy and respect. Any verbal
mistreatment of students or colleagues will not be tolerated. Verbal mistreatment includes but is
not limited to yelling, belittling, antagonizing, provoking, or demeaning another person in any way.

Complaints (and Grievances)
All personnel at WPS are encouraged to resolve their displeasure informally in a spirit of
collegiality. Public attention to one’s displeasure and/or voicing such in a public setting is not
acceptable. All personnel should seek solutions for problems within the school. All employees
should discuss problems constructively within the school rather than destructively in the
community.
In the event that an issue cannot be reached collegially, he/she is expected to follow a “chain of
command”. This chain is to be followed without exception in the event that resolution cannot be
reached: (1) Grade Chair, (2) Assistant Principal, and (3) Principal. Contacting the Central Office
without prior discussion with the Principal is deemed unprofessional. At no time, should an
employee contact BOE members regarding a complaint, concern, or decision made at the school
level. All matters should be discussed with the Principal. At that time, if an issue cannot be
resolved, the next step shall be directed by the Principal. Breaking the “chain of command” at any
point is considered unprofessional and may be subject to disciplinary action as deemed appropriate
by the Principal.

Confidentiality
All employees must be aware that what is discussed in meetings and conferences held at WPS is
confidential and may not be discussed in public. Any and all information pertaining to children is of
a confidential nature. The discussion of a child with another family member (e.g., uncle, brother, or
sister) unless the parent is present and agrees to this discussion is deemed unacceptable.
Be particularly aware that civil and criminal penalties can be levied for careless utterances
regarding matters of a privileged and confidential nature. Federal and state laws govern the
confidentiality issue.

Contracts
Contracts are offered on an annual basis to certified employees only in accordance with state law.
Contracts will be offered based on successful evaluative measures and the availability of positions.
Contracts are not bound to a particular school, position, grade level, or assignment but rather
employment within Burke County Public Schools. At the school level, the Principal reserves the

right to make any personnel decisions to be in the betterment of the students, school, or other
factor(s) as deemed appropriate by the Principal.
At no time should a contract be entered into lightly, but with a sound commitment to fulfill the
terms within the contract and the willingness to execute all conditions of the contract and
employment terms at the work site assigned.
Non-certified employees are not under a contractual agreement.

Controversial Issues
WPS will not solicit nor support sectarian and/or partisan questions and issues. All such shall be
kept from the work place. Any/all issues deemed controversial by the Principal shall not be given
attention and will be at the full discretion of the Principal.

Correspondence
All correspondence that is sent to the central office, parents, media, companies and organizations is
to be professionally done and proof-read to ensure grammatical accuracy and professionalism.
This includes written and electronic text. Handwritten correspondence is highly discouraged.
All correspondence shared with anyone outside of WPS must be approved by the Principal.

Criminal Records Check
All personnel must be fingerprinted and have a criminal record check prior to beginning his/her
employment. Both components must be successfully met. Such requirements are to be completed
every five (5) years, upon any certification renewal application, or as required by the Professional
Standards Commission.
All volunteers and/or vendors who work on campus and around children are required to complete
both fingerprinting and a criminal record check.
Any and all fees associated with the completion of the criminal records check is the full
responsibility of the employee.

Dress Code (Faculty & Staff)
WPS personnel serve as role models for the student body. The dress code for the faculty and staff
should mirror the student dress code. All personnel are to cognizant of his/her appearance, dress,
and grooming at all times. All personnel are expected to dress in a professional and appropriate
manner that will be conducive to a positive learning environment. Good judgment and common
sense should guide the appropriate attire for the work site. The responsibility for determining
appropriate dress is placed under the supervision of the school district and Principal. The
responsibility for appropriate dress rests with the employee as being a professional educator.
Monitoring and enforcement of professional dress is placed upon the WPS administrative staff.
The following professional dress is expected at WPS:
Male staff members are required to wear a collared shirt with slacks daily. Exceptions according to
job responsibilities will be made at the discretion of the Principal.

Dresses and skirt lengths must be at the knee or lower. Splits and slits in skirts and dresses should
be no more than two (2) inches above the knee.
Tank tops or spaghetti straps are not permissible. All sleeveless tops must completely cover the
shoulder.
Pants for female staff members must be mid-calf level or lower.
Shorts that are at the knee or lower are acceptable for designated field trips.
Tops that display cleavage or expose bare skin at the waist upon movement are unacceptable.
Midriffs should not be exposed at any time.
Sandals are appropriate footwear for staff members with exceptions. Thongs with a heel are
allowed. Flat flip-flops are not allowed.
Tennis shoes worn by staff members are appropriate.
Tight fitting clothing is unacceptable for staff members. This includes tops and pants.
Hats, caps, and headscarves may not be worn in the building.
Jeans are acceptable on school spirit days or other designated days. Overalls are not acceptable.
Jogging suits are unacceptable. This includes suits made of fleece, velour, or vinyl. PE coaches are
the only staff members exempt from this rule.
All employee dress is subject to being deemed inappropriate by the Principal or his/her designee.
Violations of the dress code will result in disciplinary action by the Principal or his/her designee:
First Infraction:
Verbal attention given to the violation. The staff member may be asked to
correct the item of clothing in violation immediately.
Second Infraction: Written warning and the staff member must correct the item of clothing in
violation immediately.
Third Infraction: Written letter of reprimand and staff member may face the possibility of
suspension without pay. The staff member must correct the violation immediately.
Egregious disregard of the dress code or chronic violations will result in immediate correction of
the item of clothing and more severe disciplinary action as deemed necessary by the Principal.

Drug Free Workplace
The Board of Education is concerned with the well-being of all employees of the school system. The
Board recognizes that a drug and alcohol free workplace encourages employee productivity and
promotes the accomplishment of the Board’s mission and goals. In accordance with Georgia’s DrugFree Public Work Force Act of 1990, the Board of Education hereby declares that the unlawful
manufacture, distribution, sale and possession of controlled substances or other dangerous drugs
or alcohol are prohibited in the workplace of all school system employees.

In compliance with BCBOE Policy GAMA, faculty and staff members are to realize that the Burke
County School System is committed to providing a quality education for all students. This includes
establishing an atmosphere conducive to learning and free from disruptive influences.
The Board policy cited specifies the system’s expectations and overall philosophy prohibiting the
use of drugs by system personnel. The complete policy may be found in the Policy Manual located
on the district website.

Electronic Devices
The use of personal electronic devices during the work day is inappropriate. The use of personal
cell phones or any other electronic device during instructional time, in the presence of students, or
during working hours is prohibited.

Evaluations
All employees will be evaluated on a continuous basis with each employee receiving an annual
evaluation. Certified employees will be evaluated using the Teacher Keys Evaluation System
(TKES) or the Leader Keys Evaluation system (LKES). All employees being evaluated using either
TKES or LKES will receive an annual orientation and familiarization to the process and a preevaluation conference will be held with all employees prior to the evaluative process beginning. All
evaluations will be completed by administrators who are credentialed to conduct TKES/LKES
observations.
Summative evaluations will be completed on an annual basis and will be completed before
recommendations for contract renewal/non-renewal are presented to the Board of Education.
Employees will review their final evaluations in a conference with the Principal.
Paraprofessionals are evaluated by their supervising teachers. The Principal reviews and signs all
paraprofessional evaluations.
All other classified employees will be evaluated using a local evaluation instrument that has been
approved by the Burke County BOE. School administrators, assigned by the Principal will conduct
all such evaluations.
The Principal reserves the right to request Central Office personnel, RESA consultants, and other
personnel to conduct classroom observations when deemed necessary.

Grade Chairs
Each grade level will have two (2) teacher-leaders to serve as grade chairs. To develop teacherleaders, grade chairs will be selected to serve a two-year rotational term. Grade chairs are selected
by the Principal to serve. Grade chairs will meet once monthly or as deemed necessary by the
Principal. At each meeting, an agenda will be provided and notes are to be taken. It is the
responsibility of the grade chairs to disseminate all information to grade-level staff in a timely and
professional manner.

Highly Qualified Staff
All certified personnel and paraprofessionals at WPS are expected to be deemed “highly qualified”
as defined under Title II-A. All students deserve the right to receive a high-quality education, and

all taxpayers deserve to know their investment in public education. All core academic subjects
must be taught by a teacher that is fully certified in that particular content area. In the event that a
student is being taught by a teacher that is not fully certified, the parents have the right to know
that his/her child is being taught by a teacher that is not “highly qualified”. In such an event, the
parents must be notified in writing.

Office and School-Wide Decorum
Proper decorum, etiquette, and professionalism are expectations for all personnel to adhere to in
our school office, hallways, and other locations throughout our campus. It is important that these
areas are viewed as professional work sites and are viewable as such by parents, students, and
guests to our school. Using a calm, pleasant, and professional tone of voice is expected at all times.
All personnel are to respect the work space of the office staff and other employees throughout our
campus.
Staff is not to go behind the counters in the front office without being asked by the office staff, or go
to administrative offices without permission.

Meetings
All personnel are expected to attend any/all meetings as scheduled by the school administration
and/or designee. The Principal reserves the right to require all employees to attend any/all
meetings. The Principal reserves the right to deny requests to be excused from meetings. All such
requests will be considered on an individual basis. All personnel are expected to arrive on time, be
prepared, and actively engage in all activities pertaining to the meeting. All meetings are scheduled
in advance if at all possible. In the event of a rescheduled or called meeting, all employees are
expected to be in attendance as deemed appropriate by the Principal. Sign-in sheets and meeting
agendas will be provided for most meetings as deemed necessary.
Faculty meetings are scheduled one (1) to two (2) times per month. Attendance for any/all faculty
meetings is required. Sign-in sheets and meeting agendas will be provided for most meetings.
All personnel are required to attend scheduled PTO or other school-based meetings during the
school year as required by the Principal. Such meetings are scheduled well in advance for planning
purposes. Only the Principal may grant permission to be excused from such meetings. Sign-in
sheets are made available to document attendance.
Team, grade-level, committee meetings are scheduled as needed and facilitated by the appropriate
administrator or teacher-leader. Attendance for any/all meetings is required. Sign-in sheets and
meeting agendas will be provided for most meetings as deemed necessary.
Much effort is given to schedule all meetings in advance and to place all meetings on the WPS
Google calendar. Communication of a scheduled or called meeting to all participants will be
provided by the administrator or teacher-leader. In addition, it is the responsibility of all personnel
to check the WPS Google calendar.
Any personnel absent from a meeting are fully responsible for obtaining all information pertaining
to the meeting and complying with any/all deadlines or directives pertaining to the same.

Political Activities
All personnel have the civic responsibility and privilege to exercise the right to vote and are
encouraged to do so. However, no employee shall engage in any form of campaigning on campus or
during the school day. This includes the use of school facilities, equipment, or supplies for the
purpose of supporting a particular political candidate.

Professional Organizations
WPS strongly encourages all personnel to participate in the professional organizations of his/her
choice. Professional organizations may offer benefits such as teacher liability coverage, curriculum
and instruction insights, and other benefits that may be of interest. Building level representatives
are available to assist in providing information relating to affiliating with professional
organizations relative to our profession.

Public Relations
The importance of positive and effective public relations is imperative to the perception and
success of WPS. It is important to effectively communicate the soundness of the programs to all
stakeholders. It validates our mission, vision, and purpose. All employees are to submit to the
Principal all scheduled activities, any outstanding achievements, awards, etc. in order that they be
advertised and in the event of an accolade, recognized for its merit and achievement. However, it is
the responsibility of all employees to relate all public relation matters to the Principal. It is
unprofessional to communicate directly to any form of media without prior approval from the
Principal. Furthermore, it is unprofessional to have negative discussions of school matters with
other employees, parents, students, or the general public. At no time are employees given
permission to speak directly to the media without consent of the Principal.

Reports / Data / Documentation
During the school year, various reports, timesheets, data sheets, and/or other documents are to be
submitted to various administrative or central office personnel. All submissions are to done in a
timely and professional manner. All reports, etc. will have established deadlines. It is required that
requested information is on time and accurate. It is also expected that a "professional" attitude will
be exhibited when completing necessary forms or supplying important information. Reports
should be legible and should reflect a "high standard" of work. Failure to complete and submit
any/all reports, etc. may result in disciplinary measures as deemed necessary by the Principal.

Sales / Solicitations
Employees may not sell or advertise for sale at school any product or program without obtaining
permission from the Principal. Children of school employees may not sell or advertise for sale at
school any product or program without obtaining permission from the Principal.

Sexual Harassment
Sexual harassment is a violation of one’s rights. BBOE policy JGIA addresses sexual harassment.
Policy JCE-R/GAE-R, included in this handbook and in the student handbook, addresses the Equal

Opportunity Complaint Procedure. Both policies may be found in the Policy Manual located on the
district website.
Any person alleging sexual harassment by a staff member or student at WPS should report the
incident directly to the Principal.

Tobacco
The use of tobacco is any form is prohibited on our campus as well as any grounds and/or facilities
of the Burke County Public School District. Please refer to BOE Policy GAN.

Section 2 – Instruction
Classroom Interruptions
It is the full intent of WPS to provide the maximum amount of instructional time throughout the
school day. Classes are not to be interrupted via intercom announcements, etc. unless it is an
emergency. Packages or messages of any type will not be given or delivered to staff or students
during instructional time. Visitors will not be allowed to interrupt classes or interfere with
instruction. Parents are always welcome to visit WPS and observe their child’s class. Permission to
visit a classroom must be scheduled in advance and approved by the Principal.

Classroom Observations (Parents/Visitors)
Parents /guardians are encouraged to schedule a time mutually agreed upon by the teacher and
parent for the expressed purpose of observing the student and the instructional activities that the
student is engaged in during the scheduled observation. Unannounced classroom visits are not
allowed. Classroom observations are not intended to be an opportunity for teacher-parent
conferences. Instruction should not be interrupted nor altered due to a parent/guardian classroom
visit. The length is a classroom observation is suggested to be no more than thirty (30) minutes in
length. The use of video of the classroom is prohibited unless previous authorization has been
given to the teacher and parent by the Principal. All visitors must sign-in in the front office and are
to be escorted to the classroom by a member of the administration team or designee.

Collaborative Planning
The ability to plan collegially enhances the instructional work that is done and is an essential
component of continuous school improvement. All teachers are expected to actively participate in
scheduled collaborative planning as professional learning communities (PLC’s). Collaborative
planning is scheduled on a weekly basis or as otherwise deemed necessary.
The expressed expectation of all PLC meetings are to include, but are not limited to professional
learning, unit building, examination of student work, and data analysis.

Computer Labs
The computer labs at WPS are designed to extend the learning that is taking place in the classroom
by giving all students the opportunity to utilize computer-assisted learning for remediation and/or
enrichment. Students received computer-based learning in both reading and math.
Each class will have an assigned a time to utilize one of the three labs. It is vital to adhere to the
daily schedule and utilize the lab for optimal instructional support. A WPS administrator will
coordinate the lab schedules and supervise the lab settings. This includes, but is not limited to,
establishing an equitable system for use, determining proper utilization, assisting in the
establishment and maintenance of instructional guidelines for personnel, and assisting in the
continuous appraisal of overall program effectiveness and efficiency. This system should provide
equitable lab time for all students.

The lab facilitators shall provide end-of-the-week student data reports that will guide grouping,
remediation, and/or extension of instructional activities that the students will participate in during
the following week. While in the lab, both the teacher and paraprofessional are expected to provide
individual or group assistance. The computer lab is an instructional tool and is to be viewed as an
extension of the classroom. The computer lab periods are not intended to provide a break for
teachers and/or classroom paraprofessionals.

Emergency / Substitute Lesson Plans
All teachers must prepare an emergency/substitute lesson plan folder. This plan is to housed in the
classroom and be easily accessible. It is the responsibility of each teacher to update this folder on a
regular basis. The folder should contain the following items: (1) daily schedule, (2) class roster, (3)
lesson plans, (4) student seating / grouping charts, (5) emergency evacuation route, and (6)
additional directions that may be specific to each class.

Grading System
Students in grades K-2 will receive a performance based evaluation of their mastery of grade level
standards. The following symbols will be used:
√ - satisfactory, meets/exceeds standards
+ - making/in progress
* needs improvement / does not meet standards.
The purpose is to provide timely feedback to parents and students as to how your child is
progressing toward mastering standards.

Homework
Homework is an important component of our academic program. Homework is intended to
reinforce the concepts that are currently being taught in the classroom. Homework is not to be
used for disciplinary measures.

Homebound Instruction
Students may receive homebound instruction upon submitting a medical referral completed and
signed by a licensed Georgia physician. Included in the referral shall be a statement that the
student will be absent more than five (5) days and that the student is physically or mentally unable
to attend school, but is able to participate in educational instruction in the home. Students are not
eligible for homebound instruction due to communicable diseases, non-complicated pregnancy, or
if the Principal deems such services as being inappropriate.
The homebound teacher will work cooperatively with the WPS teacher to gather assignments and
then work with the student in a setting that best meets the needs of the student. An adult must be
present during the time of instruction. Completed work will be returned to the teacher for grading
purposes. Students receiving homebound instruction will be counted present beginning the day the
request for homebound instruction is received and approved.

Lesson Design & Plans
Designing engaging student activities and work is the key to effective instruction, student
achievement, and classroom management. Once designed, developing logical and sequential lesson
plans provides a framework for instructional delivery, differentiation, and the assessment of
student learning. Well-designed lessons also provide a means to ensure that the appropriate
curriculum standards are addressed. Well-designed plans enhances daily instructional delivery and
ensures that the appropriate standards are taught, assessed, and student mastery evidenced.
A common lesson design template will be used among grade levels to ensure the fidelity of
instruction and a consistency among staff. Completed lesson plans, units, calendars, etc. will be
submitted as directed by the Instructional Coordinator and reviewed for content, depth, and other
elements as deemed necessary.
Current lesson plans must be available in the classroom every day and placed in a common location
for administrative review. If a teacher must be absent from work and he or she has taken his or her
lesson plans home to work on same, those plans must be returned to the school so that a substitute
teacher can use them.
Teachers must email a copy of their lesson plans for the week to the Instructional Coordinator each
Monday morning by 8:30 a.m. Teachers will receive feedback as to the adequacy/inadequacy of
their lesson plans. Any revisions as deemed necessary by the Instructional Coordinator must be
corrected and re-submitted. Plans are to be current based on date and content, authentic, not
copied from others, and not repetitive year after year with any revisions.

Paraprofessionals
The paraprofessional plays an integral role in the instruction, organization, and management of the
classroom. While in the classroom, paraprofessionals should be involved in meaningful work with
students. Teachers and paraprofessionals should plan jointly for the instructional delivery
model(s) used in the classroom.
Teachers are responsible for supervision of the paraprofessional assigned to their classroom. This
includes assigning duties, responsibilities, daily schedules as well as requiring paraprofessionals to
be in the classroom and computer labs to assist while instruction is being delivered. Exceptions
will be when the paraprofessional is assigned a task outside the classroom by the teacher or school
administration.
Paraprofessionals assigned to second grade shall be paired with two (2) teachers. It is vitally
important that all three staff members establish a daily schedule that is fair and equitable. The key
to successful para-sharing is optimal scheduling, open communication, and flexibility.

Professional Learning Communities (PLC)
Each grade level will be divided into various PLC’s for the expressed purpose of collaborative
instructional design & planning, data disaggregation, the assessment of learning, and scheduled
professional learning. PLC’s shall follow a weekly meeting schedule and record all meetings,
agendas, and notes in PLC notebooks provided by the Instructional Coordinator.

Promotion Rubrics & Guidelines

In order to be promoted to the next grade, students must attain the minimum of points as
mandated by each grade-level promotion rubric.
It is imperative that an open line of communication be established with any/all parents of students
who are in danger of not be promoted. Teachers are expected to maintain an open line of
communication (parent conferences, phone calls, notes in student planners, etc.) and discuss with
parents the progress their child is making.
Teachers are to send home a school letter notifying parents that their child is in danger of
promotion at the end of each grading period.

Report Cards / Progress Reports
All students are to receive a progress report at the mid-point of each grading period and a report
card at the end of each nine weeks. The dates for sending those reports home are specified on the
district and WPS calendar. It is the professional responsibility of the teacher to ensure that both
documents are properly completed and sent home with students on the specified date.

Response to Intervention (RtI)
The Response to Intervention (RtI) is a model for tiered instructional processes for evidenced
academic and behavioral difficulties. It becomes a framework for helping struggling students.
Students who are struggling shall receive varied instruction based on the nature and severity of
their academic and/or behavioral difficulties. The RtI model consists of three (3) tiers of
instructional processes that are differentiated by frequency, intensity, and quantity of supplemental
instruction. A plan of interventions shall be collaboratively developed, implemented and monitored
for student progress.
The implementation of interventions and accurate progress monitoring are key to correcting the
difficulty student is having. RtI meetings will be scheduled to discuss student progress and
appropriate next steps.

Section 504 Plans
A 504 plan may be collaboratively developed for a student at any time during the school year if
deemed necessary. A 504 plan may be developed if it is determined that a student has a significant
impairment that impacts his/her education. A 504 plan may be short or long term, based on the
individual need(s) of the student.
A Section 504 plan is not under the mandates of special education; however, a student with
disabilities may also have a 504 plan based on a specific need.
A student may exit the provisions of a Section 504 plan once the reason(s) for the plan has been
met. An annual review of the 504 plan shall occur if the plan is on-going, even from one school year
to the next.

Summer School
Summer School is provided during the month of June for students who have not mastered the
standards taught during the school year. Participation is limited to those students identified as
most at-risk as defined by Title 1 parameters. Parents will receive written notification near the end
of the regular school year inviting their child to summer school. Please note that Summer School is
not intended for students who will be retained the following school year.

Teacher – Parent Conferences
Teacher-parent conferences are highly encouraged as they provide a positive means for
communication between parents and teachers. Continual monitoring of student progress is
paramount in academic success and conferencing with your child’s teacher is highly encouraged.
To ensure the availability and productivity of a parent conference, please schedule a conference in
advance. Parent conferences may be held before school, during teacher planning periods, or after
school. Teacher conferences may not be held during instructional time. At no time will a parent be
allowed to visit a classroom during instruction or unannounced for the purpose of having a
conference.
Teachers are required to schedule parent conferences at the minimum of two (2) times per year
during the one-hour early release times provided. A log of parent conferences is to be kept to
document the conferences held. Every attempt is to be made to ensure that all parents are
scheduled for a conference. If the parent is unable or unwilling to schedule a conference, it is
important to document that as on the parent conference log. The completed log will be submitted
to the Principal.

Section 3 – Operations
Absences (Personnel)
In the event that an absence is necessary, prior notification is required when it is necessary to be
absent from work or any duty assignment. Notification for work-day absences are first reported by
making personal contact with the Principal or his/her designee. If at all possible, please contact the
Principal the night before or as early as possible the day of the absence. The absence will be entered
into the Automated Educational Substitute Operator (AESOP). If any extenuating circumstances
occur, it is important to discuss that absence with the Principal prior to the absence.
All certified and classified employees will be charged with sick or personal leave when an absence
occurs. Additionally, employees who arrive late or leave early will be charged with sick or personal
leave. Time will be charged in increments as set by the Board of Education.

Attendance (Personnel)
All personnel are expected to maintain an exemplary attendance record. Attendance is monitored
and becomes part of the annual evaluation. Those evaluated using the TKES instrument,
attendance is a component of standard 9 – Professionalism. It is the philosophy of WPS that our
students learn best when everyone is present.
Staff Absences
All personnel are required to contact the Principal (706.466.0007) by 7:00AM on the date of the
absence. When possible, it is preferable to notify the Principal by 9:00PM the evening before the
absence. Any teacher or paraprofessional who has not called in by 7:00AM is considered to be at
his or her workplace on time.
Tardy to Work
All personnel are to arrive to work on time each day and sign-in upon arrival. On the rare occasion
that an employee arrives late, after signing-in, an “Arrive Late” form is required to be completed
and placed in the Principal’s box. It is the responsibility of the employee to complete the required
form before going to his/her assigned worksite.

Attendance (Student)
Keeping accurate student attendance is vital. Maintaining accurate student attendance is important
for school records, promotion, legal matters, and parent conferencing.
Attendance Policies
BOE Policy JB requires that students be present 165 days of the time they are on roll to earn
promotion. Excused absences as well as unexcused absences count toward the total number of
days a student may miss school.
Students are considered tardy after 8:15 AM and if he/she leaves before the end of the school day.
Students leaving school before 12:00 PM and not returning or entering school after 12:00 PM are
counted absent. Students must be in attendance 1/2 of the school day to be counted present.

Each student absence shall be recorded as unexcused until verification of the reason for the absence
is received. Absences shall be considered excused provided verification of the reason is received
within three (3) school days after the student returns.
Attendance Procedures
Teachers are expected to check class roll and accurately enter attendance into Power School each
day. Daily attendance is to be entered into Power School no later than 9:30 each morning.
When a student returns to school after an absence, he/she is required to present a written excuse
from the parent to the teacher indicating the reason for the absence(s). Failure to provide a valid
reason will deem the absence(s) unexcused. If the absence is for personal illness, illness in the
family, death in the family, a religious holiday observed by their faith, or a mandate by order of
governmental agencies, the absence will be excused provided verification of the reason is received
with (3) school days. The Principal reserves the right to determine the validity of any absence.
(See BBOE Policy JB).
If a student is absent two (2) consecutive days with failed parental contact, the absences are to be
reported to the Parent Coordinator. If a student has three (3) consecutive days with failed parental
contact or accurate information concerning the absences, the absences are required to be reported
to the assigned school counselor. The counselor will investigate the absences and if deemed
necessary, a referral to the school social worker is made. Attendance letters will be generated and
mailed to parents after absence 5, 10, and 15.
Any student who is denied promotion because of this policy may appeal provided seventy five (75)
percent of the absences have been excused absences according to the guidelines of this policy and
provided the student meets all academic promotion criteria. The appeal shall be made in writing to
the Principal within ten (10) days of the end of the school year. The Principal will assemble a
committee of at least four staff members to hear the appeal. The committee will determine if
promotion or credit should be awarded. The parents / guardians will be notified in writing of the
committee decision.

Bookkeeping
All items purchased for use with school funds must begin with a discussion with the bookkeeper as
to the availability of funds. If funds are available in the account from which the requested purchase
is to be made, the bookkeeper will provide all needed information and guidance in placing an order.
If the requested purchase exceeds the budgeted amount, the request will be denied.
A purchase order will then be submitted via doc-e-fill to the Principal for approval. If approved, the
order will be processed. No purchases will be made without completing the purchase order
protocol. Therefore, adequate planning is necessary to ensure that orders are placed with ample
time for delivery by the time the materials are needed.
At various times, teachers are required to collect money from students. The collection of money is
to be treated in a business-like manner. Teachers are to document the receipt of money and issue a
receipt to the student. Collected money is to be submitted to the bookkeeper on a daily basis. Upon
submission, the bookkeeper will receipt the deposit made. At no time is a teacher to retain money
in his/her classroom, vehicle, or any other location overnight. Teachers are responsible for any/all
money collected from students.

Cafetorium / Lunch Procedures
Staff members are encouraged to participate in the school nutrition breakfast and lunch program.
However, you may choose to bring your own lunch. If you bring your own lunch, lunches and
drinks are not to be brought into the Cafetorium in their restaurant or fast food original packaging,
can, or bottle. Staff members are prohibited to order out lunch from local restaurants and have it
delivered to school. Staff members are not permitted to leave campus for lunch or go get take-out.
Staff members are to remain in the Cafetorium and eat with their students. This provides proper
supervision, but also additional time to build positive relationships with students. Food is not
permitted to be taken from the Cafetorium.
Staff may opt to pay for meals on a daily basis or pre-pay in advance. Meals may not be charged.

Cell Phone Use
The personal use of a cell phone is not allowed during the workday. This includes, but not limited
to the classroom during instructional time, planning, hallways, supervision of students, meetings, or
if students are present. At no time are students to use a teacher’s phone during the work day.
Please refrain from using phones while entering or exiting the building.
In the event of a personal need, serious medical situation, etc. prior approval may be granted by the
Principal or designee to keep a phone in his/her possession. The phone must be kept on silent or
vibrate.

Copiers
Copy machines are placed in each academic hallway for the ease and convenience of staff use.
Additional copiers are placed in the copy area located in the front office. Each grade level will be
assigned a designated machine to use and given a specific access code for that particular machine.
Please use the copier assigned to your particular grade level. The copier in the front office area is
available for use if the copier is being occupied on your particular hallway.
Use the copier for classroom or school-related purposes only. Personal use of a copier is
prohibited.
If you experience difficulty using a copier or if there is a malfunction of any type, please do not try
to correct the problem or fix the machine. This includes placing any foreign object into the machine
to remove paper jams, etc. Please do not try to continue using a copier is a problem has arisen. In
the event of any malfunction of a copier, please contact the Technology Specialist and/or front
office immediately.

Correspondence
Any/all correspondence in the form of a non-form letter, etc. must have prior approval from the
Principal. This does not include teacher notes to parents, notes in the student planner, etc. Any
correspondence containing the school letterhead must have prior approval from the Principal.

Daily Announcements
Announcements shall be made at the beginning of each day. Announcement requests are to be
submitted in the front office by 7:45 AM. The announcement must be clearly written and include
the dates that it is to be read. All announcements are reviewed by the Principal and any
announcement made is at the discretion of the Principal.

Duty Posts
Personnel will be scheduled and assigned to cover a duty post during the school year. Everyone
assigned to a duty post shall report to his/her post on time. In the event of a known absence, it is
the responsibility of the employee to seek the assistance of a colleague to ensure that the duty post
is covered.
Morning Duty
All employees are to be signed in by 7:30 AM. When assigned a duty post, report to the assign
location by 7:35 AM and remain on duty until 8:00 AM or until the halls are cleared. Personnel on
duty are not allowed to consume food or drinks while on duty. As duty assignments are not
concluded until 8:00 AM, teachers and paraprofessionals must be sure their assigned partner is in
the classroom. One partner should stand at the classroom door to greet the students at 8:00 AM.
Afternoon Duty
Student dismissal is extremely important. Teachers are to walk with their students to the bus dock
each day. The teacher should take a class roster of students who ride the bus with the assigned bus
slot (not bus number) to the bus dock each day. Watch each student until you see him/her get on
his/her correct bus. Double-check to ensure that each student boards the correct bus.
Paraprofessionals are to walk all car riding students to the designated student pick-up area.
Students are walked to his/her vehicle.

Email
Email is the convenient means of communication at the workplace. Email is to be checked
periodically during the school day. It is typically suggested that it be checked three (3) times per
day. However, email shall not be checked or sent during instructional time. Engaging in personal
email during the work day is prohibited. Email can be used in legal settings. Therefore, be
professional in all email communication and be mindful of the tone or perception that can be
derived from email.

Emergency Drills
Burke County Public Schools view school and student safety as a vital component of effective school
operations. All schools are guided by a Readiness and Emergency Management plan known as the
REMBC. WPS is dedicated as well to ensuring that our students, faculty, and staff are housed in a
safe environment.
Several members of the WPS staff are members of the Emergency Response and Crisis Management
Team (ERCMT). In the event of an emergency, the ERCMT will coordinate the school-wide efforts to
ensure school safety and proper protocol.

In order to maximize the operational effectiveness of our emergency plans, emergency drills are
scheduled and conducted throughout the school year. Staff and students will participate in
emergency drills to include fire, severe weather, school lock-down, and evacuation. Teachers are to
review all school safety measures and evacuation drills as often as they feel needed to ensure
expedient student expectations and procedures. During an emergency drill, do not return to the
building until you have been instructed to by the Principal with an “all clear’ signal.
Teachers are required to prepare and maintain a “Go Kit”. This kit contains various pieces of
information needed to ensure student safety. Teachers are required to have in his/her possession
their “Go Kit” during an emergency drill or building evacuation.

Field Trips
Field trips may be taken upon prior approval of the Principal and BOE. Field trips must be
academically based and aligned to a curriculum standard that is currently being taught in the
classroom. All field trip requests must be made well in advance in order for proper approval be
granted.
All policies and procedures for field trips must be followed. All field trips are fully funded by the
grade level requesting the trip. This includes, but not limited to registration fees, tickets, and all
fees associated with taking a school bus.
If sack lunches are needed, the teacher must make prior arrangements with School Nutrition.
Classes that can arrive back on campus before 1:00PM are to eat in the Cafetorium. All necessary
provisions are to be made in advance.
No child will be allowed to leave the WPS campus and participate in a field trip unless written
parental permission is on file specifically granting permission for the child to take that trip.
Separate field trip permission forms are required for each field trip.
Teachers shall provide accurate lists of all students participating in a field trip. If buses are used,
five (5) copies of the permission forms are needed. Documentation will include which students will
ride each bus, the names of each bus driver, the bus number, and the name of the teacher
designated to be in charge of each bus.
For walking field trips, the teacher(s) will provide an accurate list of the students participating in
the field trip as well as a listing of those students not participating and the interim class to which
they have been assigned. Teachers wishing to conduct a walking field trip must still obtain
permission from the Principal. Only those students enrolled at WPS are eligible to go on schoolsponsored field trips.
The Principal reserves the right to approve or deny any student, school system employee, parent, or
individual access to any school-sponsored field trip.

Keys
Keys are issued to appropriate personnel by the Assistant Principal of Operations for the duration
of the school year. Retention of school keys during the summer must be approved. It is the
responsibility of the individual to maintain possession of all school keys. All keys are to be kept in a
secure location so that they are not lost or stolen. In the event that a school key is lost or stolen, it is
the responsibility of the employee to pay a $50.00 replacement fee per key. It is not permissible to
give school keys to students for any reason. School keys may not be duplicated for any reason.

Leave (Jury, Personal, Professional, Sick, Vacation)
Leave from work is categorized into one of five types: (1) jury duty, (2) personal leave, (3)
professional leave, (4) sick leave, and (5) vacation. Leave must be submitted via doc-e-fill at least
three working days in advance of the requested date(s). It is advised to discuss any leave with both
the office manager and the Principal prior to the requested date(s). The Principal has the authority
to approve or deny leave as deemed appropriate.
Jury Duty
Participating in jury duty is deemed a civic obligation. Proper documentation may be presented to
the office manager or the Principal either in the form of a hard paper copy or electronic copy
attached to the doc-e-fill request. With proper documentation, jury duty service will not be
deducted from sick leave and no payroll deductions will be made.
Personal Leave
Teachers are allowed three (3) days of personal leave each school year. All personal leave requests
must be presented to the Principal at least three (3) days in advance of the requested date(s).
Personal leave must be approved by the Principal and the Superintendent. Personal leave may not
be taken at the following times: the day before or after a holiday, during pre-planning or postplanning, scheduled work days, during major test administrations, and the first two and last two
weeks of school. Personal leave can only be used as earned and cannot be accumulated from year
to year. All personal leave is deducted from accumulated sick leave. The Principal reserves the
right to deny personal leave requests when deemed necessary.
Professional Leave
Professional leave provides staff the opportunity to attend conferences, professional learning
activities, competitions, or other required activities during the school year. Professional leave must
have prior approval and be submitted in doc-e-fill at least fourteen (14) days in advance. In most
cases, attending activities that qualify as professional leave entail registration, funding source,
transportation, lodging, and travel expense documentation. Therefore, it is important to request
professional leave only after discussion with school and/or district personnel. In most cases, all
required paperwork and documentation must be submitted at the time of the request as a packet.
This includes but is not limited to registrations information, hotel confirmation numbers, room
rates, parking fees, and any other expenses. Approval of professional leave does not commit the
BOE to pay for expenses. Requests for reimbursements are approved on an exceptions basis and
should be discussed with the Principal prior to being submitted. Granting professional leave is at
the full discretion of the Principal.

Sick Leave
Certified personnel shall accrue 1.25 sick days per month or 12.5 days per year for no loss of time.
Classified personnel are granted ten (10) sick days per year. The maximum accumulation of sick
leave is forty-five (45) days for certified and fifteen (15) days for classified personnel. Sick leave
may be used for personal illness, illness of an immediate family member, or death of an immediate
family member. The immediate family is defined as a father or mother, brother or sister, child,
husband or wife, or relative living in the residence of the employee. If an absence of more than
three (3) consecutive days occurs, a doctor’s statement is to be provided to the office manager.
However, the Principal may request absence validation after any absence if deemed appropriate.
Vacation
All employees receive vacation days as set by contractual days. Employees with extended year
contracts schedule vacation days with the office manager. All vacation days are approved by the
Principal.

Mail
A mailbox is maintained for all personnel. Mailboxes are located in the front office. It is important
to check individual mailboxes on a daily basis. Important information, telephone messages, and
packages will be placed in mailboxes. Teachers will not be interrupted during instructional time for
mail, telephone messages, etc. unless under emergency circumstances. Students are not allowed to
check /deliver teacher mail.

Maintenance Requests / Repairs
All maintenance requests/repair shall be submitted to the Assistant Principal of Operations.
Personnel are not permitted to ask or obtain assistance from the custodial staff to complete
maintenance, repairs, or tasks. It is the responsibility of all employees to report safety hazards
immediately to any school administrator.

Medication / Illness (Student)
Medication may be administered to students while at school. Students who need to receive
medication at school must have on file a completed Medical Authorization and Release form. No
medication may be given to a student unless this form is on file. This form is provided to all
students at the beginning of each school year. It is also available upon request from the School
Nurse or front office. Only the School Nurse or Principal’s designee may administer medication in
compliance with the following policies and procedures; (1) all medication must be presented in the
originally prescribed bottle or package with legible medication name, proper dosage, and time (2)
written instructions signed by the parent must be provided to include the time the medication is to
be administered, list of any possible side effects, the duration that the medication is to be
administered, and the name of the prescribing physician.
The School Nurse or designee will maintain a detailed record of all medication administered. All
medications will be secured and kept away from student access at all times. Any unused
medication shall be returned to the parent/guardian. At no time shall any medication be
transported to/from home via the student.

It is the parent’s responsibility to assume responsibility of informing WPS of any change in your
child’s health or change in medication. The Principal retains the right and discretion to reject
requests for the administration of medication as deemed necessary.
A sick or injured student, if able to travel, should be taken by the teacher in charge to the office for
assistance. In the event the student is unable to travel, the office should be notified immediately.
The teacher and the nurse should call the parent as soon as possible. An accident report is to be
completed immediately. Minor accidents, scrapes, scratches, etc., which require minor first aid will
be handled by the nurse. The teacher should call the parent as soon as possible. Fill out an accident
report. Other accidents or injuries must be reported immediately to the principal by the teacher in
charge who must also submit a written report describing what happened, who was involved, and
what emergency action was taken, etc. Efforts will be made to contact parents and a copy of the
report will be given to or mailed to them on the day of the incident.

Moment of Silent Reflection
The beginning of each school day shall begin with a moment of silent reflection. This moment shall last no
longer than sixty (60) seconds and shall not be conducted as a religious exercise but as a moment of silent
reflection upon the anticipated activities of the day.

Parking
Ample parking is available on campus for all personnel. Parking is assigned to a designated location
and space by the Assistant Principal of Operations. Parking in non-designated areas is prohibited.
All employees are expected to park in his/her designated space.

Purchases (Charged to School Accounts)
The Principal may, based upon specific requests and needs, approve purchases for teachers and
paraprofessionals, which can be charged to school accounts. In all cases specific, prior approval
must be granted personally by the Principal. No charges of any sort are to be made without said
approval.
Teachers and paraprofessionals may make requests to purchase supplies or materials from vendors
with whom the school does not have an account. If specific, prior approval has been obtained from
the Principal, the school will reimburse the purchasing party for the approved purchase.
A receipt must be provided in order for reimbursement to take place.

School Materials (Use of)
All school materials are purchased for use by teachers, paraprofessionals, staff employees,
administrators, and students assigned to WPS for the purpose of improving the instructional
programs of the school. School materials are purchased with either public tax funds or general
public funds. These materials cannot be used by individuals or groups that are not employed by the
Burke County Board of Education without special permission. WPS employees that have questions
regarding the use of any school materials/equipment shall refer those questions to the Principal.
Teachers and paraprofessionals are directed to refer to the Principal any requests by individuals or
groups not employed by the Burke County Board of Education to use consumable or non-

consumable school materials or equipment. School materials and equipment, consumable and nonconsumable, may not be used by WPS employees for personal reason.
The Principal reserves the right to deny use of school materials and equipment, consumable and
non-consumable, to any WPS employee/Burke County Board of Education employee, or any
individual or group not employed by the Burke County Board of Education.

Sex Offenders (Registered)
Registered sex offenders, as identified by the Georgia Bureau of Investigation, are not allowed in
classrooms. If a parent or guardian is a registered sex offender, he/she may have a parent
conference and be granted access to student records. All conferences are to be held in the
administrative conference room. Registered sex offenders shall not go to the classroom,
cafetorium, or other locations where students are present.

Showcases
The showcases located near the Gym and Caferotium are to be used to display current student
work, projects, etc. It is the responsibility of those assigned to each showcase to ensure that each is
maintained properly. Attention is to be given to ensure that the contents of the showcases are
instructionally relevant, seasonal, and changed in a timely manner.

Supervision of Students
Constant supervision of students is vital. At no time is anyone charged with children be free from
supervision. All personnel are responsible and expected to be vigilant in student supervision and
with full authority correct any misbehavior or violation of policy, procedure, or expectation.
Personnel are not to leave a classroom unattended for any reason. This includes leaving the
classroom for personal business, discussions with colleagues, or student conferencing in the
doorway or hallway. Personnel are to be in close proximity and be able to maintain constant visual
contact with his/her class at all times.
Students are not to be removed from class and placed in the hallway for disciplinary reasons.
Proper supervision of that student cannot be properly maintained. Students are not to be asked to
do personal errands or tasks for the teacher during instructional time.
All teachers shall stand at their doors to greet students as they enter their classroom each morning.
Personnel shall supervise their students closely when they are in the restrooms. All personnel must
be sure restrooms are checked for cleanliness before and after their class. Second grade students
shall be permitted to go to the restroom with a hall pass. All personnel shall supervise students to
and from all scheduled activities. Students shall never be left unattended. Be sure that all students
move quietly, quickly and orderly.
Teachers and paraprofessionals are required to accompany students to the outside of the building
and supervise them appropriately while they board buses or wait for their rides. Students are not
to be sent out alone.

The teacher shall be responsible for seeing that all students are dismissed according to the
parent’s/guardian’s directions. Notes stating bus changes must be cleared through the school office
and signed by an administrator. If you question the validity of a note or need clarification regarding
a note, discuss the situation with an administrator.
Teachers are required to supervise students who come for before-school or remain for after-school
activities. Teachers are to be positioned at his/her work site prior to the arrival of students for
before-school activities. Students who remain for after-school activities are to be closely
supervised at all times. Students are not to be unattended at any time. Teachers are responsible to
supervise students at the bus dock and/or student pick-up and remain until the last student is
picked-up.

Technology Requests
All technology requests for repairs are to be made to the Technology Specialist. Requests for the
purchase of instructional and/or learning technology are to be made with the Technology Specialist
Final approval and funding source will be given by the Principal.

Travel Reimbursement
Travel for professional leave may be reimbursed if prior approval has been granted and meeting
established criteria is met. When completing travel reimbursement, the following must be
completed; (1) submit a completed travel form (located on the BOE website under Finance
Department) and (2) attach all necessary documentation including the approved professional leave
form, a copy of the agenda from the professional learning activity attended, itemized meal receipts,
and motel receipt with a zero balance. All required documentation is submitted to the office
manager for Principal approval.

Work Hours
All personnel shall work an eight (8) hour day and a forty (40) hour work week (BOE Policy GBR).
The workday at WPS shall be 7:30 AM until 3:30 PM. The Principal reserves the right to require any
employee to remain at his/her work site after 3:30 PM and remain as long as necessary for the
completion of specific tasks, supervision of students, meetings, or any other duty and/or activity as
deemed necessary by the Principal.
All personnel shall personally sign-in each morning by 7:30 AM and report to his/her work site.
Failure to sign-in by 7:30 AM will be deemed as late or “tardy” even if in a different location in the
building or on campus. All personnel may sign-out at 3:30 PM. All personnel are expected to
remain at his/her work site until time to sign-out each day. Loitering in the hallways, office area,
etc. is deemed unprofessional and will not be accepted. Sign-in/out sheets are located in the main
office.
Arrive Late (Tardy)
All personnel are expected to arrive to work each by 7:30 AM. In the event a late arrival is
necessary, prior notification is required if known ahead of time. Contacting the office staff in the
event of an unexpected late arrival is a professional courtesy that is expected among all personnel.
Upon arrival, all personnel are required to complete and give justification as to the reason for a late
arrival. All personnel are required to sign-in upon arrival then complete and “Arrive Late” form. It

is the employee’s responsibility to complete this required documentation before leaving the office
and reporting to his/her worksite. Time is charged accordingly as sick or personal leave in
increments of fifteen (15) minutes.
Leave Early
Personnel are not to leave campus without prior approval from the Principal or designee. Leave
Early requests are located in the main office. It is the responsibility of all personnel to complete the
written request, provide valid reason(s), and obtain approval before leaving campus. Prior to
leaving, it is the responsibility of all personnel to sign-out and sign-in upon return. Time is charged
as sick or personal leave in time increments. The Principal reserves the right to deny any employee
permission to leave campus during the course of a workday.
The Principal reserves the right to require the legitimacy of any absences. This may include, but not
limited to providing doctor excuses or other forms of written documentation.

Visitors
All visitors to WPS must enter through the main entrance and immediately report to the office. All
visitors shall sign-in and obtain a visitors pass.

Workman’s Compensation
If any employee of the Burke County Board of Education is hurt (and may require a doctor’s care or
visit) while on the premises of WPS, the accident should be reported to the office immediately so
that the appropriate reporting form can be completed and filed accordingly. Accidents not reported
in a timely manner are not the responsibility of WPS. It is the responsibility of the injured party to
report the accident and provide the information necessary for accurate filing of the forms
necessary.

Section 4 – Student Discipline
The development of acceptable conduct and behavior is part of the teaching task. All teachers are
expected to exercise their professionalism, careful deliberation, determination of fact, and good
judgment in maintaining appropriate behavior of students throughout the school. Effective
classroom management based on student engagement will minimize most classroom disruptions
and off-task behaviors.
One of the most effective methods of teaching appropriate conduct of students is modeling. Selfdiscipline is the starting point for effective discipline. The manner and tone used to address
students is vital. Personnel should constantly be aware of the way in which such interaction takes
place. Consistency is the key to good discipline. Being well-planned and expecting cooperation
from your students, to the end that you will not allow a child to stop you from teaching, is crucial in
maintaining a positive, controlled teaching environment. It is generally recognized that until
proper order of students in the classroom (and elsewhere) is gained, the teacher cannot teach.
Teachers should see that the emotional climate of the classroom is always such that a good learning
situation can be attained. This requires careful planning by the teacher. Achievement and discipline
go hand in hand. When a student is bored, when work is too easy or too difficult, when there is too
little work or too much work, when a child is able to achieve and doesn't or can't and is expected to
do so, discipline problems will arise. The sound way to solve discipline cases is to find the cause of
the trouble and actively seek reasonable solutions and resources for help.
Teachers should handle most discipline problems within their classrooms. Never allow a discipline
situation to get out-of-hand. After you have contacted and involved parents through notes,
telephone calls, and/or conferences, you have exhausted your own resources, call on administrative
personnel for help. If a serious discipline problem arises, complete an electronic discipline referral
form. Do not send the student to the office at this time unless the student poses a threat to the
safety of others. Students to be disciplined will be called to the office. This will eliminate
unnecessary waiting for the student and unsightly congregating in the office. For serious discipline
problems or situations, the teacher or paraprofessional may escort the student to the office or may
ask an administrator to come to the classroom.
Classroom Management Plan
Each teacher shall develop a classroom management plan. This plan shall include classroom rules,
policies, and procedures. This plan should include goals and consequences. It should be developed
with student input and reviewed frequently with students and adhered to on a consistent basis.
Corporal Punishment
Corporal punishment may only be administered by a school administrator and only to those
students whose parents have given written consent. Consent forms are kept on file for a period of
one school year. Parents may grant or resend their permission for corporal punishment to be
administered at any point in the school year. Corporal punishment shall never be used as a first
means of discipline. When administered, it shall be done so with a witness. Corporal punishment
shall never be administered in front of peers, in a classroom setting, or in any public location on
campus. Corporal punishment shall not be administered to a foster child under any circumstance.
Corporal punishment shall not be administered for not completing schoolwork, homework, or any
other academically-based reason.

Appendices
Appendix A - Burke County Student Code of Conduct

Rule
(00) Continuation of
Incident

Level 1

Level 2

Level 3

N/A

N/A

N/A

N/A

N/A

N/A

Definition

Unintentional possession of
alcohol

Under the influence of alcohol
without possession

Violation of laws or ordinances prohibiting the
manufacture, sale, purchase, transportation,
possession, or consumption of alcoholic

Examples

N/A

N/A

N/A

Attempt to commit arson or
transporting or possessing
incendiary devices to school;
includes but not limited to the
use of fireworks

Intentional damage as a result of arsonrelated activity or the use of an incendiary
device

Includes but is not limited to
trashcan fires without

Includes but not limited to setting fires to
school property

Definition
Examples

(01)
Alcohol

(02) Arson

Definition

Examples

N/A

damage to school property

Intentional physical attack
with the intent to cause
bodily harm resulting in no
bodily injuries

Intentional physical attack
with the intent to cause
bodily harm resulting in mild
or moderate bodily
injuries

Intentional physical attack with the intent to
cause bodily harm resulting in severe injuries
or any physical attack on school personnel;
Level 3 may be used for students that violate
the school policy on battery three or more
times during the same school year.

Includes but not limited to
pushing, hitting, kicking,
shoving, pinching, slapping,
and other intentional physical
confrontations

Includes but not limited to
pushing, hitting, kicking,
shoving, pinching, slapping,
and other physical
confrontations that result in
mild or moderate injuries

Includes but not limited to choking, pushing,
hitting, kicking, shoving, pinching, slapping,
and other physical confrontations resulting in
severe injuries; Includes any physical attack on
school personnel; includes incidents serious
enough to warrant calling the police or
security

Definition

N/A

N/A

Example

N/A

N/A

Definition

Examples
(03)Battery

Unlawful or unauthorized forceful entry
(04) Breaking &
Entering - Burglary

into school building or vehicle (with or
without intent to commit theft)

Unauthorized use of school
computer for anything

Definition

other than instructional
purposes

(05) Computer
Trespass
N/A

Example

Rule
(06) Disorderly
Conduct

Definition

Examples

Definition

(07) Drugs,
Except
Alcohol and
Tobacco

Examples

Definition

N/A

See above. Includes but not
limited to computer misuse,
using computer to view
inappropriate material, and
violation of school computer
use policy

Unauthorized use of a computer or computer
network with the intention of deleting,
obstructing, interrupting, altering, damaging,
obtaining confidential information or in any
way causing the malfunction of the computer,
network, program(s) or data; includes
disclosure of a number, code, password, or
other means of access to school computers or
the school system computer network without
proper authorization.
See above. Includes but not limited to
hacking, using school computer to
change or alter school records (grades,
attendance, discipline, etc.)

Level 1

Level 2

Level 3

Creating or contributing to a
moderate disturbance that
substantially disrupts the
normal operation of the
school environment but does
not pose a threat to the
health or safety of others

Creating or contributing to a
severe disturbance that
substantially disrupts the
normal operation of the
school environment but does
not pose a threat to the
health or safety of others;
may represent a repeat
action

Creating or contributing to a severe
disturbance that substantially disrupts the
school environment or poses a threat to the
health and safety of others. Level 3 may be
used for students that violate the school
policy on disorderly conduct three or more
times during the same school year

Includes but not limited to
general bus misbehavior,
spitting on property or
persons, encouraging
disruptive behavior

Includes but not limited to
general bus misbehavior,
spitting on property or
persons, encouraging
disruptive
behavior

Includes but not limited to disruptive
behavior on school bus misbehavior during a
fire drill or other safety exercise

Unintentional possession of
prescribed or over the
counter medication. Does
not include the possession
of narcotics or any illegal
drugs

Any medication prescribed to
a student or purchased
over-the-counter and
intentionally not brought to
the office upon arrival to
school

Unlawful use, cultivation, manufacture,
distribution, sale, purchase, possession,
transportation, or importation of any
controlled drug or narcotic substance, or
equipment or devices used for preparing or
using drugs or narcotics

See above. Does not include
auto-injectable
epinephrine as properly
administered pursuant to
O.C.G.A. 20-2-776

See above. Does not include
auto-injectable epinephrine as
properly administered
pursuant to O.C.G.A. 20-2-776

See above. Does not include auto-injectable
epinephrine as properly administered
pursuant to O.C.G.A. 20-2-776

A physical confrontation
between two or more
students with the intent to
harm resulting in no
bodily injuries

A physical confrontation
between two or more
students with the intent to
harm resulting in mild or
moderate bodily injuries

A physical confrontation between two or
more students with the intent to harm
resulting in severe bodily injuries. Level 3 may
be used for students that violate the school
policy on fighting three or more times during
the same school year.

(08) Fighting

Mild or moderate Injuries
may include but are not
limited to scratches, bloody
noses, bruises, black eyes,
and other marks on the body

Physical confrontations resulting in severe
injuries that require medical attention

N/A

N/A

Killing of a human being

N/A

N/A

See above.

Definition

N/A

N/A

The unlawful and forceful abduction,
transportation, and/or detention of a person
against his/her will.

Example

N/A

N/A

Examples

No injuries

Definition
(09) Homicide
Examples

(10) Kidnapping

See above

Rule
Definition

Level 1

Level 2

Level 3

The unlawful taking of
property belonging to
another person or entity
that does not belong to
the student with a value
between $1 and $100

The unlawful taking of
property belonging to
another person or entity
that does not belong to
the student with a value
between $100 and $250

The unlawful taking of property
belonging to another person or
entity that does not belong to the
student with a value exceeding
$250. Level 3 may be used for students
that violate the school policy on
larceny/theft three or more times
during the same school year.

Includes but not limited
to theft by taking, theft by
receiving stolen property,
and theft by deception

Includes but not limited to
theft by taking, theft by
receiving stolen property,
and theft by deception

Includes but not limited to theft by
taking, theft by receiving stolen
property, and theft by deception

N/A

N/A

Theft or attempted theft of any motor
vehicle

N/A

N/A

Includes but not limited to cars, trucks,
ATVs, golf carts, etc.

(11) Larceny /Theft
Examples

Definition
(12) Motor Vehicle
Theft
Examples

Robbery without the use of
a weapon

Robbery with the use of a weapon

N/A

Taking something by force
or threat of force

Weapons may include but are not
limited to guns, knives, clubs, razor
blades, etc.

N/A

N/A

Oral, anal, or vaginal penetration against
the person's will or where the victim did
not or is incapable of giving consent;
touching of private body parts of another
person either through human contact or
using an object forcibly or against the
person's will or where the victim did not
or is incapable of giving consent

N/A

N/A

Includes but is not limited to rape,
fondling, child molestation, indecent
liberties and sodomy

Level 1

Level 2

Level 3

Comments that
perpetuate gender
stereotypes or suggestive
jokes that are not
directed towards specific
individuals

Comments that
perpetuate gender
stereotypes, suggestive
jokes or lewd gestures
that are directed towards
specific individuals or
group of individuals

Physical or non-physical sexual advances;
requests for sexual favors. Level 3 may
also be used for students that violate the
school policy on sexual harassment three
or more times during the same school
year.

Includes but not limited
to insensitive or sexually
suggestive comments or
jokes

Includes but not limited to
insensitive or sexually
suggestive comments or
jokes; leering

See above

Inappropriate sexuallybased physical contact
including but not limited
to public groping,
inappropriate bodily
contact, or any other
sexual contact not
covered in levels 2 or 3

Inappropriate sexuallybased behavior including
but not limited to sexting,
lewd behavior, possession
of pornographic materials;
simulated sex acts

Engaging in sexual activities on school
grounds or during school activities

Definition
N/A
(13) Robbery

Examples

Definition

(14) Sexual Battery

Examples

Rule

Definition

(15) Sexual
Harassment
Examples

Definition

(16) Sex Offenses

Examples

Public groping or
inappropriate bodily
contact

Definition

N/A

Examples

N/A

(17) Threat /
Intimidation

Rule
Definition

Sexting; lewd behavior,
possession of pornographic
materials; simulated sex
acts
Physical, verbal or
electronic threat which
creates fear of harm
without displaying a
weapon or subjecting
victims to physical attack

School-wide physical, verbal or electronic
threat which creates fear of harm
without displaying a weapon or
subjecting victims to physical attack;
N o t e : Students that display a pattern
of behavior that is so severe, persistent,
or pervasive so as to have the effect of
substantially interfering with a student’s
education, threatening the educational
environment, or causing substantial
physical harm, threat of harm or visibly
bodily harm may be coded as bullying.

Physical, verbal or
electronic threats

Includes but not limited to bomb threats
or unauthorized pulling of the fire alarm.

Level 1

Level 2

Level 3

Unintentional possession
of tobacco products

Use of or knowledgeable
possession of tobacco

Distribution and/or selling of tobacco
products; Level 3 may be used for
students that violate the school policy on
tobacco three or more times during the
same school year.

products

(18) Tobacco
Examples

(19) Trespassing

Definition

Examples

Oral, anal or vaginal penetration;
pimping; prostitution; indecent
exposure of private body parts

Unintentional possession
of tobacco products on
school property

Intentional use or
possession of tobacco
products on school property

Distribution and/or selling of tobacco
products on school property

Entering or remaining on
school grounds or facilities
without authorization and
with no lawful purpose. This
includes students on any
term of out of school
suspension.

Entering or remaining on school grounds
or facilities without authorization and
with no lawful purpose. Refusing to
leave school grounds after a request
from school personnel; Level 3 may be
used for students that violate the school
policy on trespassing three or more
times during the same school year.
See above

See above

N/A

Participating in the minor
destruction, damage or
defacement of school
property or private property
without permission

Participation in the willful/malicious
destruction, damage or defacement of
school property or private property
without permission; Level 3 may be used
for students that violate the school policy
on vandalism three or more times during
the same school year.

N/A

See above

See above

Unintentional possession
of a knife or knife-like
item without intent to
harm or intimidate

Intentional possession of a
knife or knife-like item
without intent to harm or
intimidate

Intentional possession, use or intention
to use a knife or knife-like item with the
intent to harm or intimidate

Unintentional possession
of a knife or knife-like
item on school property
without the intent to
harm or intimidate
N/A

Intentional possession of a
knife or knife-like item on
school property without the
intent to harm or intimidate

Intentional possession, use or intention
to use a knife or knife-like item on school
property with the intent to harm or
intimidate

Unintentional possession of
a weapon, other than a
knife or firearm that could
produce bodily harm or fear
of harm
Includes but is not limited
to razor blades, straightedge razors, brass knuckles,
blackjacks, bats, clubs, nun
chucks, throwing stars, stun
guns, tasers, etc.

Intentional possession and use of any
weapon, other than a knife or
firearm, in a manner that could produce
bodily harm or fear of harm

Definition

(20) Vandalism

Examples
Definition

(22) Weapons –
Knife
Examples

Definition

(23) Other
Weapons and
Hazardous Objects

N/A
Example

Rule
Definition

(24) Other Incident
for a State Reported
Discipline Action

Example

Includes but is not limited to razor
blades, straight-edge razors,
brass knuckles, blackjacks, bats, clubs,
nun chucks, throwing stars,
stun guns, tasers, etc.

Level 1

Level 2

Level 3

Discipline incident for which
a student is administered
corporal punishment,
administrative action,
detention, suspended from
riding the bus, or removed
from class at the teacher's
request

Level 2 should be used for
students who display a
pattern of violating local
school policies not listed
among the state incident
types.
Includes but is not limited
to parking violations, etc

N/A

(pursuant to O.C.G.A. 20-2738)

N/A

(25) Weapons –
Handgun

(26) Weapons Rifle/Shotgun

Definition

N/A

N/A

Possession or use of a handgun.

Example

N/A

N/A

pistols or revolvers

Definition

N/A

N/A

Possession or use of a rifle or
shotgun.

Example

N/A

N/A

rifles, shotguns

Definition

N/A

N/A

Infliction of "bodily harm" that
dismembers, disfigures, causes
permanent loss of a limb or function
of an organ and causes substantial
risk of death

Example

N/A

N/A

Any behavior that dismembers,
disfigures, causes permanent loss of
a limb or function of an organ and
causes substantial risk of death

Level 1

Level 2

Level 3

N/A

N/A

Intentional or unintentional
possession or use of any firearms,
other than rifle, shotgun, or handguns
(including starter pistols), and
intentional or unintentional
possession of any of the following:
Dangerous weapons as defined in
O.C.G.A. 16-11-121, rocket launchers,
bazookas, recoilless rifles, mortars,
hand grenades, and includes any
weapon (including starter pistols)
which will or is designed to or may
readily be converted to expel a
projectile by the action of any
explosive; the frame or receiver of any
weapon described above; any firearm
muffler or firearm silencer; any
destructive device, which includes any
explosive, incendiary, or poison gas
(i.e. bomb, grenade, rocket having a
propellant charge more than 4 ounces,
missile having an explosive or
incendiary charge of more than ¼
ounce, mine, or similar device); any
weapon which will, or which may be
readily converted to, expel a projectile
by the action of an explosive or other
propellant, and which has any barrel

(27) Serious Bodily
Injury

Rule
Definition

(28) Other Firearms
and Destructive
Devices

with a bore of more than ½ inch in
diameter; any combination or parts
either designed or intended for use in
converting any device into any
destructive device described above,
and from which a destructive device
may be readily assembled. (NOTE: This
does not include toy guns, cap guns,
bb guns, pellet guns, or Class-C
common fireworks).

Definition

(29) Bullying
Upon a finding that
bullying has
occurred, with
respect to each
victim and each
perpetrator, the
principal or
designee shall notify
each of the parents,
guardians, or other
persons who have
control or charge of
the offender and
victim (1) that the
offender has
committed an
offense of bullying
and (2) that the
victim was the
victim of said
bullying.

First offense of bullying.
(See “bullying” definition
above.)

Example

See definition

Second offense of
“bullying.”

Three or more offenses of
“bullying.”

See definition

See definition

Rule
Definition

(30) Other Attendance Related
Examples

Definition

Examples
(31) Other - Dress
Code Violation

Level 1

Level 2

Level 3

Repeated or excessive
unexcused absences or
tardies; including failure
to report to class, skipping
class, leaving school
without authorization, or
failure to comply with
disciplinary sanctions
Repeated or excessive
unexcused absences or
tardies; including failure
to report to class, skipping
class, leaving school
without authorization, or
failure to comply with
disciplinary sanctions
Non-invasive and nonsuggestive clothing,
jewelry, book bags or
other articles of personal
appearance.

N/A

N/A

N/A

N/A

Invasive or suggestive
clothing, jewelry, book
bags or other articles of
personal appearance.

Invasive or suggestive clothing, jewelry,
book bags or other articles of personal
appearance. Level 3 may be used for
students that violate the school dress
code policy three or more times during
the same school year.

Pursuant to local dress
codes, dress code
violations for Level 1 may
Include but are not
limited to bare feet;
trousers, slacks, shorts
worn below waist level;
no belt; clothing that is
excessively baggy or tight;
skirts or shorts that are
shorter than mid-thigh;
sunglasses worn inside
the building; hats, caps,
hoods, sweatbands and
bandanas or other head
wear worn inside school
building

Pursuant to local dress
codes, dress code
violations for Level 2 may
include but are not limited
to depiction of profanity,
vulgarity, obscenity or
violence; promote the use
or abuse of tobacco,
alcohol or drugs; creates a
threat to the health and
safety of other students;
creates a significant risk of
disruption to the school
environment; clothing
worn in such a manner so
as to reveal underwear,
cleavage or bare skin;
spaghetti straps, strapless
tops, halter tops, seethrough or mesh garments
or other clothing that is
physically revealing,
provocative or contains
sexually suggestive
comments

Level 3 may be used for students that
violate the school dress code policy three
or more times during the same school
year.

Rule
Definition

(32) Academic
Dishonesty
Examples

Definition
(33) Other Student Incivility

Examples

Definition
(34) Other Possession of
Unapproved Items

Examples

Rule

Level 1

Level 2

Level 3

Intentional receiving or
providing of unauthorized
assistance on classroom
projects, assessments and
assignments
May include but is not
limited to failure to cite
sources

Intentional plagiarism or
cheating on a minor
classroom assignment or
project

Intentional plagiarism or cheating on a
major exam, statewide assessment or
project or the falsification of school
records (including forgery)

Includes but is not limited to
Intentional dishonesty on
minor classroom projects,
assignments, homework, etc.

See above.

Failure to comply with
instructions or the
inadvertent use of
inappropriate language.

Blatant insubordination or
the use of inappropriate
language directed towards
school staff or peers
intentional
misrepresentation of the
truth

Blatant and repeated insubordination or
intentional misrepresentation of the
truth; Level 3 should be used for
students who display a pattern of
violating the school policy related to
student incivility.

Profanity or obscene language
directed towards school staff;
issuing false reports on other
students; insubordination

Issuing false reports on school staff; Level
3 may be used for students that violate
the school policy on student incivility
three or more times during the same
school year.

May include but is not
limited to general
disrespect for school staff
or students; profanity;
failure to follow
instructions
The possession of any
unauthorized item
reasonably deemed to
present any potential
interference with good
order in the school. Does
not include the
possession of fireworks,
matches, toy weapons, or
other items that can be
construed as
dangerous

The use of the any
unauthorized item
reasonably deemed to
present any potential
interference with good
order in the school. Does
not include the possession
of fireworks, matches, toy
weapons, or other items
that can be construed as
dangerous

The use or possession of unauthorized
items including but not limited to
matches, lighters, toy guns, or other
items that can be construed as
dangerous or harmful to the learning
environment; Includes the possession of
fireworks but the use of fireworks should
be coded as Arson; Level 3 should be
used for students who display a pattern
of violating the school policy related to
unapproved items.

Includes but is not limited
to possession of toys,
mobile devices, gadgets,
personal items, gum,
candy, etc; includes
possession of pepper
spray

Includes but is not limited
to use of toys, mobile
devices, gadgets, personal
items, , etc; includes the use
of pepper spray without
injury

Includes but are not limited to matches,
lighters, or the possession of fireworks,
bullets, stink bombs, CO2 cartridges;
includes the use of pepper spray with
injury

Level 1

Level 2

Level 3

N/A

Wearing or possessing
gang-related apparel;
communicating either
verbally or non-verbally to
convey membership or
affiliation with a gang

The solicitation of others for gangmembership, the defacing of school or
personal property with gang-related
symbols or slogans, threatening or
intimating on behalf of a gang, the
requirement or payment for protection
or insurance through a gang. Level 3
should be used for students who display
a pattern of violating the school
policy related to gang activity.

N/A

Possession or wearing of
gang-related clothing,
jewelry, emblems, badges,
symbols, signs, or using
colors to convey gang
membership or affiliation;
gestures, handshakes,
slogans, drawings, etc. to
convey gang membership or
affiliation; committing any
other illegal act or other
violation of school policies
in connection with gangrelated activity

Soliciting students for gang membership;
tagging or defacing school or personal
property with symbols or slogans
intended to convey or promote
membership or affiliation in any gang;
requiring payment for protection,
insurance, otherwise intimidating or
threatening any person related to gang
activity; inciting other students to
intimidate or to act with physical
violence upon any other person related
to gang activity

Collection of minor
incidents

Collection of moderate
incidents

Collection of severe incidents

Definition

Examples

See above

See above

See above

Can only be used to report
"Physical Restraint" with
Action "95" ( no teacher
name)

Can only be used to report
"Physical Restraint" with
Action "95" ( no teacher
name)

Can only be used to report "Physical
Restraint" with Action "95" ( no teacher
name)

See above

See above

See above

Definition

(35) Gang-Related
Examples

(36) Repeated
Offenses

Definition
(40) Other NonDisciplinary
Incident
Examples

Appendix B - Corporal Punishment Parental Consent Form

Corporal Punishment – Parental Consent

Student Name ________________________________

Teacher ___________________________

Grade _______

August 1, 2017
Dear Parents/Guardians:
The laws of the State of Georgia and local BCBOE policies allow corporal punishment
(spanking) to be administered by school personnel to students unless the parent or guardian of a
student notifies the school system in writing that the student is NOT to receive corporal
punishment. A copy of Policy JDA, by which corporal punishment is administered, is available on
the district website.
Please check whether or not you want your child to be subject to receiving corporal
punishment. Please complete all the requested information and return it to the student’s
homeroom teacher by August 11, 2017. If you do not sign and return this letter to the student’s
homeroom teacher by the requested date, your child will be subject to receiving corporal
punishment under the terms of the BCBOE Policy JDA.

Sincerely,

Sam Adkins,
Principal

(Please check one below)
_____ I do want my child to be disciplined at school with corporal punishment.
_____ I do NOT want my child to be disciplined at school with corporal punishment.

Parent Name _________________________________

Signature__________________________

Appendix C - BCBOE Policy GAMA - Drug-Free Workplace

Date_________

In accordance with the Drug-Free Workplace Act of 1988, 41 U.S.C. § 702 to § 707, the Board of
Education hereby declares that the unlawful and/or unauthorized manufacture, distribution,
dispensing, possession or use of a controlled substance is prohibited in the workplace for all Board
of Education employees. In addition, in accordance with the Drug-Free Public Work Force Act of
1990, § 45-23-1 to § 45-23-9 of the Official Code of Georgia Annotated (O.C.G.A.), the Board of
Education will take appropriate personnel action against any employee convicted of any criminal
drug offense.
Each employee shall be given access to a copy of this policy. As a condition of employment,
employees will abide by the terms of this policy and shall notify the Superintendent of any criminal
drug statute conviction for a violation occurring in the workplace or elsewhere not later than five
days after such conviction. The Superintendent shall notify the appropriate federal agency granting
funding to the School District within 10 days after receiving notice of the conviction from the
employee or otherwise after receiving the actual notice of such conviction regarding a violation
occurring in the workplace.
Within 30 days of notification by the employee or otherwise receiving actual notice of a drug
conviction, the Superintendent shall, with respect to any employee so convicted:
1. Take appropriate personnel action against the employee, such action for the first
conviction shall range from a minimum suspension from employment for a period of
two (2) months to termination.
2. Require an employee who is suspended to participate satisfactorily in a drug abuse
treatment and education program licensed under Chapter 5 of Title 26 of the Official
Code of Georgia Annotated.
Any employee who has a second conviction for drug offense shall be terminated.
The Superintendent or designee should develop a drug-free awareness program to inform
employees of the following:
The dangers of drug abuse in the workplace. This policy and any accompanying administrative
procedures concerning the maintenance of a drug-free workplace and a drug-free work force. Any
available drug counseling, rehabilitation and employee assistance programs. Any penalties to be
imposed upon employees for drug abuse violations occurring in the workplace and elsewhere.
If an employee notifies the Superintendent that he or she is illegally using a controlled substance,
marijuana, or a dangerous drug and that he or she is receiving or agrees to receive treatment under
a drug abuse treatment and education program under Chapter 5 of Title 26 of the Official Code of
Georgia Annotated, the employee will be allowed to maintain his or her job for a one-year period as
long as he or she follows an approved drug treatment program. The Board of Education, however,
reserves the right to restructure the employee's work activities to protect persons or property. This
provision is available to an employee only once during a five-year period and does not apply if the
employee has refused to be tested or has tested positive to illegal drugs.
The following shall apply to this policy:
A controlled substance is defined as those drugs or substances listed in schedules I through V of the
Federal Controlled Substance Act, 21 U.S.S. § 812, or as defined in O.C.G.A. § 16-13-21, including but

not limited to marijuana, cocaine, heroin, opiates and amphetamines. Not included are substances
used in accordance with a valid prescription.
The work place is defined as a geographic location at which an employee performs work pursuant
to his or her employment with the School District, including any travel while in travel status.
Conviction means a finding of guilt (including a plea of nolo contendere if the offense occurred at
the workplace) or imposition of sentence or both by any judicial body charged with the
responsibility to determine violations of the federal or state criminal drug statutes.
A criminal drug statute is defined as a federal or non-federal criminal statute involving the
manufacture, distribution, dispensing, use or possession of any controlled substance.

Appendix D - BCBOE Policy GAE – Complaints and Grievances
SECTION 1. PURPOSE; INFORMAL RESOLUTION PREFERRED
It is the purpose of this policy to implement the provisions of O.C.G.A. 20-2-989.5, et seq. In
accordance with the foregoing, it is the policy of the 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 possible organizational level. The Board of Education
encourages all employees to resolve their complaints informally in a spirit of collegiality where
possible. This policy and procedure is available where such efforts do not succeed.
SECTION 2. DEFINITIONS
a. Level One Administrator" means the principal of a school with respect to teachers and other
certificated personnel assigned to that school. With respect to the certificated
administrators supervised by the Superintendent, the "Level One Administrator" shall be
the Superintendent. In any case not covered by this paragraph, the "Level One
Administrator" shall be the supervisory certificated person responsible for evaluating the
employee.
b. "Central Office Administrator" means the local school system Superintendent.
c. "Complaint" means any claim or grievance by a certificated employee of this school district
who is affected in his or her employment relationship by an alleged violation,
misinterpretation, or misapplication of statutes, policies, rules, regulations, or written
agreements of this school district with which the district is required to comply.
SECTION 3. SCOPE OF COMPLAINT; EXCLUSIONS
a. Scope. Unless excluded by paragraph (b) hereof, this complaint procedure is applicable to
any claim which is filed pursuant to this policy by any professional employee certificated by
the Professional Standards Commission.
b. Exclusions. This procedure shall not apply to:
1. Performance ratings contained in personnel evaluations pursuant to Code Section 20-2210; however, such exclusion shall not apply to procedural deficiencies on the part of the
school or system in conducting the evaluation;
2. Professional development plans;
3. Job performance;

4. The termination, nonrenewal, demotion, suspension, or reprimand of any employee, as set
forth in Code Section 20-2-940; and,
5. The revocation, suspension, or denial of certificates of any employee, as set forth in Code
Section 20-2-984.5.
i.
A certificated employee who chooses to appeal under Code Section 20-2-1160 shall be
barred from pursuing the same complaint under this policy.
SECTION 4. HEARING RIGHTS; EVIDENCE; REPRESENTATION; DECISIONS; RECORDS
a. Hearing; evidence. The complainant shall be entitled to an opportunity to be heard, to
present relevant evidence, and to examine witnesses at each level, but the complainant may
not present additional evidence at the Second or Third Hearing levels unless notice of the
complainant's intention and the evidence to be presented are submitted in writing five (5)
days prior to the hearing to the Administrator who will preside at such level, and in the case
of the local board, to the Superintendent. When hearing an appeal from a prior level, the
local Board of Education shall hear and decide all appeals de novo.
b. Representation. The complainant and the administrator against whom the complaint is
filed or whose decision is appealed shall be entitled to the presence of an individual,
including an attorney to assist in the presentation of the complaint and the response
thereto, at the Central Office Administrator and at the local Board of Education level. The
presence of any individual other than the complainant and the Administrator at Level One is
prohibited, except witnesses who present testimony or documents.
c. Hearing Officer. The local Board of Education may appoint a member of the State Bar to
serve as law officer who shall rule on all issues of law and other objections, but such
attorney shall not assist in the presentation of the case for either party.
d. Overall Hearing Time Schedules. The overall time frame from the initiation of the complaint
until rendition of the decision by the local Board and notification thereof to the complainant
shall not exceed sixty (60) days.
e. Automatic Referral to Next Level. Any complaint not processed by the Administrator or the
local unit of administration within the time frame required by this policy shall be forwarded
to the next level for determination.
f. Records. Accurate records of the proceedings at each level shall be kept; the proceedings
shall be recorded by mechanical means; all evidence shall be preserved and made available
to the parties at all times; and all costs and fees shall be borne by the party incurring them
unless otherwise agreed upon by the parties; except that the cost of preparing and
preserving the record of the proceedings shall be borne by the local Board of Education;
provided however, the cost of transcribing the transcript of evidence and proceedings
before the local Board shall be borne by the party requesting same, and all costs of the
record on appeal to the superior courts and appellate courts shall be paid by the party
required to do so by the laws relating thereto.
g. Decisions. Each decision shall be made in writing and dated, and shall contain findings of
fact and reasons for the particular decision reached. The decision at each level shall be sent
to the complainant by certified mail or statutory overnight delivery or hand delivered by a
person designated by the Superintendent.
h. Notice to the Complainant. Notice to the complainant shall be deemed to have been made
on the date of hand delivery or delivery to a statutory overnight delivery service or on the
date of deposit in the U.S. Mail by certified mail, return receipt requested, to the address
stated in the complaint or, if not contained in the complaint, to the last known address of
the complainant on file with the Board of Education.

SECTION 5. FIRST LEVEL; PRESENTATION; TIME; CONTENTS
The complaint shall be presented in writing to the Level One Administrator within ten (10)
calendar days after the most recent incident upon which the complaint is based. The complaint
shall include the following:
a. The mailing address of the complainant to which all notices and other documents may be
mailed;
b. The intent of the complainant to utilize this complaint procedure, clearly stated;
c. A reference or description of the statute, policy, rule, contract provision or regulation that is
alleged to have been violated, misinterpreted or misapplied;
d. A brief statement of the facts reasonably calculated to show how such statute, policy, rule or
regulation was violated or misapplied, and how it substantially affects the employment
relationship of the complainant; and
e. A statement of the relief desired.
The Superintendent or designee shall prepare forms for use in accordance with the foregoing
requirements.
SECTION 6. FIRST LEVEL HEARING AND DECISION
The Level One Administrator shall record the date of filing on the complaint, and shall give notice,
as provided in Section 4, to the complainant of the time and place of the hearing. The Level One
Administrator shall conduct a hearing on the complaint and render a decision thereon within ten
(10) days of the filing of the complaint. The decision shall be dated and a copy shall be sent to the
complainant as provided in Section 4.
SECTION 7. SECOND LEVEL; APPEAL FROM FIRST LEVEL TO CENTRAL OFFICE
ADMINISTRATOR
A complainant dissatisfied with the decision of the first level shall be entitled to appeal to the
Central Office Administrator by filing written notice of appeal with the Office of the
Superintendent. The appeal must be filed within ten (10) calendar days after the complainant is
notified of the Level One decision. The Central Office Administrator shall record the date of the
filing of the appeal and shall notify the complainant in writing of the time and place of the hearing
in the same manner as provided in Section 4. The Central Office Administrator shall obtain copies
of all minutes, transcripts, documents and other records relating to the complaint and shall conduct
a hearing and render a decision within ten (10) calendar days of the date of the filing of the appeal,
or the hearing may be conducted by any designated representative of the Central Office
Administrator, who shall promptly submit his or her recommendations and findings to the Central
Office Administrator for final decision. The decision shall be rendered and served on the
complainant and his or her attorney in accordance with Section 4.
SECTION 8. THIRD LEVEL; APPEAL TO BOARD OF EDUCATION
A complainant or Level One Administrator dissatisfied with the decision of the Central Office
Administrator may appeal to the Board of Education by filing written notice of appeal with the
Office of the Superintendent. The appeal must be filed within ten (10) calendar days after the date
of the decision as provided in Section 4. The Superintendent shall record the date of filing on the
appeal, and shall promptly give written notice in the same manner as provided in Section 4 to the
complainant of the time and place of hearing. The complainant and the Administrators against
whom the complaint is filed or whose decision is being appealed shall be entitled to appear before
the Board of Education and be heard. The Board of Education may direct that a pre-hearing
conference be held prior to the hearing to identify issues and facilitate presentation. The local

Board shall conduct a hearing and render its decision in writing within twenty (20) calendar days
after the hearing, and perfect service thereof on the complainant and his or her attorney, all in
accordance with Section 4.
SECTION 9. APPEALS TO STATE BOARD
Appeals from the decision of the local Board of Education shall be governed by the State Board Rule
governing appeals and O.C.G.A. 20-2-1160.
SECTION 10. REPRISALS PROHIBITED
No certificated personnel shall be subjected to reprisals as a result of filing any complaint under
this policy. Any reprisals may be referred to the Professional Standards Commission.
SECTION 11. COLLECTIVE BARGAINING DISCLAIMER
Nothing in this policy shall be construed to permit or foster collective bargaining by or on behalf of
any employee or group of employees.
SECTION 12. REPEALER
All policies and parts of policies in conflict herewith are repealed.

Appendix E - BCBOE Policy JGI – Child Abuse or Neglect
All school system personnel including volunteers who have reasonable cause to believe that
suspected child abuse, including neglect, has occurred shall immediately report such to the
applicable school counselor, who is the “designated delegate” under O.C.G.A. § 19-7-5. Said
counselor shall report the same directly to DFACS using DFACS procedures and shall also notify the
Social Worker, building Principal and Superintendent of all such referrals. In the event a school
counselor is unavailable, the report shall be made to the building Principal who shall make the
DFACS referral. In the event the Principal is unavailable, the report shall be made to the Social
Worker who shall make the DFACS referral.
The report to DFACS required by this policy should be made no later than 24 hours from the time
there is reasonable cause to believe that suspected abuse has occurred.
At times when DFACS personnel are unavailable or unresponsive, the reporter shall report to the
Burke County Sherriff’s Department.
All school system personnel including volunteers who have contact with students should receive
training in the identification and reporting of child abuse and neglect to include periodic training
updates as and when needed.

Appendix F - BCBOE Policy GAEB – Harassment
It is the policy of Burke County Public Schools to discourage and prohibit acts of harassment of
employees by other employees based upon race, color, national origin, gender, religion, age or
disability at all times and during all occasions while at school, in the workplace or at any school
event or activity. Such acts should result in prompt and appropriate discipline, including but not
limited to termination of employment in appropriate cases.
By way of illustration but without limitation, examples of prohibited harassment include: conduct
or speech motivated by race, color, national origin, gender, religion, age or disability which entails
taunts, threats, comments of a vulgar or demeaning nature, off-color and/or inappropriate jokes,
and the like, which creates a hostile work environment. Gender or sexually motivated harassment
also includes but is not limited to unwelcome sexual advances, unwelcome requests for sexual
favors, and/or demands for physical contact which either is proposed on a quid pro quo basis or
creates a hostile work environment.
Any employee or applicant for employment who believes he or she has been subjected to
harassment or discrimination prohibited by this policy should report the same as designated in
Policy GAAA.
It is the duty of all employees to discourage, refrain from, and promptly report harassment
forbidden by this policy. Supervisors should instruct subordinates on the provisions of this policy
and of Policy GAAA and through learning activities appropriate to the employee disseminate
information regarding prohibiting and reporting harassment and discrimination and the
consequences for violating this policy.

Appendix G – Social Networking Statement
As educators we have a professional image to uphold, and how we conduct ourselves online
contributes to this image. As reported by the media, there have been instances of educators
demonstrating professional misconduct while engaging in inappropriate dialogue about their
schools and/or students or posting pictures and videos of themselves engaged in inappropriate
activity on social networks. Increasingly, educators' inappropriate online behavior has led to
serious repercussions.
Do not use commentary deemed to be defamatory, obscene, proprietary, or libelous. Exercise
caution with regards to exaggeration, colorful language, guesswork, obscenity, copyrighted
materials, legal conclusions, and derogatory remarks or characterizations.
Consider whether your posting puts your effectiveness as a teacher at risk.
Keep in mind that deleted content may have been captured and saved by someone else.
Post only what you want the public to see. Consider that your students, their parents and your
administrators may read your postings.

Do not discuss students or coworkers or publicly criticize school policies or personnel.
Refrain from posting images that include students on your personal social networks.
One of the hallmarks of social networks is the ability to ‘friend’ or follow others — creating a
relationship that shares interests and personal news. With your best interest in mind, the district
strongly discourages teachers from accepting invitations to friend or follow students within these
social networking sites. When students gain access into a teacher's network of friends and
acquaintances and are able to view personal photos, the student-teacher dynamic is altered.
Friending or following students provides more information than one should share in an educational
setting. It is important to maintain a professional relationship with students.
For the protection of your professional reputation, the district recommends the following
practices:
Do not accept students as friends on personal social networking sites.
Do not engage in text messaging or following students’ online accounts.
Remember that people classified as ‘friends’ have the ability to view and share your personal
information with others.
If you wish to use networking tools as a part of the educational process, proceed with caution and
remember that you are responsible for supervising the interactions of members within the group.

Appendix H – BCBOE Policy IFBG – Internet Acceptable Use
The Burke County Public Schools Network (BCPSnet) has been established for a limited educational
purpose. The term “educational purpose” includes classroom and administrative activities and high
quality self-discovery activities. BCPSnet has obtained access to the BellSouth Network, a regional
telecommunication system, which includes Internet access, provided through an Agreement with
the Georgia Department of Education. Activities that are acceptable on BCPSnet include classroom
activities, career development, high-quality personal research and reasonable personal
use. BCPSnet is not a public access system or public forum. BCPS has the right to place reasonable
restrictions on the materials users access or post through the system. Users are expected to follow
the rules set forth in this document, the BOE Code of Conduct, and the law, in their use of the
system.
B. Search and Seizure
BCPS will cooperate fully with local, state, or federal officials in any investigation concerning or
relating to any illegal activities conducted through the BCPSnet.
BCPSnet users have no privacy expectation with respect to BCPS administrators in the contents of
their personal files and records of their online activity while on BCPSnet. Desktop computers and
network storage areas may be treated like school lockers. The network administrator may review
files and communications to maintain system integrity and insure that users are using the system
responsibly. Users should not expect that files stored on the file server will be private from such
review.

Routine maintenance and monitoring of the system may lead to discovery that the user has or is
violating BCPSnet/Internet Acceptable Use Policy, the Code of Conduct, or the law.
An individual search will be conducted if there is reasonable suspicion that a user has violated the
law or the Code of Conduct. The nature of the investigation will be reasonable and in the context of
the nature of the alleged violation.
C. Selection of Material
When using the Internet for class activities, teachers will:
1. Select material that is appropriate in light of the age of the students and that is
relevant to the course objectives.
2. Preview the materials and sites they require their students to access to determine
the appropriateness of the material contained on or accessed through the site.
3. Provide guidelines and lists of resources to assist their students in channeling their
research activities effectively and properly.
4. Assist their students in developing the skills to ascertain the truthfulness of
information, distinguish fact from opinion, and engage in discussions about
controversial issues while demonstrating tolerance and respect for those who hold
divergent views.
D. Parental Notification and Responsibility
BCPS will notify the parents about BCPS network and the policies governing its use. Parents must
sign an agreement to allow their child to have an individual account. Parents have the right at any
time to investigate the contents of their child(ren)'s e-mail files. Parents have the right to request
the termination of their child(ren)'s individual account or access to the BCPSnet at any time.
BCPSnet/Internet Acceptable Use Policy contains restrictions on accessing inappropriate material
and student use will be supervised. However, there is a wide range of material available on the
Internet, some of which may not be fitting with the particular values of the families of the students.
It is not practically possible for the BCPS to monitor and enforce a wide range of social values in
student use of the Internet. Further, BCPS recognizes that parents bear primary responsibility for
transmitting their particular set of family values to their children. BCPS will encourage parents to
specify to their child(ren) what material is and is not acceptable for their child(ren) to access
through BCPS system.
BCPS will provide students and parents with guidelines for student safety while using the Internet.
E. Access
The following levels of access will be provided:
Classroom/Media Center Accounts. Initially Elementary, Middle and High School students will be
granted BCPSnet/Internet access only through a classroom account. Elementary students may be
provided with an individual account under special circumstances at the request of their teacher and
with the approval of their parent. An agreement will only be required for an individual account,
which must be signed by the student, one parent and the sponsoring teacher.

1. Individual Accounts for Students. Only Secondary students may be provided with
individual BCPSnet accounts. A written agreement will be required for an individual
account. This agreement must be signed by the student, his or her parent and the
sponsoring teacher.
2. Individual Accounts for BCPS Employees. BCPS employees will be provided with an
individual account for the purpose of performing the daily job functions and reasonable
personal use.
3. Access to the Internet by elementary students will be monitored by their teacher. Middle
schools and high schools will establish a process that will enable staff to monitor authorized
student access.
4. Accessing any other e-mail or messaging program other than those provided to you by BCPS
(which at the current time is Lotus Notes and Office View Pro) is strictly prohibited, unless
authorized by the BCPSnet administrator.
F. Unacceptable Uses
The following uses of the system are considered unacceptable:
1. Personal Safety (Restrictions are for students only)
1. Users will not post personal contact information about themselves or other people.
Personal contact information includes address, telephone number, school address,
work address, etc.
2. Users will not agree to meet with someone they have met online without their
parent's approval and participation.
3. Users will promptly disclose to their teacher or other school employee any message
they receive that is inappropriate or makes them feel uncomfortable.
2. Illegal Activities
1. Users will not attempt to gain unauthorized access to BCPSnet or to any other
computer system through the BCPSnet, or go beyond their authorized access. This
includes attempting to log in through another person's account or access another
person's files. These actions are illegal, even if only for the purposes of "browsing."
2. Users will not make deliberate attempts to disrupt the computer system
performance or destroy data by spreading computer viruses or by any other means.
These actions are illegal.
3. Users will not use the BCPSnet to engage in any other illegal act, such as arranging
for a drug sale or the purchase of alcohol, engaging in criminal gang activity,
threatening the safety of a person, etc.
3. System Security
a. Users are responsible for the use of individual account and should take all
reasonable precautions to prevent others from being able to use their account. Under no conditions
should a user provide his/her password to another person.
b. Users will immediately notify the system administrator if they have
identified a possible security problem. Users will not go looking for security
problems because this may be construed as an illegal attempt to gain access

c. Users will avoid the inadvertent spread of computer viruses by following the BCPS virus
protection procedures if they download software.
d. Users will not use another user password or account to access BCPSnet.
4. Inappropriate Language
a. Restrictions against Inappropriate Language apply to public messages, private messages, and
material posted on Web pages.
b. Users will not use obscene, profane, lewd, vulgar, rude, inflammatory,
threatening, or disrespectful language.
c. Users will not post information that, if acted upon, could cause damage or a danger of disruption.
d. Users will not engage in personal attacks, including prejudicial or
discriminatory attacks.
e. Users will not harass another person. Harassment is persistently acting in a
manner that distresses or annoys another person. If a user is told by a person to stop sending them
messages, they must stop.
f. Users will not knowingly or recklessly post false or defamatory information
about a person or organization.
5. Respect for Privacy
a. Users will not repost a message that was sent to them privately without
permission of the person who sent them the message.
b. Users will not post private information about another person.
6. Respecting Resource Limits
a. Users will use the system only for educational and professional or career
development activities (no time limit), and limited, high-quality, personal
research and reasonable personal use.
b. Users will not download large files unless absolutely necessary. If necessary, users will download
the file at a time when the system is not being heavily used and immediately remove the file from
the system computer to their personal computer or diskette.
c. Users will not post chain letters or engage in "spamming". Spamming is sending an annoying or
unnecessary message to a large number of people.
d. Users will check their e-mail frequently, delete unwanted messages promptly, and stay within
their e-mail quota.
e. Users will subscribe only to high quality discussion group mail lists that are
relevant to their education or professional/career development.
g. Users will not access any other e-mail or messaging programs other than those provided to you
by BCPS (which currently is Lotus Notes and OfficeView Pro).
7. Plagiarism and Copyright Infringement
a. Users will not plagiarize works that they find on the Internet. Plagiarism is
taking the ideas or writings of others and presenting them as if they were
original to the user.
b. Users will respect the rights of copyright owners. Copyright infringement
occurs when an individual inappropriately reproduces a work that is protected by a copyright. If a
work contains language that specifies acceptable use of that work, the user should follow the

expressed requirements. If the user is unsure whether or not they can use a work, they should
request permission from the copyright owner.
8. Inappropriate Access to Material
a. Users will not use BCPS system to access material that is obscene or pornographic, that advocates
illegal or dangerous acts, or that advocates violence or discrimination towards other people (hate
literature). For students, a special exception may be made if the purpose is to conduct research and
access is approved by both the teacher and the parent. BCPS employees may access the above
material only in the context of legitimate research or other job-related uses.
b. If a user inadvertently accesses such information, they must immediately
disclose the inadvertent access in a manner specified by their school.
G. Enforcement of Policy
This policy is enforced in the following manner:
a. BCPS uses a technology protection measure that blocks or filters Internet access to some
Internet sites that are not in accordance with the policy of BCPS.
b. The technology protection measure that blocks or filters Internet access may be disabled by
the BCPSnet administrator for bona fide research purposes by an adult.
c. The BCPSnet administrator may override the technology protection measure that blocks or
filters Internet access for a student to access a site with legitimate educational or job related
value that is blocked by the technology protection measure that blocks or filters Internet
access.
d. BCPS staff will monitor use of the Internet, through either direct supervision, or by
monitoring Internet use history, to ensure enforcement of the policy.
e. Users will not be penalized for accessing sites that the technology protection measure fails
to block or filter, however, users must notify the BCPSnet administrator with information
about questionable sites that are accessible through the system.
f. Student violators may lose or have restricted their internet use and access, in the discretion
of the building principal. In addition, student use of the internet is subject to the Burke
County BOE Code of Conduct and violators are subject to discipline as stated therein ranging
from warning to in-school suspension to out-of-school suspension to possible referral to a
Disciplinary Tribunal, depending upon the nature and severity of the violation, consistent
with the Due Process and other rights of the violator.
g. Employee violators may lose or have restricted their internet use and access in the
discretion of his or her supervisor. In addition, employee violators are subject to discipline
ranging from a warning to a reprimand to suspension to possible non-renewal or
termination, depending upon the nature and severity of the violation, consistent with the
Due Process and other rights of the violator.
h. Any BCPS administrator may terminate the account privileges of a guest user by providing
notice to the user. Guest accounts not active for more than 90 days may be removed, along
with the user's files, without notice to the user.

Appendix I – Code of Ethics for Educators
505-6-.01 THE CODE OF ETHICS FOR EDUCATORS
(1) Introduction. The Code of Ethics for Educators defines the professional behavior of educators in
Georgia and serves as a guide to ethical conduct. The Georgia Professional Standards Commission
has adopted standards that represent the conduct generally accepted by the education profession.
The code defines unethical conduct justifying disciplinary sanction and provides guidance for
protecting the health, safety and general welfare of students and educators, and assuring the
citizens of Georgia a degree of accountability within the education profession.
(2) Definitions
(a) “Certificate” refers to any teaching, service, or leadership certificate, license, or permit issued by
authority of the Georgia Professional Standards Commission.
(b) “Child endangerment” occurs when an educator disregards a substantial and/or unjustifiable
risk of bodily harm to the student.
(c) “Educator” is a teacher, school or school system administrator, or other education personnel
who holds a certificate issued by the Georgia Professional Standards Commission and persons who
have applied for but have not yet received a certificate. For the purposes of the Code of Ethics for
Educators, “educator” also refers to paraprofessionals, aides, and substitute teachers.
(d) “Student” is any individual enrolled in the state’s public or private schools from preschool
through grade 12 or any individual between and including the ages of 3 and 17 under the age of 18.
For the purposes of the Code of Ethics and Standards of Professional Conduct for Educators, the
enrollment period for a graduating student ends on August 31 of the year of graduation.
(e) “Complaint” is any written and signed statement from a local board, the state board, or one or
more individual residents of this state filed with the Georgia Professional Standards Commission
alleging that an educator has breached one or more of the standards in the Code of Ethics for
Educators. A “complaint” will be deemed a request to investigate.
(f) “Revocation” is the invalidation of any certificate held by the educator.
(g) “Denial” is the refusal to grant initial certification to an applicant for a certificate.
(h) “Suspension” is the temporary invalidation of any certificate for a period of time specified by the
Georgia Professional Standards Commission.
(i) “Reprimand” admonishes the certificate holder for his or her conduct. The reprimand cautions
that further unethical conduct will lead to a more severe action.
(j) “Warning” warns the certificate holder that his or her conduct is unethical. The warning cautions
that further unethical conduct will lead to a more severe action.
(k) “Monitoring” is the quarterly appraisal of the educator’s conduct by the Georgia Professional
Standards Commission through contact with the educator and his or her employer. As a condition
of monitoring, an educator may be required to submit a criminal background check (GCIC). The
Commission specifies the length of the monitoring period. 505-6-.01 Page 2
(l) “No Probable Cause” is a determination by the Georgia Professional Standards Commission that,
after a preliminary investigation, either no further action need be taken or no cause exists to
recommend disciplinary action.
(3) Standards
(a) Standard 1: Legal Compliance - An educator shall abide by federal, state, and local laws and
statutes. Unethical conduct includes but is not limited to the Commission or conviction of a felony
or of any crime involving moral turpitude; of any other criminal offense involving the manufacture,
distribution, trafficking, sale, or possession of a controlled substance or marijuana as provided for
in Chapter 13 of Title 16; or of any other sexual offense as provided for in Code Section 16-6-1

through 16-6-17, 16-6-20, 16-6-22.2, or 16-12-100; or any other laws applicable to the profession.
As used herein, conviction includes a finding or verdict of guilty, or a plea of nolo contendere,
regardless of whether an appeal of the conviction has been sought; a situation where first offender
treatment without adjudication of guilt pursuant to the charge was granted; and a situation where
an adjudication of guilt or sentence was otherwise withheld or not entered on the charge or the
charge was otherwise disposed of in a similar manner in any jurisdiction
(b) Standard 2: Conduct with Students - An educator shall always maintain a professional
relationship with all students, both in and outside the classroom. Unethical conduct includes but is
not limited to: 1. committing any act of child abuse, including physical and verbal abuse; 2.
committing any act of cruelty to children or any act of child endangerment; 3. committing any
sexual act with a student or soliciting such from a student; 4. engaging in or permitting harassment
of or misconduct toward a student that would violate a state or federal law; 5. soliciting,
encouraging, or consummating an inappropriate written, verbal, electronic, or physical relationship
with a student; 6. furnishing tobacco, alcohol, or illegal/unauthorized drugs to any student; or 7.
failing to prevent the use of alcohol or illegal or unauthorized drugs by students who are under the
educator’s supervision (including but not limited to at the educator’s residence or any other private
setting).
(c) Standard 3: Alcohol or Drugs - An educator shall refrain from the use of alcohol or illegal or
unauthorized drugs during the course of professional practice. Unethical conduct includes but is not
limited to: 1. being on school or Local Unit of Administration (LUA)/school district premises or at a
school or a LUA/school district-related activity while under the influence of, possessing, using, or
consuming illegal or unauthorized drugs; and 2. being on school or LUA/school district premises or
at a school-related activity involving students while under the influence of, possessing, or
consuming alcohol. A school-related activity includes, but is not limited to, any activity sponsored
by the school or school system (booster clubs, parent-teacher organizations, or any activity
designed to enhance the school curriculum i.e. Foreign Language trips, etc).
(d) Standard 4: Honesty - An educator shall exemplify honesty and integrity in the course of
professional practice. Unethical conduct includes but is not limited to, falsifying, misrepresenting or
omitting: 1. professional qualifications, criminal history, college or staff development credit and/or
degrees, academic award, and employment history; 2. information submitted to federal, state, local
school districts and other governmental agencies; 3. information regarding the evaluation of
students and/or personnel; 4. reasons for absences or leaves; 5. information submitted in the
course of an official inquiry/investigation; and 6. information submitted in the course of
professional practice.
(e) Standard 5: Public Funds and Property - An educator entrusted with public funds and
property shall honor that trust with a high level of honesty, accuracy, and responsibility. Unethical
conduct includes but is not limited to: 1. misusing public or school-related funds; 2. failing to
account for funds collected from students or parents; 3. submitting fraudulent requests or
documentation for reimbursement of expenses or for pay (including fraudulent or purchased
degrees, documents, or coursework); 4. co-mingling public or school-related funds with personal
funds or checking accounts; and 5. using school or school district property without the approval of
the local board of education/governing board or authorized designee.
(f) Standard 6: Remunerative Conduct - An educator shall maintain integrity with students,
colleagues, parents, patrons, or businesses when accepting gifts, gratuities, favors, and additional
compensation. Unethical conduct includes but is not limited to: 1. soliciting students or parents of

students, or school and/or LUA/school district personnel, to purchase equipment, supplies, or
services from the educator or to participate in activities that financially benefit the educator unless
approved by the local board of education/governing board or authorized designee; 2. accepting
gifts from vendors or potential vendors for personal use or gain where there may be the
appearance of a conflict of interest; 3. tutoring students assigned to the educator for remuneration
unless approved by the local board of education/governing board or authorized designee; and 4.
coaching, instructing, promoting athletic camps, summer leagues, etc. that involves students in an
educator’s school system and from whom the educator receives remuneration unless approved by
the local board of education/governing board or authorized designee. These types of activities must
be in compliance with all rules and regulations of the Georgia High School Association.
(g) Standard 7: Confidential Information - An educator shall comply with state and federal laws
and state school board policies relating to the confidentiality of student and personnel records,
standardized test material and other information. Unethical conduct includes but is not limited to:
1. sharing of confidential information concerning student academic and disciplinary records, health
and medical information, family status and/or income, and assessment/testing results unless
disclosure is required or permitted by law; 2. sharing of confidential information restricted by state
or federal law; 3. violation of confidentiality agreements related to standardized testing including
copying or teaching identified test items, publishing or distributing test items or answers,
discussing test items, violating local school system or state directions for the use of tests or test
items, etc.; and 4. violation of other confidentiality agreements required by state or local policy.
(h) Standard 8: Abandonment of Contract - An educator shall fulfill all of the terms and
obligations detailed in the contract with the local board of education or education agency for the
duration of the contract. Unethical conduct includes but is not limited to: 1. abandoning the contract
for professional services without prior release from the contract by the employer, and 2. willfully
refusing to perform the services required by a contract.
(i) Standard 9: Required Reports - An educator shall file reports of a breach of one or more of the
standards in the Code of Ethics for Educators, child abuse (O.C.G.A. §19-7-5), or any other required
report. Unethical conduct includes but is not limited to: 1. failure to report all requested
information on documents required by the Commission when applying for or renewing any
certificate with the Commission; 2. failure to make a required report of a violation of one or more
standards of the Code of Ethics for educators of which they have personal knowledge as soon as
possible but no later than ninety (90) days from the date the educator became aware of an alleged
breach unless the law or local procedures require reporting sooner; and 3. failure to make a
required report of any violation of state or federal law soon as possible but no later than ninety
(90) days from the date the educator became aware of an alleged breach unless the law or local
procedures require reporting sooner. These reports include but are not limited to: murder,
voluntary manslaughter, aggravated assault, aggravated battery, kidnapping, any sexual offense,
any sexual exploitation of a minor, any offense involving a controlled substance and any abuse of a
child if an educator has reasonable cause to believe that a child has been abused.
(j) Standard 10: Professional Conduct - An educator shall demonstrate conduct that follows
generally recognized professional standards and preserves the dignity and integrity of the
education profession. Unethical conduct includes but is not limited to any conduct that impairs
and/or diminishes the certificate holder’s ability to function professionally in his or her
employment position, or behavior or conduct that is detrimental to the health, welfare, discipline,
or morals of students.

(k) Standard 11: Testing - An educator shall administer state-mandated assessments fairly and
ethically. Unethical conduct includes but is not limited to: 1. committing any act that breaches Test
Security; and 2. compromising the integrity of the assessment.
(4) Reporting
(a) Educators are required to report a breach of one or more of the Standards in the Code of Ethics
for Educators as soon as possible but no later than ninety (90) days from the date the educator
became aware of an alleged breach unless the law or local procedures require reporting sooner.
Educators should be aware of legal requirements and local policies and procedures for reporting
unethical conduct. Complaints filed with the Georgia Professional Standards Commission must be in
writing and must be signed by the complainant (parent, educator, or other LUA/school district
employee, etc.).
(b) The Commission notifies local and state officials of all disciplinary actions. In addition,
suspensions and revocations are reported to national officials, including the NASDTEC
Clearinghouse.
(5) Disciplinary Action
(a) The Georgia Professional Standards Commission is authorized to suspend, revoke, or deny
certificates, to issue a reprimand or warning, or to monitor the educator’s conduct and performance
after an investigation is held and notice and opportunity for a hearing are provided to the certificate
holder. Any of the following grounds shall be considered cause for disciplinary action against the
holder of a certificate: 1. unethical conduct as outlined in The Code of Ethics for Educators,
Standards 1-11 (GaPSC Rule 505-6-.01); 2. disciplinary action against a certificate in another state
on grounds consistent with those specified in the Code of Ethics for Educators, Standards 1-11
(GaPSC Rule 505-6-.01); 3. order from a court of competent jurisdiction or a request from the
Department of Human Resources that the certificate should be suspended or the application for
certification should be denied for non-payment of child support (O.C.G.A. §19-6-28.1 and §19-119.3); 4. notification from the Georgia Higher Education Assistance Corporation that the educator is
in default and not in satisfactory repayment status on a student loan guaranteed by the Georgia
Higher Education Assistance Corporation (O.C.G.A. §20-3-295); 5. suspension or revocation of any
professional license or certificate; 6. violation of any other laws and rules applicable to the
profession; and 7. any other good and sufficient cause that renders an educator unfit for
employment as an educator.
(b) An individual whose certificate has been revoked, denied, or suspended may not serve as a
volunteer or be employed as an educator, paraprofessional, aide, substitute teacher or in any other
position during the period of his or her revocation, suspension or denial for a violation of The Code
of Ethics. The superintendent and the educator designated by the superintendent/Local Board of
Education shall be responsible for assuring that an individual whose certificate has been revoked,
denied, or suspended is not employed or serving in any capacity in their district. Both the
superintendent and the superintendent’s designee must hold GaPSC certification. Should the
superintendent’s certificate be revoked, suspended, or denied, the Board of Education shall be
responsible for assuring that the superintendent whose certificate has been revoked, suspended, or
denied is not employed or serving in any capacity in their district.
Authority O.C.G.A. § 20-2-200; 20-2-981 through 20-2-984.5

