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Welcome Back

Welcome to the 2021-2022 school year!

Our district theme for this upcoming year is: “Striving for Excellence in the New Normal.” To help ensure
student success in this new year, parents and students must understand important school policies and
procedures. Academics, attendance, and behavioral expectations are of the highest importance.

Our new Sumter County High School is now complete! Students will be arriving in their new school on
August 9. We are having our grand opening and unveiling of the new high school on August 5" at 10:30
A.M. If you have an opportunity to come by and tour this beautiful building on August 5th, please make a
point to come out and see this wonderful piece of work. As | have often stated, this new high school does
not belong to just the educators and students. It belongs to this community. As tax-paying citizens, you all
have helped to build this awesome new school.

To the community and officials in public office, like many other districts across the state and country, we
have had some major challenges dealing with the COVID-19 pandemic. Despite all of the progress we
are making, our school system needs to be spoken of in a positive light.

We will be facing the same challenges this year in regards to dealing with the COVID-19 pandemic. | am
asking for parents and educators to work with our prestigious school district to ensure that we are being
proactive and staying as safe and sanitary as possible. As the superintendent of Sumter County Schools, |
strongly encourage our faculty, staff, and students to get vaccinated. This goes beyond keeping our
students safe, it is also about keeping your fellow colleagues safe as well as your loved ones. If we can
build a consistency of vaccinated employees in our district, we will lessen the chances of spreading the
virus throughout our system.

Each school year brings many challenges and excitement filled with joys of happiness and moments of
disappointments. | hope that each child comes home talking about how great their school is and how
wonderful their teachers are this year! | encourage you to continue to ask your child or children each day
to tell you about something they learned at school or maybe even about a new friend. This increases their
learning rate and also makes the family stronger. Our staff works diligently night and day to ensure that
your child has a first-rate educational experience. As we strive to give every child a quality education, |
challenge you to be a part of this experience as well. We are becoming a standards-based educational
community and we invite you to be a part of this effort! As a community, we will further meet these goals
by working together!

Everyone associated with Sumter County Schools is dedicated to providing a safe, orderly, and productive
learning environment for students. You will learn more about Sumter County School District’s curriculum,
attendance expectations, extracurricular activities, and the student behavior code.
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On behalf of the administration, teachers, and staff, we would like to thank our Board of Education for
their continued support of Sumter County’s number one priority, “the students!” I would like to take this
opportunity to thank our teachers, parents, and community for making the Sumter County School District a
great school system. We are getting better every day in every way!

Teachers report back to work on August 2™ -6". Report time is 8:00 A.M. on August 2" Our back to
school convocation will be on Friday, August 6™ @ 9:00 A.M. in the new high school gym.

Our students will start school on August 9™.

Best wishes for a successful new year of learning in 2021-2022!

Sincerely,

Dr. Tornance (Choates

Dr. Torrance Choates Superintendent
Sumter County Schools
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MISSION

The mission of Sumter County Schools is "to
graduate all students".

VISION

The vision of Sumter County Schools is to ensure
that all students receive an equitable education and
graduate, college and career ready.

8|Page



EQUAL EMPLOYMENT OPPORTUNITY (GAAA)

The Sumter County School District does not discriminate on the basis of race, color, national origin,
religion, age, disability, or sex in its employment practices. It is the policy of the Board of Education to
comply fully with the requirements of Title VI, Title VII, Title IX, Section 504 of the Rehabilitation Act of
1973, the Americans With Disabilities Act (ADA), the Age Discrimination in Employment Act (ADEA)
and all accompanying regulations.

Any employee, applicant for employment, or other person who believes he or she has been discriminated
against or harassed in violation of this policy must make a complaint in accordance with the procedures
outlined below.

COMPLAINTS PROCEDURE
Complaints made to the School District regarding alleged discrimination or harassment on the basis of
race, color or national origin in violation of Title VI; religion or sex in violation of Title VII; sex in
violation of Title 1X; disability in violation of Section 504 or the ADA, or on the basis of age in violation
of the ADEA, will be processed in accordance with the following procedure:

1. Any employee, applicant for employment, or other person with a complaint alleging a violation as
described above shall promptly notify, in writing or orally, either the principal for his/her school or
the appropriate coordinator designated from time to time by the Board of Education. If the
complaint is oral, either the coordinator or school principal to whom the complaint is made shall
promptly prepare a memorandum or written statement of the complaint as made to him or her by
the complainant and shall have the complainant read and sign the memorandum or statement if it
accurately reflects the complaint made. If the complaint is made to a school principal, he or she
shall be responsible for notifying the appropriate coordinator of the complaint.

2. If the alleged offending individual is the coordinator designated by the Board of Education, the
complaint shall either be made by the complainant to the Superintendent or, if the complaint is
initially made to the school principal, reported by the principal to the Superintendent. If the alleged
offending individual is the Superintendent, the complaint shall be made to the designated
coordinator, who shall, without further investigation, report the complaint to the Board
chairperson.
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3. The coordinator or his or her designee shall have fifteen work days to gather all information
relevant to the complaint made, review the information, determine the facts relating to the
complaint, review the action requested by the complainant, and attempt to resolve the complaint
with the complainant and any other persons involved. The coordinator or designee shall prepare a
written response to the complaint detailing any action to be taken in response to the complaint and
the time frame in which such action will be taken and copies of this response shall be furnished to

the complainant, the appropriate coordinator and the Superintendent or his or her designee.

4. If the complaint is not resolved at the conclusion of this fifteen-day period or if the complainant is
not satisfied with the resolution of the complaint, the complainant shall have the right, within five
work days of receiving a copy of the written response, to have the complaint referred to the
Superintendent of Schools. If the alleged offending individual is the Superintendent, the
complainant may have the complaint referred to the Board of Education, rather than the
Superintendent.

5. The Superintendent shall have fifteen work days to review the complaint and the response of the
coordinator or designee and attempt to resolve the complaint. The Superintendent shall furnish to
the complainant a written response setting forth either his or her approval of the action
recommended by the coordinator or designee or the action to be taken by the School District in
response to the complaint in lieu of that recommended by the coordinator or designee and the time
frame in which such action shall be taken.

6. If the complainant is dissatisfied with the response of the Superintendent, then the complainant
shall have the right, within fifteen work days of the receipt of the written response of the
Superintendent, to have the complaint referred to the Board of Education. In order to have the
Board review the Superintendent's decision, the complainant must file with the Superintendent a
written statement setting forth the reasons he or she disagrees with the response of the
Superintendent and the action the complainant is requesting the School District to take. The
complainant shall also include in the written response a request that his or her complaint be referred
to the Board of Education.
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7. Within thirty work days of receipt of the written request of the complainant, the Superintendent
shall present the matter to the Board of Education at its regular meeting or at a special meeting
called for that purpose. The Board shall review the original complaint, the response of the
coordinator or designee, the response of the Superintendent, and the response of the complainant.
In addition, the Board may, but is not required to, hear directly from any individuals with
knowledge of any relevant facts relating to the complaint.

8. The Board of Education will either uphold the recommendation of the Superintendent or require the
School District to take some other action in response to the complaint. A copy of the action of the
Board will be furnished to the complainant, either as a part of the minutes of the Board of
Education or as a separate written statement. The Board shall be the final reviewing authority
within the School District.

9. This policy is not intended to deprive any employee of any right they may have to file a grievance
pursuant to any other policy of the local Board of Education, specifically the policy designed to
implement Official Code of Georgia Annotated 20-2-989.5, where appropriate. This policy is not
intended to provide an alternative process for resolving evaluation and employment disputes where
there already exists a due process procedure mandated by state law or State Department of
Education regulations, specifically including, but not limited to, hearings to be conducted pursuant
to the Fair Dismissal Act of Georgia. The complainant retains at all times the right to contact the
Office of Civil Rights, the Equal Employment Opportunity Commission or any other appropriate
state or federal agency with regard to any allegations that the system has violated the statutes
described above.

10. The School District shall be responsible for distributing and disseminating information relevant to

this policy and procedure to employees through appropriate procedures.

11. No reprisal shall occur as a result of reporting unlawful discrimination or harassment under this
policy, and any attempt to retaliate against a complainant shall be disciplined as is appropriate.
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12. The confidentiality of any individual making a complaint or report in accordance with this policy,
to the extent it is reasonably possible and in compliance with law, shall be protected, although the
discovery of the truth and the elimination of unlawful harassment shall be the overriding
consideration.

Questions, complaints, or requests for additional information regarding these laws may be forwarded to the
designated compliance coordinator.

Mrs. Helen Ricketts

Director of Human Resources
100 Learning Lane
Americus, GA 31719
229-931-8500
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School Calendar 2021-2022
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Sumter County Schools 2021-2022 System Calendar

August 2-6 Pre-Planning

August 5 Open House

August 9 1st Day of School

September 6 Labor Day Holiday

September 8 Progress Reports

September 16 Early Release | Parent Conferences
October 11 End of the 1 Nine Weeks

October 13 Report Cards

October 14

MNovember 10
MNovember 19

November 22-26

December 20 End of 2™ Nine Weeks

December 21 Teacher Workday

December 22 - January 7 Winter Break

January 10 Teachers ! Students Retum

January 17 Dr. Martin Luther King, Jr. Holiday

January 19 Report Cards

February 9 Progress Reports

February 11 Early Release f Parent Conferences

February 241 Mid-Winter Break/President's Day

March 15 End of the 3™ Nine Wesks

March 16 Report Cards

March 21 Mid-Spring Break

April 13 Progress Reports

April 25-29 Spring Break

May 25 Last Day of School/End of the 4™ Nine Weeks
Report Cards (Grades K-8) / Early Release/
Teacher Workday

May 26 Post Planning / SCHS Baccalaureate

May 27 Post Planning f SCHS Graduation

May 31 & June 1 Post Planning

June 2 Report Cards (Grades 9-12)

SUMTEE COUNTY BOARD OF EDUCATION — 100 LEARNING LANE - AMFRICUS, GEORGLA 3-]';'1! -119-531-5500
That s oy S Tpm doatr v i o S b oy s ok v vt ST ok oo Smeleop e
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EMERGENCY CLOSINGS (AFC)

The Superintendent or designee is authorized to take action to close one or more of the system's
schools if conditions exist that may threaten the health and safety of students and personnel.

The Superintendent or designee is also authorized to delay the opening hour of the school day
and/or release students and personnel before the normal school day ends if hazardous conditions exist.
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WORK DAY FOR FACULTY AND STAFF

The normal workday for school system employees is eight hours. The schedule for individual
schools/departments will be assigned by the principal/supervisor. Sign in sheets will be provided in each
school. The normal work year for teachers is defined as 190 days (10 months), ten of which are to be used
for planning and professional learning. Staff must make up days missed in the event of school closure due
to bad weather. A schedule of work is arranged for preplanning week including countywide teacher
meetings and meetings of building faculties and department groups. For post-planning, a schedule of work
is arranged for completion of records, reports, inventories, requisition of supplies for next year, and
evaluation of the year's work. The work in preplanning and post-planning weeks is a part of the contract
for the year's work and all teachers are required to participate.
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FAMILY AND MEDICAL LEAVE ACT (GBRIG)

It is the purpose of this policy to set out in summary form the provisions of the Family and Medical Leave
Act ("the Act" or “FMLA”) and its implementing regulations. The Board of Education (“Board”) does not
intend by this policy to create any additional rights to leave not provided by the Act; provided, however,
the Board does wish to extend the rights of the Act to certain employees who have worked at least 12
months for the Board. The Board does intend to elect certain options as the Act authorizes. Any portion of
this policy inconsistent or contrary to the Act is unintentional and shall not be given effect. As to the
interpretation of this policy, the Board's employees should look to the Act itself and its regulations.

A ELIGIBLE EMPLOYEES

Employees of the Board who have been employed by the Board for at least 12 months and who have
worked at least 1250 hours during the 12 month period immediately preceding the commencement of the

leave are eligible to take unpaid leave under the FMLA.

B. DEFINITIONS

“Covered Active Duty” means, for members of the Armed Forces, duty during deployment to a foreign
country; for members of a Reserves component of the armed Forces, duty during deployment to a foreign

country under a call or order to active duty pursuant to federal law.”

“Covered Service member” (for qualifying exigency leave) means the employee’s spouse, child or parent

under a federal call or order to cover active duty.

“Covered Service member” (for military caregiver leave) means the employee’s spouse, child, parent or
next of kin who is (1) current member of the Armed Forces, including a member of the National Guard or
Reserves, who is undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status,
or is otherwise on the temporary disability retired list, for a serious injury or illness or (2) a veteran who
was a member of the Armed Forces at any time during the five years preceding the date on which the

veteran undergoes any medical treatment, recuperation, or therapy.

16 |Page



"Instructional employee"” means an employee whose principal function is to teach and instruct students in a
class, a small group, or an individual setting.

“Next of Kin” of a covered service member means the nearest blood relative other than the covered service
member’s spouse, parent, son or daughter, in the following order of priority: blood relatives granted legal
custody, brothers and sisters, grandparents, aunts and uncles, and first cousins, unless the covered service
member has specifically designated in writing another blood relative for purposes of FMLA caregiver
leave.

“Outpatient Status,” with respect to a covered service member, means the status of a member of the Armed
Forces assigned to either a military medical treatment facility as an outpatient; or a unit established for the
purpose of providing command and control of members of the Armed Forces receiving medical care as
outpatients.

"Parent” means a biological, adoptive, step or foster mother or father or one who acted in place of a parent

when the employee was a child. The term “parent” does not include parent “in law.”

“Parent of covered service member” means a biological, adoptive, step or foster parent or any other
individual who acted in place of a parent of the covered service member. The term does not include

parents “in law.”

"Serious Health Condition™ means an illness, injury, impairment, or physical or mental condition that
involves inpatient care requiring an overnight stay in a hospital, hospice or residential medical care facility

or continuing treatment by a health care provider, all as further defined in the FMLA regulations.

“Serious Injury or Illness” means, an injury or illness incurred by a covered service member in the line of
duty on active duty (or that existed before active duty and was aggravated by line of duty service) that may
render the service member medically unfit to perform the duties of the member’s office, grade, rank, or
rating. In the case of a veteran, “serious injury or illness” means a qualifying injury or illness, as defined
by the Secretary of labor, incurred during or aggravated by active duty during the five years before
undergoing treatment, recuperation, or therapy, and that manifested itself before or after the member
became a veteran.
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"Son or daughter" means a biological, adopted or foster child, a stepchild, a legal ward, or a child for
whom the employee acts as a parent. The son or daughter must be under age 18 or, if the son or daughter
is age 18 or older, he/she must be incapable of self-care due to a mental or physical disability at the time
FMLA leave is to begin.

“Son or daughter of a covered service member” means a covered service member’s biological, adopted, or
foster child, stepchild, legal ward, or a child for whom the covered service member acted in the place of a
parent, and who is of any age.

"Spouse™ means a husband or wife as defined or recognized under Georgia law.

C. AMOUNT AND TYPE OF LEAVE TAKEN

An eligible employee may request leave for one or more of the following reasons:

1. Birth of a son or daughter and to care for the newborn child;

2. Adoption or foster placement with the employee of a son or daughter and to care for the
newly placed child;

3. To care for the employee's spouse, son, daughter or parent, if that person has a serious
health condition;

4. Serious health condition of the employee that prevents the employee from performing
his/her job functions;

S. Any qualifying exigency arising from the fact that the employee’s family member (the
covered service member) is on covered active duty. Qualifying exigencies are defined as short-
notice deployment (seven or less calendar days); military events and related activities; childcare
and school activities; financial and legal arrangements; counseling; rest and recuperation (up to five
days per instance); post-deployment activities; additional activities where the employer and
employee agree that the leave is an exigency and agree to both timing and duration of the leave;
and

6. Military caregiver leave to care for a covered service member with a serious injury or

ilness if the employee is the spouse, son, daughter, parent, or next of kin of the service member.
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In the event of the birth, adoption or foster placement of a son or daughter, all leave must be completed
within twelve months after the birth, adoption or foster placement.

Except as provided below, an employee may take up to a total of 12 weeks leave during any twelve-month
period. A "rolling year" shall be used to determine the twelve-month period during which the leave
entitlement may occur. That is, each time an employee takes FMLA leave, the remaining leave entitlement
would be any balance of the number of weeks that has not been used during the immediately preceding 12
months. See 29 C.F.R. § 825.200(b)(4).

If both spouses work for the District and both are eligible for FMLA leave, they are authorized to take only
a combined total of 12 weeks leave during any one 12 month period to care for a newborn or adopted
child, a child placed with the employee for foster care, or a parent with a serious health condition. Both
spouses are authorized to take leave for twelve (12) weeks to care for a spouse or child with a serious
health condition.

An eligible employee is eligible to take up to 26 weeks of military caregiver leave during a “single 12-
month period.” The “single 12-month period” begins on the date the employee first takes military
caregiver leave and ends 12 months after that date, regardless of the method used to determine the leave

entitlement period for other FMLA reasons.

If both spouses work for the District and both are eligible for FMLA leave, they are authorized to take only
a combined total of 26 weeks during the “single 12-month period” described above for military caregiver

leave or a combination of military caregiver leave and leave taken for other FMLA reasons.

The District will require that any accrued paid leave (sick, personal, vacation, or any other paid leave) be
substituted for all or a part of the otherwise unpaid FMLA leave under the terms and conditions of the
District’s normal leave policies. Because leave pursuant to an employee’s disability benefit plan or
workers’ compensation absence is not unpaid, the provision for substitution of accrued paid leave is not

applicable in such cases.

D. INTERMITTENT OR REDUCED LEAVE
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An employee may take leave on an intermittent or reduced leave schedule where it is medically necessary
due to the serious health condition of a covered family member, the employee, or the serious injury or
iliness of a covered service member, or when necessary because of a qualifying exigency. The District
will require a certification, in the form designated by the District, to document the necessity of such

intermittent leave or reduced schedule leave.

E. NOTIFICATION OF LEAVE

If the need for FMLA leave is foreseeable, an employee requesting leave must provide at least 30 days
advance notice to the Director of Human Resources. If such advance notice is not possible, the employee
must give notice as soon as practicable, which means as soon as both possible and practical, taking into
account all of the facts and circumstances in the individual case. If an employee does not provide at least
30 days notice of foreseeable leave, he or she must explain why such notice was not practicable if so
requested by the District. When the need for leave is not foreseeable, an employee must provide notice as
soon as practicable, which generally should be according to the District’s usual and customary leave
requirements. When planning medical treatment, the employee should make a reasonable effort to
schedule the treatment, subject to the approval of the health care provider, so that any corresponding leave
will not disrupt unduly the operations of the District.

Employees must provide sufficient information for the District to reasonably determine whether the FMLA
may apply to the leave request. When an employee seeks leave due to an FMLA-qualifying reason for
which the District has previously provided FMLA leave, the employee must specifically reference either
the previous qualifying reason for leave or the need for FMLA leave.

F. BENEFITS AND RETURN TO WORK

Employees will be eligible to maintain health care benefits provided by the school district while on FMLA
leave. The District will pay the employer's portion, if any, of such benefits. The employee will pay the
same portion, if any, of such benefits as the employee paid before beginning the leave.

The District may recover any health care benefit premiums paid on behalf of an employee if the employee
does not return to work after the leave period has expired, unless the employee did not return due to a
serious health condition of the employee or the employee's spouse, parent or child, or a serious injury or

20|Page



iliness of a covered service member or other circumstances beyond the employee's control. The District
may require certification from the health care provider that a serious health condition of the employee or
family member, or the covered service member’s serious injury or illness, prevented the employee from

returning to work.

With the exception of paid vacation, personal, sick, or any other paid leave required to be substituted for
unpaid leave under Section C above, the employee's absence during leave will not alter benefits which the

employee accrued before taking leave. Any accrued benefits will not be lost during the leave.

Upon return from leave, the employee is entitled to be reinstated to a position equivalent to the one the
employee held when he/she left on FMLA leave, with equivalent pay, benefits and other terms and
conditions of employment. Upon proper notice, however, the District may deny reinstatement under this
policy to an employee whose salary is in the highest 10% of the employees employed by the school district
if such denial is necessary to prevent substantial and grievous economic injury to the District's operation,
as determined by the District.

G. REQUIRED CERTIFICATION AND REPORTING

The District requires that a request for leave due to a serious health condition of an employee or an
employee’s family member or a serious injury or illness of a covered service member be supported by
certification by the appropriate health care provider of the eligible employee or family member on a form
to be provided by the District. This certification for a serious health condition must include (1) the name,
address, telephone and fax numbers of the healthcare provider and type of practice/specialization; (2) the
approximate date on which the serious health condition commenced, and its probable duration; (3) a
statement or description of appropriate medical facts regarding the patient’s health condition for which
FMLA leave is requested; (4) if the purpose of the leave is to care for a family member, a statement that
the employee is needed to care for the family member and an estimate of the frequency and duration of the
leave required for such care; (5) if the leave is due to the employee's own serious health condition, a
statement that the employee is unable to perform his/her essential job functions, the nature of other work
restrictions, and the likely duration of such inability; and (6) if intermittent or reduced schedule leave is
requested, information sufficient to establish the medical necessity for the same and an estimate of the

dates and duration of treatments and any periods of recovery. The employer may require that the eligible
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employee obtain subsequent recertification on a reasonable basis as requested by the District in accordance
with the FMLA regulations.

The District, at its own expense, may obtain the opinion of a second health care provider of the District's
choice, if the District should choose to do so. If a conflict exists between the opinion in the certification
and the second opinion, the District may, at its own expense, obtain a third opinion from a health care

provider upon which the District and the employee jointly agree. Such a third opinion as to the necessity

for the leave is binding on both the District and the employee.

Upon an employee's return to work after leave for the employee's own serious health condition, the District
may require the employee to obtain certification from his/her health care provider that the employee is able
to resume work.

The District may require that a first request for leave because of a qualifying exigency arising from active
duty or a call to active duty be supported by a copy of the covered service member’s active duty orders or
other documentation issued by the military. A certification form requesting the required information to
support a request for exigency leave will be provided by the District upon request.

The District may require an employee on FMLA leave to report periodically to his/her principal or

supervisor on the employee's status and intent to return to work.

H. SPECIAL PROVISIONS

When an instructional employee seeks intermittent leave or leave on a reduced schedule in connection with
a family or personal serious health condition or to care for a covered service member that would constitute
at least 20% of the total number of working days during which the leave would extend, the District may

require the employee to elect to take leave in a block (not intermittently) for the entire period or to transfer

to an available alternative position within the school system that is

equivalent in pay, for which the employee is qualified, and which better accommodates the intermittent
situation.
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If an instructional employee begins leave more than five weeks before the end of a semester, the District
may require the employee to continue taking leave until the end of the semester if

(@) the leave will last at least three weeks; and
(b) the employee would return to work during the three-week period before the end of the term.

If an instructional employee begins leave for a purpose other than the employee's own serious health
condition during the five-week period before the end of the semester, the District may require the

employee to continue taking leave until the end of the semester if

(@) the leave will last more than two weeks; and
(b) the employee would return to work during the two-week period before the end of the term.

If an instructional employee begins leave for a purpose other than the employee's own serious health

condition during the three-week period before the end of a semester, and the leave will last more than five

working days, the District may require the employee to continue taking leave until the end of the semester.
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NOTIFICATION OF ANTICIPATED LEAVE

An employee absent from work for more than 3 consecutively scheduled work-days as a result of a non-
work related illness or injury must apply for Family and Medical Leave. Except where circumstances are
such that reasonable advance planning is not possible, employees must provide their supervisor and the
Office of the Superintendent (Human Resources) 30 days’ notice of the date when leave is to begin. With
respect to foreseeable family or employee illness, the employee shall make reasonable effort to schedule
treatment - including intermittent and reduced hour leave - so as not to disrupt unduly the operations of the
school district, subject to approval of the employee's or family member's health care provider.
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FMLA - EMPLOYEE FORM

Certification of Health Care Provider for U.5. Department of Labor
Employee’s Serious Health Condition Wage and Hour Deision mn
(Family and Medical Leave Act)

D} WOT SEND COMPLETED FORM TO THE DEPARTMENT OF LAROR; RETUEN TO THE PATIENT OME Control Mumsher: 123 5-0003

Expimes: 331018

SECTION I: For Completion by the EMPL.OYER

INSTRUCTIONS to the EMPLOYER: The Family and Madical Leave Act (FMLA) prowides that an employer may
require an emplovee seeking FMIA protections becanse of a need for leave due to a senous health condifion to subouat a
medical certification 1ssued by the employes’s health care provider. Please complete Section I before grving this form to
your emploves. Y our response 15 vohmtary. Whils you are not required to use this form, vou mav not ask the emploves to
provide more information than allowed under the FMILA regulations, 29 CF.E_ £5 825 306-825_308. Employers mmst
generally maintain records and documents relafing to medical certifications, recertifications, or medical nstories of
emplovess created for FMLA purposes as confidential medical records in separate files/records from the usual personmel
files and n accordance with 29 CF B § 1630 14{c}1), if the Amenicans with Dhisabilifies Act applies, and m accordance
with 29 CF R § 16359, if the Genetic Information Nendiscrimination Act apphes.

Employer name and contact:
Employess job tithe: Regular work schedule:
Employee’s essential job fiunchons:

Check 1f job descnption 15 attached:

SECTION II: For Completion by the EMIPLOYEE

INSTRUCTIONS to the EMPLOYEE: Please complete Section II before grving this form to vour medical provider.
The FMLA permits an emplover fo require that you submit 2 tmely, complete, and sufficient medical cerification to
support a request for FMLA leave due fo your own senious health condiion. If requested by vour employer, your response
15 required fo obtain or retam the benefit of FMLA protections. 29 T15.C. §8 2613, 2614(c)(3). Failure to provide a
complete and sufficient medical certificaton may result in a denial of vour FMLA request. 29 CFRE § 825313, Your
employer mmst give you at least 15 calendar days to refum thas form 29 CF.E § 825 305(b).

Your name:
First MMiddle Last

SECTION III: For Completion by the HEATL.TH CARE FROVIDER

INSTRUCTIONS to the HEALTH CARE PROVIDER: Your patient has requested leave under the FMILA. Answer,
fully and completaly, all appheable parts. Several questions seek a response as to the frequency or duration of a
condition, treatmeent, et Ymmshmldheymbutahmhbas&dmywmdmﬂhmwl&dggm and
examinztion of the patent. Be as specific as you can; ferms such as “hfettme. ™ “wnknown,” or “indeterminate™ may not
be sufficient to deterone FMLA coverape. Linnt vour responses to the condibion for whoch the emploves 15 sesking
leave. Do ot provide informathion about genetic tests, as defined mn 29 CF E_ § 1635.3(f), genshic services, as defined
29 CFE § 1635.3(e), or the mamfestabion of disease or disorder m the emploves’s farmily members, 29 CFE_§
1635.3(b). Please be sure to sign the form on the last page.

Pronider’'s name and business address:

Type of prachice / Medical specialty:

Telephone: ( ) Fa:{ )

Page 1 Form WH-380-E Bevised May 2015
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PART A: MEDICAT FACTS
1. Approxmmate date condibon commencad:

Probable duration of condihon:

Mark below as applicable:
Was the patient admutted for an overmight stay in a hospital, hospice, or residential medical care facality?
HNo Yes. If oo, dates of adwassion:

Date(s) you treated the patient for condiion:

Will the patient need fo have treatment visits at least twice per vear due to the condition? MNe _ Yes

Was medication, other than over-the-counter medication, presenbed? Mo Yes
Was the patient referred fo other health care providen(s) for evaluation or treatment (e.g_. physical therapist)?
Mo | Yes Ifso, state the nature of such treatments and expected duration of treatment:

2. Is the medical condition pregnancy? Mo Yes. If so, expected delrvery date:

3. Use the information provided by the employver m Section I to answer this question. If the employer £als to
provide a list of the emploves’s essential fimetions or 2 job descnphion, answer these questions based upon
the emplovee’s own desernption of his'her job finctions.

Is the employes unable to perform any of is'her job funchons due to the condibion: Ho Yes.

If 50, 1dentify the job fimctions the employes 15 unable to perform:

4. Descnbe other relevant medical facts, if any, related to the condifion for which the employee seeks leave
{such medical facts may inclede symptoms, diagnosis, or any regimen of continung treatment such as the use
of specialized equpment):

Page X CONTINUED O MEXT PAGE Form WEH-380-E Revised Mxy 2013
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PART B: AMOUNT OF LEAVE NEEDED
5. Wil the employes be incapacitated for a single contmmons perniod of time due to hs/her madical condihion,
inchuding any time for treatment and recovery? _ Mo _ Yes

If =0, estimate the bepinning and ending dates for the period of incapacity:

6. Will the employes need to attend follow-up treatment appointmsents or work part-time or on a reduced
schedule because of the employes’s medical condrhon? Ho Yes.

If =0, are the treatments or the reduced number of hours of work medically necessary?
__ HNo _ ¥Yes

Estimiate treatment schedule, 1f any, mehding the dates of any schednled appomtments and the time
required for each appoinfment imcheding any recovery penod:

Estimate the part-time or reduced work schedule the emplovee needs, 1if any:
_ hows)perday; = dayspewrweekfrom = through

7. Wl the condifion cause eprsodic flare-ups periodically preventing the employese from performuny his'her job
functions? Mo Yes,

Is it medicallv necessary for the employee to be absent from work during the flare-ups?
. No Yes. If so, esqplain:

Based upon the patient’s medical listory and vour knowledge of the medical condifion, estimate the
frequency of flare-ups and the duration of related incapacity that the patient may have over the next &
months {e.g.. 1 emsode every 3 months lasting 1-2 days):

Frequency : tmes per week(s) month(s)
Dration: bours er ___ day(s) per epizode
ADDITIONAL INFORMATION: IDENTIFY QUESTION NUMBEE WITH YOURE ADDITIONAL
ANSWEE.

Page 3 CONTINUED O NEXT PAGE Form WH-380-E Revinad My 2013
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Signature of Health Care Provider Diate

FAPEEWOEEK REDUCTION ACT NOTICE AND FUBLIC BURDEN STATEMENT
If submitted, it is mandatory for employers to retin a copy of this disclosure in their recards for thres years. 29 UT.5.C. § 2616; 29
CFE. § 825.500. Persons are not required to respond to this collection of mfvrmation unless it displays a cumently valid OMEB
conirol mmber. The Department of Labor estimates that it will fake an average of 20 mimytes for respondents to complete this
collection of information, inchding the time for reviewing mstmmichens, searching existing data sources, pathering and maintaining
the dafa needed. and completing and reviewing the collection of information. If you have any comments regarding this barden
estimate or any other aspect of this collection information, incloding suggestions for reducing this urden, send them to the
Administratar, Wage and Hour Division, U.5. Department of Labar, Boom 5-3502, 200 Constitution Awe., WW, Washington, DC
20210. DO NOT SEND COMPLETED FORM TO THE DEFARTMENT OF LABOR; RETUEN TO THE FATIENT.

Pagn 4 Form WE-380-E Rovised By 2013
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FMLA - FAMILY MEMBER

Family Member's Serious Health Condition Wage and Hour Division
{Family and Medical Leave Act) 118, i g rad Do T

Certification of Health Care Provider for U.S. Department of Labor m“

DO KOT SEND COMPLETED FORM TC THE DEPARTMENT OF LABCOE: RETUEN TO THE PATIENT. (OB Comral Mambar: 1135-0003
S SOLCRE

SECTION I: For Completion by the EMPLOYER

INSTRUCTIONS to the EMPLOYER: The Farmly and Medical Leave Act (FMLA) provides that an emplover
may require an employee seekimg FMIA protections becanse of a need for leave to care for a covered farmly
member with a serious health condibion to subomt a medical cerbification issued by the health care provader of the
covered family member. Please complete Section I before grving this form to your employes. Your response 1s
vohintary. While vou are not requived to use this form, you may not ask the employes to provide more mformation
than allowed under the FMLA regulabons, 29 CFE §5 825.306-825.308. Employers must generally mamiam
records and documents relatng to medical ceriifications, recerhifications, or medical nstones of employess” fammly
membears, created for FRILA purposes as confidential medical records in separate filesirecords from the nsual
personnel files and m accordance with 29 CF.E. § 1630 14{c)1), 1f the Americans with Dhzablfies Act applies,
and in accordance with 29 CFR. § 1635.9, 1f the Genetic Information Mondiscrimmation Act applies.

Employer pame and contact:

SECTION IT: For Completion by the EMPLOYEE

INSTRUCTIONS to the EMPLOYEE: Plaase complete Section II before giving thus form to your famly
member or his'her medical provider. The FMMIA permmits an emplover to require that you submit 2 fimely,
complete, and sufficient medical cerfification to support a request for FMLA leave to care for a covered fammly
member with a serious health condiion. If requested by your employer, your response 1s required to obtain or
retain the benefit of FMLA protections. 29 TLS.C. §5 2613, 2614(c)(3). Faillure to provide a complete and
sufficient medical certification may result m a demal of your FMIA request 20 CFE § 825 313. Your employer
must give you at least 13 ealendar days to return this form to your employer. 29 CFE§ 825 305,

Your name:

Furst Middle Last

Mame of farmly member for whom vou will provide care:
First Middle Last
Relationship of fammly member to you:

If farmily member 1= your son or daughter, date of birth-

Desenbe care you will provide to your family member and estimate leave needed to provide care:

Employee Signature Date
Pags 1 CONTIMUED OM NEXT PAGE Form WH-380-F Fawisad Maxy 2015
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SECTION IIT: For Completion by the HEALTH CARFE PROVIDER

INSTRUCTIONS to the HEALTH CARFE PROVIDER: The emplovee hsted above has requested leave under
the FMLA to care for your patent. Answer, fully and completely, all applicable parts below. Several queshons
seek a response as to the frequency or duration of a conditon. treatment. ete. Y our answer should be your best
estimate based upon your medical knowledge, experience and examination of the patent. Be as specifie as you
can; ferms such as “hfetme.” “unknown,” or “Indeternmnate™ may not be sufficient to determine FRMILA
coverage. Limit your responses to the conditon for which the patient needs leave Do not provide information
about genstic tests, as defined 1n 29 CFE. § 1633.3(f), or genetic services, as defined i 29 CFR. § 1635.3(a).
Page 3 prowvides space for additional mformation, should vou need 1t. Please be sure to sign the form on the last

page.

Provider’s name and business address:
Type of practice [ Medical specialiy:
Telephone: £ b Fax:( X

PART A: MEDICAL FACTS
1. Approsomate date condiion commenced:

Probable diration of condifion:

Was the pattent admitted for an overmight stay mn a bospital, hospice, or residential medical care facility?
___HNo __ Yes Ifso, dates of adoussion:

Daate(s) vou treated the patient for condition:

Was medication, other than over-the-counter medication, preseribed? Mo Yes.

Will the patient need to have treatment visits at least tence per vear due to the condibien? _ Mo Yes
Was the pabent referred to other bealth care providen(s) for evaluation or treatment (e.g.. physical therapist)?
Mo Yes. If so, state the nature of such treatments and expected duration of treatment-

2. Is the medical condition pregnancy? Mo _ Yes Ifso, expected delrvery date:

3. Descnbe other relevant medical facts, if amy, related to the condibon for which the patient needs care (such
medical facts may melude symptoms, diagnosis, or any regimen of contmumg freatment such as the nse of
specialized equpment):

Paga 2 CONTINUED ON NEXT FAGE Form WH-380-F Rewised My 2013
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PART B: AMOUNT OF CARE NEEDED: When answenng these questions, keep mn nind that yvour patient’s nead
transportafion needs, or the provision of phy=ical or psychological care:
4. Wil the patient be mmcapacitated for a single contirmons period of tme, mchidmg any time for treatment and
recovery? _ Mo _ Yes
Estimate the bepirming and ending dates for the penod of incapacity:
Dhunng thas time, will the patient need care? _ No _ Yes.
Explam the care needed by the patient and why such care 1= medically necessary:

5. Wil the patient require follow-up treatments, meluding any time for recovery? Ho Yes.

Estimate treatment schedule, 1f any, inchidmg the dates of any scheduled appomtments and the time required for
each appointment, inclodmg any recovery penod:

Explain the care needed by the patient, and why such care 15 medically necessary:

6. Will the pabient require care on an intermmftent or reduced schedule basis, inclodmg any time for recovery?
Ho _ Yes

Estimate the hours the patient needs care on an infermiftent basis, 1if amy-

hour(s) per day; days per week  from through

Explain the care neaded by the patient, and why such care 15 medically necassary:

Page 3 CONTINUED O NEXT PAGE Form WH-380-F Revised Mxy 2013
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7. Will the condihon cause episodic flare-ups peniodically preventing the patient from participating In normal daily
actmites? No Yes.

Based upon the pafient’s medical history and vour knowledge of the medical condition, eshmate the frequency of
flare-ups and the duration of related meapacity that the patient may have over the next & months (g | episode
every 3 months lastmg 1-2 days):

Frequency: times per week(s) monthis)

Duration: _ bows or ___ dan(s) per episode

Dioes the patient need care during these flare-upsT Ho Yes.

Explain the care needed by the patient, and why such care 15 medically necessary:

ADDITIONAL INFOERMATION: IDENTIFY QUESTION NUMBEER. WITH YOUR ADDITIOMAT ANSWER.

Signature of Health Care Provider Date

PAPERWORE REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT

If submitted, it is mandatory for employers to retzin a copy of this dizclosure n their records for three years. 20 TL5.C. § 26146;
W CFE § 825500, Persons are not required to respond to this collection of information unless it displays a curently valid OME
conirol umber. The Depanment of Labor estimates that it will take an awerage of 20 minntes for respondents fo complete this
callection of information, inchiding the time for reviewing instructions, ssarching existing dafa sources, pathering and maintaining the
data peeded, and completing and reviewing the collection of information. If you have any comments regarding this burden estimate
or any ather aspect of this collection informaticon, ncloding suppestions for redocing this burden, send them to the Administrater,
Wage and Hour Diwision, 1U.5. Department of Labor, Foom 5-3502, 200 Constitution Awe., W, Washingion, DC 20210.

DD NOT SEND COMPLETED FORM TO THE DEFARTMENT OF LABOE; RETURN T THE FATIENT.
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Paid Parental Leave

The Sumter County Board of Education shall make paid parental leave equally available to all eligible
employees of the Board of Education under the following terms:

1. Anemployee of the Board of Education shall be eligible for paid parental leave for qualifying life
events upon satisfying the following criteria:
a. The employee is classified as full-time by the District and is eligible to participate
in the TRS (Teacher Retirement System of Georgia) or the PSERS (Public School
Employees Retirement System); and
b. The employee has six continuous months of employment with the Board,
regardless of whether he or she is eligible for paid or unpaid leave under federal
law. An employee paid on an hourly basis must have worked a minimum of 700
hours over the six-month period immediately preceding the requested paid
parental leave date.

2. A qualifying life event means:
a. The birth of a child of an eligible employee;
b. The placement of a minor child for adoption with an eligible employee; or
c. The placement of a minor child for foster care with an eligible employee.

3. The maximum amount of paid parental leave that may be taken by an eligible employee during a

rolling 12 month period is 120 hours, regardless of the number

of qualifying life events that occur during such period.

a. The rolling 12 month period shall be measured backward from the date an eligible employee first
uses parental leave.

b. Parental leave may be taken as needed and may be taken in increments of less than eight hours. The
smallest increment of parental leave that may be taken is 2 hours.

c. Any unused paid parental leave that remains 12 months after the qualifying event shall not carry
over for future use.

d. Unused paid parental leave shall have no cash value at any time of the eligible employee’s
separation from employment with the Board of Education.

4. Paid parental leave under state law shall run concurrently with any leave provided under federal law.

3|Page



m Request for Georgia Paid Parental Leave

T THTEETI Surnter County Schools - Human Resources Department
COECROLE Phone 229-931-8502 Fax: 229-931-8547

Employee Information

Mame: Last 4 digits of 5#:
Position: Location:
Hire Date: Contact#:

If you are marmied, is your spouse employed by Sumter County School? o Yes o No If yes, last 4 digits of spouse
S5

Type of Leave Request

0 Birth of a Child

o Placement of a minor child for adoption

O Placement of a mimor child for foster care

Amount of Leawve Requesting

| am requesting the GA Paid Parental Leave (GPPL) be granted for the following period of time:
Date Leave Begins: Date Leawe Ends

Last Diate Worked: Anticipated Return to Work Date:

Are you requesting increments leave? # oYes o Mo
Have you taken a leave of absence under this policy during the preceding 12 months? ? o Yes o No

If yes, provide date from: date to:

Reaszon for leave:

Achwwla:@ernmt

| understand that verification /certification from a certified health care provider and/or Department of Family & Children
Senvices organization addressing my reason for the leave reguest must be submitted to the Human Resources
Department within 30 days. | also understand that the certification must include the following:

1. confirmation,verification of birth and/or placement of a minor child for adoption or foster care
2. Thie beginning and estimated ending date of employee’s need for leave
3. Health care provider's signature AND/OR Department of Family & Children Services Case Manager/Authorzed Official

| have read the Georgia Paid Parental Leave policy, and | agree to abide by its requirements. My signature affirms that |
have been truthful in my request for GAPPL leave. | understand that falsification of information may lead to disciplinary
action, up to and including termination.

| understand that a failure to return to work at the end of my leave period may be treated as a resipnation unless an
extension has been agreed upon and approved in writing.

Employes's Signature: Diate:

Principal/Supervisor Signature: Date:

Request must be submitted to the Human Resources Department upon approval/signature of principal/supervisor.




HARASSMENT (JCAC)

It is the policy of this School District to prohibit any act of harassment of students by other students or
employees based upon race, color, national origin, sex, or disability at all times and during all occasions
while at school, in the workplace or at any school event or activity. Any such act by a student or employee
shall result in prompt and appropriate discipline, including the possible termination of employment or
suspension or expulsion of the student.

Sexual harassment may include conduct or speech which entails unwelcome sexual advances, requests for
sexual favors, taunts, threats, comments of a vulgar or demeaning nature, demands or physical contact
which creates a hostile environment. There may be other speech or conduct which employees or students
experience as inappropriate or illegal harassment which should also be reported; harassment can take many
forms and it is not possible to itemize every aspect of the harassment forbidden by this policy.

Any student, parent, employee, or other individual who believes that a student has been subjected to
harassment or discrimination by other students or employees of the School District as prohibited by this
policy should promptly report the same to the principal of their school or to the appropriate coordinator
designated in policy JAA, who will implement the board’s discriminatory complaints procedures as
specified in that policy. Students may also report harassment or discrimination to their school counselor or
any administrator. Students and employees will not be subjected to retaliation for reporting such
harassment or discrimination. If at any point in the investigation of reported sexual harassment of a
student, the coordinator or designee determines that the reported harassment should more properly be
termed abuse, the reported incident or situation shall be referred pursuant to the established protocol for
child abuse investigation.

It is the duty of all employees to promptly report harassment forbidden by this policy. All supervisors will
instruct their subordinates as to the content of this policy and, through appropriate professional learning
activities, enlighten employees as to the varied forms or expression of prohibited harassment. The
principals of all schools shall ensure that students and parents are informed through student handbooks and
verbally that such harassment is strictly forbidden, how it is to be reported and the consequences for
violating this policy.
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CODE OF ETHICS FOR EDUCATORS
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Effective April 15, 2021

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 adopied standards that represent the conduct generally accepted by the education profession. The
code defines unethical conduct justifying disciplinary sanclion 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)

(a)

(&)

(e}

(d)

(&)

]

(3
(h}
(i}

(b

(K}

U]

Definiticns.

“Breach of contract” occurs when an educator fails to honor a signed confract for employment
with a school/school system by resigning in @ manner that does not meest the guidelines
established by the Georgia Professional Standards Commission.

“Certificate™ refers to any teaching. service, or leadership certificate, license, or pemit issued
by authorty of the Georgia Professional Standards Commission.

“Child endangerment” occurs when an educator disregards a substantial andfor unjustifiable
risk of bodily harm to the student.

“Educator” is a teacher, school or school systemn administrator, or other education personnel
whio holds a certificate issued by the Georgia Professional Standards Commission and persons
who have applied for but have not yet received a ceriificate. For the purposes of the Code of
Ethics for Educators, “educator” also refers o paraprofessionals, aides, and substiute
teachers.

“Student” is any individual enmclled in the state’s public or private schools from preschiool
through grade 12 or any individual under the age of 18. For the purposes of the Code of Ethics
for Educators, the enrollment pericd for a graduating student ends on Auwgust 31 of the school
year of graduation.

“Complaint™ is any written and signed statement from a local board, the state board, or one or
more  individual residenis 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.

“Revocation” is the permanent invalidation of any certificate held by the educator.

“Denial” is the refusal to grant initial certification fo an applicant for a certificate.

“Suspension” is the temporary invalidation of any certificate for a period of ime specified by the
Georgia Professional Standards Commission.

“Reprimand” admonishes the certificate holder for his or her conduct The reprimand cautions
thiat further unethical conduct will lead to 8 more severe action.

“Waming™ wams the certificate holder that his or her conduct is umethical. The waming
cautions that further unethical conduct will l2ad to a more severe action.

“Monitoring” is the quartery appraisal of the educator's conduct by the Georgia Professional
Standards Commission through contact with the educator and his or her employer. As a
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condition of monitoring, an educator may be reguired to submit a criminal background check
({GCIC). The Commission specifies the length of the monitoring penod.

“Mo Probable Cause” is a determination by the Georgia Professional Standards Commission
that, after a preliminary investgation, either no further action need be taken or no cause exists
to recommend disciplinary action.

Standards.

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 imeolving the
manufacture, distribution, trafficking, sale, or possession of a controlled substance or marnjuana
as provided for in Chapter 13 of Tifle 18; or of any other sexual offense as provided for in Code
Section 16-8-1 through 168-6-17, 18-6-20, 18-8-22.2, 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
nole 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 manmner im any
jurisdiction.

Standard 2: Conduct with Students - An educator shall abways maintain a professional
relationship with all students, both in and owutside the classmom. Unethizal conduct includes
but is mot limited to:

1. Committing any act of child abuse, including physical and werbal 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 pemmitting harassment of or misconduct toward a student;

A Soliciting, encouraging, or consummating an  inappropriate  writtem, werbal,
electronic, or physical relationship with a student;

8. Fumishing tobacco, alcohol, or illegal’unauthorized drugs to any student; or

T Failing o prevent the use of alcohol or illegal or unauthorized drugs by students
umder the educator's supervision (including but mot limited to at the educator's
residence or any other private setting).

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 imited to:

1. Being on schoaol or Local Unit of Administration (LUAWMschool district premises or at
a school or a LUAMschool district-related activity while under the influence of,
possessing, using, or consuming illegal or unauthorized drugs; and

2 Being on school or LUA/school distict premises or at a school-related activity
involving students while under the influence of, possessing, or consuming akcohol
& school-related activity includes, but is not limited to, amy activity sponsored by the
school or school system (booster clubs, parent-teacher ocrganizations, or any
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activity designed to enhance the school cumiculum ie. Foreign Lamguage frips,
eic).

(i} For the purposes of this standard, an educator shall be considered
“under the nfluence” if the educator exhibits one or more of the
following indicators, including but mot lmied to: slumed speech,
enlarged pupils, bloodshot eyes, general personality changes, lack of
physical coordination, poor motor skills, memory problems,
concentration problems, ete.

(d} Standard 4: Honesty - An educator shall exemplify honesty and integrity in the course of
professional  practice. Unethical conduct includes but is not limited o, falsifying,
misrepresenting, or cmitting:

1. Professional gualifications, criminal hisiory, college or staff development credit
andfor degrees, academic award, and employment hisiony;

2. Information submitted fto federal, state, local school districts amd other
governmental agencies;

3. Information regarding the evaluation of students andlor personnel;

4. Reasons for absences or leaves;

A. Information submitted in the course of an official inguinginvestigation; and
i} Information submitted in the course of professional practice.

(e} Standard 5 Public Funds and Property - An educator entrusted with public funds amd
property shall honor that trust with a high level of honesty, accuracy. and responsibility.
Unethical conduct includes but is not limited fo:

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

A. Using school or school disfrict property withowt the approval of the local board of
education/govemning board or authonzed designes.

(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 fo:

1. Soliciting students or paremts of students, or school or LUASschool district
personnel, to purchase eguipment, supplies, or services from the educator or to
participate in activities that fimancially benefit the educator unless approved by the
local board of education’'goveming board or authorized designes;
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Accepting gifts from vendors or potential vendors for personal use or gain where
there may be the appearance of a conflict of interest;

Tutorimg students assigned to the educator for remuneration unless approved by
thie local board of education/goveming board or authorized designee; and

Coaching, instructing, promoting athletic camps, summer leagues, eic. that
involves students im an educator's school system and from whom the educator
receives remuneration unless approved by the local board of education/goveming
board or authorized designee. These types of activities must be in compliance with
all rules and regulations of the Georgia High School Association.

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 matenal and other information. Unethical conduct includes but is not imited

to:

4.

Sharing of confidential information conceming student academic and disciplinary
records, health and medical information, family status andior income, and
assessment'testing results unless disclosure is required or permitted by law;

Sharing of confidential information restricted by state or federal law;

Violation of confidentiality agreemenis related to standardized testing including
copying of teaching identified test tems, publishing or distributing test items or
amswers, discussing test items, violating local schoaol system or state directions for
the use of tests or test itemns, etc.; and

\olation of other confidentiality agreements required by state or local palicy.

Standard 8: Required Reports - An educator shall file with the Georgia Professional Standards
Commission reporis of 8 breach of one or more of the standards in the Code of Ethics for
Educators, child abuse (O.C.G.A §18-7-5), or any other required report. Unethical conduct
includes but is not limited to:

1.

Failure toc report all requested information om documents required by the
Commission when applying for or renewing any certificate with the Commission;

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 kmowledge as socon as
possible but no later than ninety (20) days from the date the educator became
gware of an alleged breach unless the law or local procedures require reporting
sooner; and

Failure io make a required report of any viclation of state or federal law as soon as
possible but no later tham ninety (80) days from the date the educator became
gware of an alleged breach unless the law or local procedures require reporting
sooner. These meports include but are not limited fo murder, woluntary
manslaughter, aggravated assault, aggravated baftery, kidnapping, any sexual
offense, any sexual exploifation of a minor, any offense inwolving a controlled
substance and amy abuse of a child if an educator has reasonable cause o believe
that a child has been abused.

Standard 8: Professional Conduct - An educator shall demonstrate conduct that follows
generally recognized professional standards and preserves the dignity amd integrty of the
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education profession. Unethical conduct includes but is not limited to a resignation that would
eguate to a breach of contract any conduct that impairs andfor diminishes the certificate
holder's ability o function professionally in his or her employment position; or behavior or
conduct that is detimental to the health, welfare, discipline, or morals of students.

Standard 10: Testing - An educator shall administer state-mandated assessments fairty 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
Reporting.

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 (B0) days from the date the educator
became aware of an alleged breach umless 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 LUAschool district employee, etc. ).

The Commission notifies local and state officials of all disciplinary actions. In addition,
suspensions and revocations are reported to national officials, including the MWASDTEC
Clearinghouse.

Disciplinary Action.

The Georgia Professional Standards Commission is authorized to suspend, revoke, or deny
certificates, to isswe a repimand or waming, or to monitor the educator's conduct and
performance after an investigation is held and notice and opporiunity for a hearing are provided
to the certificate holder. Any of the following grounds shall be considered cause for disciplinary
action against the educator:

1. Unethical conduct as cutlined in The Code of Ethics for Educators, Standards 1-10
{GaP5C Rule 505-8-.01);

2 Disciplinary action against a certificate on grounds consistent with those specified
in the Code of Ethics for Educators, Standards 1-10 (GaP5C Rule 505-6-01)

3 Order from a cowrt of competent jurisdiction or a request from the Department of
Human Resources that the cerificate should be suspended or the application for
certification should be denied for non-payment of child support (O.C.G A, §18-8-
281 and §19-11-0.3);

4. Motification from the Georgia Higher Educsation 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 (0.C.G.A.
£20-3-205);

A Suspension or revocation of any professional license or cerificate;

6. Violation of any other laws and rules applicable to the profession (O.C.G.A. §18-
13-111}); and
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T. Amy other good and sufficient cause that renders an educator unfit for employment
as an educator.

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 educaior designated by the
superintendent/Local Board of Education shall be responsible for assuring that an individual
whose certificate has besn revoked, denied, or suspended is not employed or senving in any
capacity in their district. Both the superintendent and the superniendent’s designee must hold
GaPSC certification. Should the superntendent’s certificate be revoked, suspended, or denied,
the Board of Education shall be responsible for assuring that the superimtendent whose
certificate has been revoked, suspended, or denied is not employed or serving in any capadcity
in their district.

Autherty O.C.G.A. § 20-2-200



DRUG FREE WORKPLACE (GAMA)

The Board of Education declares that the manufacture, distribution, sale or possession of controlled
substances, marijuana and other dangerous drugs in an unlawful manner or being at work under the
influence of alcohol, controlled substances, marijuana or other dangerous drugs is a serious threat to the
public health, safety and welfare. With this in mind, the Board declares that its work force must be
absolutely free of any person who would knowingly manufacture, distribute, sell or possess a controlled
substance, marijuana or a dangerous drug in an unlawful manner. This prohibition specifically includes,
but is not limited to, the unlawful manufacture, distribution, dispensation, possession, or use of a controlled
substance or alcohol in the employee's workplace. This prohibition also includes, but is not limited to, an
employee being under the influence of alcohol or controlled substances while on duty.

Any employee who is convicted for the first time, under the laws of this state, the United States, or any
other state, of any criminal offense involving the manufacture, distribution, sale or possession of a
controlled substance, marijuana or a dangerous drug shall be subject to disciplinary action. At a minimum,
such an employee shall be suspended for a period of not less than two months and shall be required to
complete, at his or her own expense, a drug abuse treatment and education program licensed under Chapter
5 of Title 26 of the Official Code of Georgia and approved by the board. At a maximum, such an employee
may be terminated from his employment with the school system. Any employee who is convicted for a
second or subsequent time under the laws of this state, the United States, or any other state, of any criminal
offense involving the manufacture, distribution, sale or possession of a controlled substance, marijuana or
a dangerous drug shall be terminated from his or her employment and shall be ineligible for employment
for a period of five years from the most recent date of conviction.

If, prior to an arrest for an offense involving a controlled substance, marijuana or a dangerous drug, an
employee notifies the Superintendent or the Superintendent's designee that the employee illegally uses a
controlled substance, marijuana or a dangerous drug and is receiving or agrees to receive treatment under a
drug abuse treatment and education program licensed under Chapter 5 of Title 26 of the Official Code of
Georgia and approved by the Board, the employee shall be entitled to maintain his or her employment for
up to one year as long as the employee follows the treatment plan. During this period, the employee shall
not be separated from employment solely on the basis of the employee's drug dependence, but the
employee's work activities may be restructured if practicable to protect persons or property. No statement
made by an employee to the Superintendent or the Superintendent's designee in order to comply with this
code section shall be admissible in any civil, administrative or criminal proceeding as evidence against the
public employee. The rights granted by this policy shall be available to an employee only once during a
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five year period and are intended to be and shall be interpreted as being the same as those minimum rights
granted pursuant to the Georgia Drug-Free Work Force Act and any subsequent amendments thereof.

As a condition of employment, each employee must abide by the terms of this policy and must notify the
Board within five days after any arrest on any drug-related criminal charge and further notify the Board
within five days of any conviction of a drug-related offense.

A copy of this policy shall be disseminated to all employees either directly or through employee
handbooks.

The Board of Education shall not consider for employment any applicant who has been convicted for the
first time of any drug offense as described above for a three month period from the date of conviction nor
shall the Board of Education consider any applicant for employment who has been convicted for the
second time of any drug offense as described above for a five year period from the most recent date of
conviction.

For purposes of this policy, "conviction™ refers to any final conviction in a court of competent jurisdiction,
specifically including acceptance of a plea of guilty, nolo contendere, or any plea entered under the First
Offenders Act of Georgia or any comparable state or federal legislation.

No certified employee or employee with a contract for a definite term shall be subject to suspension or
termination pursuant to this policy except in compliance with the provisions of the Fair Dismissal Act of
Georgia, Official Code of Georgia Annotated 88 20-2-940 through 947. This policy is not intended and
shall not be interpreted as prohibiting the school system from taking appropriate disciplinary action against
any employee where there exists evidence that an employee uses, distributes or sells illegal drugs even
though the employee has not been convicted of any criminal offense or where there exists evidence that an
employee is under the influence of alcohol while on duty, except that the school system may not use the
statement of any employee to the Superintendent requesting treatment as described in this policy.

The school district shall provide such staff development as required by state or federal law to inform
employees of the dangers of drug abuse, the availability of employee assistance and drug counseling and
treatment and the terms of this policy.
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SUMTER COUNTY
SCHOOLS

| have received and reviewed the Sumter County Schools
Drug-Free Workplace policy.

Name

Date

Check: Location: Position:

Central Office School Administrator
Sumter Primary Office Staff

Sumter Elementary Transportation

Sumter Intermediate Food Service -

Sumter Middle - Maintenance -

Sumter High School - Grounds -

IGNITE - Custodial -
Substitute Teacher

Other (Specify)
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EMPLOYEE LEAVES AND ABSENCES (GARH)

Accrual of Sick Leave and Absence for Medical and Related Reasons

Employees will be entitled to annual sick leave with pay to be accrued at the rate of one and one-quarter
days for each completed working month. All unused sick leave shall be accumulated from one school year
to the next up to a maximum of forty-five (45) days. Certified employees and bus drivers are entitled to
transfer up to forty-five (45) days of accumulated leave from one school system in the state of Georgia to
another. If an employee needs to utilize unearned sick leave, advance leave may be granted. The advance
leave shall not exceed the number of days the employee would accumulate through the end of the school
year. If an employee fails for any reason to complete a school year, sick leave used but not yet earned will
be deducted from the employee’s final check.

The leave provided for under this policy is available only for personal illness, injury or exposure to
contagious diseases, or for absences necessitated by illness or death in the employee’s immediate family.

For any absence in which sick leave is used, the Superintendent shall have the right to require a physician’s
certificate stating that the employee is ill and is unable to perform his or her duties.

For the purposes of this policy, members of the immediate family are defined as spouse, children, father,
mother, brother, sister, grandparents, or in-law equivalents of the above or other relatives living in the
household.

Personal and Professional Leave

Three (3) days of any accumulated sick leave may be utilized during each school year for personal or
professional reasons provided prior approval of the absence is given by the Superintendent or authorized
representative and provided the presence of the employee requesting absence is not essential for effective
school operation. Personal and professional leave will not be granted during in-service days or on the day
before or day after holidays. Emergency requests for personal and professional leave may be granted at the
discretion of the Superintendent or his or her authorized representative.

Employees are not required to disclose the purpose for which such absence is sought but may be required

to state whether the absence is for “personal” or “professional” reasons.
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Observance of Religious Holidays

Employees may use personal and professional leave for the observance of recognized religious holidays. If
an employee desires to take leave for the observance of recognized religious holidays in excess of the days
allowed for personal or professional leave, the employee may take unpaid leave for such purposes provided
that such leave is not excessive and does not interfere with fulfilling the obligations of his or her job.

Jury and Witness Leave

Each person employed by the Sumter County School System shall be allowed leave with pay for the
purposes of serving as a juror in any court or when subpoenaed to testify in a case arising out of the
individual’s duties as an employee. Jury and/or witness leave shall not be deducted from an individual’s
accumulated personal, professional, or sick leave. No employee utilizing jury or witness leave shall be
required to pay the cost of employing a substitute teacher to serve during his or her absence for jury or
witness leave. Employees who serve on juries or who are subpoenaed to testify in cases arising out of their
duties as employees must remit to the Board of Education any jury/witness pay they receive.

Military Leave

All employees of the Board of Education are entitled to paid leave not to exceed eighteen days in any one
federal fiscal year for the purpose of complying with ordered military duty with the armed forces of the
United States or State of Georgia, including duty as a voluntary member of the National Guard or any
reserve component of the United States or State of Georgia. In the event the Governor declares an
emergency that results in an employee being ordered to military duty as a member of the National Guard,
the employee is entitled to leave not exceeding thirty days in any one federal fiscal year. Employees who
have military commitments shall inform the Superintendent or designee annually and shall cooperate to the
extent possible in scheduling such leave so as to minimize the disruption in those employees' duties and the

mission of the Board of Education.
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Disclaimer
To the extent that any provision in this policy conflicts with or is superseded by the Family and Medical

Leave Act (“FMLA”), the regulations promulgated there under, or any other state or federal law, the

provisions of the applicable law or its regulations or other law, as the case may be, shall control.
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VACATION FOR 12-MONTH EMPLOYEES

All twelve month employees entering our system will receive two weeks vacation. Vacation will
be earned at a rate of .83333 day per month for the first calendar year of employment. That

1St

rate will continue each month until the employee reaches first July 1°" after a year of

employment. On July 15 the employee will earn 10 days of vacation.

Example: An employee that is hired November 1, 2005 would accrue .83333 for each month
until July 1, 2007. A total of 19 months with accrued or used vacation of 15.83 days. At
that the employee would no longer accrue days but would receive 10 days vacation beginning

each July 1,

Employees may accrue a maximum of thirty days of vacation. No vacation can be earned beyond
thirty days.

Vacation schedules for eligible employees are to be approved by the employee’s immediate
supervisor. Employees should try to plan vacation during the vacation season.

ATTENDANCE

As an educator, it is important to offer a seamless uninterrupted education to our students. A teacher's
presence in the classroom is vital in receiving an effective education.
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SUBSTITUTE TEACHERS

All substitutes teachers must complete State-mandated training (part of the training is waived if the
substitute has a valid teaching or paraprofessional certificate), submit to a background check and be
approved by the Board of Education before being used as a substitute. A list of approved substitute
teachers is compiled by the central office and is forwarded to the principals. Long term substitutes
approved by the board will be added to the sub list automatically. Board Policy requires that Substitute
teachers be selected from the approved list (Click here to view Board Policy GBRJ ). Preference may be
given to those with certification and/or proven experience. Principals are responsible for seeing that
substitute teachers are contacted. The teacher should leave detailed plans for instruction and other duties so
that the substitute can be most effective. It is recommended that each teacher have an emergency substitute
file in the office with general lesson plans, seating chart(s), bell schedule(s), duty assignments, and a list of
classroom rules and procedures along with procedures for reporting problems

ARRANGEMENTS FOR SUBSTITUTES

Due tqdcirbclumstances such as illness or personal crisis, sometimes being out of the classroom is
unavoidable.

Substitute teachers, bus drivers and other personnel will be hired in accordance with state laws and
Georgia Department of Education regulations.

Employees should contact his/her immediate supervisor for department level procedures.

Classroom teachers must maintain appropriate emergency plans to be utilized by substitute teachers in the
event of an unplanned absence.
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BENEFITS
Health, Life, Dental and Other Benefits

The Sumter County School Benefits Department is committed to quality customer service and
professionalism. We will strive to keep you updated with the latest payroll/benefits news via our website,
as well as sending out pertinent emails for any payroll and benefit changes. Please feel free to call us if
you have any questions, concerns, or needs.

For new employees, benefits will begin the first day of the month following your first paycheck. Example:
First paycheck issued on July 31st, benefits begin on August 1st.

**For Benefits Information on Ameritas Dental and Vision go to: employeenavigator.com. .

Blue Cross and Blue Shield of Georgia
www.Anthem.com
1-855-641-4862 8am-8pm ET Monday- Friday

Wellness- Sharecare
www.BeWellISHBP.com
1-888-616-6411 8am-8pm ET Monday- Friday

Pharmacy - CVS Caremark

1-844-345-3241 24 hours a day/ 7 days a week
Pharmacy Help Desk

1-800-364-6331

SHBP Call Center- To declare any QUALIFYING event ( marriage, birth, divorce, loss of coverage for
spouse/kids) -31 days of Qualifying Event

www.shbp.georgia.gov

1-800-610-1863 8:30am-5pm ET Monday- Friday

Centers for Medicare and Medicaid
www.medicare.gov
1-800-633-4227 24 hours a day/ 7 days a week

TRICARE
www.asicorporation.com/ga_shbp
1-866-637-9911

Federal law has changed and now allows the Peachcare for Kids program to enroll children of members
covered under SHBP.

Peachcare for Kids
www.peachcare.org

1-877-427-3224
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PAYROLL FAQ

When do | get paid?

e Pay day is the last working day of the month.
e The holiday seasons such as Thanksgiving and Christmas will allow for early checks. This
exception pay day will be announced prior to the holiday.

Does the Sumter County School System participate in Social Security?

e Yes, Sumter County School System participates in Social Security. Employee contributions are
7.65%.

When will | receive my first paycheck?

e If you are transferring here in a 190 day position and will receive a final pay in August from a
prior system, you will receive your first check in Sumter County September 30"

e If you are from another state or a first year employee, your annual salary will be divided by 13
months to receive your first check August 31%.

Where do | pick up my check?

e Checks may be picked up at the location where you work.

e Direct deposit is available and your check stub may also be picked up at your school on pay
day.

e Checks will be mailed during summer break.

e Please be sure to keep updated address information with the payroll department.

When will | receive my last check for the school year?

e If you work through the last date of your contract, the chart below will show the last pay.
o 10 month employees last pay — 8/31
o 11 month employee last pay — 7/31
o 12 month employee last pay — 6/30
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PROFESSIONAL DRESS CODE

FOR ALL ADMINISTRATORS, TEACHERS,
AND STAFF OF SUMTER COUNTY SCHOOLS

Professionals are expected to dress equal or above the requirements for students in the school board-
adopted Sumter County Schools' Dress Code.

All employees are expected to DRESS PROFESSIONALLY. The following are not to be considered as
professional attire:

e Denim fabric for pants or skirt

e Skirts above the knee

e Un-hemmed pants or skirts

e Pants or skirts that drag the floor

e Cargo pants

e Low cut or revealing garments

e Tops that reveal the person's mid section when hand are raised
e Crew neck banded tee shirts

e Tank tops

e Sleeveless tops without a cover

e Capri pants that are above middle shin
e Tight fitting clothes

e Flipflops or bedroom slippers

e Sneakers unless medical necessity
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EMPLOYEE TOBACCO USE (GAN)
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substance, being under tna infiluaace of any zontrelled dren, narcens sUBSEEAce, o Bhy FBiAd .
alering subxlance nroinfaxicant (llecal cr lega’), soacficaily Including any produc. wikh
cannazidiar (TR wheather kemp ar cannabis ehd megardlzss o1 Lhe amounl o! THEC in the
arsdnct o 03 extens towhich 1t s l2gzl o0 lliega: chdar stala o,

Sooeol distrct amgloyaes whe violake this palicy may b8 subdec: to appropriats disc ol reey
act.a, up lovand ircluding t2rmingtion.

Tobacco Producks and Tobacce Usa

Toaacco products are dodincd 2 -nclute cigarettes, cendy cigarsttas, cagwing tabacco,
Bruats, biunt wraps, pro-wrazpas Blont cones & bbes, cigars, cigarillos, bidis, pipoes, o-
cigaroitos, vaping prodocks cigarette packages o smakeless tobacco cortalnens, lighlers,
ach traws, kay chaing, S-shirts, cofes mugs, and ary oher toms conloining or reczanakbly
recemnbling tobacso or tabacco products, Tebaces use neludes smaking, cheawing,
dipping, use clactronic nlzotine delivony systems ar other combesthle toracoe products,

Echool Graunds and Property

Scheo: grouncs end prope =y mears and incudes lancd, school Tacililics and schoos wehiclas
used far L2 provizion of acedemuc, extracl rricalar programes and cdministaiion by the
diztrick. Schagl graunds include o eycrounds and recreaticrns: claces. School grourds ircluds
that porticn of land, school facllizics and cther taciities owned by mueniciaatitizs, privace
antities or other Indlv duals during thesa fimes when the schoo dizstrict hes excldsive s of
a portion of sy tand, school fadlities, or atar fecilloes for the prow cion ol exleacorric alar
Preed carms.

Time of Day
TAny time" o "al &l Lrnes" neens doring normal scnaal and non-sckoal hours - 24 hotrs
o clay, ? days pur wesk,



Signage

Signs peclarng @l aschaal grounds and o-sperty as tocbhacos-Tree wili e osted in all schoc
buElGings and wehicles, Signs will be posced at il vehicalar eatrarecs Lo sehoal wroanos and
Eusflcling entrances, arel In al indoos and culdesr atalatic Faciities.

Enforcament for Students

Corsaquences for studsnkts ancsaiig iin Zhee prohlizited behawvios wWill be prowv:oded 1n
azoodance with the school's belhavior marezgenen: plar:, Sldcchnie wias violale the school
districts tabacco s policy will e referred e the pordance counsator, schice] niarsa, or clher
nealth ar csuns=ling services for all oihziees for seozaning, inlormmalise:, cagrsaing @
referaal, Al sadenl violalors will Fave aoosss 2 8n glbernstive o Suspensicn (ATS:
sreygram. T- ATS prodram il provide ap-to-cdate aformsticon on the many conssquences
a® tabacco use, ofer techniques that students can wuse to =tap tebkacco use &F =choa:, 3.4
arswide referrals o lacal vwouth tebacca coessatlen arsgrasns. Faranl=sgue rdians will aa
aotifled of all viclattans ans actlars Lakan by e schaal. Schaal may /.0 nsae comnuriby
Somdlcs 25 pact of tha cansequences. Siszsrs on will pnly ke nsad after a stugere has
savaral prior vislalicons or refused b aarkicipsre in orker ol tlined measeras,

Enfarcement Fo+ Staff and visitors

Cons=quences for employeess who viclate tho tobacca wse policy wil. be in accarduanca wilkh
rersannned policies and may Include we-bal warnire . w-iltea rearirmand, o- kerminstion.
WISITOrS Using todacco praducls will bae asked o mefrein wh le on school property o l2ave ihe
pramises. [T they reluse, law anforcemant officars widl be contacked to escart the porsan of®
L& prenizes or cite b2 garson for srespassifig 0 Case the porson noiuses o leawve Lhe
schon] groperty, 1IN Ehe case of a wvizlatuan wthinn ke boilding ol a schoo | fhe pe=an is in
wiclatiol of the Cecrgla Smoko-free Air acl al 200% [0.C.5.4,. 31-"2a3- at =ec.b ard the
fedaral Pro-Childlsan's Act JTILe ¥ of Pablic Lew 103-227)1 and subjrdt to 5 fine. Sigrage wiil
e arormlranily postad in all visitors' areas and sokoos staf and off Ciais will cammanicaes
pulicy Eo wizitars apan arrival a1d infreci-ons.

Enforcement at Outdoor School Sponsaorsd Evenks aon Campus Grounds

Al autcloor scheol sponccrmd events on compus (au. Athlatic everts, “neetings o Rircoiohs
by cammunily arceps conling schoal prazerbyy muesk be tobacoe free, This poicy must be
clogirky sicked im all contractks, correspondence and verkal and weltten anhednoermaenls Lo all
atiandees and contraciars.

Enforcement at School Sponsorad Events OFF Campus

Ail indsor arc sutcdoaoar seoaaal sponso-ad events off campls i vanLes (22X reriec arenss,
stadloms, halis, theckers] must 92 tohaczo firee, This policy nust be clearly stazed in ali
contracs, corrsspoadencs snd verbal and wrltten ancsLassraeals w2l atondees and
coantraciars,

Qpportunities for Cescation

T echminii=lralion will id=rlilfy arg ofer programs and services Tor students who are seady
o guic lobacoa usae. The administraticr will Identlfy and offer arocrams 2and samnsloes “ar
sciienl slalf whio ase tobacco products to sunport thorm In complying wilk Tha paticy [Eak
prhibits tobkacco use on schoo® grounds arnd oarirng schaoal- relsked avants and Assisting
tlhose sia wha are roady o quit =making ar ather tahacoo usa,

Prevention Educatian
The arminist-Aar on wi | id=1tify eragrame of opporlunilies lor studsris (inside andfor
piikside of the classroocnt) to galn a geeater understanc:ng of tna hez'th hararss sftohecco

14
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use and the impack of tebacco uss &s it elgtes o prowiding a safe, ciderly, Slean a7d
inviting school 2nvironment.

Proceduras for Impliemantation

Tho pelioy wol gainla e Tec, sLpusl 71, 2314, Taz rdminst-atian will develnn a plan far
zormmurdcgting Lhe polioy thak wit inclnse formekion in stunens and ermplayves handbocl:s.
announrermants &0 soaool-spoensored or school-related ovents, ans apperoprlata sIQRegc [as
mentionad abovay i builldngs anz arcund cammous, Othar reocthads wil, be wlantlfled var
nabfying studerts, emeolayoas 390 sarerls aboul Lhes policy. &0 en‘orecement plan, which
dantfles corsaddences Tor sludenls, sk end visitors who vislate the policy, will be creatad
and carmmuricated to all skudsrts, sta and parants.

Enforcameant Polley

Enfarcamant policlas for students:

1% Offensa: TabrRoon Fducation/Miternative to Suspension courss is mandatosy; parcnt
nakiffcation

2 Offenzol Tabiesd Educationfslbernative to Susaansion ceurss is mardaiosy; parent
YotiFcatian

31 Offanze:  Taree-day suspenson; parent rozlficaton
40 Dfense: Aadminislrelor's diseration

Enforcament for stafi: Shoyld oy the s2hoo “s persoanel requiztlars as with any
cthei persanned policy.

Enforcement for ¥lslters: Connmuaniceie, Cornminiceie ano Smmunicgbe:

Sumter County Schoois o Date Adoprec: «f_1/2023
Lasi Revlsed: 7rx1/200%



CHILD ABUSE OR NEGLECT (JGI)

All employees of the Sumter County Board of Education, as well as persons who attend to a child pursuant
to their duties as a volunteer for the school system, who have reason or cause to believe that suspected
child abuse has occurred shall notify the principal or the school system's designee, who shall report such
abuse immediately, but in no case later than 24 hours from the time there is reasonable cause to believe
that suspected child abuse has occurred, in accordance with Georgia law and the protocol for handling
child abuse cases for Sumter County, Georgia.

Under no circumstances shall the principal or designee to whom a report of child abuse has been made
exercise any control, restraint, modification or make other change to the information provided by a
mandated reporter, although the reporter may be consulted prior to the making of a report and may provide
any additional, relevant and necessary information when making the report.
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STUDENT RECORDS (JR)

It is the policy of the Sumter County Board of Education that the School District shall comply with the
requirements of the Family Educational Rights and Privacy Act (FERPA) and the Student Data Privacy,
Accessibility, and Transparency Act of Georgia (the Act). For the purposes of this policy, a “parent” is
defined as a natural parent, a guardian, or an individual acting as a parent in the absence of a parent or
guardian. An “eligible student” is defined as a student who has reached 18 years of age or is attending an
institution of postsecondary education.

The Superintendent shall implement procedures whereby every principal is directed to develop a means to
notify, on an annual basis, parents and eligible students, including parents or eligible students who are
disabled or who have a primary or home language other than English, of their rights under the FERPA and
the Act, either through a student handbook distributed to each student in the school or by any means that
are reasonably likely to inform them of their rights. Generally, a parent or eligible student will be permitted
to obtain a copy of the student’s education records upon reasonable notice and payment of reasonable
copying costs.

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA)

Confidentiality of student records shall be preserved while access is provided to parents, eligible students,
and school officials with legitimate educational interests, as described in the annual parent notice.

With the exception of directory information as defined below, personally identifiable information will not
be released by the school district from an education record without prior written consent of the parent or
eligible student, except to the extent authorized by the FERPA and its implementing regulations at 34
C.F.R. §99.31.

The Board of Education designates the following information as "directory information." Unless a parent
or eligible student makes a timely request to the principal of the school where the student is enrolled that
such information not be designated as directory information for the individual student, such information
will not be considered confidential and may be disclosed upon request.

Directory information as follows:
(a) Student’s name, address and telephone number;
(b) Student’s date and place of birth;
(c) Student’s e-mail address;
(d) Student’s participation in official school activities and sports;
(e) Weight and height of members of an athletic team;
(f) Dates of attendance at schools within the district;
(g) Honors and awards received during the time enrolled in district schools;
(h) Photograph; and
(i) Grade level.
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PROFESSIONAL QUALIFICATIONS
PARENTS RIGHT-TO KNOW

Parents Right to Know
By law, LEAs are required to notify parents that they may request information regarding the teacher’s or the
paraprofessional’s professional qualifications, including the following:
e Whether the teacher/paraprofessional has met the Georgia Professional Standards Commission certification
requirements for the grade level and subject area(s) in which the teacher provides instruction;

o Whether the teacher is teaching under an emergency or other provisional status through which Georgia
qualifications or certification criteria have been waived;

e The college major and any graduate certification or degree held by the teacher;
o Whether or not the student is provided services by paraprofessional; and if so, their qualifications.

The District will:

o Notify parents in a format that is understandable and will ensure that all parents have the opportunity to
receive the information. To the extent practicable, the notification should be provided in a language that
parents may understand. This may include, but is not limited to a LEA or school handbook, a letter mailed
home, inclusion in a newsletter, posting on a website, and/ or a school-wide email.

e Ensure the notification or document that contains the notification must include the principal’s contact
information, the school or LEA name, the date/ month and year of notification.

e Maintain records that document the dissemination of the Parents Right to Know in multiple forms to
the parents of all students.

Procedures for Professional Qualifications (PQ)
With the reauthorization of ESEA/NCLB as ESEA/ESSA, highly qualified requirements that existed under NCLB
have been replaced with the professional qualifications required for ESEA/ESSA.

The District continues to hire teachers with demonstrated content area expertise (certification, major or coursework,
assessments) in the fields in which they are assigned. In FY18, the State will begin reporting:

e Inexperienced teachers, principals and other school leaders,

e Teachers teaching with emergency or provisional credentials,

e Teachers who are not teaching in the subject or field for which the teacher is certified or licensed
(ESEA/ESSA Sec. 1111(h)(1)&(5)).

The Title | office, along with Human Resources, will maintain a list that includes the status of all Title I paid staff. In

Sumter County School System, all staff paid from Title | funds must be professionally qualified (PQ).

Procedures for Parent Notification of Non-PQ
Principals will adhere to parent notification requirements for non-PQ staff. Copies of the parent letters will be given
to the Family Engagement Coordinator. A copy will also be sent to the Title I office.
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PURCHASING/HANDLING SCHOOL FUNDS/SOLICITATION (JKB)

The Board of Education must approve all fund-raising activities to be conducted by students. The
Superintendent is authorized to promulgate rules guiding approval of fund-raisers.

Neither commercial interest nor charitable organizations which have not received approval from the school
principal for the fund-raising in question may use students to advertise, solicit funds, or sell any article or
subscription.

The Sumter County Board of Education believes that certain activities conducted for the purposes of
raising funds by school children, including, but not limited to, games of chance and lotteries, are
inappropriate and, therefore, prohibits such activities.

Students shall not participate in any fund-raising activity which involves them in selling or distributing
merchandise of any kind or soliciting contributions, pledges or orders from door-to-door.
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WORKER'S COMPENSATION

Workers’ compensation is an accident insurance program paid by your employer which may provide you
with medical, rehabilitation and income benefits if you are injured on the job. These benefits are provided
to help you return to work. It also provides benefits to your dependents if you die as a result of a job
related injury.

Coverage begins from the first day on your job.
You should report any accident occurring on the job to your supervisor immediately. Each

school/department has a Workers' compensation designee in the office assigned to assist injured employees
in the proper reporting procedure. If you wait longer than 30 days, you may lose your benefits.
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SUMTER COUNTY
SCHOOLS

Workers’ Compensation Procedure

Important! Failure to comply with the following procedure when an on-the-job injury occurs may prevent an injured worker

from receiving benefits.

1. When an employee/contracted laborer is injured at work, he/she must immediately report the injury to his/her

supervisor or to the school nurse.

Should an injury require medical treatment, he/she must select a physician from the list below. Please note this list is
subject to change so consult your supervisor to ensure you select a panel physician. An Official Notice is posted in the
administrative office of your building.

The injured employee/contracted laborer is required to undergo an Alcohol/Drug Screening when receiving initial
treatment by a panel physician.

In case of any emergency, the supervisor or nurse should seek emergency treatment for the injured worker from the
nearest hospital or clinic. Any follow-up care must be provided by a panel physician. Failure to do so could jeopardize
payment of your medical bills under workers’ compensation law, and the injured worker may be personally liable for
payment of unauthorized medical treatment.

After the employee/contracted laborer has been treated for his or her injury an appointment with the
Superintendent of Schools will be scheduled to discuss the work related accident.

Phoebe Sumter Family & Sports Medicine Associates

After Hours Care of Americus

Regional Eye Center

South Georgia Medical Service

Crisp Regional Convenient Care

MSA-Musculoskeletal Associates

Hughston Clinic

Orthopedic Associates

Employee / Contract Labor Statement

902 East Jefferson Street
Americus, Georgia 31709

208-A East Lamar Street
Americus, Georgia 31709

1119 East Lamar Street
Americus, Georgia 31709

199-A Southland Road
Americus, Georgia 31709

216 Hospital Drive
Cordele, Georgia 31015

316 16th Avenue East
Cordele, Georgia 31015

117 Oakland Parkway
Leesburg, Georgia 31763

619 Pointe North Blvd.
Albany, Georgia 31721

229-924-2383

229-928-1300

229-924-4022

229-931-7395

229-276-2000

229-273-1730

229-483-0055

229-883-4707

| have read and understand the above procedures to be followed for injuries sustained on the job.

Printed Name:

Date:

Signature:
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Official Notice

{This notice must be posted in a conspicuous place readily accessible to the employee at all times.)

OFFICIAL NOTICE

This business operates under the Georgia Workers' Compensation Law,

WORKERS MUST REPORT ALL ACCIDENTS IMMEDIATELY TO THE EMPLOYER BY
ADVISING THE EMPLOYER PERSONALLY, AN AGENT, REPRESENTATIVE, BOSS,
SUPERVISOR, OR FOREMAN.

H a worker is injured at work, the employer shall pay medical and rehabilitation expenses within the limits of the law.
In some cases the employer will also pay a part of the worker's lost wages.

Work injuries and occupational diseases should be reported in writing whenever possible. The worker may lose the
right to receive compensation if an accident is not reported within 30 days (see O.C.G.A. § 34-9-80).

The employer will supply free of charge, upon request, a form for reporting accidents and will also furnish, free of
charge, information about workers' compensation. The employer will also furnish to the employee, upon request, capies
of board forms on file with the employer pertaining to an employee's claim.

A worker injured on the job must select a doctor from the list below. The minimum panel shall consist of at least six
physicians, including an orthopedic surgeon with no more than two physicians from industrial clinics {see 0.C.G.A. §
34-9-201). Further, this panel shall include one minority physician, whenever feasible. {See Rule 201 for definition of
minority physician). The Board may grant exceptions to the required size of the panel where it is demonstrated that
more than four physicians are not reasonably accessible. One change to another doctor from the list may be made
without permission. Further changes require the permission of the employer or the State Board of Workers'

Compensation.
State Board of Workers' Compensation
270 Peachtree Street, N.W.
Atlanta, Georgia 30303-1299
404-656-3818
or 1-800-533-0682
hitp://www,sbwe.georgia.gov
SUMTER CO BOE -
1/2021

Phoebe Sumter Family and Sports Medigine Associates 922 E Jaffarson St 229.924.2383
(Family Medlcine) Americus, GA 31709
CareConnect Family Practice - Americus 205 Rees St 229.928.4755
{Family Practice) Amariclis, GA 31708
After Hours Care of Americus 208-A E Lamar St 229.928.,1300
{After Hours Only) Americus, GA 31709
Reglonal Eye Center 1119 E Lamar St 229.924.4022
(Ophthalmology) Americus, GA 31709
Hughston Clinic 117 Qakland Pkwy 229.483.0055
Johin | Waldrep, MD (Orthopedic Surgery) l.eesburg, GA 31763
James E. McGrory, MD (Orthopedic Surgery)
Robart Sumner Pilcher, MD (Orthapedic Surgery)
QOrthopaedic Associates 619 Pointe N Blvd 229.883.4707
Paul Anton Michas (Orthopedic Surgery) Albany, GA 31721
Thomas M Darden, Jr (Orthopedic Surgery)
Malissa Lawrence, DO (Onthopedic Surgery)
MSA - Musculoskelatal Assoclates 316 16th Ave E 229.273.1730
T. Scolt McGee (Orthopedic Surgery) Cordele, GA 31015

Bobby Prince, MD (Orthopedic Surgsry)
Henry Harrls Barnard, M.D. (Orthopedic Surgery)
Michasl Anthony Davis, M.D. (Orthopedic Surgary)

{Additional doctors may be added on a separéte sheet) -
The insurance company providing coverage for this business under the Workers' Compensation Law is:

GEWCT
Administered by: Georgia Administrative 1775 Spectrum Drive, Suite 100 Lawrenceville, GA 30043 - Phone:
800/421-0710 Fax: 770/963-5754

IF YOU HAVE QUESTIONS PLEASE CONTACT THE STATE BOAHD OF WORKERS' COMPENSATION AT 404-656-3818 OR 1-800-533-0682 OR VISIT

http:iwww.sbwe.georgla.gov
Wiiltully making a false statemant for the purpose of obtalning or denying benefits Is & crime subject to penalties of up to $10,000.00 per viclation (0.C.G.A. §34-8-18

and §34-9-18),

WC-P1 (7/2008)
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SUMTER COUNTY BOARD OF EDUCATION
Accident/Injury Report

Please fully complete this report. Be aware that all reports of work-related injury or illness will be investigated,
and that any fraudulent reports/claims will be prosecuted to the fullest extent of the law.

TODAY'S DATE EMPLOYEE NAME
SS# DATE OF BIRTH / / AGE SEX
TELEPHONE# ADDRESS ( give street address)

NAME & TELEPHONE OF NEAREST FRIEND/ RELATIVE

WHO IS YOUR PERSONAL/FAMILY PHYSICIAN?

SCHOOL OR LOCATION WHERE ACCIDENT OCCURRED

DATE OF INJURY / / HOUR OF DAY DAY OF WEEK

IF THE DATE OF INJURY IS DIFFERENT FROM TODAY'S, EXPLAIN WHY INCIDENT IS BEING REPORTED
LATE

DID YOU TELL YOUR SUPERVISOR? SUPERVISOR'S NAME?

WERE THERE ANY WITNESSES? IF YES, PLEASE LIST THEM

DID YOU CONTINUE TO WORK?

DESCRIBE FULLY HOW ACCIDENT OCCURRED, NAMING THE MACHINE, TOOL OR THING CAUSING THE
INJURY, AND STATE WHAT YOU WERE DOING WHEN INJURED:

LOCATION ON BODY OF INJURY. (DESCRIBE FULLY THE EXACT LOCATION OF INJURY, RIGHT OR
LEFT, ETC.)

WERE GUARDS AND/OR SPECIAL SAFETY EQUIPMENT REQUIRED FOR JOB YOU WERE
PERFORMING? WERE THEY IN PLACE AT TIME OF ACCIDENT? IF NO, PLEASE EXPLAIN

IF YES, PROVIDE DETAILS

HAVE YOU EVER HAD A SIMILAR PAIN OR INJURY BEFORE? IF YES, PLESE LIST DETAILS

WAS IT DUE TO AN ON-THE-JOB INJURY?
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PLEASE TELL US IF YOU THINK THERE IS ANYTHING THAT COULD BE DONE TO PREVENT THIS
ACCIDENT/INJURY FROM HAPPENING AGAIN

DO YOU FEEL YOU RECEIVED APPROPRIATE SAFETY TRAININNG FOR THE JOB YOU WERE ON WHEN
THIS INJURY OCCURRED?

My signature below indicates that | have completed this accident/injury report in my own handwriting, or if
unable to do so, the responses filled out by my employer have been reviewed with me, and that everything

contained in this report is accurate and true.

EMPLOYEE SIGNATURE DATE

EMPLOYER SIGNATURE DATE

*hkkkhkhhkkhkkkhkhkhhkhkhkkhkhhkhkhkhkhkkhkhhkhkhkkhhhkhhkhkhhhhhkhkhhhhhhkhkhihhkhkhhrhkhkhhhhhhkhhhhhhhkhhrhkhkhhhrikhkhkhhihhkhkhkkhiihkkiikx

SCHOOL/DEPARTMENT OFFICE USE ONLY
WAS FIRST AIDE APPLIED AT SCHOOL OR LOCATION? YES () NO ()
DID EMPLOYEE SEEK MEDICAL ATTENTION? YES () NO( )
IF YES, NAME OF PHYSICIAN OR HOSPITAL
HAS INJURED RETURNED TO WORK? YES () NO () IF YES, DATE HOUR

AAKKAKAXKAKRAAAKRAA R AAKAARAKA R AXAAARAXAAARAAAAA XA KR AXAAAAAKRAXAAAAAAAAXAARAIAAAAARAAA AR AdrrAhdhrdhddhdrriridihiiiixixd

CENTRAL OFFICE USE ONLY

SALARY ACCIDENT CAUSE
HIRE DATE INJURY TYPE
CLAIM STATUS BODY LOCATION

REVISED 09/10/2015
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SUMTER COUNTY
SCHOOLS

REFUSAL OF DOCTOR’S CARE

I, , hereby state that on
Please print name Date

I, (Describe accident / injury)

I have reported an injury, have reviewed the Employee Handbook pertaining to the treatment by one of our WC
panel physicians, have been offered medical treatment, but have refused that medical treatment. | understand
that in the future if | seek medical treatment, it will be necessary for me to follow the procedures set out in the
Employee Handbook pertaining to treatment by one of our WC panel physicians.

I further understand that | am required to undergo a post accident drug/alcohol test at the time of the reporting
of the above incident.

I missed less than 4 hours from work. Yes ( ) No ()

I returned to regular work on
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SUMTER COUNTY

SCHOOLS
ATTENDING PHYSICIAN'S REPORT
Employee Name SS#
Physician Date

I hereby request medical treatment and authorize the physician(s) to release to my employer or its representatives, all information,
opinions, conclusions found as a result of his/her evaluation and/or treatment of my injury.

Employee Signature Date

Instructions to attending physician: Please complete this form and return to employee. Note that we have extensive modified duty
available. Be sure to give us any specific limitations our employee may have, and we will gladly accommodate.

Diagnosis:

Treatment:

Recheck?

Please note that if employee needs referral to a specialist, you must contact our office prior to any referrals.
Work Status Report
Regular duty / no restrictions
Modified duty / as below (duration: __ days)

No work (duration: __ days) **Please call our office to discuss the availability of modified duty prior to placing
anyone on a "No work™ restriction.
Modified duty restrictions:
No climbing No pushing or pulling
No standing/walking No reaching above shoulders
No bending/stooping No operating heavy machinery
No liftingover _ pounds

Other restrictions:

Physician Signature Date

Sumter County Schools Underwriter: GEWCT

Attn: Human Resources Georgia Administrative

100 Learning Lane 1775 Spectru Drive, Suite 100
Americus, GA 31719 Lawrenceville, GA 30043
229-931-8500 800-421-0710 FAX 770-963-5754
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INTERNET ACCEPTABLE USE/E-MAIL/VOICE
MAIL/SOCIAL NETWORKING

Internet Safety

The Superintendent, Administrators and/or other appropriate personnel, with respect to any computers belonging
to the Sumter County School System and having access to the Internet shall:

Insure that a qualifying "technology protection measure”, as that term is defined in section 1703 (b)(1) of
the Children's Internet Protection Act of 2000, is installed and in continuous operation; and

Institute, maintain and enforce procedures or guidelines which provide for monitoring the online activities
of users and the use of the chosen technology protection measure to prevent access to visual depictions
that are (i) obscene, (ii) child pornography, or (iii) "harmful to minors", as that term is defined in section
1721(c) of the Children's Internet Protection Act of 2000.

The Superintendent, Administrators and/or other appropriate personnel shall, with respect to access to the Internet
by or through computers, networks or other devices belonging to the Sumter County School System, institute,
maintain and enforce procedures or guidelines which:

Provide for monitoring the online activities of users to limit, to the extent practicable, access by minors to
inappropriate matter on the Internet and the World Wide Web;

Are designed to promote the safety and security of minors when using electronic mail, and other forms of
direct electronic communications;

Are designed to prevent unauthorized access, including so-called "hacking", and other unauthorized
activities by minors online;

Are designed to prevent the unauthorized disclosure, use, and dissemination of personal identification
information regarding minors; and

Avre designed to restrict minors' access to materials "harmful to minors", as that term is defined in section
1721(c) of the Children's Internet Protection Act of 2000.

Are designed to ensure that students are provided age appropriate instruction regarding safe and
appropriate behavior on social networking sites, chat rooms, and other Internet services, behaviors that
may constitute cyber bullying, and how to respond when subjected to cyber bullying.
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INTERNET ACCEPTABLE USE STANDARDS
SUMTER COUNTY SCHOOL SYSTEM

All staff and students must read and sign the Sumter County School System Internet Acceptable Use Agreement as
designated in the Student Handbooks and shall indicate acceptance of the agreement by their signature.

The goal in providing Internet service is to promote educational excellence in schools by facilitating resource
sharing, innovation, and communication. Along with access to computers and people all over the world is the
possibility of material that may not be considered to be of educational value in the school setting. On a global
network it is impossible to control all materials and a user may accidentally or purposely discover controversial
information. It is the users responsibility to avoid initiating access to such material. The Sumter County School
System firmly believes that the valuable information and interaction on this worldwide network far outweigh the
possibility that users may procure material that is not consistent with the educational goals of the school system.

Internet access is coordinated through a complex association of government agencies, and regional and state
networks. In addition, the smooth operation of the network relies upon the proper conduct of the end users who
must adhere to strict guidelines. These guidelines are provided here so that the user is aware of the
responsibilities that come with the privilege of having access to the Internet. In general, efficient, ethical, and
legal utilization of the network resources is required.

Internet - Terms and Conditions

1. Acceptable Use - Use of the Internet must be in support of education and research and consistent with the
educational objectives of the Sumter County School System. Use of any other organization's network or
computing resources must comply with the rules appropriate for that network. In addition to adherence to the
policies and procedures of various networks and any set forth by a service provider or host system, users must
abide by all rules and procedures specified and deemed necessary at the site from which access to the Internet is
made. These procedures may include, but are not limited to, a logbook, user time restrictions, and limitations on
use of finite resources. Transmission of any material in violation of any United States or state regulation is
prohibited. This includes, but is not limited to, copyrighted material, threatening or obscene material, or material
protected by trade secret Use for commercial activities by for-profit institutions is generally not acceptable. Use
for product advertisement or political lobbying is also prohibited. Illegal activities are strictly prohibited.

2. Privileges - The use of the Internet is a privilege, not a right, and inappropriate use will result in cancellation
of those privileges. Any student user not complying with the Sumter County School System Internet Acceptable
Use Agreement shall lose Internet privileges for a period of not less than one month. On the second offense,
privileges will be revoked for the remainder of the school year. In order for the student to regain Internet access,
he/she must repeat the application process the following school year. Any violations will be documented in the
student's permanent record. Repeated Internet policy violations will result in the Internet license being
permanently revoked.

Unauthorized use of the network, intentional deletion or damage to files and data belonging to other users, or
copyright violations may be termed theft as defined in the Student Policy Handbook.

Before using the Internet, each student will participate in an orientation conducted by a faculty member. The
orientation will be on the Sumter County School System Acceptable Use Agreement, the proper use of the network,
and network etiquette. Based upon the acceptable use guidelines in this document, the Sumter County School
System administrator for the Internet node and the local school system administrator will deem what is
inappropriate use and their decision is final. Also, the system administrators may deny access at any time. The
administration, faculty, and staff members of Sumter County School System may request that a system
administrator deny, revoke, or suspend specific user privileges.

3. Network Etiquette - Users are expected to abide by the generally accepted rules of network etiquette.
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4. Disclaimer - Sumter County School System makes no warranties of any kind, whether expressed or implied,
for the service it is providing. The school system will not be responsible for any damages suffered by any user.
This includes loss of data resulting from delays, non-deliveries, misdeliveries, or service interruptions caused by
its own negligence or user errors or omissions. Use of any information obtained via the Internet is at the risk of the
user. Sumter County School System specifically denies any responsibility for the accuracy or quality of
information obtained through its services.

5. Security - Security on any computer system is a high priority, especially when the system involves many
users. A user identifying a security problem must notify the supervising classroom teacher or the local school
system administrator. The security problem is not to be demonstrated to any other user. Users must never divulge
or allow others to use their passwords. Use of another individual's account is prohibited without express written
permission of the account holder. Account holders are ultimately responsible for all activities under their account.
Attempting to logon as a system administrator is prohibited. Any user identified as being a security risk or as
having a history of problems with other computer systems may be denied access to the Internet.

6. Vandalism - Vandalism will result in cancellation of privileges. Vandalism is defined as any malicious attempt
to harm, modify, or destroy data, equipment, or software.

The signature(s) on the Student Handbook is (are) legally binding and indicate(s) that the party
(parties) who signed has (have) read the terms and conditions carefully and understand(s) their
significance.
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Sumter County School System Staff Internet
Acceptable Use Policy

AGREEMENT

[ understand and will abide by the Sumter County School System
Staff Internet Acceptable Use Policy Terms and Conditions. I further
understand that any violation of the regulations is unethical and may
constitute a criminal offense. Should I commit any violation, my
access privileges may be revoked, school disciplinary action may be taken
and/or appropriate legal action may be initiated. I have received a copy
of the Sumter County School System Staff Internet Acceptable Use
Policy Terms and Conditions.

Date / /

User’s Full Name (please print)

User
Signature

School/Work Site




CHILD ABUSE

Definition

An injury or a pattern of injuries to a child that is non-accidental. Child abuse includes non-
accidental physical injury, physical neglect, sexual abuse and emotional abuse.

CHILD ABUSE IS AGAINST THE LAW

Under Georgia State Law, a child is considered to be abused or neglected if the child is under the age
of 18 and has had a physical injury or injuries inflicted...other than by accidental means, by a parent
or caretaker OR has been neglected or exploited by a parent or caretaker OR has been sexually
exploited. (Georgia Code Section 19-7-5)

STATEWIDE, TOLL-FREE HELPLINE
1-800-532-3208

The Special Role of the Educator

Teachers and other school personnel are in a unique position to recognize and respond to the
sexually abused child. Outside the home no one interacts with children more consistently over a
period of time than teachers. School personnel offer one of the best ways for identifying and helping
a child in need.

The process of protecting a child's safety involves three steps: identification, investigation, and
intervention. Educators are not required or expected to investigate or intervene but rather to set the
investigative process in motion. In a very real sense school personnel are the first line of defense in
the prevention of child sexual abuse. Educators can make themselves aware of indicators of abuse
and reporting procedures and can also use prevention materials in classroom instruction.



STUDENT WELFARE-CHILD ABUSE REPORT
(Policy - JGI)
In recognition of the legal mandate requiring educators to report suspected child abuse and neglect
to the appropriate authorities, the Board establishes the following procedural guidelines.

1.  Any child under age eighteen who is believed to have had physical injury inflected upon
him/her, other than by accidental means, by a parent or caretaker, ot has been sexually
assaulted, shall be identified to the Sumter County Department of Family and Children
Services.

2. For the purposes of these guidelines, the school principals shall be considered the
appropriate personnel to make reports of suspected child abuse and neglect to the
Department of Family and Children Services. All school personnel suspecting child
abuse and neglect shall make complaints to the designated delegate.

3.  The building principal shall notify the Superintendent in writing of all referrals received on
child abuse and neglect.

4.  The principal shall be the school liaison with the Department of Family and Children
Setvices in relation to the child's school adjustment and performance, and shall take
investigative steps individually or with the assistance of the attendance officer before finally
reporting suspected cases of child abuse and neglect to the Department of Family and
Children Services.

5. In order to meet legal responsibilities, reports of suspected child abuse and neglect are to be
made in good faith, and the education of personnel in the identification of child abuse and
neglect shall rest with the syszerz and be coordinated by the building principal. This reporting
is legal under Sections 99.32 (a) (5) and 99.36 of the Family Education Rights and Privacy Act
and does not constitute a violation of it so long as the following factors are taken into
account:

a. The seriousness of the threat to the child's health and safety.

b. The need of the information from the child's education records to protect
the child's health and safety.
Cc.  Whether the information is being disclosed to persons who are in a position to deal
with the emergency.
d. Whether time is of the essence in dealing with the emergency.

6. All Sumter County School personnel who have contact with students shall receive training in the
identification and reporting of child abuse and neglect with annual update: in the form of written

information.

STATE REF.: Georgia Board of Education Rule JGEB State Standards ] 2.1; ] 2.2LEGAL REF.:
0.C.G.A,, 19-7-5



COPYRIGHT POLICY

The Sumter County Board of Education abides by the Copyright Laws of the United States
(Title 17, United States Code) and prohibits copying or use of copyrighted material not
specifically permitted or exempted by the copyright law by employees of the
system. The Board places the liability for willful infringement upon the person making or
requesting a copy or using the material and designates the Assistant Superintendent,
principals and media specialists as disseminators of copyright clearances, maintaining
appropriate copyright records and placing warning notices on or near all
equipment capable of making or modifying copies. The Board identifies Copyright: A Guide to
Information and Resources and updates from the state Department as procedural guides for
Sumter County School System employees in complying with Federal law.



ACCOUNTABILITY FOR SCHOOL MEDIA EQUIPMENT AND
MATERIALS

Students and school personnel shall be accountable for media books, periodicals, software, materials
and equipment purchased through public and school funds. Reimbursement shall be made through
the system procedures.

System Procedures

Individuals who have checked out or been assigned materials are responsible for the return or
reimbursement of those items.*

1. The charge for lost or damaged (beyond use) items will be the
purchased price.
2. Hardback books without a documented price will be $5.00

3. Paperback books without a documented price will be $3.00

4. Lost periodicals will be the per issue price.

5. Negligence and/or abuse will be addressed by building administrators.
6. No overdue fees will be charged.

7. Fees for damaged barcode labels will be $1.00.

*Items paid for that have been found will-be reimbursed upon request by the end of the fiscal year.



Recommendations for Material Management

Material should be returned to the Media Center at the completion of the unit
of study.

Library books should be kept in one location and counted daily.

Periodic circulation printouts will be issued. Teacher may request a printout at
anytime.

Teachers should return items to Media Center before the are used by another
teacher.

To preserve the life of equipment and materials, teachers are encouraged to
eep items away from the chalk board.

Adults should transport equipment. Students are not allowed to transport
televisions.



CLASSIFICATIONS OF EMPLOYEES

1. Certified Tenured Employees Teachers who have not earned tenure with any other Georgia
school system will earn tenure with Sumter County School System when offered and accepted a
fourth full time teaching contract with the system. Teachers who have earned tenure with another
Georgia school system will earn tenure with Sumter County School System when offered and
accepted a second full time teaching contract with the system. Tenured teachers have the right to
request a hearing when not recommended for renewal of continued employment with Sumter County
School System. Administrators employed in administrative positions after April 7, 1995 will no
longer be able to earn tenure, as indicated by OCGA §20-2-942.

2. Certified Non-Tenured Employees Non-tenured employees are not guaranteed continued
employment with the Sumter County School System. Non-tenured employees who are not renewed
for continued employment have the right to request the reason for termination. Any terminated
employee requesting reasons should do so in writing to the Superintendent. The request and response
will become a part of the personnel file. Any contracted employee who will not be offered a contract
for the upcoming school year must be notified in writing before May 15 or a contract must be
offered for the next school year.

3. Non-certified At-Will Employees All non-certified staff, including clerical,
paraprofessionals, aides, maintenance, bus drivers, and lunchroom workers, are considered ““at will
employees” and cannot earn tenure with the school system. Non-certified or classified employees
will be evaluated annually based on performance and attendance. At-will employees can be
terminated at the discretion of the school system at any time and are not entitled to a hearing.



ACKNOWLEDGEMENT OF RECEIPT/AGREEMENT TO COMPLY

I, (Employee) have read and
understand the policies and procedures set forth in this 2021-2022 Sumter County Schools
Employee Handbook. Furthermore, | agree to abide by these policies and procedures.

Employee Name

Employee Signature

Date



