
 

 

 

 

 

 

 

 

STAFF HANDBOOK   
2019-2020 
This is a handbook to explain expectations and procedural matters at Sedalia Elementary. You are 
expected to read and reflect on this handbook as questions arise throughout the school year.  

Moore, Pamela S             

 

 

 

Together We Grow!  

  
  

  

Ignite Learning 
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FACULTY AND STAFF HANDBOOK 
2019-2020 
 
 
Dear Staff, 

We are very excited to be back with you again this year. We anticipate 

another fabulous year! This handbook addresses our school procedures 

and focus.  Please refer to this information during this school year. 

It is important for each of you to take the time to read and be familiar with 

all of the contents contained in our handbook.  There is extensive important 

information and it is imperative that you read and understand our complete 

Sedalia handbook.  Please feel comfortable to ask questions for 

clarification whenever necessary. 

As staff, it is necessary for the policies, procedures, and focus to be 

followed throughout the school year.  We will work together as a TEAM to 

continually improve and update our school. 

You should receive the district Personnel Handbook online.  You will be 

responsible for reading the staff and student handbooks.   

I look forward to a positive, productive, and rewarding school year as we 

work together for our children. 

Remember, like a lighthouse, you ignite the light and you are more 

powerful than you can imagine! 

 

Sincerely, 

Pam Moore 

Pam Moore, Principal 
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PHILOSOPHIES 
 

SEDALIA ELEMENTARY MISSION STATEMENT 

 
SEDALIA ELEMENTARY VISION STATEMENT 
 
Together we grow!  
 

EXPECTATIONS 
 

The administrative team will give 100% effort to maintaining and establishing excellent 

programs for the students and teachers.  It is an expectation that all staff members will 

give full effort and commitment to daily instruction, short and long term planning, serving 

as role models, providing input and leadership to school programs and to the belief that 

all students are important and can learn. It is the expectation that the staff come to 

school each day feeling well and prepared to perform their duties and thoroughly 

instruct their classes.  It is a necessity that adults in this learning community be mature, 

predictable, consistent, fair, friendly and reasonable with their students, their parent/ 

guardians and fellow staff members. 

 

GCS VISION 

Transforming learning and life outcomes for all children.   

GCS MISSION STATEMENT 
 

“Guilford County students will graduate as responsible citizens prepared to succeed in 

higher education or in the career of their choice.”  

 

GCS DISTRICT BELIEFS ABOUT TEACHING AND LEARNING 
 
The Board in partnership with parents and community members wants to share these 
district core values in order to strengthen our schools and improve the quality of life for 
all of our citizens. 
 

 

“Sedalia students will graduate as responsible citizens prepared to succeed in higher 
education or in the career of their choice.” 
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OPERATIONAL 
 

TEACHER ATTENDANCE/ABSENCES 
 

 It is crucial that each staff member arrives to work each day, on time.   Each 

staff member will log-into the computer each morning in front office. Your 

attendance directly influences our students’ achievement. You are required to 

report as soon as possible when you will be absent. It is your responsibility to 

secure a substitute. Teaching staff and kindergarten/EC teacher assistants.  

Leave forms must be completed by staff members when they are out of the 

building for half and whole day increments (for staff or professional development, 

sick leave, annual leave, personal leave, military leave, jury duty, etc.).  A 

teacher assistant who subs for a teacher must also complete a leave form. Not 

turning in Leave forms in a timely manner could result in a Day without Pay. 

 If you are going to be out: 
 

o Certified Personnel: Secure your own substitute and use the AESOP 
system. Inform your assistant. New teachers will need to register and 
obtain a PIN number.  
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o Teacher Assistants: Notify the front office and their teacher they are 

assigned to assist in the event of their absence. Kindergarten teacher 
assistants and EC teachers’ assistants should secure a substitute in 
AESOP when reporting their absence.  All absences are recorded in 
AESOP.  The link is 
https://login.frontlineeducation.com/login?signin=fc274b528c825ee2b6da2
0237fce37c6&productId=ABSMGMT&clientId=ABSMGMT#/login . 

 
o Call the office no later than 7:00 AM 

 
o Complete the FIN-F017 Leave Request Form upon return. These may 

be picked up in the front office workroom. 
 

REQUEST TO LEAVE EARLY 

 
 If you need to leave school for any reason during the school day (emergency or 

planned), please contact principal if principal is out of the building see 
principal designee  and sign out on the computer in the front office. This is 
not to be approved or passed along by front office staff. (See GCS Handbook)  

 
 

TIME SHEETS 

 
All classified employees must submit monthly time sheets to the treasurer’s mailbox. It 

is must be submitted on time.   The hours recorded on this time sheet must be 7:15-

2:45, which includes a 30 minute working lunch.  The 30-minute lunch break must be 

recorded on the time sheet.  Any deviation from these hours has to have prior 

administrative approval.   

 
THINGS TO REMEMBER 

 
 Many subs will not accept a job if that job does not have any special instruction 

message from the teacher.  Teachers should leave a special instruction message 
each time they report an absence. This message must include your reporting 
time, duties and location of plans. Please also inform them to park in the teacher 
parking lot.   

 

 The principal must approve absences with reasons of “Personal Leave, 
”“Professional Leave,”“ Civil or Military Leave, or Staff Development two weeks in 
advance.  One criterion that will be used to approve absences for the above 
reasons is the teacher’s assurance that a substitute has been “prearranged”.  
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 The system is having difficulty finding subs for absences of two (2) days or more.  
Absences of two days or more should be entered as separate absences of one 
or two days in length.  Once a substitute is found, you may want to ask if they 
would be willing to fill a more long-term assignment.  You can then modify the 
remaining absences and enter that sub as the “prearranged” substitute. 

 

 When teachers enter an absence, they need to follow the verbal instructions 
carefully until the system issues them a job number.  A job number is their 
assurance that the absence has been successfully entered into the system.  No 
number means no job listed. 

 

 It is suggested that teachers make personal contact to arrange for a substitute 
and then call it into the system.  Teachers must report the pre-arrangement and 
enter the phone number of the prearranged sub when the absence is reported. 

 

 MONDAYS AND FRIDAYS ARE THE WORST DAYS IN TERMS OF THE 
NUMBER OF ABSENCES REPORTED. YOU HAVE A PROFESSIONAL 
RESPONSIBILITY TO THE CHILDREN OF GUILFORD COUNTY TO BE 
PRESENT EVERY SINGLE DAY POSSIBLE.  

 

 The substitute should find in the classroom a daily schedule and lesson plans.  If 
a teacher’s absence is an emergency; each teacher should have an emergency 
lesson plan in place for a substitute’s use. 

 

 Your teacher handbook and plan book should be kept in a place where it can be     
easily found by a substitute and administration. 

 

 Principals are responsible for making sure that sick leave is used appropriately.   
You may be asked to provide documentation for absences. 

 

 Emergency substitute plans should be current and accessible. A substitute folder 
should be placed in your classroom and a teammate should know where it is 
located.  

 

 A plan for coverage will be devised in cases when a substitute cannot be found. 
 

SUBSTITUTE TEACHER EXPECTATIONS 
 

 Certified subs should be the first consideration for absences. Long term 
substitutes must have Principal’s approval.  

 A list of regular Sedalia Elementary School subs and telephone numbers will be 
available from Mrs. Hines. 

 Call the subs on the list first, when you expect to be absent.  (Do not depend on 
the computer.) 

 Discuss your lesson plans with your sub for the days you are going to be absent. 
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 Call the system and leave the following information: 
o Date or dates of absence 
o Reason of absence  
o Name of sub 
o Your lesson plans for the day/days absent and location of your plans. 

 Log into AESOP, the morning of to check to see if a sub has been secured if 
you are relying on the system to secure a sub. The system works best if you do it 
online.  The link is 
https://login.frontlineeducation.com/login?signin=fc274b528c825ee2b6da20237fce37c6&productId
=ABSMGMT&clientId=ABSMGMT#/login 

 Professional development off campus should be keyed in as well.   

 If no sub can be found, call the school as soon as possible to start an emergency 
plan. 

 
Emergency lesson plans must be written and accessible. You may elect to do this 
very generic and by grade level. 
 
SUBSTITUTE FOLDER REQUIREMENTS 
 
Each teacher should develop a folder for their students, which contains the following: 

1. Schedule 
2. Seating Charts 
3. Class Roster 
4. Instructions and Student Assignments 
5. Plans (work to be collected by substitute) 
6. Emergency contact teacher 
7. Expectations and Class Procedures 

A copy should be placed in the front office. 
 
WHAT DOES “MANDATED” WORKDAY MEAN? 
 
Mandated means that teachers are required to attend work on these days.  These days 
have been established for purposes like district or school training, meetings, etc. As in 
previous years, schools may also designate three additional days as mandated days for 
school-based meetings and school-initiated professional development as long as 
teachers are given 14-day notice.  
 
STUDENT ATTENDANCE  
 
The goal of Guilford County Schools is to have at least 95% attendance.  Schools seek 
to have partnerships with parents to improve attendance, and ask that parents commit 
to this goal.  Teachers in K-5 schools will work with students to give extra help in 
making up work missed due to absences.  Intervention methods will be utilized after 
excessive absences.  These include but are not limited to the following: 
 

 Teacher-parent conferences 

https://login.frontlineeducation.com/login?signin=fc274b528c825ee2b6da20237fce37c6&productId=ABSMGMT&clientId=ABSMGMT#/login
https://login.frontlineeducation.com/login?signin=fc274b528c825ee2b6da20237fce37c6&productId=ABSMGMT&clientId=ABSMGMT#/login
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 Home visits from the school social worker 

 Letters to the parents after 3, 6, and 10 days of unexcused absences 

 The social worker will contact parents after 5 unlawful absences  

 Teachers will record the number of absences and tardies on quarterly reports. 
 
When students accumulate unlawful absences, parents of students under the age of 16 
will receive a notification under the North Carolina Compulsory Attendance Law, which 
states that they are in violation of the law.  The law states that 
 

 Unlawful absences will result in conferences with parents/guardians.   

 Unlawful absences and/or truancy may lead to disciplinary action to include court 
proceedings involving parents and/or students if a student is under the age of 16 
years.  

 North Carolina General Statute (G.S. 115C-378) requires attendance until age  
 
 

STUDENT CHECK-OUT 

 
 Students leaving school during the school day need to be signed out in the office.  

Parents will be informed to come to the office to pick up their children.  Under no 
circumstances is a teacher to dismiss a child during the school day without the 
knowledge and permission of the office.  If a parent should come to your room 
and ask you to dismiss his/her child, you must refer him/her to the office. 
 

TRANSFER OF STUDENTS 

 
Notify the Power School data manager, Ms. Moore anytime you are aware that a 
student is withdrawing.  Update the cumulative folder as soon as possible and place the 
report card in the folder so the cumulative record will be ready when it is requested. 
 
 
POWER SCHOOL 
 

 Teachers will be responsible for entering student absences and tardies into 
Power School daily up to 8:30am. The data manager will make all changes to 
Power School after 8:30am daily. 

 Teachers will be provided with a folder to submit absentee notes from parents. 
Please include the following information on each note: Student first and 
last name, teacher name, date of absence(s). This folder should be placed in 
the box outside the classroom door daily even if there are no notes to be 
submitted, this will clarify that the teacher did not forget to send in notes for the 
day. 

 Teachers will be provided a class record form to turn in changes to the 
attendance record such as absences that were forgotten on the PowerSchool 
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submission. Tardies will function in the same manner. Substitutes will also use 
this form to submit attendance. 

 Teachers will receive a list of rules to follow for PowerSchool prior to the start of 
school. 

 Teachers must receive a handwritten note, e-mail or fax in order to code an 
absence anything but unexcused. Notes must be received within 3 days after 
an absence.  Teachers may code the day of the absence.  The Data Manager 
will have to do any coding after the same day as the absence. 

 
CHILD CUSTODY 
 
There will be times when a parent indicates that they do not want their spouse to pick 
up or visit with their child at school.  If this should occur, inform the parent they must 
provide the office with a copy of the court order indicating child custody arrangements. 
 
If you have a situation regarding a parent’s legal right, as it relates to a custody 
situation, please see the principal to discuss the school’s legal responsibilities. 

 

BREAKFAST 
 

Breakfast will be served from 7:20-7:40. Students who plan to eat breakfast should go 
to breakfast directly from the bus or car rider area.  Students are not to go to their 
classroom first. 

 

CENTRAL SUPPLY 
 
The treasurer is responsible for central supplies.  Proper planning will allow you to have 
materials when you need them.  When ordering materials, you will need to email the 
treasurer a minimum of 4 hours before the supplies are needed.  The general 
assistant or treasurer will fill your order as soon as possible.   
 
School only provides one ink cartridge per school year for your class printer. Please be 
sure you are printing mostly from the copier.  If it is more than 50 copies, you should 
be printing on the RIS 
 
Please notify the treasurer when workroom supplies are running low.  She will restock 
items as needed. 
 

CHANGE IN LUNCH PLAN 
 
Anytime your class will not be eating in the cafeteria, the cafeteria manager must be 
informed at least two weeks in advance (one month in advance for the month of 
May). 
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CUMMULATIVE FOLDERS 
 
The permanent record is a legal document from the State Department of Public 
Instruction.  It is most important that each record is kept up to date.  The record can be 
a valuable source of information to the teacher.  It is a confidential record.  Information 
contained in the record should not be revealed, to anyone but the parent, except upon 
approval of the principal/assistant principal.   The contents of permanent student 
records shall be placed in this order. 
 
 

Cumulative Folder Order of Documents  

 Inspection Log 

 Most Current Application for Enrollment 

 Most Current Pupil Data Sheet 

 Permanent Health Record (include any Health Care Plan/Diabetes Care Plan) 

 Kindergarten Health Assessment (Birth Certificate w/seal, and Immunization 
Records) 

 Four-Year Plan (if present) 

 Picture Card 

 Attendance Record 

 Elementary School Scholastic Record (if present) 

 Report Cards with Math Assessment Card attached in K-12 order (most current 
on top) 

 Elementary Standardized Test Record Form (Individual Test Reports) 

 Secondary Standardized Test Record Form (s) 

 Legal Documents 

 Other Documents (e.g. current proof address; outdated applications for 
enrollment and withdrawal forms) 

 ESOL Documents (if applicable) 

 Exceptional Children’s File (if applicable) 

 Academically Gifted Documents (if applicable) 

 **** This is subject to change to comply with GCS requirements.  
 
Folders are to be kept in alphabetical order grouped by teachers. The folders are 
located in the Records room in the main office.  The folders must be signed out by the 
office staff.  All folders must be kept in this room overnight and are never to be taken 
home.  Cumulative folders are required to be signed out to a staff member in the 
notebook placed in the room.   
 
All student test data and cumulative folders must be carefully reviewed by teachers 
within the first two weeks of school.  You will need to know where your students are 
academically at the beginning of the year.  Our goal will be to have all our students 
at Levels III, IV or V by the end of the school year.  Students must perform at 
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Level III, IV or V to meet state standards.  Each grade level team is expected to 
devise a plan to bring Level me and II students up to state standards.  Please 
incorporate EOG test data into your planning. 
 
All students in special programs will have a folder within the cumulative folder that 
contains special placement and test information.  Do not remove this information from 
the inside folder. 
There will be a procedure for arrival of new cumulative folders: 

1. Checked in by the data manager when it arrives in the mail within 2 days.   
2. A duplicate form will be completed for items included.  One copy will go in the 

folder and the other folder will be given to the homeroom teacher.   
3. If the student has an IEP or looks like they have gone through EC or Multi-

Tiered System of Support the data manager will make a copy and give to the 
EC chairperson.  

 

CHAIN OF COMMAND 

 
On occasion(s), it is necessary for the principal to be away from school.  At these times, 

decisions must still be made. It is will be the responsibility of the following individuals to 

respond to these needs as they arise. Listed below is the order of the chain of 

command for Sedalia Elementary School.   

Principal, Pam Moore 

Curriculum Facilitator, Joy McClure 

COMP TIME FOR CERTIFIED PERSONNEL 
 
You are salaried personnel. Comp Time is ONLY for classified personnel, because 
they get paid by the hour.  The only comp time you are granted (for Classified) is when 
asked to remain for special events or committee meetings.  You do not keep a log of 
time you spend at school past the regular workday unless it is to make up for an 
inclement weather day. All Comp time must have PRIOR approval with the principal 
Tuesday meetings. The log is kept in the office with secretary/ treasurer and 
logged 
*See principal for further explanation pertaining to comp time. 
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RESPONSIBILITIES: 
 
 
Principal 
 

School Improvement Team 
(Leadership) 

Staff Development Training PTA 

Multi-Tiered System of Support LEA for Special Education IEP 
meetings as needed 

Discipline 

Evaluations Field Trip Approval Videotape Approval  

Financial and Budgetary 
Approval  

School Policy and Procedures Curriculum Development and 
Implementation 

Staff Attendance Grade Level/Faculty Meetings Emergencies 

Capital Improvements Staff Development Budget 
Allocation Approval 

Student Scheduling/Schedule 
Changes 

Supervise Office Staff Business Partners Extended Contracts 

Updating Connect-Ed Data Team Facility Use Agreements 

PAC   

 
 
Curriculum Facilitator

Staff Development for Staff Multi-Tiered System of Support 
Coordinator (MTSS) 

GCS Training Facilitator 

Data analysis: Interim 
Assessments, EOG, Goal 
Summaries, TRC, DIBELS, 
Easy CBM, etc.  

PLC Coordinator Student Interns/Internships 

Location Controller (data) Guided Reading Implementation Tutors- Paid and Volunteers 

Level 1 and 2 Documentation- 
PEP’s 

Peer Observations Portfolios 

SIP Guided Reading Teacher School Surveys and Reports 

  Screeners  

                                                                                                                       
 
Guidance Counselor 

Cumulative Folders Middle School Transition 
Coordinator 

Character Education/Service 
Learning Curriculum 

Individual and Small Group 
Counseling 

Weekly Classroom Guidance 
Lessons 

504 Coordinator 

Dropout Prevention/Social 
Worker Information 

PBIS/MTSS  – Behavior 
Interventions- Chair 

ADHD 
Paperwork/Connors/KBIT/KTEA 

 
Interventionist/Testing 

Testing Interim/State Coordination MTSS Data Interventions 

Proctor Training Progress Monitoring Scheduling Interventions 
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Treasurer  

 

 
 
 
General Assistant/ Data Manager 
 

Free/Reduced Lunch 
Applications 

Student Attendance Test Proctors coordination  

Student Health Concerns Vision Screening if needed GCS and Administrative Reports 

Incoming and Outgoing Mail Telephone Messages and Calls Student Scheduling 

Dispensing and Documentation 
of Medicine for Students as 
needed 

Letters to be Mailed Home to 
Parents 

Student Absentee/Tardy Notes 
to Parents 

Enrollment Codes- New 
Students 

Cumulative Folder Checklist 
Upon Arrival 

Attendance Codes 

GCS and Administrative Reports Power School Reports Withdrawal Codes and 
Withdrawal Forms 

Student Scheduling AM Attendance Morning Absentee Sheet 

Student Absentee/Tardy Notes 
to Parents 

Telephone/ Front Door Entrance  

 
AG

Custodians 
 

Set Up and Take Down for 
School Events/Activities 

Other Duties as Assigned 
Pertaining to Activities 

Building and ground cleanliness 
and safety 

 

CLASS CELEBRATIONS 
There are three approved celebrations each year – Winter/Spring Holiday and the End of 

Year. Parents may attend and assist at these celebrations.  Any other celebration should 

be limited to simple refreshments and minimal time.  Due to limited parking spaces, 

celebrations will be staggered on different days. These will be set during leadership 

meetings. Teachers should adhere to the GCS policy Healthy Students Policy.  

 

Purchase Orders Payroll Professional/Sick Leave/ 
Vacation Forms/Comp Time 

Money Collected- Receipt Book 
and Collection Report Information 

Staff Injuries Student Injuries 

Teacher Early Leave Forms Coding of Teacher Absences 
for Payroll Purposes 

Forms Required by 
Administration or GCS 

Fire and Health Reports School Maintenance 
Requisitions/Facility 

Field Trips 

Supplies orders Work Orders Master Calendar updates 

Telephone/ Front Door Technology Work Orders Time Sheets  

TAG Guided Reading/Independent  Enrichment Consultation to staff 

Service Learning Cog AT Reporting/Testing  
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ID BADGES 
 
ALL staff members will wear their Guilford ID Badge each day they are at work. All 
students should wear their ID badge when in the building.  

 
Field Trips 
 
CRITERIA FOR FIELD TRIPS 
 
Teachers, principals, and administrators shall consider the following criteria in planning 
and approving field trips. The field trip should: 

 Relate to a particular aspect of the ongoing classroom instruction and the 
standard curriculum of the school system.  

 Afford a meaningful learning experience which cannot be provided in the school 
setting.  

 Provide activities suitable to the age level of the students.  
 Be reasonable in terms of length of trip, duration, distance traveled, and cost.  
 Provide assurances that no student is denied the opportunity to participate 

because of an inability to pay expenses associated with the cost of the field trip.  
 Provide for inclusion of children with disabilities.  

 
WRITTEN PERMISSION  
Because the safety of students is a primary consideration in the approval of and 
carrying out of field trips, students must have the written permission of their parents for 
their participation in each specific field trip. 
 
STUDENT CONDUCT 
The policies, rules, and regulations, which the Guilford County Schools or any of its 
individual schools have adopted concerning student conduct, are applicable while 
students are participating in field trips. 
 
APPROVAL 
The sponsoring teacher must hold a preliminary conference with the building principal(s) 
and secure the principal(s)' tentative approval before conducting any discussions with 
students/parents regarding the proposed field trip.  

 All field trips within the state, except overnight field trips, must be approved by 
the school principal(s).  

 Prior to any notice to students, parents, or the community, overnight and/or out-
of-state field trips must have the initial approval of the Superintendent or his/her 
designee. Final approval must be obtained from the Superintendent or his/her 
designee at least one (1) month in advance of the date of the trip.  

 
ABSENCES AND MAKE-UP WORK 
Participation in approved field trips shall be considered an excused absence from any 
class missed and the student shall be entitled to make up his/her work; however, while 
on an approved school field trip, the student shall be counted as present at school. Prior 
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to any field trip, arrangements shall be made by the principal and the staff for students 
to make up any work missed in other classes. Additionally, no student's grade shall be 
lowered if the parents do not consent for the student to go on the field trip. 
 
SUPERVISION 
The principal must make certain that adequate supervision is provided for all field trips. 
At least two (2) adults are required per class for a trip. In addition to teachers, 
parents can fulfill this minimum supervision requirement. There shall be no swimming or 
other water sport activities unless a certified lifeguard is on duty and there is sufficient 
adult supervision. Parents who chaperone field trips MUST be on approved on GCS 
volunteer list.  

 
CHILDREN WITH DISABILITIES/SPECIAL NEEDS 
Consideration will be made for children with disabilities or special needs, prior to the 
field trips. If there are children with special needs the teacher will identify the special 
need(s) and notify the principal of the special need(s) at the time the field trip application 
is submitted to the principal. The principal or his designee (hereafter termed principal), 
will make the necessary arrangement for the student with special needs. The principal 
will determine by telephone or letter during this time if the destination has the 
accommodations to satisfy the requirements for the student with disabilities/special 
needs. The principal should determine if specialized transportation is needed and 
arrange for specialized transportation. The specialized transportation should be 
confirmed a minimum of three weeks prior to the field trip. 
 
RESOURCES 
If the destination that the teacher intends to travel does not accommodate the child with 
a disability/special needs, the principal should consult in the Access North Carolina 
book or other such field trip resource references to identify a similar field trip that is 
accessible to all. 
 
MEDICATIONS 
Medication taken by a student during the school day should also be administered by a 
school employee to the student when away from school on a field trip. Precautions must 
be taken to ensure that storage of the medication is secure and the appropriate dosage 
is given. A copy of the Medication Authorization form signed by the parent and the 
medical provider will be taken on the field trip. If the field trip extends to times of day 
when the student receives medication outside the school day and existing form, a 
special Medication Authorization form must be completed for that particular instance 
and trip. 
 
TIMELINE 
The timeline for arranging field trips including choosing a destination should begin as 
early as possible, or generally 45 to 60 days prior to the field trip. Transportation 
arrangements for students with special needs should be made at least three (3) weeks 
prior to the field trip. 
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FUNDRAISING 
 
There are to be no fund raising activities (PTA/ Student Council/Grade level) without 
prior approval of the principal.   All fundraising will be coordinated by an organized and 
pre-planned schedule. 
 

FUNDS AND COLLECTION REPORTS 
When students are paying for school activities, such as field trips, yearbooks, school 

fundraisers cash, check, money order, or certified bank check are accepted forms 

of payment.      

All money collected by the teacher must be receipted the day it is received.  Money 
collected during the day must be turned into the treasurer no later than 10 A.M.   
 
Collection reports must accompany your receipt book and money.  Please fill out 
collection reports correctly and check to see that money collected equals receipts 
written and equals collection report totals.  Collection reports and receipt dates must 
match.   
 
If you must void a receipt do the following: 
 
1. Leave white and yellow receipt copies intact in your receipt book. 
2. Write VOID one the white original copy. 
3. Indicate voided receipt number on your collection report. 
 
Any amount of money must be individually receipted.   
1. Write receipt for total amount of money collected. 

 Name of person from whom money is received 

 Amount received from each person 

 For what purpose received 

 Total amount received 

 Indicate whether it is cash or check (include check number) 
 
All receipts are to be written in the name of the student, not the parent.  Receipts are 
never written in pencil, always in ink. Do not use magic markers; they will not show up 
on the yellow copy. The yellow copies are never written on with ink or pencils.  
Yellow copies are never torn from a receipt book.  White copies are to be given to 
the person to whom the receipt is written.  Receipt books are to be turned into Mrs. 
Hines at the end of the year for audit purposes. 
 
REFUNDS 
 
If a child needs a refund, please write a note requesting a refund and attach a copy of 
the receipt to the note and turn into the treasurer.  Please put the name and address of 
the parent that the refund should be issued to.  
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HOURS/SCHEDULE 
 
All staff members should sign in on the computer themselves on teaching as well as 
workdays upon arrival. On days when students are not in attendance, 
teachers/assistants will adhere to the following schedule: 
 
Staff Hours 
7:15-2:45 for the classified staff members on early morning duty.  
 
Teachers will have meetings on Monday (Grades K-5 planning) and Wednesdays 
(MTSS K-5) and (Specialist- PLC). Tuesday are committee meetings and staff 
meetings. All staff is expected to attend staff meetings the first Tuesday of each month 
that we are at school.  
 
Work Day Hours 
8-4 pm Lunch Hour: 11:30-1 pm change in hours must be approved.  
Sign in and out at the computer in front office daily no exceptions on Teacher 
Workdays. 
 

INCLEMENT WEATHER PLAN 
 
HOW DOES GUILFORD COUNTY SCHOOLS (GCS) DETERMINE WHETHER TO CLOSE OR DELAY 

SCHOOL WHEN INCLEMENT WEATHER IS PREDICTED?   
 

The Superintendent has assigned the responsibility for determining whether to close or 
delay school when inclement weather is predicted to the Director of Transportation.  The 
director and a staff of 15 department supervisors are assigned to areas of Guilford 
County to check the roads.   When predicted inclement weather threatens to make road 
conditions unsafe for school bus travel, the supervisor reviews assigned roads and 
advises the transportation control center of the conditions observed by 5:00 a.m.  The 
director takes into consideration all reports received from supervisors regarding road 
conditions, reviews radar images, consults with the local branch of the National Weather 
Services and makes one of the following recommendations to the Associate 
Superintendent for Student Services: 

1. School opens at the normal time,  
2. School opening will be delayed one or two hours, or 
3. School will not open for that day. 
 

If school opens at the normal time, no announcement will be made by the GCS 
Communications Office.  Therefore, no announcement in the media indicates school will 
operate on a normal schedule. 

The decision to close or delay school, including how long to delay, will be announced to 
the media, connect ed via phone,  posted on the GCS web page 
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(http://www.gcsnc.com/pages/gcsnc ) and on Guilford Educational Television, the 
school system’s cable-access channel (2) not later than 5:30 a.m. 

If schools close for the day, road conditions will be reviewed again that afternoon and 
observations reported no later than 4:00 p.m.  If road conditions are not likely to improve 
before the next morning, school will be canceled.  Notification will be announced to the 
media in time for the 6:00 p.m. evening news reports, posted on the GCS web page and 
on Guilford Educational Television, the school system’s cable-access channel (2). 

If the afternoon review finds that school is a possibility the next day, the decision will be 
deferred until the next morning and the announcement made by 5:30 a.m. 

 

SNOW ROUTES 

If the roads are not cleared by the end of the fifth day of inclement weather and 
clearance is not likely to occur in the next three to five days, a community bus stop plan 
may be implemented, whereby parents may be asked to bring their children to a pre-
planned location to meet the school bus.  These community stops will be designated by 
bus route and located on priority-cleared roads and streets.  These pre-planned 
locations will be announced by November 30th of each school year. 

Other weather conditions, such as a hurricane watch, may require a decision based 
upon the best predictions of weather forecasters.  If school will be closed the next day 
due to approaching weather, the decision and announcement thereof will normally be 
made by 4:00 p.m. 

 

EXTRA CURRICULAR ACTIVITIES 

No school activities including games, practices, rehearsals, performances, etc., shall 
take place when school is closed.       

If school is canceled and an optional teacher workday is scheduled for the day, 10 
month employees, all teachers and School Food Service Managers shall report to work 
at the normal starting time or select one of the following options: 

 
*Call the school by 8:00am to make sure the building is open; employees will need to sign 
in at the office upon arrival; if you cannot get here safely by “normal starting time,” you 
can make up time or start at 9:30A.M. 
 

1. Take unscheduled vacation, if available, 
2. Begin work no later than 9:00. 
3. Arrange to make up time with the principal. 

The treasurer will keep a log of “make-up” time.  (All make-up time must be 
completed by a date set by the principal. 
Classified cannot work more than 40 hours per week. 

4. Take personal leave (certified instructional personnel), 
5. Take leave without pay. 

 

http://www.gcsnc.com/pages/gcsnc
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If one of the above options is selected, the principal/supervisor must be called and 
informed of the employee’s intentions.  Your failure to notify the school could result in the 
day being coded an annual leave day, personal day, or a day without pay.  (Please notify 
the treasurer upon returning the next working day). 
 
If school is canceled for the day, 10 and 12 month employees (including central office 
personnel) shall report to work at the normal starting time or select one of the following 
options: 

1. Take unscheduled vacation, if available, 
2. Arrange to make up time with principal/supervisor, 
3. Take leave without pay. 

 
If one of the stated options is selected, the principal/supervisor must be called and 
informed of the employee’s intentions.  (Please notify the secretary upon returning the 
next working day). 
 
If school is canceled for the day on a mandated or optional teacher workday 
(Teachers and affected 10 month employees only), employees who are scheduled to 
work should report at the normal starting time or select one of the following options: 
 

1. Take unscheduled vacation, if available, 
2. Arrange to make up time with principal/supervisor, 

The treasurer will keep a log of “make-up” time.  
Classified cannot work more than 40 hours per week. 

3. Take personal leave (certified instructional personnel), 
4. Take leave without pay. 
 
The Superintendent will announce any changes in the time for employees to report to 
work at the time of the school cancellation announcement. 
 
If school opening is delayed, employees are expected to report at least (15) minutes 
before the time designated for students to arrive.  This time (delayed opening) will not 
have to be made up. 
 
If school is dismissed early, teachers and other school-based employees will be 
dismissed (15) minutes after buses have departed.  This time will not have to be 
made up.  Central office personnel will be dismissed at the discretion to the 
Superintendent. 
 
When schedules are modified due to excessive heat, all staff is expected to work the 
normal work schedule. 
 
 

LEADERSHIP 
 
Leadership is a 2-year rotation.  Refer to Sedalia Elementary School Bylaws.  
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LIABILTIY INSURANCE 

 

No school employees should transport student(s) in their private vehicle unless 
approval by an administrator.  The Board of Education carries insurance 
coverage for a school employee that covers you in the event you are transporting 
students and an accident occurs.  This coverage now allows us to transport 
students, when required, and beyond your personal liability coverage. 

 

MASTER CALENDAR 
 
The office staff will send out the Master Calendar and/or newsletter with school events.  
Staff members are to send dates of approved events and field trips to the office to place 
on the calendar. These dates must be to Mrs. Hines by the 15th of each month for the 
next month. 
 
 

MEDIA COVERAGE OF SPECIAL EVENTS 
 
Anytime your class is doing something that is particularly newsworthy, please inform 
Administration, in order to allow them to get the information to the District Relations 
department at the county office. 

 

PERSONNEL POLICIES, PRACTICES AND PROCEDURES 

Our mutual goal as teachers and administrators is to help each child reach his/her full 

potential in today’s society through an improved instructional program.  This is no single 

recipe for successful teaching and a successful school; however, cooperation and 

respect for each other’s accomplishments are ingredients that will mold attitudes into 

the willingness to serve that must be a part of the character of today’s citizens if the 

maximum ability and potential of our students are to be developed. 

The following are some policies and practices that are considered important.  You are 

expected to give these your full support and cooperation through the entire year. 

The following are some policies and practices that are considered important.  You are 

expected to give these your full support and cooperation through the entire year. 

SMOKING 

No one is to smoke in the school or on school property as prohibited by law.  For 
further information, refer to the Guilford County Personnel Handbook (on-line). 
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Click here to view the GCS tobacco policy. 

PROFESSIONALISM 
Each staff member is expected to exhibit professional conduct and attitude at all times.  

It is imperative to be predictable, mature and reasonable with students, peers and 

parents.  Teachers are expected to exhibit the qualities and characteristics associated 

with the professional educator, including but not limited to:  appropriate choice of 

apparel. (i.e. no low cut blouse, tank tops, flip-flops, short shorts, jean skirts or revealing 

clothing), continued professional training and in-service, involvement in school policies 

and procedures, productive input and commitment to school goals and objectives, and a 

belief that ALL students can learn.  Teachers are reminded that talking on a personal 

cell phone in the presence of students during the school day is prohibited.  The only 

exception would be for an emergency. 

*Blue jean pants or skirts may be worn on Fridays, only. 

*To provide a professional, working environment, children of staff members are 

not allowed in the building during work days or after school. The must be 

enrolled in ACES or leave campus.   

SECURITY 

Never leave money in the school overnight. School personnel, as well as students, 

should not leave any money visible in desks during the day. Personal items should be 

placed in a safe place at all times. Students should not bring toys, games, large 

amounts of money or other items, which might be lost or stolen, to school. 

It is imperative that all classrooms are locked before classes leave to go on field trips.  It 

is good practice to keep your door locked whenever the room is vacant.  Locking the door 

will keep all teacher documentation private and classroom items secure. You must bring 

your classroom key to school each day. At no time is staff to prop doors open. This 

includes classroom doors, hallway doors, etc.  

 

RELEASE OF SCHOOL-RELATED INFORMATION 
 

Unfortunately, some parents make contact with school personnel other than their child’s 
teacher, to obtain information regarding their child.  If you should have a parent contact 
you for this reason, you should refrain from discussing the situation.  It is in the best 
interest of all that you very politely tell the parents that they need to contact the child’s 
teacher or principal if they have questions or concerns. 
 
In addition, all staff members must be very cautious about discussing students in 
the teacher workroom, main office, and the lounge.  There are various people in 
these areas and may overhear comments being made about individual students.  

http://www.gcsnc.com/policies/admin_policy/cpga.htm
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The best policy is to restrict ourselves to discussing students in the principal’s 
office, guidance office, or within the confines of the classroom. 
 
 
 
CONFIDENTIALITY OF STUDENT TEST SCORES 
 

“The confidentiality of students must be protected at all times when 

publicizing/reporting to the public test results (i.e., regular and retest scores). 

Practices that violate confidentiality rights are not permissible under the 

provisions of the Family Educational Rights and Privacy Act of 1974, 20 

U.S.C. §1232g. Unethical practices include, but are not limited to- 

         Publicly posting student names and test results 

         Publicly announcing student names and test results over the intercom 

Additionally, the North Carolina Testing Code of Ethics states, ‘Educators 

shall maintain the confidentiality of individual students. Publicizing test scores 

that contain the names of individual students is unethical.’ In the event of a 

violation of this Rule, the State Board of Education may, in accordance with 

the contested case provisions of Chapter 150B of the General Statutes, 

impose any one or more of the following sanctions: 

(2)   File a civil action against the person or persons responsible for the 

violation for copyright infringement or for any other available cause of action; 

(3)   Seek criminal prosecution of the person or persons responsible for the 

violation; and 

(4)   In accordance with the provisions of 16 NCAC 6C .0312, suspend or 

revoke the professional license of the person or persons responsible for the 

violation.” 

 

REPORTS 

There are numerous reports that will be due during the school year. It is important that 

reports are turned in on the due date. If you are not clear about directions, check with 

the office before completing a report.  

 

SCHOOL ASSEMBLIES 
 
The following is expected and required when a school assembly is held. 
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1. Students will enter the multi-purpose room in an orderly manner: straight line, 
hands to self, and quietly. 

2. Students will be expected to display courteous and appropriate conduct at all 
times.  They will respect the presenter by paying attention and not talking to other 
students.  Teachers should sit in close proximity to the students and help monitor 
their behavior. 

3. When the assembly has, ended students are expected to sit quietly until their 
class is called to leave. 

4. Teachers should not bring work or grade papers during assemblies.  
 

STUDENTS BRINGING ANIMALS TO SCHOOL 
 
If students should ask to bring pets to school it is only allowed if it correlates to a unit of 
study in the classroom.  Should this occur, the parent must bring the animal in an 
appropriate carrier and take it home after sharing. This must be preapproved 
administration prior to making the plans.  The teacher will have to ensure that no 
students participating have allergies that could cause harm. 
 

Suicide Crisis Response Procedures 

 
All staff are responsible for safeguarding the health and safety of students. All staff are 
expected to exercise sound professional judgment, err on the side of caution and 
demonstrate extreme sensitivity throughout any crisis. All school personnel should be 
informed of the signs of youth depression/suicide. 
 
Any staff member who is originally made aware of any threat or witnesses any attempt 
towards self-harm, that is written, drawn, spoken or threatened, will immediately notify 
the principal or their designee. Any threat in any form must be treated as real and dealt 
with immediately. No student should be left alone, nor confidences promised. Thus, in 
cases of life threatening situations a student’s confidentiality will be waived. The 
district’s SIT procedures will be implemented. 
 
 
 
Suicide Threat 
 
Definition – A suicide threat is a verbal or non-verbal communication that the individual 
intends to harm him/herself with the intention to die but has not acted on the behavior. 
 
a. The staff member who learns of the threat will locate the individual and arrange for 
or provide constant adult supervision. 
b. The above-mentioned staff member will immediately inform the principal/designee. 
c. The principal/designee will involve student services/counseling staff, school nurse 
practitioner or other trained mental health professional in their absence. 
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d. The appropriate staff or approved agency provider will determine risk and intervention 
needed by interviewing the student, and gathering appropriate supportive 
documentation from teachers or others who witnessed the threat. 
e. The principal/designee will: 

 Contact the parent/guardian, apprise them of the situation and make 
recommendations. Most often, the person conducting the interview contacts the 
parent/guardian. 

 Put all recommendations in writing to the parent/guardian. [Depending on District 
policy this may be through certified mail, email delivery confirmation, a 
parent/signature “sign off” of recommendations sent home to be returned the 
next day or other approved communication procedure.] 

  Mail the recommendation through certified mail if there is any question or doubt 
of the parent/guardian receiving the recommendations. 

 Maintain a file copy of the letter in a secure and appropriate location. 
 

f. If the student is known to be currently in counseling, the principal/designee will 
attempt to inform their treatment provider of the actions taken. 
g. If the parent refuses to cooperate, and there is any doubt regarding the child’s safety, 
the school employee who directly witnessed the threat will follow GCS protocol.  
 

SUSPECTED CHILD ABUSE OR NEGLECT 

It is the philosophy of both the Department of Public Instruction and the Department of 
Human Resources that North Carolina school children be afforded the utmost protection 
in all suspected cased of child abuse and neglect. 
 
All cases of suspected abuse must be reported to the Division of Protective Services in 
the Department of Social Services (373-3795).  Abuse is defined in North Carolina as 
any juvenile less than 18 years of age whose parent, guardian, custodian, or caretaker 
inflicts, allows to be inflicted, or creates a substantial risk of a serious physical injury on 
the student by means other than an accident. 
 
Each individual is responsible for reporting suspected child abuse or neglect.   
Each individual should then inform the principal of such reports.  Any communication 
received from Social Services related to reports will be shared with the appropriate 
personnel involved with situation.   
Building Safety for Principals/Assistant Principals: 
 

 Maintain a heightened awareness regarding safety and security for your building. 
Review your school safe school plans with your faculty. 

 Review and tighten access procedures to your school. Ensure visitors are 
directed to sign-in and follow visitation procedures, including sign-out at the 
appropriate time. Check IDs and make sure that all visitors wear name tags 
indicating who they are and their purpose for visiting the school, such as the 
classroom or location. Visitors should not be allowed to wander hallways and/or 
interrupt instruction in classrooms. 
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 Ensure staff and faculty is familiar with Lockdown and Shelter in Place 
Procedures. 

 Have the custodians ensure windows and doors are secured at the conclusion of 
the school day. 

 Conduct a site base walkthrough to ensure lighting is working properly and that 
exterior hazardous are removed or secured. 

 Ensure fall lockdown drill is completed (September 2015. Drills are required twice 
a year both fall and spring; however, it is strongly encouraged to practice the drill 
often for preparedness. 

 Review violence risk threat assessment protocols with school-level crisis team 
members. 

 Submit work orders regarding doors that do not lock broken lights, and other 
potential safety concerns to maintenance. 

 Review violence risk threat assessment protocols with school-level crisis team 
members. 

 Contact the GCS Safety Office for assistance in conducting a threat assessment 
at your school. 

 
Tips to Share with Staff/ Faculty: 
 

 Please make sure to use the “buddy system,” especially when coming to work 
early or staying late. If you are staying late, make sure to move your car closer to 
the entrance/exit you will be using, park in a well-lighted area and travel in pairs 
to and from parking lots to entrances and vice-versa. Make sure a family member 
or friend knows what time you are leaving and when you are expected home. 

 Always be vigilant during arrival and departure times. 
 Continue focus on building positive school climates and trusting relationships 

with students, staff, parents and community members. 
 Remind students about the importance of reporting any concerns to trusted adult, 

including their parents and school officials. 
 
Student Safety Tips: 
 
Child Abduction and Other Safety Tips: 

 Do not get into any car unless your parents personally tell you to do so. Also, 
stay away from anyone who follows you on foot or in a car. You do not need and 
should not go near a car to talk to the people inside. 

 Adults and other people who need help should not ask a child for help; they 
should ask other adults. Adults should not ask you for directions or to look for a 
“lost puppy,” or tell you that your mother or father is in trouble and that they will 
take you to them. 

 Quickly get away from anyone who tries to take you somewhere. Yell or scream, 
“This person is not my father (or mother).” 

 You should use the “buddy system” and never go places alone. Always ask your 
parents’ permission to leave the school or grounds, or your yard/play area, or to 
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leave with another student. Most importantly, always ask your parents/guardians 
for permission before you go into someone’s home. 

 Never, never hitchhike! Do not try to get a ride with people unless your parents 
have told you it is OK to do so. 

 People should not ask you to keep a special secret. If they do, tell your parents 
or teacher. Also, tell anyone who wants to take your picture, “No,” and quickly tell 
your parents or teacher. 

 No one should touch you on the parts of the body covered by your bathing suit, 
nor should you touch anyone else in those areas. Your body is special and 
private. 

 You can be assertive and you have the right to say “No” to someone, including 
adults and even relatives or friends who try to take you somewhere against your 
will, touch you or make you feel uncomfortable in ANY WAY. 

 NOTE: Many parents use a special code word only the child knows to convey a 
message should someone other than a parent asks a child to accompany him or 
her anywhere. 

 THE YELL: Practice a “special” yell. It is low, loud and long. It tells the person 
trying to hurt the child, “I know what to do! I’m not an easy victim!” It tells 
everyone within the sound of the child’s voice, “I need help!” It gets the child 
going; it breaks the “spell.” A child should not panic and freeze, thereby 
becoming immobile in an emergency. When you yell, you take a deep breath, 
thereby getting oxygen and energy to your brain and muscles. Your own “yell” 
can give you courage and get your feet moving when you need to run away! 

 

School Bus Stop Safety Issues: 

 Parents should ensure that if possible, an adult wait with children at school bus 
stops (not always possible with one-parent families or where both parents work). 
Encourage parents’/family members to work something out with all parents of 
children at the bus stop to be there on a rotating basis. 

 Know the path your child takes to and from home to the school bus stop.  
 Tell your children to avoid short cuts through woods, alleys, parks, or other areas 

where they could be alone. 
 Identify safe houses along the way that your child could run to or into for help if 

needed. 
 Ensure your child does not have his or her name visible on a backpack, etc., as 

this would enable a potential abductor to call out to the child by name. 
 If children feel concerned for their safety, they should always tell their parents 

and the bus driver of any such concern. 
 If approached on the way to or from the bus stop or at the bus stop, tell your 

parents, the bus driver and school officials. 
 Report any suspicious vehicle. Write down the license number and provide it to 

school and law enforcement officials. 
 Stand away from any vehicle that stops near the bus stop and do not allow 

yourself to come close to or enter the vehicle of someone you do not want to. 
 Run from anyone displaying a weapon. Do this while throwing books, yelling and 

making as much noise as you can. Under no circumstances go with an abductor. 
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Kick, bite, and no matter what the threat, do not go along with your kidnapper. 
Once he takes you away, your chances of survival greatly diminish. 

 

How to Escape a Kidnapper — Things Every Child Should Know: 

 Children should not to be afraid to tell their parents or a trusted adult or teacher if 
they feel threatened, even if someone has told them not to talk. If victimized, it is 
never their fault and never something they should be ashamed of or something 
that they hide from their parents or other caregivers. Tell your children you love 
them and that if they disappear, no matter what their kidnapper says, you will 
never stop loving them and you will never stop looking for them. 

 Never to go with anyone you do not want to, and do not let someone take you 
away from where the potential kidnapper first approaches you. (This and Tip No. 
3 below are the most important things a child can do to stop from becoming the 
victim of a kidnapper.) 

 Yell, scream, fight and run from any potential abductor. No matter what the 
assailant says, make as much noise and attract as much attention as you can. 

 If someone tries to lure you into a vehicle, run the opposite way the vehicle is 
facing, forcing the kidnapper to turn around to chase you. 

 Run to your home, a neighbor’s home, into a store or other public place yelling 
that someone is trying to kidnap you. 

 If on your bike, grip the bike. The kidnapper cannot get both you and your bike 
into a car. If you are on the street and you cannot run, grab a streetlight, traffic 
sign, trashcan, mailbox or other fixed object while yelling for help. 

 If the kidnapper points a gun at you, run anyway. Most kidnappers do not want to 
attract attention by firing a gun and they probably could not hit you anyway. It is 
better to be wounded and left to get help from others then to go off with a 
kidnapper. 

 If grabbed, twist your body and scream, “This is not my dad (or my mom)!” 
 If your assailant grabs you by your coat or backpack, twist out of his grip, leaving 

him with the coat or backpack as you run and scream toward another nearby 
adult. Attract the attention of this adult by grabbing and holding on to him or her. 

 If forced into the front seat of a four-door car or van, immediately jump into the 
back seat; open the rear door and escape. (Do not put on a seatbelt, as this will 
obviously slow your escape time.) 

 If placed in the trunk of a car, look for the emergency trunk release lever and pull 
it and escape. If you cannot find this, pull out the wires to the taillights on both 
sides of the trunk, thereby attracting attention to the vehicle when the stoplights 
do not work. (Parents, tell police that your child knows how to do this; therefore, 
the police will be looking for cars with malfunctioning taillights.) 

 Grab the keys from the kidnapper’s car and throw them out the window. 
 If in traffic, step on the accelerator and make the car crash into the car in front of 

it. 
 Honk the horn and try to force the kidnapper to wreck the car. 
 Do not eat or drink anything your kidnapper gives to you. (It may be drugged.) 
 If your kidnapper takes you into a store, knock things down, break bottles, yell 

and scream that you have been kidnapped. 
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 If you are held in a house, flash the lights on the front porch off and on. If in an 
upper apartment, flood the bathroom to cause water to flood the apartment 
below. 

 Never stop trying to escape and always take the opportunity to use a phone to 
call 911 and ask for help. 

 Parents discuss and practice these things with your children. While doing 
everything we can to prevent our children from becoming the victim of a 
kidnapper, we need also equip them with the above information to help them 
escape should an assailant take them. Information is key and can save the life of 
your child. 

 “Never, never, never, never give up.” 
 

Field Trip Safety: 

 Identify and assess risk. 
 Be familiar with facilities and equipment. 
 Determine student medical needs. 
 Comply with medication procedures. 
 Supervise students at all times. 
 Determine how many and what kinds of chaperones are needed throughout the 

trip. 
 Ensure that all volunteer chaperones are properly vetted through the GCS Parent 

Volunteer Program. 
 Ensure your staff is properly trained and briefed when an accident occurs and a 

student is hurt. 
 

o Never fail to give aid 
o Due to the possibility of neck and spinal injury, do not move the student 
o Summon professional medical attention 
o Report the accident to the school staff member 
o Administer first aid as trained 
o Make sure the injured child is always attended by an adult 
o Contact the school administrator and parents/ guardians as soon as 

possible 
o Do not discuss who will pay for medical care and do not admit liability 
o Complete an accident report 

 

 Emergency communication 
o Provide a method for communication in the event of an emergency (such 

as a cell phone), and have an alternate method if the primary means does 
not work. 

o Provide phone numbers for field trip staff to use to contact a school 
administrator on a 24-hour basis in an emergency. 

 

 Have at least one staff member or chaperone certified in first aid and CPR.  
 Have a first aid kit accessible. 
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 Ensure chaperones are aware of the nearest accessible medical station and 
telephone service and have appropriate emergency phone numbers in their 
possession. 

 All participants must know safety and emergency procedures and what to do if 
they become separated from the group. 

 Students should use the buddy system. 
 All participants must have a nametag and emergency information in their 

possession and are instructed as to the use if they become lost. 

 
 

 
TEXTBOOKS 
 
Sandy Hines is the designee to work with textbooks.  She will have an inventory at the 
beginning of the year and each teacher is expected to keep accurate records for each 
state adopted textbook.  At the end of the year, you will be expected to account for each 
state adopted textbook.  Books that are lost or damaged must be accounted for by 
either payment from parent or attempts to collect fees from parent.  Keep up with 
the books.  All unused books on each grade level will be stored in classrooms.  
Extra books should not be stored in workrooms.  
 

DAMAGE FEES/LOST TEXTBOOKS 
A receipt must be issued to each student that pays for any lost or damaged textbook.  
The homeroom teacher collecting fees from each student should follow the procedure 
outlined in the previous section.  The list, collection report, and money are turned into 
the treasurer.  
 

VISITORS 
 
All visitors are to register in the office and obtain a visitor’s badge.  Notify the 
office immediately if you see anyone you are unfamiliar with on campus without a 
badge. Teachers should familiarize themselves with classroom visitation policies that 
are stated in the Student handbook. 
 
Volunteers must report to the office and sign in on the volunteer register and obtain a 
volunteer badge. Only approved individuals may volunteer.  
 

FACILITIES 
 
WINDOWS AND BLINDS 
It is very important not to store books in the window area. Storing items could break or 
bend the window blinds. 
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AIR VENTS 
It is important not to block air vent in the classroom.  There should be at least a two-foot 
clearance from all air intake vents in your classroom. 
 

SEDALIA BEHAVIOR GUIDELINES 

CAFETERIA PROCEDURES      
Please remind students of appropriate cafeteria behavior and to be polite to cafeteria 
personnel.  Students may only go through the line once; therefore, they should make 
sure they have gotten everything needed for lunch.  

1. Move through the lunch line in a safe and orderly manner. 
2. Use your good manners. 
3. Speak up when making food choices. 
4. Get everything you need before sitting down. 
5. Please do not save seats at your table. 
6. Do not throw food or share food. 
7. Eat quietly when the music is playing. 

 
Please discuss and review these rules with the students you take to lunch.  If your class 
continues to be very disruptive in the cafeteria, the teacher will be asked to eat with their 
class to monitor behavior. 
 

CLASSROOM SUPERVISION 
Each teacher is responsible for the condition of his/her assigned classroom.  To protect 

or guard against damage to assigned areas of the building, each teacher must 

supervise students in the classroom.  The supervision of students includes the areas of 

curriculum, instruction, discipline, safety, and the care and maintenance of school 

equipment, furniture, and supplies. 

Teacher supervision of students is not limited to the classroom, but includes the 

supervision of student conduct and behavior in the halls and other common areas of the 

building and grounds.  Teachers are instructed to initiate the appropriate action to curtail 

or eliminate any disruptive conduct or activity that may interview with the educational 

process. 

Students should not be left unsupervised by the teacher or teacher assistant at any time 

which includes school day, class time and after school time when a child has been 

asked to stay for a teacher.  Any teacher that must be out of the classroom during 

instructional time should contact administration or office.  Please use your daily planning 

period and duty free lunch for necessaries. 

It is vital to the safety of the students that proper supervision occurs during structured 

play.  Teachers should not be congregated into groups on the playground.  Teachers 

should position themselves in various locations around the playground to help monitor 

the students. 
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A staff member who has asked a student to stay after school is responsible for that child 

until a parent has picked him/her up. The teacher must stay until after the student 

departs. 

During dismissal, teachers should escort their bus riders to each buses and 

ensure they are on the correct bus  

All teachers must make sure their students get home safely (car, bus, walker, bikes etc) 

before the teacher leaves the campus daily.  

 

 

 

 

 

 

 

 

 

Behavior Expectations 

 
 Classrooms Hallways 

Bus Loop 
Playgrounds Cafeteria Assemblies Bathrooms 

Car Rider 
Loop 

EX
P

EC
TA

TI
O

N
S 

Respect 
Ourselves 

--Be 
prepared  
-Do your 

best 
-Stay on 

task 
 

-Walk 
quickly and 

silently 
Stay to the 

right 
 

Walk quickly 
and  quietly to 

bus 

-Play fair 
-Play 

without 
touching 
- Walk on 

mulch area 
-Follow 

procedures 
for safety 
-Gather 

belongings 

- Speak 
clearly 

and 
politely 
in the 

serving 
line to 
servers 
- Stay 
silent 
during 
music 
-Focus 

on 
Eating 

 
-Hands 

and Feet 
to yourself 
Enter and 

exit 
calmly, 
quickly 

and 
quietly 

-Enter and 
exit calmly, 
quickly and 

quietly 

- Sit in one 
spot with your 

grade level 
without 
talking 

- Listen for 
your name to 

be called 
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Respect 
Others 

- Listen 
to 

speaker 
- Use 
kinds 
words 

- Stay in 
your 
space 

- Share 

 
- Walk in a 
single-file 

line 
- No talking 

- Keep 
hands to 
your side 

and objects 
to yourself 

- Do not 
cross 

between 
classes 

 
-Keep your 
hands and 

materials to 
yourself 

- Remain quiet 
so everyone 

can hear 
announcements 
- Walk to your 

bus/ MPR 

- Share 
equipment 

- Follow 
safety rules 

- Include 
everyone 

- Do not kick 
balls 

across/over 
people 

 
- 

Practice 
good 
table 

manners 
- Eat 
your 
own 

food not 
others 

-Remain 
seated 

and raise 
your 
hand 
-Talk 

quietly 
to the 

student 
closet 
when 

music is 
off 

-Line up 
in quiet 
wiggle 

free line 
-Keep 
lunch 

boxes by 
your 
side 

 

 
 

-Sit so 
others can 

see the 
presenter 
-Listen to 
presenter 

 

-Respect 
others 
privacy 

-Close stall 
doors gently 
and quietly 

-Quietly and 
quickly use 

the 
restroom 
and exit 
-Wash 
hands 

without 
playing in 
the water 

 

- Keep your 
hands and 

materials to 
yourself 
- Remain 
quiet so 

everyone can 
hear their 

name/number 
- Walk to your 

star when 
called 

Respect 
Property 

-Use 
materials 
properly 
-Clean 

up after 
yourself 

- Pick up 
trash/items 

on the 
floor 

- Keep 
hands/feet 
off the wall 

-Keep all your 
belongings with 

you 
-Walk with your 

teachers 

- Use 
equipment 

properly 
- Throw 

trash away 
- Play and 
Kick or hit 
balls away 
from the 
wall and 
windows 

-Stay inside 
boundaries 
and fence 
-Wipe feet 

before 
entering the 

building 

- Clean 
up after 
yourself 
-Place 
tray in 
trash 
gently 

-Clean up 
as needed 
-Wait your 

turn to 
exit the 

area 

 
-Place all 

paper 
towels in 
the trash 

can 
-Report if 
something 
is wrong 

immediately 
to your 
teacher 

-Conserve 
paper 
towels 

 

- Keep all your 
belongings 
with you 

-Pick trash 
and place in 

the trash cans 
 
 

 

DISCIPLINE 

At the first of the school year, each teacher will review with their class the rules, 
procedures, and consequences. Proper class discipline is the responsibility of every 
teacher.  Good discipline is a necessary precedent to good learning. If proper discipline 
is not maintained, it means very little can be accomplished from an educational point-of-
view.  A firm policy on class expectations from the beginning will diminish most 
problems.  Teachers who handle their own discipline problems gain the respect of the 
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class immediately.  Students want and expect discipline.  Situations beyond the 
individual teacher’s control should be referred to the administration.  Factors to 
consider about class discipline are: 

1. Proper and complete preparation for your class will increase interest and leave little 
time for off-task behavior.   

2.  The level of relationship with students should promote respect and friendship in 
concert. 

3.  Class punishment for the action of one student will result in nothing but resentment 
on the part of the entire class. 

4.  No teacher has the authority to expel a student from any class.  Students should 
not be sent out of the room to roam freely around the building.  It shall be the 
policy at Sedalia that students will not be placed in the hall or in a corner for 
discipline problems; other measures shall be utilized. 

5.  Teachers should be firm, fair, and consistent.  The use of poor judgment can be 
avoided if one will not act in haste. 

6.  Teachers are encouraged to formulate their own consequences but it must be 
reasonable and educationally sound. 

7.  If a student should be referred to administration for discipline, the teacher must live 
with the decision of the administration in the matter. 

8.  Contact with the home on discipline problems is required.  Use the telephone.  Use 
the postal service. 

9.  Physical contact to enforce discipline should not be used.  We will not jerk, pull, 
shove etc., students when dealing with misbehavior.  As teachers, we must 
exercise self-control, in dealing with students and try to remain calm under all 
circumstances 

 10.  Adults will not scream or yell at any student, for any reason. 

 

It is our job as educators to help enforce the following school rules.  These rules will 
help us to maintain an orderly and safe campus for students and staff members. 

 
1. BE RESPONSIBLE 
2. RESPECT YOURSELF AND OTHERS  
3. DO YOUR BEST 
4. COOPERATE WITH OTHERS 

 

All students at Sedalia will follow the following “Tiger Hallway Expectations” to help keep 
our hallways quiet and orderly.  This will show respect to the learning environment   

 
1. SINGLE FILE LINE FOR SAFETY  
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2. NO TALKING  
3. RESPECT OTHERS AND KEEP HANDS AND FEET TO YOURSELF 

 
 

DUTIES 
 

Each staff member MUST be on duty, on time!  Teachers will be at their 
classroom door to monitor the halls and to greet their students each morning at 
the 7:20 bell. Duty schedule will be followed and in the event of your absence get 
a fill-in for your duty.  All staff will have a morning and afternoon duty monitoring 
students in classroom, hallway, cafeteria or other parts of the building.   

 

HALL PASSES 
 

Students must have a hall pass anytime they leave the room unsupervised by the 
teacher. Hall passes should include the teacher name and student destination.  EC, AG, 
and Speech teachers will provide hall passes to all students they service on a weekly 
basis. 
 
HEALTH AND SAFETY OF STUDENTS 
 
Teachers are legally responsible for the health and safety of students from 7:20 until 
dismissal.  If you observe a practice, which does not promote good health and safety, 
notify the Principal.  Teachers are legally considered negligent if they do not take action 
to correct unsafe health or safety incidence. 
 
Under no circumstances will students be allowed to use playground or physical 
education equipment during the school day without teacher supervision. 

STRUCTERED PLAY SUPERVISON 

 
Students should be closely monitored during structured play.  Each year, teachers will 
need to develop a supervision plan for structured play for their grade level team and 
submit it to administration for approval.  Teachers will supervise students during 
structured play. 

 

COMMUNICATION 
 

INTERNAL COMMUNICATION 
All staff members are required to check your email at least twice each day and 
especially on Monday mornings. However, you should not be sending or replying to 
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emails during instructional time unless it is an emergency to the administration/office 
staff.   
 
Please check your mailbox at least twice each day, once in the morning and after lunch. 
Mail is to be picked up by teachers or assistants only (No Students). 
Personal messages will be placed in your mailbox or on your voicemail.  Emergency 
messages will be forwarded to you immediately. 
 
Efforts to keep intercom announcements to a minimum will be a priority.  However, please 
realize that there are times when it is very difficult to do this and we must make 
announcements during the school day. 

 
EXTERNAL/PARENT COMMUNICATION 

 

CONFERENCE/PARENT COMMUNICATION 
Classroom teachers will have face-to-face conferences with all parents during the first 
and third quarters. Grade levels that team will need to meet with all of their homeroom 
students and those parents from the team of students who are struggling academically 
and/or have behavior issues. Any student receiving a grade below a “C” (Grades 3-5) or 
below a 2 (Grades K-2), parents must be contacted prior to interim report and/or report 
card distribution. This contact will need to be documented on the teacher’s *contact log. 
*(Turn in contact log with report cards for review). 
 
Your grade level must also send home a newsletter at minimum bi-weekly. These must 
be placed in the Sedalia SharePoint every other Monday. 
 

WEBPAGES 
 

ALL staff members will create and consistently maintain a web page. 
 
WEEKLY HOMEWORK FOLDERS 
 
These folders will be sent home to parents each Monday. 

CLASSROOM EMAIL DISTRIBUTION LIST  
 
Every classroom teacher will create an email contact for every parent.  They will then will 
create a group.  This group will be called: TEACHER’S Last Name School year…. 
Example: Pegram 2018-19.  This list will be forwarded as a contact list to administration.   
 
STAFF EMAIL USAGE 
 
Email is a wonderful tool for communicating basic information to teachers, parents, and 
administration.  We urge you to use your discretion in what is included in the content of 
these emails.  Email is not an appropriate communication channel for conducting parent 
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conferences because they are often misinterpreted. Sensitive information should be 
shared with parents over the phone or a face-to-face conference.    
 
Another way of making sure you receive your parents’ emails from THINQ Ed and/or your 
webpage contact form is to follow the steps below to create a rule: 
 

 
 
 
 
STAFF USE OF PHONES 
 
Please limit the use of phones for personal reasons.  School phones and cell 
phones should not be used during instructional times.  If you receive a personal 
call during the school day, it will be sent directly to your voice mail. 
 
Staff members have access to phones in various parts of the building.  Office phones 
are to be used by the office staff only.   
 
Please try to make personal calls during your planning time or after school.  If you 
receive personal calls during the school day, a message will be placed in your 
box as soon as possible.  
 
 If a long distance call involves school business, report the number called, place called, 
purpose of the call, date, and time of the call to the secretary.  No personal long 
distance calls (charged phone call) shall be made using a school phone. 
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Students should never use classroom telephones.  In emergencies, students may use 
the office phones if they have written permission from the teachers. 
 
 

SOCIAL MEDIA GUIDELINES 

GCS has developed Social Media Guidelines. You can find these Guidelines and the 

Acceptable Use Policies at: 

http://www.gcsnc.com/pages/gcsnc/Employees/Social_Media_Guidelines  

GCS staff should familiarize themselves with the guidelines and Board Policies involving 

acceptable use of Technology.  The district message to staff is to “be professional” and 

keep your personal lives private. If something is not appropriate for the classroom or 

workplace, or doesn’t represent you as a state, district, school employee or educator in 

a professional light, it isn’t appropriate for social media.  

VISIBILTY  

The administrators and teachers shall maintain a high degree of visibility in the halls, 

classrooms, restrooms, and in attendance at school related activities.  The staff is 

expected to support the curricular and extracurricular activities. Teachers should stand 

at classroom doors daily to greet students in the morning and assist with hallway 

supervision.   Support for both areas can have a positive effect on the student-school-

community relationship. 

CURRICULUM  
 

 
 Definition of MTSS  
 
A Multi-Tiered System of Supports is a whole-school, prevention-based framework 
for improving learning outcomes for every student through a layered continuum of 
evidence-based practices and systems.  
is a systemic, continuous- improvement framework in which data-based problem-solving 
and decision making is practiced across all levels of the educational system for 
supporting students.  
 
 
The framework of MTSS is a “way of doing business” which utilizes high quality 
evidence-based instruction, intervention, and assessment practices to ensure that 
every student receives the appropriate level of support to be successful. A Multi-Tiered 
System of Supports helps schools and districts to organize resources through alignment 
of academic standards and behavioral expectations, implemented with fidelity and 

http://www.gcsnc.com/pages/gcsnc/Employees/Social_Media_Guidelines
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sustained over time, in order to accelerate the performance of every student to achieve 
and/or exceed proficiency.  
 
 
Essential Components  
In GCS, the essential components of an MTSS framework represent the integration of 
existing evidence-based educational reform initiatives, Response to Intervention (RtI) 
and Positive Behavioral Interventions and Supports (PBIS). The MTSS Essential 
Components are:  
• Shared Leadership  
• Data-Based Problem Solving and Decision Making  
• Layered Continuum of Supports  
• Evidence-Based Instruction, Intervention, and Assessment Practices  
• Universal Screening and Progress Monitoring  
• Family, School, and Community Partnering  
 
When schools and districts fully embrace and embed these components into their 
organizational structure, the outcome is a whole-school, prevention-based framework 
for improving learning outcomes for every student through a layered continuum of 
evidence-based practices and systems. The success of an MTSS framework is 
dependent on the effective interaction of student outcomes:  
• the data used for decision making,  
• the use of evidence-based practices to get to student outcomes, and  
• the systems which adults need in order to support the implementation of the practices.  
 
 
Why Is MTSS Important?  
 
By systemically evaluating and analyzing student progress through ongoing universal 
screening and progress monitoring, educators are able to more efficiently use their 
available resources and to improve student performance. Information yielded by these 
data sets allows educators to problem-solve less severe educational challenges in the 
general education environment, and preserve additional resources for students who 
require more targeted and intensive instruction and intervention in order to achieve 
educational benchmarks.  This type of structured problem-solving process meets the 
mandates of both ESEA (2002) and IDEA (2004). MTSS also supports the GCS 
educational legislation priorities SB 10-191 (Educator Effectiveness), HB12-1238 
(READ Act), SB08-212 (CAP4K), HB11-1254 (Bullying in Schools) and SB13-193 
(Parent Engagement in Schools).  
 
Leadership for MTSS  
 
Shared leadership within MTSS exists at both the district and school level. For MTSS 
implementation to be successful, it is critical to establish leadership teams at each level 
of the system. The function of these teams is to ensure effective implementation across 
all levels of the system, including district, school, classroom, and individual student. 
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Initially, the team creates a common vision and common language in order to clarify 
purpose and desired outcomes. System support needs are determined through a data-
based problem solving and decision making process utilizing school-level progress 
data. Leadership teams engage in on-going review and evaluation of progress data to 
determine how to best allocate funding and available resources, including evidence-
based professional development for educators.  
 
 
Creating a Problem-Solving Culture  
 
The success of an MTSS framework is dependent upon effective use of data and 
information to make decisions for student progress and success. In order for districts 
and schools to embrace and function as a problem-solving culture, a shift in thinking 
must take place. The shift is the recognition that student achievement comes from a 
collective responsibility of all stakeholders to ensure an appropriate fit of curriculum, 
instruction, and environment that enables student learning. Effective leadership 
facilitates the building of systems and atmosphere to support and encourage educators 
to problem solve at all levels and more efficiently meet student needs.  
 
Getting Started with MTSS  
 
Effective implementation of an MTSS framework takes time. In order to reach the stage 
of full implementation, leaders should expect the process to take 2-4 years. The Office 
of Learning Supports at CDE provides support to district and school-level leadership 
teams demonstrating readiness for implementation of MTSS.  
 
Readiness activities include:  
 
1. Form a school-level leadership team.  
2. Conduct a district systems needs assessment to answer the following critical 
questions:  
Where are we now? Where do we want to be? What are our strengths? Where are our 
gaps?  
3. Determine readiness for change within the district or school.  
4. Assess and determine the feasibility of establishing an MTSS organizational 
framework.  
5. Identify priorities for change (no more than 3-4) and create an action plan.  
 

 

What are the recommendations for MTSS for school Improvement?   See below:  
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Framework for Systemic Social and Emotional Learning 

Systemic SEL is promoted across multiple contexts every day. SEL is more than just a program or 

lesson. It is about how teaching and learning happens, as well as what you teach and where you 

learn. CASEL’s widely used framework identifies five core competencies that when prioritized across 

settings – districts, schools, classrooms, families, and the wider community – can educate hearts, 

inspire minds, and help students navigate the world more effectively. 

Self-awareness: Know your strengths and limitations, with a well-grounded sense of confidence, 

optimism, and a “growth mindset.” 

The ability to accurately recognize one’s own emotions, thoughts, and values and how they influence 

behavior. The ability to accurately assess one’s strengths and limitations, with a well-grounded 

sense of confidence, optimism, and a “growth mindset.” 

 Identifying emotions 

 Accurate self-perception 

 Recognizing strengths 

 Self-confidence 

 Self-efficacy 

Self-management: Effectively manage stress, control impulses, and motivate yourself to set and 

achieve goals. 
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The ability to successfully regulate one’s emotions, thoughts, and behaviors in different situations — 

effectively managing stress, controlling impulses, and motivating oneself. The ability to set and work 

toward personal and academic goals. 

 Impulse control 

 Stress management 

 Self-discipline 

 Self-motivation 

 Goal-setting 

 Organizational skills 

Social awareness: Understand the perspectives of others and empathize with them, including those 

from diverse backgrounds and cultures. 

The ability to take the perspective of and empathize with others, including those from diverse 

backgrounds and cultures. The ability to understand social and ethical norms for behavior and to 

recognize family, school, and community resources and supports. 

 Perspective-taking 

 Empathy 

 Appreciating diversity 

 Respect for others 

Relationship skills: Communicate clearly, listen well, cooperate with others, resist inappropriate 

social pressure, negotiate conflict constructively, and seek and offer help when needed. 

The ability to establish and maintain healthy and rewarding relationships with diverse individuals and 

groups. The ability to communicate clearly, listen well, cooperate with others, resist inappropriate 

social pressure, negotiate conflict constructively, and seek and offer help when needed. 

 Communication 

 Social engagement 

 Relationship-building 

 Teamwork 

Responsible decision-making: Make constructive choices about personal behavior and social 

interactions based on ethical standards, safety, and social norms. 

The ability to make constructive choices about personal behavior and social interactions based on 

ethical standards, safety concerns, and social norms. The realistic evaluation of consequences of 

various actions, and a consideration of the well-being of oneself and others. 

 

 Identifying problems 

 Analyzing situations 

 Solving problems 

 Evaluating 

 Reflecting 

 Ethical responsibility 
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Schedule Requirements 
 

Kindergarten- Second  

60 minutes CKLA SKILLS 

45 minutes CKLA Listening and learning 

45 minutes of ELA I/E groups 

50 minutes of Eureka math whole group 

30 minutes math I/E groups 

40 minutes of specials 

30 minute lunch 

Science and Social Studies and extended I/E blocks  
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Third – Fifth Grades   

90 minutes ARC 

30 minutes of ELA I/E groups (During wide reading) 

60 minutes of Eureka math whole group 

30 minutes math I/E groups 

40 minutes of specials 

30 minute lunch 

Science and Social Studies and extended I/E blocks 

 

 All schools will ensure that 100 percent of their students are engaged in 
character development and service learning.  

 All schools will administer universal screening assessments (Istation/Interim 
assessments, Eureka Unit test) during the three administration windows. All 
schools will have a plan in place for monitoring student progress (utilizing the 
GCS progress monitoring guidelines). 

 All schools will administer interim assessments during the administration 
windows.   

 

 All schools will implement CKLA, ARC and Eureka math instruction that utilize 
GCS cluster standards and pacing guides.  

 All schools will conduct a parent conference for all students during the first and 
third quarter.  

 All schools will have a plan for developing and designing common assessments 
that allow students equal access to the same knowledge and skills, agreed upon 
dates and frequency, and include standards that are collaboratively defined.  

 School Webpages will be updated regularly to reflect current information.  
 

 All schools will have a system in place to update the Power Parent module within 
PowerSchool. 
 

 All schools will use educatorshandbook.com for discipline referrals. 
 

 All staff will gain an understanding of social and emotional learning (SEL) 
competencies.  
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 All staff will gain and understanding of MTSS and the importance of the everyone 
contributing to the better of student outcomes.   

 

COMMON CORE 

Common Core… 

 Is a rigorous set of standards for the English Language Arts and Mathematics 
curriculum that has been developed based on the best practices of schools and 
organizations around the country and the world. The standards were created 
using the feedback of K-12 teachers, college level educators and experts in the 
fields of civil rights, English-language learners and students with disabilities.   
 

 Is designed to help students across the country meet the rising demands of the 
21st century global marketplace. Students will be able to make stronger 
connections between classroom knowledge and real-world applications. In turn, 
students will graduate truly college and career ready, and, in so doing, will widen 
the scope of opportunities available to them.   

 Provides a consistent, clear understanding of what students are expected to 
learn, so teachers and parents know what they need to do to help them. The 
standards are designed to be robust and relevant to the real world, reflecting the 
knowledge and skills that our young people need for success in college and 
careers. With American students fully prepared for the future, our communities 
will be best positioned to compete successfully in the global economy. 

 http://www.corestandards.org/ 
 
 
MONITORING GUIDELINES 

Intervention and enrichment (I/E) periods are used to address a range of diverse 

learning needs, reduce pull-out and fragmentation of instruction, and support rigorous 

and individualized instruction. I/E can be more effective if multiple classrooms and/or 

grade levels work collaboratively.  

Balanced literacy instruction, especially guided reading, is a non-negotiable.  It should 

not be cancelled unless administration deems necessary.  If an assembly is scheduled, 

time should be adjusted so that guided reading still occurs. 

Teacher Directed Reading (TDR) should include modeling and independent practice 

(individual, group work, partner work, 10-15-minute mini-lesson). It does not mean 

teacher-led/lecture/talk for the entire block.   

Effective spelling instruction includes a phonemic approach that focuses on 

understanding the relationship between letters and their corresponding sounds and a 

morphemic approach that focuses on the structure of words (prefixes, suffixes, and 

http://www.corestandards.org/
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bases or roots).  These approaches are delivered through systematic, explicit, 

sequential instruction that provides cumulative review and practice, and systematic error 

correction.  Spelling should not be the sole component of the word study. 

There must be intentional planning to address both the reading and the science/social 

studies objectives of the lesson when science and social studies are integrated into the 

literacy block. 

Math manipulatives should be easily accessible for students and used regularly for daily 

math instruction.  Calculators need to be incorporated into daily math instruction in 3rd – 

5th grades. 

 

COMPUTER INSTRUCTION 
 
Each teacher is expected to utilize the computer for instructional purposes and integrate 
technology on a continuing basis. Teachers should utilize the computers in the media 
center. 
 

 
 
 

REGULAR MEETING SCHEDULE 
 

Meeting Type Meeting Day Time 

Staff Meeting  First Tuesday of each month (all staff) 2:50pm 

Leadership Team Second Tuesday of each month 2:50pm 

Committees/Goals Teams  2nd and 3rd Tuesday of each month or as 
needed. (4th Tuesday for TAG) 
 

2:50pm. 

MTSS/IST  Wednesdays and Specialist PLC Planning 

PLC meetings Mondays (K-5) Wednesdays (Specialist)  Planning 

PTA Board 2ND Wednesday of each month 6:00 pm 

 
 

ATTENDANCE OF PTA MEETINGS 
 
All certified staff members are expected to attend all full PTA meetings.  The dates 
are listed below will be noted on the monthly calendars. 
 

 Open House August 21st 

 Curriculum Night – September 10th 

 4TH and 5th grade performance – November 14th 

 2nd and 3rd grade performance – March 19th 

 K and 1st grade performance – May 14th  
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2019-2020 Committees 
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INSTRUCTIONAL EXPECTATIONS 
 

EC/AG SERVICE MODEL  
 
K-5 students will be served through a pull-out model, co-teaching and inclusion which 
occur during designated grade level time.  EC and AG teacher should work closely with 
grade level teams to plan instruction. Every attempt should be made for students not to 
miss core instruction.    

 
PLANNING 
 
Planning is at the heart of good teaching. The schedule has been constructed to allow 
for individual and team planning weekly. The plans should be written to include at least 
the current week. All teachers are required to keep lesson plans on their desk so 
that a visiting administrator will be able to review the plans.  Teachers will follow 
the GCS lesson plan template along with the Common Core unit plans. The 
principal and/or a curriculum facilitator will visit and review lesson plans on a regular 
basis. Lessons must be aligned to the Common Core standards, district pacing guides, 
etc. 
 
All teachers should be familiar with instructional expectations at Sedalia Elementary.  
The instructional expectation chart will be revised annually to ensure that teachers are 
familiar with the curricular expectations at Sedalia.   
 
GRADING 
 
Each grade level should share common beliefs and practices in grading student 
assignments.  A grading policy should be included in each grade level’s handbook to 
inform students and parents on how students earn grades. 
 
Any student receiving a grade below a “C” in grades 3-5 or below a 2 in grades K-2 
must have a parent contact prior to interim report and/or report card distribution. This 
contact (phone, email, face to face) will need to be documented in your contact log.  
Letters sent home with the student is not an acceptable form of communication.  
Contact logs will be submitted with your report cards to your evaluating administrator 
each quarter.   
  
REPORT CARDS 
 
All K-5 report cards will be reviewed by your evaluating administrator. 
 
We will continue to use the format on the GCS website. If you have questions 
concerning the report card, please contact your evaluating administrator.  
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TEACHER EXPECTATION HANDBOOKS 
 
Each grade level will prepare and send home with each child a Teacher Expectation 
Handbook. Special teachers are to prepare an expectation booklet or letter to be sent 
to students you serve as well as email to administration and posted on your website.  
 
Please submit a copy of your handbook to the principal for final approval before sending 
them home with the children. 
 
VIDEOS 
 
The following will be the policy on showing videos and only clips will be utilized 

1. Please email Administration for prior approval form to show videotapes.   
2. All videos should be related to Common Core/instructional units. 
3. Videos should be used to supplement normal instructional strategies. 

Rented rated PG that is approved by administration must also have parent approval 
before viewing. 
 
PERSONAL EDUCATION PLANS 
 
Personal Education plans (PEPs) are completed on-line for all students in grades K-5 
that are at risk of not meeting grade level standards and/ have an IEP. Students and 
parents should meet to review and sign the PEP with the teacher once a quarter.  
Guilford County timelines for signatures will be followed. 
 
OBSERVATION CYCLE 

 
Anyone with less than 5 years teaching experience will receive 3 observations.  The first 

being announced all other will be unannounced.  

All certified evaluation types require: teacher self-assessment, professional development 

plan, pre-observation conference for first observation.  

ABBREVIATED CYCLE- Teachers on modified cycle (Standards 1 and 4 only)  will 

receive a minimum of two observations and must create a Professional Development 

Plan (PDP) that is reviewed 3 times per school year with the principal. 

COMPREHENSIVE CYCLE/ 1 OF (?) YEAR- Teachers on a full cycle must create a 

PDP and receive at least 3 observations from their evaluating administrator.  Non-

career teachers must also have a peer observation by Ms. McClure.   

STANDARD CYCLE -Teachers on a full cycle must create a PDP and receive at least 3 

observations from their evaluating administrator.   

ALTERNATE CYCLE- YEAR END- Classified staff members are evaluated using the 
alternate cycle-year end summary instrument.  All other staff.   
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***You will know your cycle at orientation each year.   

 

PHYSICAL EDUCATION 
 

 Structured Play should be planned to provide a well-rounded fitness program for 
the students.   

 Teachers are ultimately responsible for students throughout the school day; 
therefore, they must ensure that students are supervised on the playground. 
Teachers will supervise the entire playground. 

 State Board Policy, HSP-S-000 states that appropriate amounts of recess and 
physical activity shall be provided for students.  Physical activity required by this 
policy must involve physical exertion of at least a moderate intensity level and for 
duration sufficient to provide a significant health benefit to students.  Structured 
play and other physical activity may not be taken away as a form of 
punishment. 

 


