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5. Guardians deserve an open and caring system of communication. 

 

 

GEMS “17” Rules of Responsibility 
1. Respond to adults with the following: “Yes/No ma’am”, “Yes/No Sir”, “Thank you” 

and “Please” 

 

2. Make eye contact when someone is speaking 

 

3. If you win, do not brag. If you lose, do not show anger 

 

4. Cover your mouth when you sneeze or cough and say excuse me 

 

5. Be as organized as possible 

 

6. Do not show disrespect with “gestures” 

 

7. Transitions will be swift, quiet, and orderly 

 

8. Follow the specific school/classroom protocols 

 

9. Keep yourself and the bathrooms clean and germ-free 

 

10. Greet visitors and make them feel welcome 

 

11. After dining in the cafeteria or elsewhere, be responsible for your trash 

 

12. If someone bumps into you, say excuse me, even if it was not your fault 

 

13. When walking in line, keep your arms at your side and move quietly 

 

14. Do not bring perfume or anything scented into the classroom 

 

15. Lean from your mistakes and grow 

 

16. Be the best person you can be  

 

17. If anyone is bullying you, let an adult know 
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ABSENCE FROM WORK 

Any staff member who is unable to attend work

http://www.richmond.k12.ga.us/transportation/addressinput.asp
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Georgia law requires that children must be five years old on or before September 1 to enroll in 

kindergarten and six years old on or before September 1 to enroll in first grade in the public 

schools.  A child who has lived in another state for at least two years before moving to Georgia 
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ELECTRONICS AND CELL PHONES 

Cell phones should only be used during school hours in the event of an emergency.  

• Teachers should be neither sending nor receiving calls nor text messages during 

instructional time. Nor should they be posting to social media.  

• Students are allowed to bring cell phones to school but they must be turned off and out of 

sight.  Cell phones are also not allowed on school transportation. Teachers are to monitor 

the use of technology and confiscate items being misused. 

 

BOMB THREAT 

Bomb Threat Assessment RCSS schools can receive bomb threats anytime throughout the year. 

Notify DSSS of such threats. To minimize disruption of the school day, administrators and 

public safety will manage the threat by classifying the level of the threat into one of two 

categories-high level or low level. The response will be determined by the level of the threat. 

Staff Guidance HIGH-LEVEL THREATS include some or all of the following considerations: 

 1. Details about the bomb threat; i.e., type of bomb, what will trigger the bomb, placement, time 
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“Bullying” is defined as: 

• Any willful attempt or threat to inflict injury on another person, when accompanied by an 

apparent present ability to do so; 

• Any intentional display of force such as would give the victim reason to fear or expect 

immediate bodily harm; 

• Any intentional written, verbal or physical act which a reasonable person would perceive 

as being intended to threaten, harass, or intimidate that: 

o 
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CLASSROOM APPEARANCE 

Teachers are expected to keep classrooms clutter free, neat, and tidy.  Rooms should be attractive 

and should proudly display student work as well as other instructional items.  Bulletin boards 

MUST be current and reflect the standards being taught.  Each teacher is expected to have 

current student work displayed (in the room and hallway) with the standard and 

commentary/rubric to match the task. 

 

Daily reminders: 

*Only 20 percent of the room can be consumed   

• Keep windows and doors uncovered 

• Be certain door and windows are locked during the day and at the end of each day 

and lights are turned off 

• Have students pick up anything off the floor each afternoon 
Use the monthly Custodial Checklist to report needed improvements in room cleanliness. 

 

CLIPBOARDS 

All teachers are expected to have a clipboard with current student contact information present 

with the class at all times.  The clipboard goes with the class to lunch, PE, Art, Technology, 

music, recess, etc.  Students should never carry or study the information on the clipboard.  The 

clip board contains confidential student contact information that should only be viewed by the 

adult supervising them.  

 

COMMITTEES 

It is necessary for the school to have some committees and assignments in order to function 

properly. Volunteers will be requested for certain assignments.  Please select committees that 

match your strengths and personal interests.  We all need to share the work of the committees, so 

volunteer when you can.   

 

CONFERENCES  

Teachers should plan to meet regularly with guardians during their planning time or before/after 

school.  Additionally, RCSS offers fall and spring early release days to hold conferences with 

parents/guardians.  Many parents/guardians look to you as the expert!  If you are struggling with 

a student and need suggestions/support, consider starting the RTI process.  Anticipate that 

guardians are also doing the best they can to support their student at home and look to you for 

suggestions.  If you are out of suggestions, it is time to bring the concern to the RTI committee 

for further review. 

 

DISCIPLINE 

The ultimate goal of any school rule or procedure is to achieve student self-discipline.  Students 

are expected to behave in a way that allows them and their classmates to benefit from 

instructional time.  Each teacher has the responsibility to manage his or her own students.  

Referrals to the office should only be made when other forms of intervention have been 

attempted or the offense is so serious it warrants immediate attention.  Students should not be 

sent to sit in the office.  Another “time out” location should be prearranged. Please follow the 

school-wide discipline management plan.  

 

 

 

DUTIES AND RESPONSIBILITIES 
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(1) Arrive to work on time daily 

(2) Supervise students at all times. 

(3) Keep accurate attendance information. 

(4) Permanent records should be accurate and completed in black ink. Requests for 

permanent records should be honored within two days. You should secure a record for 

every child in your class as soon as possible. Read the information contained in the 

record immediately. 

(5) Punctuality is vital. Please be on time for everything. 

(6) Maintain good communication with parents/guardians of your students. 

(7) Maintain good learning plans. 

(8) Disaggregate and update your data 

 

EMPLOYEE DRESS
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Field trips must be approved 30 days prior to the event to allow the lunchroom enough time to 

prepare for special meals.  Complete the proper forms and prepare paperwork early enough to 

allow for the 30 days.  Click here for the link to find all forms and information associated with 

field trips. You must sign in using your personal school login.  All field trips must be 

instructionally based and directly tied to appropriate grade level standards.  Prior instruction and 

follow-up activities should be included on the field trip request form.  If you have students who 

take medication during the school day, remember to plan accordingly so the child does not miss 

that prescribed dose. 

 

You must have a cut-off day for permission slips and money.  It is not reasonable to be 

collecting either the day of the trip.  You must collect enough money to cover the cost of the 

bus and the event you are attending, or you will need to cancel the trip.  Remember, that you 

must take every child who submits a signed permission slip, even if they do not pay.  You cannot 

withhold a field trip as a consequence for misbehavior unless you have communicated 

expectations in advance to parents and notify them immediately when their child is no longer 

able to attend.  Factor that in when you are deciding how much to charge each student.  If you 

collect more than the trip actually costs, you are allowed to use that money later in the year (end 

of year party, Honor’s Day, etc) as long as it is spent on the same class. 

 

Only the students in the class or grade level for whom the trip is planned may attend the field 

trip.  For instance, chaperones cannot take additional children, siblings of students attending may 

not attend, an attending teacher’s child may not attend, etc. 

 

FIRE DRILLS 

The Georgia State Fire Code requires fire drills to be performed monthly. Teachers should post 

conspicuously a copy of the fire drill route for the classroom and clearly explain it to the 

students. In the event of a fire alarm, all students will proceed in an orderly fashion to the 

designated exit. Upon exiting the building, students will be directed by their teachers or 

administrators to a safe area in the front or side parking lot. Teachers will take roll and report 

attendance in the NaviGate App on your Launchpad or to the designated personnel.  Fire drill 

procedures and blank forms should be left in your emergency sub plans. 

 

GRADE CHAIR/GRADE LEVEL MEETINGS 

/site/default.aspx?PageID=17534
/site/default.aspx?PageID=17534
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• Citizenship (2 per class) 

• iReady highest Growth (Reading and Math) 

• iReady highest Score (Reading and Math) 

• Most Improved 

• Perfect Attendance (0 absences, fewer than 10 tardies)- excused and unexcused are counted 

• Stretch growth goal (iReady Reading/Math) 

• On Grade level (Acadience Reading, iReady Reading/Math) 

Awards given for grades 4-5 

• A/B Honor Roll- every grade on the report card is an A or a B, excludes conduct grades 

• A Honor Roll- every grade on the report cards is an A, excludes conduct grades 

• Distinguished Scholars- every grade on the report card is an A, including conduct  

• Principal’s award- Highest overall content average for the grade level 

• Highest Content Average Award- after finding the highest average in each homeroom on the 

grade level, select the one student with the highest GPA for the grade level, per content. 

Optional Awards  
Jump Rope for Heart  Spelling Bee Participant 

PE    Morning Show  
Art    Music 
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We encourage guardians to volunteer at the school. Due to laws regarding confidentiality of and 

access to records, volunteers cannott be used to grade papers, record grades, fill in report 

cards, etc. However, there are many tasks they can take on to lighten the classroom load.  Please 

share the RCSS Volunteer Training Dates with guardians regularly. 

Being a trained volunteer takes time (GCIC report, Mandated Reporter assessment, etc).  If you 

want guardians to attend a field trip, please let them know they should attend a training at least a 

month in advance of the trip.   

 

PERMANENT RECORDS 

A homeroom teacher is responsible for creating/maintaining a permanent record for each student 

in the homeroom.  The cards should be legible and neat, completed in black ink (except “part 

year” grades for a withdrawal). 

Every student in your room should have an up-to-date permanent record within 2 weeks of being 

assigned to your class.  Please work with the data entry specialist and counselor if you have a 

student transfer into your room and you are unable to locate the permanent record. 

 

PROMOTION/RETENTION DECISIONS 

If a student is in danger of failing, parent conferences must be held as soon as possible.  This 

needs to be noted on the report jacket each grading period.  Each teacher should keep a log 

of conferences on an Appendix C and send home an Appendix B with each report card, if a 

student is in danger of failing. You will meet with the parent and principal in May to make final 

promotion/retention decisions.  You are never to tell a parent or child that the student will be 

retained.  That is a decision only the principal can make and, if made, will be conveyed to the 

parent at the May meeting
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Struggling students should be participating in interventions for attendance, academics and 

behavior.  If a student in intervention continues to struggle and you are unable to determine the 

probable cause, please let Ms. Gibson know.  IF you find the Tier 2 intervention is not sufficient, 

notify Admin/Mrs. Harman to request a Tier 3 meeting.  You will be given a date and time for 
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We are often our own worst enemies.  Choose your words carefully, even if you must pause 

before you speak.   It should not be about getting “blame” off of you and onto someone else. 

It is about explaining the facts and helping others understand our purpose.  If you do not know, it 

is incumbent upon you to ask.  It is your responsibility to know what is going on and why!  

Do not use words that excite guardians or students or intentionally incite fear or anger.  

Examples include but are far from limited to: 

 Your child was “jumped” today. 

 He punched him over and over. 

 I couldn’t even get to him he was hitting so fast. 

 Your child didn’t do anything wrong.  The other kid just started punching him. 

 If your child isn’t going to try, then neither am I. 

 There’s nothing I can do with him when you don’t give him his medicine. 

 I can’t even teach when he’s in the room. 

 All he does is disrupt the class. 

 This wasn’t my idea.  You’ll have to talk to ………. 

 I don’t know what’s going on either.  I don’t even know why we are doing this. 

 I have a lot of behavior problems in my room. 

 I have all the special ed kids this year. 

 Your child’s not the only one.  This kid messes with everybody. 

 I keep writing him up but nothing happens. 

 The whole class is just acting crazy lately. 

 He just got what he deserved.  Someone finally paid him back. 

 Well…..your child hits people, too. 

 

SAFETY MANUAL 

Georgia Law requires each school to develop and implement an emergency preparedness plan. 

The plan is an ongoing process of assessment and revision and updates are made periodically. 

Safety is everyone’s responsibility so input from all staff into the development of the safety 

manual is encouraged. The site safety committee will address safety concerns in monthly 

meetings and collaborate on making Diamond Lakes Elementary the safest possible school 

environment for all staff and students. 

 

SCHOOL FUNDS 

Teachers and other professional employees receiving school funds shall keep accurate records 

and turn in funds to the school bookkeeper. All disbursements of such funds must be by the 

school. Any selling in the school shall be confined to school projects.  Remember that we cannot 

reimburse for taxes paid. 

• All fundraisers must be approved by the principal before selling begins.  See the 

bookkeeper for the proper pre-approval form. 

• Please fill out appropriate forms when turning in money. 

• Check requests must be made at least one day before needed and submitted on the Check 

Request Form. 

• All money should be turned in before noon of the day you are turning it in. County policy 

requires all money to be deposited the same day it is turned in. Please fill out the Cash 

Receipts Form when turning in money.  

• Never keep money in your room when you are not there. 

 

SCHOOL SOCIAL WORK SERVICES 
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This department strives to assist as many individual students as possible. Teachers should 

complete a referral form when deemed necessary. When in doubt –

/site/handlers/filedownload.ashx?moduleinstanceid=138563&dataid=149264&FileName=SWARM%20Quick%20Guide.pdf
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It is imperative that students are supervised at all times when they are in school. Do not leave 

students unattended for any reason, including recess. Teachers should not leave children in 

the classroom unattended.  Placing students in the hallway leaves them unsupervised and 

this is not an acceptable practice.  Asking another teacher to supervise your class (and 

theirs) should be a strategy only in an extreme emergency.  Poor planning on your part 

should not negatively impact colleagues or students. 

 

During standardized testing- pick up your tests EARLY!  Students are to enter the 

classrooms at 7:00 a.m. under the supervision of their homeroom teacher.  You should not 

then need to leave the classroom. 

 

TELEPHONE CALLS 

School phones are to be used 
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Students are not allowed in the teacher work rooms.  CHILDREN should not be sent 
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Diamond Lakes Leave Request 
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Diamond Lakes Elementary 

2024-2025 Non-Negotiables 
 

The Diamond Lakes Elementary Staff is committed to increasing student achievement and using 

effective instructional strategies and digital resources in our classrooms every day. Every lesson 

will be standards-based and taught with rigor and relevance. All instructional decisions will be 

based on what is best for our students.  

Our Teachers will:  

• Report to work and duty on time  

• Establish, practice and reinforce rituals and routines 

• Be consistent with enforcement of classroom rules, rewards and consequences 

• Follow the school wide discipline management plan 

• Supervise students at all times 

• Call parents about student absences (each absence after a total of two) 

• Not place students in the hall at ANY TIME for ANY REASON without supervision 

• Demonstrate evidence of daily planning and differentiation in their instruction 

• Have learning plans available in a binder for classroom visitors 

• Implement the Instructional Framework (Plan, Instruct, Assess, Reflect) 

• Ensure students are able to communicate the following:  

o What am I learning? (learning target) 

o Why am I learning it? (relevance) 

o How will I know I have learned it? (Criteria for Success) 

• Reference the learning target at multiple points throughout the lesson 

• Have a clip board or folder with current student information at all times 

• Respond to parents within 24 hours 

• Support the initiatives of the School Improvement Plan (SIP) 

• Teach key vocabulary and academic language 

• Disaggregate data to adjust and reteach instruction as well as reassess learning 

• Display exemplary student work that includes standards-based teacher commentary 

• Utilize digital resources daily to enhance student learning 

• Conference with students at least once a month 

• Keep an updated data notebook 

• Participate in data chats at various points throughout the year 

• Document ALL parent communication in infinite campus for each individual student 
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Before the First Day of School: 
 

Roster updated and posted outside your door 

 

Tags for dismissal for all students including address and phone numbers (Pre 

K-5th)- all verified before 10:00 a.m. 

 

Plan in place to teach children how you expect them to line up, travel in the 

hallway, turn in homework, go to the restroom, work in groups, behave when the 

intercom comes on, behave when someone comes to the door, share ideas and 

answers, etc.  Plan to teach everything you want them to know.
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All car riders will be dismissed from the cafeteria   

 

All remaining car riders (after “last car” is called) are returned to their homeroom teachers in the 

classrooms.  Teachers should not leave campus until all of their students have left for the day. 







 

 

 


