
1 
 

 

   

2017 

PSYCHOLOGICAL SERVICES 

POLICIES AND PROCEDURES 

MANUAL 
 



2 
 

 

 Mission  

Building a world-class school system through education, collaboration 
and innovation. 

 

Vision 

RCSS will create a world-class, globally competitive school system 
where all students will graduate and are college/career ready. 
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PREFACE 
 
The information presented in this manual is intended to familiarize school psychologists with 
policies and procedures relevant to their work within the Richmond County School System. 
The school psychologist is responsible for having a clear understanding of the contents of this 
manual.  Any staff member having questions concerning the policies or procedures contained 
within this manual should contact the Director of Psychological Services for clarification. 
 
The manual is also intended to assist those working with school psychologists in understanding 
the policies and procedures of the Department of Psychological Services. In addition, it should 
assist private practitioners, who provide services to children in Richmond County, by enabling 
them to coordinate their evaluations and reports in addressing children's needs. 
 
This manual can be accessed online at www.rcboe.org. 
 
 
 
Dr. Gina Hudson 
Coordinator of Support Services 
Richmond County School System 
864 Broad Street 
Augusta, GA 30901 
(706) 826-1131 
 
 
 
 
 

 

 

 

Mission of Psychological Services 

To become a preeminent department of psychological services working proactively and 
cooperatively with schools, families, and the community; to aid in the development of healthy, 
productive, and self-sufficient students; and to promote the delivery of comprehensive and ethical 
psychological services within the school environment. 
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PSYCHOLOGICAL SERVICES PROGRAM 
 

Psychological Services provides consultation, information regarding research based interventions, 
behavior management, assessment, diagnosis, and short-term counseling for students enrolled in 
pre-kindergarten through twelfth grade.  The school psychologist functions as a member of the 
total educational team in the schools assigned to him/her and on department and system-wide 
committees. 
 
Consultation, assessment, and identification of learning/behavior problems are the core functions 
of Psychological Services.  Consultation services are provided for teachers, parents, and 
administrators to assist them in the development and adjustment of interventions and strategies 
that enable them to meet the needs of all students in general education, bilingual education, special 
education, and alternative education.  In addition, the school psychologist completes a 
comprehensive evaluation of intellectual, personality/emotional adjustment, academic 
achievement, and learning styles of students for whom an evaluation for special education 
consideration is requested.   
 
The school psychologist is an integral part of the collaborative effort of the RTI/SST process and 
should serve as a consultant to each school’s leadership team. 
 
Each psychologist is responsible for providing his/her cluster 
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supportive learning environments for all students that strengthen connections between home 
and school. School psychologists are highly trained in both psychology and education. 
 
There are different levels of certification in School Psychology in Georgia. The "entry level" is 
generally considered to be the Sixth Year or Specialist level. They must complete a school 
psychology degree program (60 graduate semester credits) that Includes a 1200-hour internship 
and emphasizes preparation in the following: data-based  decision making, consultation and 
collaboration, effective Instruction, child development, student diversity and development, 
school organization, prevention, intervention, mental health, learning styles, behavior, research, 
and program evaluation. This is the "Associate School Psychologist" level of certification or S-6. 
Those who complete doctoral level programs, including a year-long internship, are designated 
as a "School Psychologist". This is the S-7 level of certification. 
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1. Serve as a consultant on RTI/SST committees, providing intervention strategies (school 
and home), data collection methods, and assisting with evaluating the effectiveness of the 
interventions implemented (*) 

2. Provide direct support to teachers by assisting in universal screeners, benchmarks, baseline 
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16. 
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Procedures	for	Personnel	Evaluation	
School psychologists are evaluated on an annual basis according to aspects of the Georgia School 
Psychologist Evaluation Instrument (GSPEI) and Duties and Responsibilities Instrument (DRI) or 
through a similar method.  Each school psychologist is observed during either a parent conference 
to review test results, eligibility meeting or an RTI/SST meeting where test results are reviewed. 
The evaluation for psychologists will also include a Psychological Evaluation Rating to evaluate 
the quality of psychological reports and a General Duties and Responsibilities Rubric which 
addresses how the psychologist conducts themselves in various situations and follows the 
standards set by the profession (See Appendix A). 

 All other staff members are also evaluated on an annual basis. Any grievances should follow 
existing District policies. 

Continuing	Professional	Growth	
All certified staff members are expected to annually review their needs for professional growth 
experiences. In addition, they must meet certification requirements set by the state and district to 
continue their employment.  Job-embedded professional learning can be obtained by attending 
local or national association meetings such as the Georgia Association of School Psychologists 
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Mileage	Reimbursement	
When a staff members’ official duties require use of a private automobile for travel within the 
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PROCEDURES FOR ADDRESSING NEEDS OF AT-RISK STUDENTS  
	

Response	to	Intervention	(RtI)/	Student	Support	Team	(SST)	
 

The Psychological Services Department is responsible for collaborating with the many offices and 
departments of this school system to implement the RtI/SST process in all our schools. 

RtI/SST is an individualized, comprehensive process, utilizing a problem-solving framework to 
identify and address student academic and behavioral difficulties using effective, efficient, 
research-based instruction.  Successful implementation of this model depends on critical planning 
to establish an environment that thrives on data-driven collaboration among professionals invested 
in the continuous improvement of instructional skills and student achievement.  The department 
provides ongoing support to this effort by serving directly on RtI/SST teams, providing training to 
leadership teams and teachers, and helping insure that any referrals from the team are complete 
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 Intervention strategies must have been implemented and documented 

 Progress Monitoring must have taken place to track the student’s response to 
intervention(s) over time 

 Patterns of response to the intervention and levels of support needed to maintain progress 
must be considered before making a referral for testing 

For students who present with obvious disabilities (e.g., severe cognitive impairment, sensory 
impairment or severe emotional/behavioral difficulties), an evaluation may be requested 
concurrently with the development and implementation of interventions. (Please refer to the 
Georgia Department of Education 2011 Student Support Team (SST) manual for further 
information.) 

Before conducting a comprehensive evaluation, the school psychologist must determine that the 
initial request for evaluation packet is complete and that a vision and hearing screening has been 
conducted by the School Nurse. A consent must be obtained prior to having a vision and hearing 
screening conducted by the School Nurse. Vision and hearing must be passed (20/40 or better near 
point vision and no more than one frequency error in either ear) to continue the referral process. 
The school psychologist then initials and dates the consent for evaluation form and all materials 
are sent (or delivered) to Psychological Services AND Special Education. Under no circumstances 
should a blank Parental Consent for evaluation form ever be giv
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Withdrawal	of	Consent	
 

There may be times when a parent chooses to withdraw consent for an evaluation after previously 
consenting to it.  In such cases the following guidelines should be followed: 

 Document the request for withdrawing the consent in the Psychological Services file along 
with the date and name of the parent making the request.  Then forward this information to 
appropriate personnel in the Special Education Department.  

Request a written confirmation from the parent that the evaluation is no longer desired.  (A sample 
revocation of consent is included in the Appendix C, however, a signed/dated written statement 
from the parent may suffice.) 

If, after two weeks, the written confirmation has not been received, the school should issue a letter 
to the parent �ng the verbal request to not have the ch唀
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GENERAL EVALUATION PROCESS GUIDELINES 
	

General	Considerations	
 

General	Advocacy	
School psychologists are advocates of the child/children; therefore, in situations in which different 
interests need to be weighed (e.g., the teachers, the parents, or the school administration), the 
school psychologist should make clear that he/she is representing the interest of the children.  In 
such situations, a clear statement regarding child advocacy should help clear up any possible 
misunderstanding of the purposes and goals of interventions.  It is the school psychologist’s 
responsibility to advocate for the child needing assistance as well as the other children in that 
child’s classroom. 

Confidentiality	
All information regarding a child, including reports, must be treated with the utmost 
confidentiality. School psychologists have a professional and e
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 Appropriateness of test instrument and scores reported 

 Significant differences between verbal and performance subscales 

 Significant differences between individual subtests 

School psychologists can choose from a wide variety of acceptable evaluation instruments. When 
choosing instruments, school psychologists have a responsibility to utilize instruments that are 
reliable, valid and that provide the most recently standardized norms using groups that 
appropriately represent the current population.  School psychologists must adhere to the guidelines 
established by the National Association of School Psychologists (NASP) regarding the use of 
obsolete tests. 

Consequently, practitioners should expect that new test revisions will be required to be in use 
within one year of their introduction and availability.  Use of older versions should also be 
disallowed at that time.  An exception to this would be use of tests when revised were no longer 
appropriate for very low functioning students, such as the Slosson Intelligence Test (SIT).  In cases 
where the older test is used, this must be explained in the psychoeducational report. 

School psychologists and private licensed psychologists must also be aware of the guidelines for 
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e. If an initial referral, RTI/SST process and results may be included. This information can 
be summarized in narrative form. 
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to the parent. The third copy should be placed in the “Special Education” box by the mail boxes 
so that it will be tracked when it is sent to the Department of Special Education.  Screenings 
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Psychological Evaluation  Rating 

 

 
Psychologist:_______________________ Date:_____________________ 
Coordinator:  Gina Hudson, Ph.D. 
 
Child assessed:________________________ 
 
The following ratings will be used to indicate the quality of the elements of the report: 
1 = Needs Improvement 
2 = Meets Standard     
 
Overall Score: (Score is based upon mean of all indicators) 
 

_______Appropriate headings are employed throughout the report. 

_______ Report is free from major errors (e.g., use of the wrong student’s name in heading, standard 
score miscalculated by 10+ points, etc.). Report has obviously been proofed for errors prior to 
submitting to the Director. (NOTE: Two bonus points for 5 or less minor/typographical errors.)  

_______The report provides one or more clear referral questions or reasons for referral. 

_______Assessment methods are listed and scores are reported in an accurate and clear fashion which 
should be understandable to parents, teachers, and others.  
 
_______Assessment methods that are employed follow logically from the referral question(s) and all 
areas of suspected disability are assessed. 

_______Multiple assessment methods are used, including (where appropriate) review of records;                    
standardized tests; classroom observations; curriculum-based assessment; and interviews with teacher, 
parent and child. 

_______The report presents pertinent background related to school, family, medical, developmental, 
and cultural information in a coherent presentation. 

_______The report presents a clear description of relevant behaviors of the child observed during 
testing. 

_______The report offers multiple, specific, research supported, and/or practical recommendations 
that address the referral question(s) and that may serve as the basis for developing an IEP or 
intervention plan, where appropriate. 

_______Report is submitted to the Director within 60 calendar days from the evaluation date.               
(NOTE: Two bonus points will be added if the report is submitted to the Director within 30 calendar 

days from the evaluation date.) 
 
_______  Total 
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General Duties and Responsibilities 

 It is assumed that all psychologists conduct themselves in a professional manner at all times, meeting and 
exceeding the standards set by our profession. The rubric below serves as a guideline for expectations.  

Activity Exceeds   Standard 
(3 pts)    

Meets Standard 
(2pts) 

Needs Improvement  
(1pt) 

Forms of 
Documentation 

Manages referrals Utilizes professional 
skills in meetings to 
guide a referral into 
screening or full 
evaluation.  

Psychologist serves as 
only a “gatekeeper” 
for assigned referrals 

Referrals are 
generated 
independent of 
psychologist’s input 
 

Review of referrals 

Responds appropriately to 
referrals 

Psychologist initials 
consent for evaluation 
and tracks progress; 
all referrals are 
submitted to 
Psychological 
Services within 5 
school days of date 
the consent is received 

Psychologist initials 
consent for evaluation 
and tracks progress; 
almost all referrals are 
submitted within 5 
school days 

Referrals are not 
adequately initialed 
and there is a 
minimum tracking of 
progress; referrals are 
seldom submitted in 
a timely manner 

Reviews with 
psychologist on case 
monitoring, 
departmental log 

Utilizes appropriate 
instruments and techniques 
to determine learning styles, 
needs, processing strengths 
and weaknesses, etc. 

Psychologist regularly 
utilizes instruments, 
techniques and 
observations 
appropriate to the 
nature of the 
presenting problem; 
identifies factors for 
student’s difficulties 
through analysis of 
progress monitoring, 
rating scales, 
interviews, review of 
records, etc. 

Psychologist uses a 
full range of test 
instruments to 
conduct assessments 
in all areas of 
suspected difficulty 

Psychologist uses 
basically the same 
instruments for most 
evaluations, 
regardless of the 
referral question 

Review of reports  
by director 

Responds to system and/or 
departmental  need for 
assistance i.e., crisis 
situations, assisting other 
psychologists w/cases, 
volunteers 

Psychologist 
participates 
consistently; 
frequently volunteers 
in departmental 
activities, needs and 
goals; helps to set and 
carry out departmental  
and system goals 

Psychologist  almost 
always participates in 
mandatory requests; 
sometimes volunteers 

Psychologist does not 
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Facilitates communication  Psychologist 
consistently (90% or 
more of cases) holds 
post evaluation 
conference with 
parents (or documents 
efforts to contact 
parent) and attends 
90% or more of initial 
eligibility meetings; 
psychologist has 
positive relationships 
with other school 
personnel (i.e., no 
complaints to director 
regarding 
psychologist from 
other school 
personnel) 

Psychologist 
consistently (75% to 
89% of cases) holds 
post evaluation 
conference with 
parents (or documents 
efforts to contact 
parent) and attends 
75% to 89% of initial 
eligibility meetings; 
psychologist has no 
more than one 
complaint to the 
director from other 
school personnel 
regarding their job 
performance or other 
issues 

Psychologist displays 
weak communication 
skills with 
staff/admin; 
consistently misses 
meetings; 
psychologist attends 
less than 75% of 
initial eligibility 



Appendix A 

 



Appendix A 

 

Technology as a research tool Uses internet as an 
appropriate research 
tool on a regular basis: 
reviews and evaluates 
new software, 
intervention strategies, 
etc., relevant to 
profession 

Uses internet  as an 
appropriate research 
tool on a regular basis 

Does not or rarely 
uses internet as an 
appropriate research 
tool 

Observation; 
self-evaluation 

RtI/SST training and 
Implementation 

Psychologist 
presented  or assisted 
in presenting 
workshops facilitating 
implementation of 
RtI/SST in all 
assigned schools 

Psychologist 
presented  or assisted 
in presenting 
workshops facilitating 
implementation of 
RtI/SST in 75+% of 
assigned schools 

Psychologist 
presented  or assisted 
in presenting 
workshops 
facilitating 
implementation of 
RtI/SST in <50% of  
assigned schools  

Checklist and log 
documentation; sign-
in sheets from 
trainings 

Follows basic departmental 
procedures 

Follows basic 
departmental 
procedures (e.g., turns 
in log/schedule, 
reviews reports before 
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Richmond County School System 
Psychological Services 

864 Broad Street 

Augusta, GA  30901 

Phone: (706) 826‐1131 

Fax: (706) 826‐4634 

AUTHORIZATION TO RELEASE CONFIDENTIAL INFORMATION 

 

RECORDS ARE BEING REQUESTED FROM:    RECORDS ARE TO BE FORWARDED TO: 

 

_______________________________________     ______________________________________ 
NAME                NAME 

_______________________________________     ______________________________________ 
AGENCY              AGENCY 

_______________________________________     ______________________________________ 
STREET                STREET 

_______________________________________     ______________________________________ 
CITY      STATE    ZIP      CITY      STATE    ZIP 

You are hereby authorized to release confidential information on the following child: 

 

_____________________________________________________


