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Introduction 

 

 

Introduction 
 

The purpose of this handbook is to establish procedures for the Human Resources 

Department of Sumter County Schools.  This handbook is not intended to be all-inclusive 

and shall in no way alter, change, nor revise any material contained in the SCS Employee 

Handbook, but will serve as procedural for the department.    

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 



 
 

Mission and Vision 
 

 

Sumter County Schools 
Mission and Vision 

 
Vision:  To graduate all students college and career ready who are productive citizens 
empowered to be competitive in a global society. 

Mission: To ensure all students receive an equitable education equipped with 21st Century 
Skills through transformational learning experiences. 

 

Commitments: 

We will 

1. Base all decisions on the needs of students 
 

2. Provide a caring, safe, and orderly environment that is vital to learning. 
 

3. Strive consistently to create a climate and culture of excellence. 
 

4. Foster a relationship among the home, school, and the community. 
 

5. Hold high expectations for students, parents, teachers and leaders; and we will 
provide support to reach those expectations. 
 

6. Use accurate and current data to plan and deliver instruction to all learners. 
 

7. Take responsibility for learning, for both our students and ourselves. 
 

8. Instill the belief that learning is a life-long process. 
 

 

 

  

System Calendar 
 



 
 

 

 



 
 

 

 

 

 

 

 

 

 

 

 

 



 
 

Board of Education 
 
 

Sumter County Schools 
Board of Education 

 

District 1  Abbis Bivins    abivins@sumterschools.org 

District 2  Patricia Harris (Chairperson)  pharris1@sumterschools.org 

District 3  Edward Jackson (Vice Chairperson) ejackson@sumterschools.org 

District 4  Rick Barnes     rbarnes@sumterschools.org 

District 5  Carolyn Hamilton    chamilton@sumterschools.org 

District 6  Vincent Kearse    vkearse@sumterschools.org 

District 7  Sylvia Roland    sroland@sumterschools.org 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

 

 

 



 
 

School Administration 
 
 

School Administration 
 
 
Sumter County Primary     Principal:  Dr. Renee Mays 
123 Learning Lane      Asst. Principal: Mr. Jeffery Boges 
Americus, Georgia  31719 
229-924-1012 
 
Sumter County Elementary      Principal:  Ms. Teira Wallace 
438 Bumphead Road      Asst. Principal:  Dr. Brooks Robinson 
Americus, Georgia  31719 
229-924-7835 
  
Sumter County Intermediate     Principal:  Dr. Mohan Gugulothu 
439 Bumphead Road      Asst. Principal:  Ms. Tawana Bettis  
Americus, Georgia 31719     Asst. Principal:  Mr. Rodney Shelton 
229-924-3168 
 
Sumter County Middle     Principal:  Dr. Calvin Poole 
200 Industrial Blvd.      Asst. Principal:  Dr. Sabrina Stephens 
Americus, Georgia  31719 
229-924-1010 
 
Sumter County High       Principal:  Dr. Marnie Dutcher 
903 South Georgia Tech Parkway    Asst. Principal:  Ms. Kenyatta Aldridge 
Americus, Georgia 31719     Asst. Principal:  Mr. Martin Mitchell 
229-924-3653       Asst. Principal:  Mr. Coleman Price 
 

 

 
  

 

 

 

 

 

  

 



 
 

 

 

Organizational Chart 
 

 



 
 

Human Resources – Staff and Duties 
 
 

Sumter County Schools 
Human Resources Department 

 

 

Director of Human Resources   Helen Ricketts 

        229-931-8502 

        hricketts@sumterschools.org 

 

 

Personnel Services Clerk    Rusha Gardner 

        229-931-8502 

        rgardner@sumterschools.org 

   
 

  



 
 

 
I. Recruitment/Retention 

A. Develops written hiring process 
B. Creates recruitment materials 
C. Works closely with GSW Education staff and Chatt-Flint RESA GaTAPP to identify eligible candidates 
D. Hosts district recruitment fair 
E. Attends university sponsored recruitment fairs 
F. Maintains district online job postings 
G. Serves as TeachGa administrator 
H. Oversees all aspect of New Teacher Orientation 
I. Assists with New Teacher Academy 
J. Conducts Exit Surveys  

 
II. Georgia Professional Standards Commission 
 A.  Certification 
       1.  Initial 
       2.  Waivers 
       3.  Additions 
       4.  Renewals 
       5.  Paraprofessionals 
       6.  Support License 
 B.  Ethics Division 
       1.  Reporting violations 
       2.  Conducting interviews, gathering evidence 
 
III.   Retirement - TRS & PSERS 

A. Assist employees past and present 
B. Host TRS events 
C. Coordinate end of year benefit sessions and recognitions 

 
IV.   Workers Compensation 

A. Develops and oversees WC reporting process for district 
B. Ensures all policies are followed 
C. Ensures records are maintained 
D. Works with Loss Control to advise building leaders of potential hazards 
E. Serves on District Safety Committee 
F. Meets regularly with building/department WC representatives 

 
V. Required Reporting 

A. CPI - Certified/Classified Personnel Inventory 
B. EEOC Elementary/Secondary Staff Info 
C. Unsatisfactory Evaluations 
D. Mid Year Vacancy Report 
E. Georgia School Staffing Survey 

VI. Department of Labor 



 
 

A. Posts classified personnel job postings 
B. Ensures separation notices and responses are sent in a timely manner 
C. Serves as representative for the district in unemployment hearings 

 
VII. Other Essential Duties 

A. Coordinator for Employee Recognition programs - Teacher of the Year, Employees of the Month, 
Employees of the Year, Retirees, Years of Experience, Business Partner recognitions, Community Partner 
recognitions 

B. Maintains a list o available Substitute Teachers, provides district orientation 
C. Serves as district's Title IX officer 
D. Maintains district’s Job Description manual 
E. Maintains district's Employee Handbook 
F. Prepares Personnel Agendas for board meetings – ensures compliance with district hiring policies and 

labor laws 
G. Notifies all individuals include on the monthly Personnel Agenda of Board action taken and follows 

through with appropriate documentation. 
H. Monitors FMLA compliance 
I. Works with attorneys and foreign workers to maintain valid work visas 
J. Provide work permits for minors 
K. Works with local staffing agencies to secure temporary employees to fill classified vacancies 
L. Ensures compliance with GBI and FBI regulations relating to criminal background checks and file      

maintenance. 
M. Investigates complaints made by or made against employees 
N. Verifies employment service years for current and former employees 

 
VIII. District Representation 

A. Chattahoochee Flint RESA Education Preparation Program 
B. Area P-20 Collaborative 
C. GSW Superintendents Advisory Council 
D. IGNITE Accountability Committee 

 
IX. Professional Development 

A. Georgia Department of Education Data Collection Conference - CPI 
B. GAEL Legal Issues Conference - Personnel 
C. Chatt-Flint Resa HR Job Alike Meetings 
D. Georgia Public Schools Workers Compensation Association Annual Conference 
E. GASPA Fall and Spring Conferences - Georgia Assoc. of School Personnel Administrators 
F. GEWCT Annual Stakeholder Meetings 

 
Helen Ricketts      Rusha Gardner 
Director of Human Resources    Personnel Services Clerk 
hricketts@sumterschools.org    rgardner@sumterschools.org 
229-931-8502      229-931-8504  
 
 



 
 

 
Sumter County School System 

Job Description 
 
 

Job Title:  Director of Human Resources    Work Schedule:  240 days 
 
Organization: Central Office Operations    Retirement System:  TRSGA 
 
Reports to:  Superintendent      FLSA Status:  Exempt 
 

Primary Function 
The Director of Human Resources plans, directs, and administers HR functions for the District including developing and 
monitoring HR procedures, following HR related federal and state statutes, negotiations processes, and interpreting 
employment contracts; recommending all HR actions, overseeing employee evaluation procedures, and planning and 
implementing all programs related to HR. 

Essential Duties 

Advise the superintendent on all personnel matters. 

Maintain all personnel records and ensure that all teacher certification matters are properly executed. 

Interpret and disseminate state and federal laws, State Department of Education and School Board policies, and 
administrative procedures which pertain to personnel management. 

Provide induction and orientation for new employees to the school district. 

Establish and implement a process to provide trained substitute teachers for the system. 

Work with the superintendent to prepare information and recommendations regarding personnel. 

Compile statistical data and other information as needed and complete reports requested by the Department of Education 
and other agencies such as:  CPI, PQ, GaTAPP,  and Title IIA. 

Provide a procedure for administrators concerning the recommendation,  termination or resignation of employees. 

Serve as the Title IX officer for the district. 

Serves as district coordinator for the Teacher of the Year program. 

Establish and implement processes to recruit,  employ, retain and mentor qualified professional and support staff 
including making an effort to retain qualified personnel from various ethnic backgrounds and a variety of institutions of 
higher learning. 

Assure there is a current job description in effect for each position within the district. 

Process all requests for Family Medical Leave in accordance with federal guidelines. 

Maintains the district's Employee Handbook 

 

Director of Human Resources 



 
 

Essential Duties - continued 

Process all appropriate work visas for Foreign Workers. 

Maintains public access file for Foreign Worker visas. 

Serves as District HR Administrator in TLE Platform. 

Ensure that Workers Compensation policies and procedures are followed. 

Additional Responsibilities 

Maintain open lines of communication with other department administrators with the District 

Submit all required reports and budgets in a timely manner 

Adheres to all District policies and procedures 

Ensures all rules and regulations are followed 

Performs other duties as assigned by the Superintendent. 

Minimum Qualifications 

Education Level:  Bachelor’s Degree 

Certification/Licensing:  GAPSC Support Personnel License 

Proficiency Skills:  Written and oral communication skills, administrative, supervisory and leadership skills.  Ability to 
deal with multiple tasks, computer competence, organizational and interpersonal skills. 

Personal Skills:  Pleasant personality, cooperative attitude, physical skills and stamina to perform responsibilities and 
duties. 

Note: This is not necessarily an all-inclusive list of responsibilities, skills, duties, requirements, efforts, functions or 
working conditions associated with the job. This job description is not a contract of employment or a promise or guarantee 
of any specific terms or conditions of employment. The school district may add to, modify or delete any aspect of this job 
(or the position itself) at any time as it deems advisable. 

 

 

 

 

 

 

 

 

 
Sumter County School System 

Job Description 



 
 

 
 

Job Title:  Personnel Services Clerk     Work Schedule:  240 days 
 
Organization: Central Office Operations    Retirement System:  TRSGA 
 
Reports to:  Director of Human Resources    FLSA Status:  Non Exempt 
 

Primary Function 
To ensure smooth and well organized personnel records and procedures are maintained including  those associated with 

 recruitment, induction, in-service, separation and retirement. 

Essential Duties 

Maintains a pattern of prompt and regular attendance. 

Exhibits time on task and a flexible, cooperative, progressive and hard-working attitude and style 

Performs all tasks necessary to the maintenance of appropriate personnel records. 

Knows at least one-word processing program and is able to perform other computing functions as assigned. 

Establishes and maintains an efficient filing and retrieval system for all personnel functions. 

Keep records of all leaves and absences as they apply to retirement credit. 

Processes forms and reports from employees, including worker’s compensation, unemployment, retirement, previous 
service, certification, salary and any other as appropriate. 

Serves as district’s issuing officer for youth work permits 

Assists all certified staff members with certification upgrades and renewals. 

Shows initiative and assumes responsibility for all aspects of job responsibilities; performs routine duties and tasks with 
little or no direct supervision. 

Participates in appropriate training, workshops and staff development activities and applies what is learned to the job. 

Compile and maintain a list of available substitute teachers.   

Review all board actions and issue appropriate response to the actions, including but not limited to action letters, 
separation notices, and employment contracts. 

Additional Responsibilities 

Performs other duties assigned by the Director of Human Resources. 

 

 

 

Personnel Services Clerk 

Minimum Qualifications 



 
 

Education Level:  High School Diploma or equivalent.  Formal training in office practices, accounting and experience is 
preferred. 

Proficiency Skills:  Written and oral communication skills, ability to operate office machinery and deal with multiple 
tasks, computer competence, typing and proof reading skills and leadership skills.  Ability to deal with multiple tasks, 
computer competence, organizational and interpersonal skills. 

Personal Skills:  Pleasant personality, cooperative attitude, physical skills and stamina to perform responsibilities and 
duties. 

Note: This is not necessarily an all-inclusive list of responsibilities, skills, duties, requirements, efforts, functions or 
working conditions associated with the job. This job description is not a contract of employment or a promise or guarantee 
of any specific terms or conditions of employment. The school district may add to, modify or delete any aspect of this job 
(or the position itself) at any time as it deems advisable. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Equal Opportunity Employment 

 

 

 

 



 
 

 

 

 

 



 
 

Complaints and Grievances 

 

 

 



 
 

 

 

 

 



 
 

 

 

 

 



 
 

 



 
 

 
 

 
Employee Grievance Form 

 
 
Employee Name: _______________________________  Date: _______________ 
 
 
Please identify the category of your grievance (circle one): 
 
 Discipline  Workplace Safety  Job Interference 
 
 
Are you an employee with a contract? 

• Yes  
• No 

 
 

Describe your attempts to resolve your complaint informally (if applicable). 

____________________________________________________________________________ 

____________________________________________________________________________ 
 
 
 
Identify the facts that support your grievance. 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
 
 
 
Describe the relief that you are requesting. 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 

 



 
 

 

 

Progressive Discipline Policy 
 

Purpose 

Sumter County Schools’ progressive discipline policy and procedures are designed to provide a structured corrective 
action process to improve and prevent a recurrence of undesirable employee behavior and performance issues. 

Outlined below are the steps of Sumter County Schools' progressive discipline policy and procedures. Sumter County 
Schools reserves the right to combine or skip steps depending on the facts of each situation and the nature of the 
offense. Some of the factors that will be considered are whether the offense is repeated despite coaching, counseling or 
training; the employee's work record; and the impact the conduct and performance issues have on the organization. 

Nothing in this policy provides any contractual rights regarding employee discipline or counseling, nor should anything in 
this policy be read or construed as modifying or altering the employment-at-will relationship between Sumter County 
Schools and its employees. 

Procedure 

Step 1: Counseling and verbal warning 

Step 1 creates an opportunity for the immediate supervisor to bring attention to the existing performance, conduct or 
attendance issue. The supervisor should discuss with the employee the nature of the problem or the violation of 
company policies and procedures. The supervisor is expected to clearly describe expectations and steps the employee 
must take to improve his or her performance or resolve the problem. 

Within five business days, the supervisor will prepare written documentation of the verbal counseling. The employee 
will be asked to sign this document to demonstrate his or her understanding of the issues and the corrective action. 

Step 2: Written warning 

The Step 2 written warning involves more-formal documentation of the performance, conduct or attendance issues and 
consequences. 

During Step 2, the immediate supervisor and a district director will meet with the employee to review any additional 
incidents or information about the performance, conduct or attendance issues as well as any prior relevant corrective 
action plans. Management will outline the consequences for the employee of his or her continued failure to meet 
performance or conduct expectations. 

A formal performance improvement plan (PIP) requiring the employee's immediate and sustained corrective action will 
be issued within five business days of a Step 2 meeting. The written warning may also include a statement indicating 
that the employee may be subject to additional discipline, up to and including termination, if immediate and sustained 
corrective action is not taken. 

 

Step 3: Suspension and final written warning 



 
 

Some performance, conduct or safety incidents are so problematic and harmful that the most effective action may be 
the temporary removal of the employee from the workplace. When immediate action is necessary to ensure the safety 
of the employee or others, the immediate supervisor may suspend the employee pending the results of an investigation. 

Suspensions that are recommended as part of the normal sequence of the progressive discipline policy and procedures 
are subject to approval from a next-level manager and HR. 

Depending on the seriousness of the infraction, the employee may be suspended without pay in full-day increments 
consistent with federal, state and local wage and hour employment laws. Nonexempt/hourly employees may not 
substitute or use an accrued paid vacation or sick day in lieu of the unpaid suspension. In compliance with the Fair Labor 
Standards Act (FLSA), unpaid suspension of salaried/exempt employees is reserved for serious workplace safety or 
conduct issues. HR will provide guidance to ensure that the discipline is administered without jeopardizing the FLSA 
exemption status. 

Pay may be restored to the employee if an investigation of the incident or infraction absolves the employee of 
wrongdoing. 

Step 4: Recommendation for termination of employment 

The last and most serious step in the progressive discipline process is a recommendation to terminate employment. 
Generally, Sumter County Schools will try to exercise the progressive nature of this policy by first providing warnings, 
issuing a final written warning or suspending the employee from the workplace before proceeding to a recommendation 
to terminate employment. However, Sumter County Schools reserves the right to combine and skip steps depending on 
the circumstances of each situation and the nature of the offense. Furthermore, employees may be terminated without 
prior notice or disciplinary action. 

Management's recommendation to terminate employment must be approved by the Superintendent or designate. 

Appeals Process 

Employees will have the opportunity to present information to dispute information management has used to issue 
disciplinary action. The purpose of this process is to provide insight into extenuating circumstances that may have 
contributed to the employee's performance or conduct issues while allowing for an equitable solution. 

If the employee does not present this information during any of the step meetings, he or she will have five business days 
after each of those meetings to present such information. 

Performance and Conduct Issues Not Subject to Progressive Discipline 

Behavior that is illegal is not subject to progressive discipline and may result in immediate termination. Such behavior 
may be reported to local law enforcement authorities. 

Similarly, theft, substance abuse, intoxication, fighting and other acts of violence at work are also not subject to 
progressive discipline and may be grounds for immediate termination. 

 

Documentation 

The employee will be provided copies of all progressive discipline documentation, including all PIPs. The employee will 
be asked to sign copies of this documentation attesting to his or her receipt and understanding of the corrective action 
outlined in these documents. 

Copies of these documents will be placed in the employee's official personnel file. 



 
 

Criminal Background Check 
 

 

 



 
 

Employee Leaves and Absences 
 

 

 



 
 

 

 

 

 



 
 

Federal Family and Medical Leave Act 
 

 

 



 
 

 

 

 

 



 
 

 

 

 

 



 
 

 

 

 

 



 
 

 

 

 

 



 
 

 

 

 

 

 



 
 

 

 

 

 

 



 
 

 

 

 

 

 



 
 

 

 

 

 

 



 
 

 

 

 

 

 



 
 

 

 

 

 

 



 
 

 

 

 

 

 



 
 

 

 

 

 

 



 
 

Paid Parental Leave 

 

 

 



 
 

 

 

 



 
 

 

 

Workers Compensation 

 

 

 

 

Workers’ Compensation Procedure 

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

 

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

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

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

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

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

 

 

 

 



 
 

 

 

 

 

  



 
 

 

 

 

 

 



 
 

  

 

 

 

 



 
 

Recruitment and Hiring – Procedures and Forms 

 

 

 

 



 
 

Recruiting and Employing Highly Qualified Staff  
This process applies to anyone responsible for recruiting and inducting employees into the Sumter County 
School System. The purpose of this document is to inform our employees of our processes and procedures. 

The Sumter County School System is committed to its mission to "Graduate all students, college and career 
ready who are productive citizens empowered to be competitive in a global society".  The Vision of Sumter 
County Schools is to ensure that all students receive an equitable education equipped with 21st century skills 
through transformational learning experiences. 

We are also committed to equality and valuing diversity.  

We aim to have a workforce that represents a variety of backgrounds and cultures and can provide relevant 
knowledge, abilities, and skills for our organization.  

When recruiting and hiring for our organization, our goals are to:  

• Recruit the best people available to join our organization 
• Take all reasonable steps to prevent unsuitable people from joining our organization 
• Recruit and manage our staff in a way that complies with legislation designed to combat inequities and 

discrimination 
• Do all we can to achieve and maintain a diverse workforce 
• Ensure that our recruitment and selection processes are consistent and transparent 
• Ensure that candidates are judged to be competent 
• Ensure that new members of staff are mentored and inducted thoroughly 

We recognize that:  

• Other than the children we serve, our workforce is our most valuable resource 
• Unsuitable individuals sometimes seek out opportunities via employment or volunteering to have 

contact with children in order to harm them 
• Children, young people, and families benefit from our efforts to recruit a highly skilled and committed 

workforce from a diverse range of backgrounds 
• New staff and volunteers cannot perform their role effectively unless they are inducted properly and 

receive ongoing support and supervision. 

We recruit and induct our workforce by:  

• Posting our vacancies on our Sumter County School System webpage under “Career Opportunities” and 
on Teach Georgia 

• Actively participating in university and system recruitment fairs. 
• Ensuring that all applications for both certified and classified positions are made using our standard 

online application form found on our district website and powered by Frontline Applitrack. 
• Having at least two people conducting a face-to-face interview with anyone we may want to hire for a 

position 
• Incorporating the views and perspectives of children, young people, and families into the recruitment 

selection process whenever appropriate 

 

 



 
 

• Obtaining references, one of which must be from a current employer, identification, and original copies 
of any necessary qualifications from candidates 

• Carrying out background checks and other necessary vetting procedures for each member of staff or 
volunteer working with children or young people, following official guidelines 

• Ensuring that all staff are made aware of how to keep children and young people safe in our organization 
• Using the list outlined in our attached Hiring Process to follow a consistent procedure for recruitment 

and induction 

We are committed to reviewing our procedures and good practices annually.  

 

Equal Opportunity Employer 

The Sumter County School district does not discriminate on the basis of race, color, national origin, religion, 
age, disability, or sex in its employment practices.  It is the policy of the Board of Education to comply fully 

with the requirements of Title VI, Title VII, Title IX, Section 504 of the Rehabilitation Act of 1973, the 
Americans with Disabilities Act (ADA), the Age Discrimination in Employment Act (ADEA) and all 

accompanying regulations 

 

 

 
  



 
 

Hiring Process 
STEP 1: Announcement/Advertisement 
1. Director or Principal requests the job posting with HR. 
2. Upon approval of the Superintendent, HR personnel posts vacancy on the district website (www.sumterschools.org) 

and State website (www.teachgeorgia.com). 
 
STEP 2: Application 
1. All Applicants must apply online at (www.sumterschools.org).  Applicant uploads the requested documents onto their 

application online. 
2. Directors / Principals have access to the Portal to view applications.  

 
STEP 3: Screening/Distribution 
1. Applications are reviewed by Supervisors. Only candidates that meet the requested requirements from the job posting 

should be interviewed 
2. Applicants for clerical positions may be administered a series of Office Proficiency Assessments.   

 
STEP 4: Position Interviews 
1. No interviews can be conducted unless the candidate has applied on-line through our website. 
2. Positions must be posted for at least 3 business days, before any interviews can be conducted 
3. When a vacancy occurs, the Director/Principal selects applicants from the portal and conducts interviews. At least 2 

supervisors should be present while conducting interviews (i.e. Principal along with AP or Dept. Chair).  Applicants 
are interviewed in the school/division where the vacancy exists if possible.  All other screening and reference 
checking is done by the Director/Principal. References must be sent to Human resources with the recommendation 
paperwork and Vacancy Screening Form. Minimum of 3 references must be done, at least one from a current 
supervisor. Please see forms attached. 

4. Supervisor sends the following forms to the HR office.  
a. Employment Application 
b. Personnel Recommendation Form 
c. 3 completed Reference Check Forms  
d. Vacancy Screening Form 
e. Any other information deemed pertinent (certificate, transcripts, letters of reference) 

STEP 5: Appointment 
1. Supervisor contacts Human Resources personnel to schedule an appointment for fingerprints and I-9 completion           
2.  Supervisor schedules interview with the superintendent.  Superintendent recommends to the board for approval.   

 
**IMPORTANT**For compliance purposes, a new employee cannot start work unless  

1. Fingerprint/background results are completed and have been reviewed by HR. 
2. I-9 has been completed at the HR office, and E-Verify has been submitted. 

 
STEP 6: Employment Activation 
All persons are employed by official action of the Board of Education upon recommendation of the Superintendent. 
Supervisor notifies the new employee of board approval.  An official board action letter along with a new employee 
package is mailed to the employee from the HR department. Upon receipt of the package, the new employee will schedule 
a time to meet with HR and Benefits personnel to complete employment, tax and benefit forms. This must be completed 
prior to their first day of work.  All certified new hires must sign a contract prior to his/her first day of work.  There 
can be no exceptions to this rule. Documents that may be required upon employment, depending on work experience 
and the position are:  
Copy of Social Security Card  
Copy of Driver’s License  
Copy of US Military Form DD214  
Copy of HS diploma or GED (most classified positions)  
 

 



 
 

Reference Check Form (Certified) 
Candidate’s Name: ___________________ Caller: _____________ 
Reference given by: __________________________ Title: _________________  School:________________ 

Date: _______________________ 

 
1. Verify dates of employment. Do they match dates given by the candidate? 
2. Verify the reason the candidate left employment. Does it match reason given by candidate? 
3. Begin with general questions: Strengths? Weaknesses? 

 What are the greatest strengths of the candidate? 
 What are the most significant weaknesses of the candidate? 
 Will you describe what you recall observing when you visited this teacher’s classroom? 

 
4. Gradually, utilize more specific questions. Some example are: 

a. Can you give me examples of “best practice” instruction used by the teacher? 
 

b. Can you describe how the teacher used technology for instruction? 
 

c. Will you share the strategies the teacher used for classroom management and for handling discipline 
problems? 
 

d. Can you describe how the teacher communicated with parents and the rapport he/she had with parents and 
co-workers? 
 

e. Can you give an example of the teacher’s reaction to constructive criticism? 
 

f. Was it ever necessary to re-assign the teacher to a different grade? If yes, what was the reason? And, what 
was the outcome? 
 

g. How would you describe this teacher’s record of attendance? Punctuality? Meeting deadlines? 
Completion of required paperwork? 
 

h. Do you recall any situations in which this teacher, in your view, used poor judgment? If yes, will you 
please describe this teacher’s behavior? 
 

i. Will you describe the achievement growth of the students taught by this teacher? Describe the 
students…diverse? Special needs? Etc. 
 

j. To the best of your knowledge, has this teacher ever harmed a student in any way? If yes, what can you 
share? 
 

k. Would you be pleased to learn that this teacher is returning to your school next year? If no, why? If 
maybe, why? 

 

 

 



 
 

 

 

 

 
 
1. Does this teacher’s official personnel file contain a notation indicating that records have been purged as a 

condition of a settlement agreement? (Note: Per GA law (O.C.G.A. § 45-1-5), another school district is 
entitled to inquire and be informed if the teacher’s file has been purged as a condition of settlement.  
 

2. Can you provide me any reason I should not hire this teacher? 
 

3. Would you want this person teaching your child? Why or why not? 
 

4. Is there anything I did not ask you that I should have asked you? Is there any more information you can 
provide me to help me make my decision? 

 

Notes: 

 
 
 
 
 
 
 
 
 

 

 

 

It is strongly recommended that the following questions be asked before 
concluding the conversation with the reference-giver: 

 



 
 

Reference Check Form (Classified) 
Candidate’s Name: ___________________ Caller: _____________ 
Reference given by:_____________________________                              Title: _______________________   

Organization: ______________________________                                       Date:_______________________ 

 

a. Reference’s relationship to the candidate  

 

b. Candidate’s dates of employment 

 

c. Job titles, time spent in each role 

 

d. Describe the candidate’s primary job duties 

 

e. How would you describe the candidate’s relationships with coworkers, supervisors, and subordinates (if applicable)? 

 

f. How would you rate the applicant’s job performance? (Scaled question from 1 to 5, with 5 being the best) 

 

g. How would you rate the applicant’s interpersonal skills? (Scaled question, from 1 to 5) 

 

h. How would you rate the applicant’s attendance at work? (Scaled question, from 1 to 5) 

 

i. What are the candidate’s strengths and weaknesses?  

 

j. What was the reason for the candidate leaving the company? 

 

k. Would you rehire this candidate? 
 

 



 
 

Vacancy Screening Form 
 

Position: _______________________________________ Date: ______________ 

Location: __________________________________________________________  

Interviewer(s): _________________________________________________ 

 

Applicants’ Name Interview 
Date 

Online 
App HiQ 3 References Comments 

      

      

      

      

      

      

      

      

      

      

 

Applicant Recommended: ______________________________ Date: __________________ 

Comments: 

Number of applicants that applied for this job:    

Number of applicants interviewed: 

Signed: ____________________________________________ Date:___________________ 

 

 

 



 
 

 



 
 

 

 

Professional Personnel Transfer 
 

 

 



 
 

 



 
 

Teacher of the Year 
Sumter County Teacher of the Year 

 
It is time to select our new Teachers of the Year! 

 
 
Your school's Teacher of the Year should be: 

The Georgia Teacher of the Year candidate has the respect and admiration of their colleagues and must possess 
the following attributes: 

1.  A certified public school classroom teacher with a valid and current Georgia Professional 
Standards Commission (PSC) Professional or Advanced/ 
Lead Professional certificate in prekindergarten through Grade 12. Special education, physical education, 
art, music, and ROTC are eligible, along with media specialists.* 

2. Full-time, with a minimum of three (3) years of classroom teaching experience. 
 

3. Is an exceptional, dedicated, knowledgeable, and skilled teacher planning to continue in 
active teaching status**. 

4. Is an expert in the field who advances growth for students of all backgrounds and abilities. 

5. Builds collaborative relationships with colleagues, students, and families to create a school 
culture of success. 

6. Plays an active and useful role in the community as well as in the school. 
 

7. Deliberately connects the classroom to community to impact student growth and learning. 
8.  As a lifelong learner and teacher leader, utilizes innovation to create learning experiences 

within and beyond the classroom. 

9. Expresses themselves in an engaging and clear way, conveying the classroom experience to a 
variety of audiences. 

*Counselors and Speech Pathologists are not eligible for the state or national programs. 
 

**Active teaching status is defined as spending at least 50% of contract time teaching students in a classroom 
setting through the term of the GaTOTY. Supervisory responsibilities should be of secondary consideration. 

 

The TOTY for your school should be selected by their peers with a secret ballot. The ballot should include 1st, 2nd and 
3rd choices. Ballots submitted without 1st, 2nd, 3rd choices and without 3 different teacher names should be 
considered incomplete and not counted.  Administrators, counselors and paraprofessionals should not participate in the 
vote.  For tallying purposes, a 1st choice vote is worth 3 points, 2nd choice is worth 2 points and the 3rd choice earns 1 
point.  The teacher with the highest overall point total is your Teacher of the Year.  Please submit the name of your newly 
selected TOTY to the Human Resources Department by May 13, 2024. 

Each school's Teacher of the Year will receive an application packet to complete and submit for evaluation.  A panel will 
judge all items in the application packets and conduct classroom observations to select Sumter County School's system 
wide Teacher of the Year.  Their selection will be announced during a celebration in the upcoming school year. 
 

https://www.gapsc.com/Certification/TieredCertification/professional.aspx
https://www.gapsc.com/Certification/TieredCertification/advancedLead.aspx
https://www.gapsc.com/Certification/TieredCertification/advancedLead.aspx


 
 

Teachers Retirement System of Georgia – TRSGA 
 

Member’s Guide   https://www.trsga.com/publications/members-guide/ 

 

 

 

 

  

https://www.trsga.com/publications/members-guide/


 
 

Public School Employees Retirement System (PSERS) 
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