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QUESTIONS CONCERNING THIS HANDBOOK WILL BE INITIATED WITH EACH ADMINISTRATOR 

 
 
Dear Teachers and Staff: 
 
The Beaufort High School Teacher Handbook has been prepared as an information guide for policies and procedures, 
daily operations, support systems and schedules.  This handbook is the primary resource for articulating and 
communicating expectations with teachers and staff.  Although the handbook may not address every concern or 
question you may encounter, it should serve as a “starting point” for finding answers.  Please take the necessary time 
to familiarize yourself with its contents.  ​Also note that most forms and specific procedures are posted on the school 
server under “Teacher Information.”  
 
If the manual does not contain the information you need, the chart below provides a directory of individuals that can 
assist in your search. 
 
 

Point of Contact Phone Position 
Daniel Tooman  322-2175 Assistant Principal 
Ryan Walsh  322-2143 Assistant Principal 
Herbert Glaze  322-2142 Dean of Students 
Elandee Thompson  322-2187 Assistant Principal 
J.J.  Walker  322-2090 Technology 
 
Lead teachers are responsible for working cooperatively with subject area teachers to develop and coordinate core 
curriculum and assessments. 
 

SUBJECT AREA LEAD TEACHER Department 
David Shervin C.A.T.E. 
Wendy Lacombe English 
Martine Marshall Foreign Language 
Ray Lentz Math 
Teresa Baker Performing / Visual Arts 
Master Sgt. Rawlins ROTC 
Nancy Ungvarsky Science 
John Landa  Social Studies 
Hillary Savarese Special Education 
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2019-2020 Roles and Responsibilities Matrix 

  
  

C. Summers, 

Principal 

Doctor Glaze Jones  

Academic Leadership 

Council 

504's  (School Counselor) Alive At 25 Approve and reconcile SAMS 

absences 

 

Analyze Discipline 

Reports 

Academic Probation Plans Building Maintenance Backup Bookkeeper/Nurse  

Applitrack Advisor/Advisee Lesson Plans 

(Should not be Naviance.) 

Behavior Intervention Conferences Business Partner Liaison  

Approve Schedule 

Changes 

AP , SAT and ACT Score Report 

and Dual Credit Report (due in 

March based on data from 

previous year) 

Bus Discipline Classified timesheets  

Athletics MTSS (Multi Tiered Level of 

Support and RTI Coordinator) 

Bus Duty Community Resources  

BCSD Liaison for BHS 

Faculty and Staff 

Capstone/AP/Dual Credit/ACE 

Placement Coordinator 

Buses Compile employee information for 

contract issuance/allocation 

  
Coordinate School Home 

Communication 

 

Budgets Career Speakers / Career Fair Classroom Discipline and Parent Contact 

Backup 

Coordinate Mail Distribution  

Business and 

Community Partners 

Career Specialist State Report Classified Staff Members assigned: ISS and 

Student Behavior 

  
Community Liaison 

Coordinates and assigns Front Office 

Staff to complete the distribution of 

correspondence/handouts for students 

and/or parents 

 

Cafeteria Concerns Character Education CPI  Team Copying / Filing for Principal  

Classified Evaluations: 

Office Manager and 

Bookkeeper 

Children-In-Crisis -CIS Counselor Crisis Management Correspondent with district personnel 

related to employee and school info 

 

Classified Staff Direct 

Admin 

Clubs Coordinator Custodial Services Daily Attendance Calendar (send to 

admin and EA) 

 

Classroom 

Observations and 

Evaluations-All 

Induction Teachers 

College and Career​ ​Readiness 
Duty Rosters for Bus Loop, Car Riders, and 

other outside areas 

  

Emergency Preparedness Contact 

Employee files  
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Clinic / Nurse 

Concerns 

College Awareness (School-wide) Extra Curricular Activities Employees’ attendance and payroll 

information for input into MUNIS 

system 

 

Clubs (Student 

Activities) 

College Fair Facilities (Building and Grounds) Ensures the Parent Newsletter is 

distributed 

  
First Day of School Packet 

 

Collaborate with 

Stakeholders 

College Freshman Report Fire and Emergency Drills FMLA absences  

Community Education CTE Completer Status Data   
10th  Grade Parent Engagement/Involvement 

for assigned students and assigned Grade 

Level (Includes dissemination of information 

and parent contact.. 

  
Hallway and Classroom Monitoring 

Forms in Applitrak  

Curriculum and 

Instruction 

Drop / Add Key Master General Memos to Staff  

Evaluation Charts Dropout Prevention Lunch Supervision (ALL Lunches and Cureton 

is on Duty for C Lunch) 

Issuance and Collection of Keys and 

BCSD Properties for departing 

employees 

 

Evaluations--Assigned 

Certified 

Dual Credit Monitor Appropriate Parking Maintain documentation on hourly 

employees’ hours 

 

Faculty Meetings Edgenuity (Compliance) Other Duties Delegated by the Principal Maintain in house file for teacher 

certification 

 

Graduation Ensure Test Scores filed in A-9 

folder 

Parking Decals Maintain staff absence spreadsheet  

Guidance Director / 

Department's Direct 

Admin 

GPA Calculations Physical Plant (Weekly Cleaning Walkthroughs) Maintenance requests  

Hallway and 

Classroom Monitoring 

Graduate Rate Document 

Coordinator 

PLC Meeting and Celebrations Facilitator Manage subs  

Master Scheduling 

Team 

Graduation Clearance Random Parking Checks Office Manager  

Media Center Guidance Team Meeting Re-admit Conferences Backup Open Enrollment Insurance Contact 

Person 
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 Homebound Program 

Compliance 

Safety Plan Other Duties Delegated by the 

Principal 

 

Meeting Matrix Honor Roll / Top 10 School Security Coordinator Parent Link Messages 

  

Payroll 

 

MUNIS Access Hostess for guidance guests Student IDs 

  

Supervises Behavioral Management Specialist 

and Behavior Support Specialist. 

Principal’s calendar  

Office Staff Direct 

Admin 

IGP Coordinator Supervises Work Order Submission and 

Completion 

Pupil Accounting Coordinator (10 day 

enrollment count is completed) 

 

Other Duties 

Delegated by the 

Superintendent and 

Superintendent's 

Designee 

Master Scheduling Team Supervision (Café, Classroom, Hallway) Record Requests  

Parent /  Community 

Involvement and 

Programs 

NCAA Coordinator Transportation (field trips and logistics) Request for Supplies  

Parent Contact Open House  School Improvement Council Liaison 

Parent Involvement Organization of Permanent 

Records Compliance 

 School Messenger notifications 

Parent Link Messages Other Duties Delegated by the 

Principal 

 School Newsletter 

Parent Teacher 

Student Association 

(PTSA) 

Graduation Worksheet 

Distribution Compliance 

 Staff Birthday Recognitions 

Principal's Advisory 

Council 

  Substitute Teacher Management (Source 

for Teachers Liaison) 

Professional 

Development Team 

Student and Parent Information 

Nights 

 Substitutes 

Prom Student Course Requests  Teacher/Staff Attendance 

School Design PLC Student of the Month  Time and Attendance 

School Front  Office Student Progress Monitoring  Transcripts 

School Improvement 

Council (SIC) 

Supervise Guidance Department  Volunteer Application/Clearance/Contact 

Coordinator 

School Renewal Plan Teen Parent Program 

Collaboration 

 Webpage and Social Media Updates 
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Special Permission 

Transfer Approval 

Test Support Team  Workers Compensation reports 

Student Leadership 

Council (SLC) and 

Student Activities 

Board 

Truancy (Social Worker) 
   

Summer Enrichment Virtual School Coordinator 
   

Supervise Entire Staff Work Based Learning, 

School-To-Work, Internships, 

Field Study, and Student 

Volunteer Placement Compliance 

   

Supervision (Café, 

Classroom, Hallway) 

    

Teacher and Staff 

Attendance 

    

Teaching / Room 

Assignments/Teacher 

Course Request 
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Walsh Thompson Tooman Susan Mitchell School 

Test 

Coordinator/Instructiona

l Coach 

  10 Day Count Process All monitoring teacher attendance AP Testing Coordinator 

  

Assist in setting growth goals 

Alpha Discipline and Student 

Concerns A-GAY 

ADEPT Liaison 

  

Alpha Discipline and Student 

Concerns GAZ-O 

Alpha Discipline and Student 

Concerns P-Z 

Building Instructional Capacity in 

all ADEPT Domains with teachers 

  
College and Career Testing and 

Assessments 

Bus Duty Approve Schedule Changes Backup Master Scheduling Completing Test Reports 

Classroom Observations and 

Evaluations 

Bus Duty Bell Schedule Planning and 

Logistics 

Determine Baseline Data for 

School, Teachers and Students 

CPI  Team Classified Evaluations for assigned 

staff members 

Building Operations Disaggregate and Analyze Test 

Data 

Credit Recovery   

Classroom Observations and 

Evaluations 

Bus Duty Disseminate Test Data 

Curriculum and Instruction: Social 

Studies/ELA/World  Languages 

CPI  Team Buses Backup Edgenuity Coordinator 

  
Professional Development for Test 

Administrators 

Discipline Data Coordinator Curriculum and Instruction: 

Science/Math/CATE 

Classified Evaluations for assigned 

staff members 

Professional Development for 

Instructional Pedagogy 

Discipline Hearing  Preparation Discipline Hearing Preparation Classroom Observations and 

Evaluations 

Progress Monitoring through 

benchmarks 

  

Discipline Readmit Meetings Discipline Readmit Meetings CPI Team Scheduling Test Administration 
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Duty Roster for C and D Pod and 

Nearby Hallways 

  

Hallway and Classroom Monitoring 

  

Duty Roster for B Pod, E Pod, Fine 

Arts and Nearby Hallways 

  

Eagle After School Tutoring Lab 

Coordinator 

Curriculum and Instruction: Fine 

Arts/PE/SPED/Media Center 

Standardized Test Administrations 

Plans and Procedures 

LEA Emergency Lesson Plans Discipline Hearing  Preparation Standardized Test Goals and 

Results Celebrations 

Literacy Plan Exceptional Children's Services: 

AP, Honors and  Capstone. 

Discipline Readmit Meetings Test Security for all testing 

materials 

Literacy Team Federal Cards Duty Roster for A  Pod, Gym, 

JROTC and Nearby Hallways 

  

  

Exceptional Children's Services: 

SPED and LEA 

 

Lunch Supervision-D Lunch LEA Faculty Handbook 
 

NEST Time   

Lunch Supervision- B Lunch 

Hallway and Classroom Monitoring 
 

Other Duties Delegated by the 

Principal 

Master Scheduling Lead Health Wellness 
 

9th Grade Parent 

Engagement/Involvement for 

assigned students and assigned 

Grade Level (Includes 

dissemination of information and 

parent contact.) 

Numeracy Plan LEA/Special Education Department 
 

Parent Workshops for Grade Level Other Duties Delegated by the 

Principal 

Lunch Supervision- A lunch 
 

PBIS/MTSS Coordinator 12th Grade Parent 

Engagement/Involvement for 

assigned students and assigned 

Grade Level (Includes 

dissemination of information and 

parent contact. 

Morning Supervision and Duty 

Schedule 

 

PLC Meeting and Celebrations 

Facilitator 

PLC Meeting and Celebrations 

Facilitator 

Other Duties Delegated by the 

Principal 

  

11th grade Parent 

Engagement/Involvement for 

assigned students and assigned 

Grade Level (Includes 

dissemination of information and 

parent contact. 

 

   

 PLC Meeting and Celebrations Facilitator 

8 
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We Believe… 
All stakeholders are entitled to a caring, safe atmosphere while at Beaufort High School. 
All students are entitled to equal access to a quality education. 
A student’s education is most effectively accomplished through collaboration between the school, home and 
community at-large. 
  

School Mission Statement 
The mission of Beaufort High School is to provide a safe, challenging and engaging environment in which all 
stakeholders can develop and practice the critical thinking, decision-making, and leadership skills necessary to become 
productive and responsible members of a global community. 
 
 

District Mission Statement 
The mission of the Beaufort County School District is to provide “a challenging, engaging and safe school district – 
connecting each child to a successful future, everywhere and every day.” 
  

 
Universal School Rules 

 
L-Listen with your full attention 

E-Enter the room prepared and ready to learn 
A-Always give your best effort on all your work 

R-Respect yourself, others, and materials in the classroom 
N-No excuses!  

 
Beaufort High School Performance Goals 

Algebra 
By 2023-2024, the Algebra I End of Course Exams student performance will increase by 8 percentage 
points for students achieving a grade of C or better. 
  
1.1:     2019-2020, the Algebra I EOC Exam student performance with scores of a C or better is 
currently projected        as 46.2% based on EOC taken during the 2015-2016 Academic Year. 
1.2:     2020-2021, the Algebra I EOC Exam student performance with scores of a C or better is 
currently projected as 30.8% based on EOC taken during the 2016-2017 Academic Year. 
1.3:     2021-2022, the Algebra I EOC Exam student performance with scores of a C or better is 
currently projected as 32.03% based on EOC taken during the 2018--2019 Academic Year. 
1.4:     The interim goal for 2022-2023, the Algebra I EOC Exam student performance with scores of a 
C or better will be 33.31% or above. 
  
English 
By 2023-2024, the English I End of Course Exams student performance will increase by 8 percentage 
points for students achieving a grade of C or better. 
  
2.1:     2019-2020, the English I EOC Exam student performance with scores of a C or better is 
currently projected as 54.6% based on EOC taken during the 2015-2016 Academic Year. 
2.2:     2020-2021, the English I EOC Exam student performance with scores of a C or better is 
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currently projected as 67.3% based on EOC taken during the 2016-2017 Academic Year. 
2.3:     2021-2022, the English I EOC Exam student performance with scores of a C or better is 
currently projected as 69.7% based on EOC taken during the 2018--2019 Academic Year. 
2.4:     The interim goal for 2022-2023, the English I EOC Exam student performance with scores of a 
C or better will be 72.5% or above. 
  
Biology 
By 2023-2024, the Biology I End of Course Exams student performance will increase by 8 percentage 
points for students achieving a grade of C or better. 
  
3.1:     2019-2020, the Biology EOC Exam student performance with scores of a C or better is currently 
projected as 66.1% based on EOC taken during the 2015-2016 Academic Year. 
3.2:     2020-2021, the Biology I EOC Exam student performance with scores of a C or better is 
currently projected as 49.2% based on EOC taken during the 2016-2017 Academic Year. 
3.3:     2021-2022, the Biology I EOC Exam student performance with scores of a C or better is 
currently projected as 51.1% based on EOC taken during the 2018--2019 Academic Year. 
3.4:     The interim goal for 2022-2023, the Biology I EOC Exam student performance with scores of a 
C or better will be 53.2% or above. 
  
US History 
By 2023-2024, the US History End of Course Exams student performance will increase by 8 percentage 
points for students achieving a grade of C or better. 
  
4.1:     2019-​2020​, the US History EOC Exam student performance with scores of a C or better is 
currently projected as 39% based on EOC taken during the 2018-2019 Academic Year. 
4.2:      The interim goal for 2020-2021, the US History EOC Exam student performance with scores of 
a C or better will be 42% or above. 
4.3:     The interim goal for 2021-2022, the US History EOC Exam student performance with scores of 
a C or better will be 45% or above. 
4.4:     The interim goal for 2022-2023, the US History EOC Exam student performance with scores of 
a C or better will be 48% or above. 
  
Graduation Rate 
By 2023-2024, the percent of students who graduate in 4 years will increase by 10 percentage points 
  
5.1:     The interim goal for 2019-2020, the percent of students who graduate in 4 years will increase to 
84%. 
5.2:     The interim goal for 2020-2021, the percent of students who graduate in 4 years will increase to 
87%. 
5.3:     The interim goal for 2021-2022, the percent of students who graduate in 4 years will increase to 
89%. 
5.4:     The interim goal for 2022-2023, the percent of students who graduate in 4 years will increase to 
92%. 
  
  
School Climate 
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School Report Card Stakeholder Engagement Surveys will increase from 25% of students completing 
surveys to 85% of students completing surveys by 2023-2024. 
  
  
6.1:     School Report Card Stakeholder Engagement Surveys will increase to 45% of students 
completing surveys by 2019-2020. 
6.2:     School Report Card Stakeholder Engagement Surveys will increase to 65% of students 
completing surveys by 2020-2021. 
6.3:     School Report Card Stakeholder Engagement Surveys will increase to 75% of students 
completing surveys by 2021-2022. 
6.4:    School Report Card Stakeholder Engagement Surveys will increase to 85% of students 
completing surveys by 2022-2023. 
 
 
Beaufort High School 
Standard Operational Procedures 
 
**All Faculty and Staff will utilize the parking lot near the cafe for parking. Only exceptions will be designated 
staff (Office Manager, Book Keeper, Teacher of the Year, Principal). 
 
Scope of Teacher Responsibilities 
The teacher plans, organizes, and administers learning experiences, which contribute to each student’s optimal 
development – these experiences may occur within and outside the classroom. 
 
The areas of responsibilities include instruction and assessment, classroom management, administration of records and 
reports, communication with stakeholders, standing committees, advisor/advisee activities and professional 
development. 

 
1. Teachers workday will be from 8:15 AM – 4:15 PM.  All exceptions must be coordinated with the principal or 

designee. 
2. Teachers will provide extra support to students during ​NEST​ from 8:15 - 8:40 every day (Wednesdays are 

reserved for meetings). 
3. Teachers will ​supervise​ the hallways outside of their classrooms during passing periods. 
4. Teachers entering and exiting the building during normal business hours will register their arrival, departure 

and/ or return with the main office staff (Reggie Jones). 
5. Teachers will provide a copy of their ​weekly lesson plans​ to the ​Staff Shared Drive​ before leaving 

on Friday afternoon for the subsequent week. The lesson plans will be aligned with existing pacing 
guides and state standards. A standardized lesson plan template will be provided to promote 
uniformity - exceptions to the template will be approved by the Principal or designee.  Additionally, a 
copy of this weekly lesson plan will be placed near the classroom door in the clear lesson plan bin. 

6. Teachers will ​utilize a variety​ of instructional and assessment methodologies to honor learning styles 
and promote student success. 

7. Teachers will ​notify parents/guardians​ when a student’s classroom grade drops below 70%. All 
email communications should have teachers PLC administrator cc’d on the correspondence.  
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8. Teacher comments for any interim report with a student who has a 70% or below should request a 
parent conference. 

9. Teachers will utilize the ​ENRICH​ template to document, develop and implement ​student 
interventions ​for failing and underachieving students. 

10. Teachers will follow the agreed upon non-negotiables when dealing with ​senior failures​.  
11. Teachers will take daily attendance and ​register it in Power School​ ​within the first 10 minutes of the 

period.  
12. Teachers will report any student on his/her class roll that has missed ​three consecutive days​ to their 

School Social Worker. 
13. Teachers will use the electronic grade book to maintain an ​updated​ record of student progress. 

Gradebooks shall be updated every week on Tuesday to ensure accurate grade reporting. 
14. Teachers will maintain ​“communication entries”​ as an official record of contact with 

parents/guardians concerning their students’ academic progress, attendance and discipline through 
ENRICH.  ​Staff is expected to place a call first, if a parent/guardian is unreachable by phone, utilize 
email.​  If these are unsuccessful, please use snail mail or contact the ​school social worker​ for 
assistance. 

15. Teachers ​will attend and participate​ in graduation, open house(s), parent conference night(s) and 8​th 
Grade Night (​Freshmen teachers​), Senior Class Night and the Prom. All exceptions must be 
coordinated with the principal or designee. 

16. Teachers will attend all scheduled and called staff meetings, department meetings, and division 
meetings. All exceptions must be coordinated with the principal or designee. 

17. Teachers will attend scheduled parent/guardian conferences and provide appropriate documentation. 
18. Teachers will provide ​appropriate documentation​ for scheduled IEP and 504 conferences. All 

exceptions must be coordinated with the principal or designee. 
19. Teachers will ​meet deadlines​ for filing school and district reports, surveys and requested 

information. 
20. Teachers will have a ​working knowledge and will enforce​ all Beaufort High School and Beaufort 

County School District operating policies. 
21. Teachers are responsible for recording student absences and assigning a final numeric grade or a 

grade of FA if a student has not met 120 hours in the course.  
a. 1st semester approximate hours allowable - 7.5 
b. 2nd semester approximate hours allowable - 22.5 

 
Beaufort High School 

Senior Failure 
Procedures 

 
1. Teachers will notify parents/guardians when the senior’s grade drops below 70%.​ Notifications 

will be documented in ENRICH and need to be reported to their Admin Team and counselor. 
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2. Teachers will utilize the ENRICH template to develop and implement a student improvement plan. 

Parents must sign off on the plan. A copy of the improvement plan will be forwarded to the Admin 
Team and guidance counselor. 

 
3. Teachers will work in conjunction with guidance to send a letter to the parent(s)/guardian(s) of the 

failing senior confirming that the student has or is in danger of failing the course (before November 1/ 
March 1). A copy of the letter will be forwarded to the Admin Team.  

 
4. Teachers will alert the Admin Team and the guidance counselor by at least the 35​th ​day of the course 

that the student has or is in danger of failing. This includes both academic and attendance failures. 
 

5. Teachers will meet with the Admin Team to determine a recovery plan for the student. 
 

6. Once the recovery plan has been developed, a conference will be held with the teacher, 
parent/guardian and student to review the plan and expectations. A contract will be secure (signed by 
both the student and parent/guardian) articulating the expectations.  

 
7. Teachers must keep documentation of the student’s credit recovery progress and report it to the 

parent(s) 
 
Teachers will meet with the Admin Team to enroll seniors with unacceptable absences into the Attendance 
Recovery. 

 
Instruction and Assessment 

ǒ Develop lesson plans in accordance with state, district, and school established guidelines.  
ǒ Teachers are required to align curriculum pacing with BCSD Rubicon atlas. 
ǒ  Lesson plans must be readily available for review and audit.  
ǒ Provide a course syllabus to every student at the beginning of the course. 
ǒ Each class syllabus is to be turned in to the school principal no later than 8/25/19. 
ǒ Use designated planning period(s) to prepare assignments, experiments, demonstrations, teaching aids, bulletin            

boards, etc.  Planning periods will also be used for parent/guardian contacts. 
ǒ Reinforce teaching and learning by incorporating instructional methodologies that address various learning styles. 
ǒ Participate in the selection process for textbooks, reference, and instructional instruments. 
ǒ Work cooperatively with the PLC/Departments, subject areas, and administration to promote ongoing in the teaching               

and learning process. 
ǒ Evaluate students' learning strengths and weaknesses, adapt teaching methods accordingly, and provide additional             

support during and after school hours. 
ǒ Determine and implement teaching methods appropriate to pupils’ needs and capabilities, group size, topics, and 
ǒ program objectives. 
ǒ Use a variety of assessments to determine student progress. 
ǒ Evaluate and report student progress. 
ǒ Use student assessments to develop and implement plans of improvement and support. 
ǒ Initiate and participate in conferences with students, parents, and/or administration. 
ǒ Communicate significant drops in the academic progress of students to parents/guardians. 
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Please note that parents / guardians will be notified when a student’s grade drops below 70%.​   ​A plan for 
improvement must be articulated on the “Student Improvement Plan” template.  A copy of the improvement plan will be 
provided to the student’s head of school and counselor. 
 

Classroom Management and Safety 
 

ǒ Establish, post, and maintain class guidelines. 
ǒ Implement the schoolôs policies fairly and consistently. 
ǒ Follow established school-wide discipline policies. 
ǒ Ensure the cleanliness and tidiness of the classroom, students' desks and other furniture and 

materials. 
ǒ Communicate & Document all behavioral concerns to parents/guardians, counselor, and head of 

school. 
ǒ Understand and implement all safety procedures. (i.e. fire drill, hurricane drill, disaster drill, ñIntruder 

on Campusò)  
ǒ Updated exit routes must be properly displayed in every classroom.  
ǒ Teachers must have in their positions​ updated ​student rosters​ ​while​ ​executing safety procedures. 

 
Administration 

ǒ Maintain an accurate daily attendance through Power School for every class.  
ǒ Maintain updated student grades on electronic grade book.  
ǒ Grades are to be updated each week on Tuesday, 
ǒ Verify all grades are correct and ready for distribution at established timelines. 
ǒ Follow established “grade change” procedure.  
ǒ Maintain major homework assignments and tests dates and syllabi on teacher website. 
ǒ Provide timely responses to required reports, surveys, and administrative requests. 
ǒ Insure that weekly lesson plans are available for review at the beginning of the instruction week.  
ǒ Anticipate supply and equipment needs and submit requisitions. 
ǒ Provide hall supervision. Teachers will be in the halls between classes to supervise and direct student 

movement between class changes. 
ǒ Attend BHS staff, subject area, and committee meetings as scheduled. 
ǒ Participate in curriculum development and other professional activities as assigned. 
ǒ Submit a substitute folder (emergency lessons/rosters) to your PLC’s designated secretary at the beginning 

of the new school year. This folder will contain information and “emergency lessons for the orderly 
supervision and instruction of all classes.  

ǒ Substitute teachers will receive the folder from the  PLC secretary as they report for duty.  
ǒ All folders must be returned to PLC secretary at the end of the day. Teachers may collect the appropriate 

data from the folder upon their return to duty.  
ǒ Please note that the teacher is responsible for replenishing all “emergency” materials that are utilized by the 

substitute teacher.  
ǒ Ensure that all components of the end-of-the-year “checkout sheet” are completed before leaving for break. 

 
CHARACTERISTICS OF EFFECTIVE TEACHERS 

 
It is the philosophy of Beaufort High School that teaching and learning in the classroom is the central purpose of the 
school. Listed below are the characteristics utilized to examine instructional practices. 
 
Organization and Clarity 
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ǒ explains clearly 
ǒ is well prepared 
ǒ makes difficult topics easy to understand 
ǒ uses examples, details, analogies, metaphors, and variety in modes of explanation to make material not only 

understandable but memorable  
ǒ makes the objectives of the course and each class clear 
ǒ establishes a context for material 

 
 
Analytic/Synthetic Approach 
 

ǒ has a thorough command of the subject matter 
ǒ contrasts the implications of various theories 
ǒ gives the student a sense of the field, its past, present, and future directions, the origins of ideas and concepts  
ǒ presents facts and concepts from related fields 
ǒ discusses viewpoints other than his/her own 

 
Dynamism and Enthusiasm 
 

ǒ is energetic and dynamic  
ǒ projects an enjoyment of teaching 
ǒ conveys a love of the field 
ǒ has an aura of self-confidence 

 
Instructor-Group Interaction 
 

ǒ can stimulate, direct, and pace interaction with the class 
ǒ encourages independent thought and accepts criticism 
ǒ uses wit and humor effectively 
ǒ is a good public speaker 
ǒ knows whether or not the class is following the material and is sensitive to students’ motivation 
ǒ is concerned about the quality of his/her teaching 

 
Instructor-Individual Student Interaction 
 

ǒ is perceived as fair, especially in his/her methods of evaluation 
ǒ is seen by students as approachable and a valuable source of advice even on matters not directly to the course 

 
 
 

Teacher Dress 
 
The image we project as professionals is associated with how we dress.  As positive role models for students, teachers 
have a responsibility to model appropriate dress. Teachers should dress in a manner that reflects professionalism.  The 
BCSD School Board has approved a policy on teacher dress.  See Attachment A – page 53  
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Teacher Identification Badge 
 

All staff members are required to properly display their (school issued) identification badge during duty hours.  
 

Staff Sign in 
All staff members will utilize the BHS sign in procedures​ ​to register in and out of the building.  Teachers will be 
required to be in their room ready for students by ​8:15​ ​AM. Teachers will be expected to ​stand by their doors during 
class changes​.​  The principal must approve exceptions.   ​During normal business hours (8:15 a.m. – 4:15 p.m.), staff 
members leaving and returning to campus must register with main office and  sign-out with Reggie Jones prior 
to leaving campus.  
 
  

 
 

Absences (AESOP) 
 
All staff members are expected to maintain attendance at or above the best practices 98%​.  
 
The ​occasional absence is unavoidable. Proper planning will minimize its effect on students and staff.  To assist in 
creating a positive alternative learning environment, teachers are encouraged to report their absences as soon as 
possible.   Please use the following steps to report your absence(s):
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The District Website, ​www.beaufort.k12.sc.us​, has a link to Sub-finder Web Connect. At this time, the site can only be 
used within the district. In the future we will be able to access the site from our home computers. To access the website 
please do the following: 
 

1. On the BCSD home page, click on Staff in the upper left blue section. 
 

2. On the Staff Portal click on ​Sub-Finder​ to access the secure site. 
 

3. At the top of the page, in the center, you will see ​Sub-Finder ​written in gray and black. Double-click on that 
word. 

 
You can now log in.  Teachers will use their ​last name and employee #​ to log in. 
Some teachers who have been with us awhile may still be using their social security number. ​If you are using your 
social security number, you should call Teresa Baird @ 322-2305 to make the change. 
 
When entering an absence, there are some common mistakes you should watch for: 
 
Be sure to get your AM & PM correct.​ If you need a sub only till noon, or beginning at noon, that is ​12:00 PM. 
Pre-arranged​ means exactly that. It means you have asked someone to sub for you on a specific date and they have 
agreed. The sub is aware of the day, date and time of the absence and has definitely agreed to the job. 
Requested sub ​means that sub finder will call ​only ​the requested sub until 14 hours before the job starts.  If the job 
starts at 8:00 AM, Sub finder will not call the larger pool of subs until 6:00 PM the night before. You might want to 
monitor a ‘requested sub’ absence in case the person you have requested is out of town or unavailable 
Special Instructions.​  If you have special instructions you want to leave for a sub, it is better to enter your absence 
over the phone and record your special instructions. Subs do not have remote access to the web site. If they are using 
the phone system, they will be told you have left special instructions but they won’t be able to see them. 
 
All teachers ​should call Sub-finder at the beginning of every school year and listen to what they have recorded.  
You should hear your name, position (subject &/or grade), and school. This is what subs will hear.  
You can re-record if necessary and call Teresa Baird @ 322-2305 if there is any incorrect information.  
It is important to do this now and make sure your information in Sub Finder is correct, do not wait  
until you need a sub. 

  Local number for Sub-Finder:  521-2445 
       On Hilton Head, or out of state:  1-888-786-4559 

 
All​ certified absences should be entered into the system. If you will be absent on a teacher work day when 
 no students are present, you can choose ‘no sub required’. 
 
If you have questions, or need help, call 322-2305 
 
​You must report your absence in the ​Sub-finder ​system ​regardless if the absence is pre-arranged or “last                  

minute”.  Failure to do so will result in improper documentation and could affect your pay. 
 
1. Do not assume that the ​Sub-finder​ will automatically find an available substitute​.  ​Contact the system as early 

as possible.  This will enhance the chances that a substitute will be available.  
 
2. If you are unable to contact the ​Sub-finder​, ​text and call​ your PLC administrator.  
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3. Once you have arranged for a substitute, contact your head of school to alert him/her of the absence.  This will 

insure additional support for the substitute.  Provide the PLC/Department secretary with the ​confirmation 
number​ assigned by the ​Sub-finder​ system, what lesson plans will be used, and any special instructions.  ​This 
should be completed before 7:00 a.m. 

 
4. Upon return to duty, an “Absentee Form” is to be completed and submitted to your PLC/Department secretary. 

For medical leave of more than (3) three days, a doctor’s report is to be attached to the form. 
 
5. Any issues involving a substitute should be reported immediately to the head of school and the appropriate report 

filed.  It is important that unqualified substitutes be removed from the ​Sub-finder ​system as quickly as possible. 
 
6. Reminder:  ​KEEP YOUR EMERGENCY SUB FOLDER UPDATED!  

 
 

BLUE SLIPS 
)v©f ¦vn¢¦ ¯nvv af n¦¦©fd ¨z ¦¨©dfx¨¦ ¨mY¨ Y¥f xzxÝbzw¢vnYx¨ ¯n¨m ,¥f¦¦ *zdfÙ 6, ¢zvnbnf¦Î 
L¨©dfx¨¦ ¯nvv af ¥f¤©n¥fd ¨z Ybuxz¯vfdlf ¨mY¨ ¨mf± mY®f ¥fbfn®fd Y av©f ¦vn¢ a± nxn¨nYvnxl 
fYbm n¦¦©fd ¦vn¢Î !x zkknbf ¥fkf¥¥Yv ¯nvv af bzw¢vf¨fd ©¢zx ¨mf ¦¨©dfx¨ ¥fbfn®nxl ¨mfn¥ Ą¨m z¥ 
l¥fY¨f¥ av©f ¦vn¢Î 

 
Clubs 

Teachers must sponsor a club of their choosing or be assigned a club or duty by administration. 
Graduation and prom coordinators are exempt from sponsoring a club.  
 

Fundraising 
All fundraisers must be vetted and approved by Mr. Glaze prior to committing to raise funds for your class or 
club. 

Collecting Funds 
It is ​the policy of Beaufort High School that ​any collection of school-related funds from students must be done 
through the BHS Bookkeeper or designee​.  ​There are no exceptions to this policy.​  All questions regarding the 
collection of such funds will be directed to the bookkeeper. 

 
 

Budget Accountability 
Since each Department has its own budget, it is important to remember that the assigned administrator is the initiating 
agent.  ​All purchase orders from the department budget must be submitted by the Department Head with 
approval from the PLC Administrators.  
 
District policy is very clear that ​individuals that do not follow proper procurement guidelines will be financially  
responsible for any purchases.​  The following critical questions may help guide you in this process. 

 
1. Do(es) the item(s) or service directly support the curriculum and student achievement? 
2. Have the item(s) or service  been approved by the PLC Administrator? 
3. Have all guidelines for procurement been followed and approved by the bookkeeper?   
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Purchase Order and P-CARD Procedures  
 

ǒ Purchase order forms are located under Staff Info on BHS network in the finance folder and in your PLC 
secretary’s office. 

ǒ Department heads or the athletic director must approve all purchase order forms and P-Card purchases.  
ǒ Signatures must be on all forms prior to submitting them and they are to be placed in the PLC ​secretary’s box​. 
ǒ Request for Purchase Order forms must be submitted in a ​timely manner​ so that all merchandise will be received 

in a timely manner.  
ǒ Signatures and numbers must be written legibly on purchase order. 
ǒ Request for purchase order form must be completed in its entirety.  If not, it will be returned.  
ǒ Please allow ​(5) five​ school days for processing of purchase order forms. 
ǒ Please submit a W9 form on new vendors with your purchase order form. 
ǒ The PLC/Department secretary is responsible for following up on orders.  After you receive the boxes, check to see 

that all items are received and ​place the packing slip/invoice/receipt in the secretary’s box.​  Your signature 
indicates that all items have been received, and the vendor can be paid. 

 
 

TRAVEL REQUEST PROCEDURES 
Travel Request Forms are located in the mailroom. Fill out a Travel Request Form and have principal sign for                   
approval. Please submit all travel request forms ​two months before traveling, so that all checks will be received in a                    
timely manner. ​(3 weeks is acceptable for emergency only) 
 
Submit to the Bookkeeper your travel request form along with: 

ǒ Hotel information (PLC/Department secretary will hold rooms on school p-card). 
ǒ Registration form completed (Be sure to highlight registration fee amount). 
ǒ Per diem filled out on payment request form (who, when, where & why). 
ǒ If airfare is required, please alert the PLC/Department secretary ASAP. She will call Accent Travel for pricing                 

and submit the information to the bookkeeper for processing.  
School personnel are not authorized to make their travel arrangements. If you have special considerations needed for                 
travel, i.e. 1st floor room or other accommodations covered under ADA, please notify the bookkeeper with you submit                  
your request for travel. The bookkeeper will make all travel arrangements.  
 
Fill out a Leave Slip for professional leave and attach a copy with your travel request form. You will receive travel                     
checks (school mailbox) the week prior to departure.  

 
Mileage Sheet 

ǒ Mileage in excess of $25.00 should be submitted on a monthly basis for reimbursement. ​However, the district 
will not accept travel or out-of-pocket reimbursements over $25.00 after 30 days from the occurrence. 
(no exceptions) 

ǒ Mileage Rate - .56 (make sure it is calculated accurately) 
ǒ Print your name legibly on the signature line. 
ǒ Any parking fees should be included on this sheet. 
 
Per Diem: (​In order to receive breakfast you must leave before 7:00 a.m. and to receive ​dinner you must return 
after 7:00 p.m.)  ​*Amounts subject to change per state guidelines. 
In State:  $5.00 Breakfast  $10.00 Lunch  $15.00 Dinner 
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Out-of-State: $10.00 Breakfast  $15.00 Lunch  $25.00 Dinner 
 

Purchase Card 
 ​The PLC/Department secretary will make all “small dollar” purchases (anything less than $2,500) with the p-card 

(assuming the vendor with accept a p-card). Teachers and staff may shop with contracted vendors online and forward 
your cart to the PLC/Department secretary, and she will process your order using the school p-card. All p-card 
purchases will be given to the PLC/Department secretary to be distributed. ​Please place all receipts and invoices​ in 
the bookkeeper’s mailbox in the mailroom. The credit card will not be available at the beginning of each month (1​st 
-7​th​). Please plan all purchases accordingly. 

Purchase Service Contracts 
(Sample Contracts are located under Staff Info on BHS network in a folder titled Finance) 

    Complete contract with pertinent details and ​NO​ signatures​. ​Contract must include: 
1. Social security number 
2. Date of birth 
3. Whether they are employee of BCSD or not 
4. Will be working with children or not  
5. Detailed description of their service that matches the job description advertised  
6. If they are on the SC Arts Commission Approved Artist Roster if an Artist contract  

Email to BHS Bookkeeper and she will forward to BCSD Human Resource Dept. 
ᾛ HR checks to see if contract properly advertised 
ᾛ HR conducts SLED check if contract requires student interactions 
ᾛ  

The bookkeeper will submit the original contract with all signatures and completed W9 form to district personnel in 
Finance.  Contracts that have signatures on them from schools/departments/person giving purchased service and ​DO 
NO​T have fiscal services or Human Resources representative signatures will be returned and the process will start 
over.  
 
Remember:  The agent/consultant may not sign the contract until after it is signed by 
 Finance and Human Resources.  

 
Bookkeeper Reminders 

 
ǒ The bookkeeper will be available to receipt students ​during all lunches​ and from 11:00 a.m. until 1:00 p.m.  
ǒ Do not send students during class time for change or to make a payment.  
ǒ Remind students that it is their responsibility to keep receipts or turn them into the proper staff member. 
ǒ The Bookkeeper is ​NOT​ permitted to cash checks – under any circumstances!  All checks must be made out to 

Beaufort High School – not to a specific club or organization. 
ǒ Any students paying for a lost textbook must see Mr. Tooman or Ms. McKinney (media specialist) to establish 

pricing –  prior to coming to the bookkeepers’ office to submit payment. 
ǒ All money must be turned into the bookkeeper!  ​All funds must be collected before 4:00 p.m. and deposited 

daily.  
ǒ Never leave funds in your classroom or carry school funds home overnight or open an account under your 

name for a club or organization. 
ǒ Club members are not allowed to bring any money to the bookkeeper’s office; it is the responsibility of the 

Club Treasurer or Club Advisor.  Please count your money and wrap all coins ​before ​coming to the 
bookkeeper’s office. 
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ǒ All fundraising activities must be reviewed and approved in advance by the principal (designees) on a 

“Request for Fund Raising Project” form.  Any changes or amendments to the Fundraising report should be 
approved by the principal (designees) before the activities are undertaken. 

ǒ All forms (mileage sheets, travel requests, commodity codes etc.) are located on the school server under 
“Teacher Info.” 

ǒ All purchase order, travel requests, payment requests, and reimbursement forms will be processed through the 
PLC/Department secretary. The PLC/Department secretary will forward all documents to the bookkeeper. 

ǒ Teachers are not permitted to purchase anything without an approval from the head of school and the 
bookkeeper.  

ǒ Beaufort High School is not responsible for purchases made without a PO number. All purchases made without 
a PO numbers are considered personal purchases. 

ǒ Teachers receiving a package must sign the packing slip or invoice and highlight the purchase order number 
before submitting it to the PLC/Department secretary. 

ǒ In order to purchase any technology equipment or supplies (i.e. computers, printers, software, LCD projectors, 
etc.), you will need to submit a hardware approval form to Mr. Walker/Technology Specialist.  

ǒ DO NOT​ place any paper work on the bookkeeper’s desk or slide it under the door.  This will only delay the 
process, therefore, please use the bookkeeper’s door inbox, the mail box in the mailroom or submit paperwork 
to your PLC/Department secretary. 

ǒ All staff members that do not follow purchasing procedures or procurement codes are in violation of district 
policy.  Violations will be recorded and placed in the offending staff member’s personnel file.  
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PEP RALLY SCHEDULE 
2019-20 

 
NEST 8:15 – 8:40 
 
1��st�� Block 8:45 – 10:05 

-��        ​1��st�� Period 8:45 – 9:23 
-��        ​Passing 9:23 – 9:27 
-��        ​2��nd�� Period 9:27 – 10:05 

 
2��nd�� Block 10:10 – 11:30 
 
3��rd�� Block 11:35 – 1:30 
 A Lunch 11:35 – 12:00 
 B Lunch 12:05 – 12:30 
 C Lunch 12:35 – 1:00 
 D Lunch 1:05 – 1:30 
 
4��th�� Block 1:35 – 3:00 
(Dismissal of students will begin at 2:50 by zone) 
Pep Rally 3:05 – 3:45 
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Half Day Schedule 
2019-20 

 
NEST 8:15 – 8:40 
 
1��st�� Block 8:45 – 9:25 
 -1��st�� Period 8:45 – 9:03 
 -Passing 9:03 – 9:07 
 -2��nd�� Period 9:07 – 9:25 
 
2��nd�� Block 9:30 – 10:11 
 
3��rd�� Block 10:16 – 10:57 
 
4��th�� Block 11:02 – 11:43 
 
Advisory/Lunch 11:48 – 12:45 
 
12��th�� Grade Lunch 11:48 
11��th�� Grade Lunch 11:55 
10��th�� Grade Lunch 12:05 
9��th�� Grade Lunch       12:15 
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Extended 1��st�� Block Special Events Schedule 
  
1 Block 8:45 – 10:40 
(Program: 9:00-9:45) 

1st Period 8:45 - 10:05 
Passing 10:05 - 10:10 
2nd Period 10:10 - 10:40 

  
2 Block 10:45 – 12:05 
  
3 Block 12:10 – 2:15 
  
A-Lunch 12:05 – 12:35 
B-Lunch 12:40 – 1:10 
C-Lunch  1:15– 1:45 
D-Lunch 1:45 – 2:15 

  
4 Block 2:20– 3:45 

(Seniors Dismissed at 3:42) 
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Scheduled Meetings 
 
Department meetings ​and ​Department Chair Meetings ​are required meetings for teacher representatives.  The time, 
date, and frequency of these meetings are to be determined following the first department chair meeting. 
 
Faculty meetings​ ​are held on the ​Fourth Wednesday of each month beginning at 7:30 AM​. ​All teachers are 
expected to attend and sign in​.  
 
SIC meetings will be scheduled for the evening on the SECOND Tuesday of each month at 5 PM. 
 
Committee meetings ​are required by all teaching staff, however each committee will meet and determine and publish 
a committee meeting schedule of meeting times. 
 
Emergency meetings will be called as needed to discuss or inform the staff of pertinent issues.  
Scheduled meetings may be cancelled due to lack of an agenda.  

 
Beaufort High School Standing Committees 

8​th​ Grade Night/Spring Fling 
Anti-Bullying Campaign 
Class Sponsors 
Homecoming 
Graduation 
High Schools That Work 
Open House (Fall & Spring)/ Parent Conferences 
PBIS/Student Recognition 
Pep Club 
Prom 
Science Fair  
Senior Day (Passing of the Mantle) 
Senior Recognition Night 
Staff Welfare & Morale (Sunshine) Committee 
Student Government 
Veteran’s Day Assembly 
Social Committee 
New Teacher 
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 Standing Committees 

Planning Report 
 

Please complete the following planning report and provide a copy to the Office Manager at least 30 working days 
before the activity is scheduled.  Before conducting a planning meeting with the committee, each chairperson will 
schedule a meeting with the principal to discuss the mission of the standing committee.  
 
Standing Committee: ___________________________    Planning Year: ___________ 
 
Chair: _____________________________     Meeting Date: ____________________ 
 
Committee Members Present: 
 
 
Planning Narrative​: (Include dates, times, and assigned responsibilities) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
______________________________ ___________________ 
Chairperson Date Submitted 
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Standing Committees 

Exit Report 
 
Within five working days of the completion of the committee’s responsibilities, the chairperson will complete the 
following report and provide a copy to the Office Manager.  In addition, each chairperson will schedule a meeting to 
brief the BHS Principal of the committee’s final progress.  
 
 
 
Standing Committee: ___________________________    Planning Year: ___________ 
 
Chair: _____________________________     Meeting Date: ____________________ 
 
 
 
Success Narrative: ​(Include projects / programs, attendance, cost, etc.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Areas of Improvement: 
 
 
 
 
 
 
 
______________________________ ___________________ 
Chairperson Date Submitted 
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