
Navigating the Process 
YOUR HR CERTIFIED TEAM IS HERE TO HELP

Presenter Notes
Presentation Notes
Welcome to Sumner County Schools Certified onboarding. My name is JA and in this presentation we will cover all  necessary information and policy needed to get you fully onboarded as a certified employee in Sumner County Schools.



Navigating the Process
Agenda

Welcome 

Navigating DO’s and DON’TS
◦ Students – Colleagues - You

Navigating Professionalism and Rules and Regulations 

Presenter Notes
Presentation Notes
From legislation to personal conduct this section gives us a lot to think about and maybe more to accountable for as we enter the school building



Navigating Do’s & Don'ts 

Parties to Consider:

Students

Colleagues

Yourself

Laws to Consider:

Civil Rights Act of 1964
• Title VII – Harassment

TCA 37-1-403
• Reporting Child Abuse & Neglect

Presenter Notes
Presentation Notes
Sexual and other unlawful harassment is a violation of Title VII of the Civil Rights Act of 1964 (Title VII), as amended, as well as many state laws. 
Harassment based on a characteristic protected by law, such as race, color, ancestry, national origin, gender, sex, sexual orientation, gender identity, marital status, religion, age, disability, veteran status, or other characteristic protected by state or federal law, is prohibited.
It is SCS’s policy to provide a work environment free of sexual and other harassment. To that end, harassment of SCS’s employees by management, supervisors, coworkers, or non-employees who are in the workplace is absolutely prohibited. 
Examples
Making Derogatory Remarks to or about students
Yanking students out of seats or lines
Dragging students by the hair
Flicking students on the back of the head or elsewhere
Smacking students on the butt
**No physical or verbal harassment will be tolerated!!!**
Any inappropriate touching, or touching that might be perceived as inappropriate
-Hugs that are not student initiated
	(Even when student initiated, side hugs are best.)
-Any discussion of a sexual nature either with students or employees, or in the presence of students
-Pornography or inappropriate graphics or sayings displayed or worn where students or other employees might see them.
**No sexual harassment will be tolerated!!!** 
It is best to avoid any physical contact with students!!!
Tennessee Code Annotated 37-1-403 requires all persons to report suspected cases of child abuse or neglect. “Any person who has knowledge of or is called upon to render aid to any child who is suffering from or has sustained any wound, injury, disability, or physical or mental condition shall report such harm immediately if the harm is of such a nature as to reasonably indicate that it has been caused by brutality abuse, or neglect or that, on basis of available information, reasonably appears to have been caused by brutality, abuse, or neglect.” 
Sumner County Schools requires all employees to use the Child Abuse Intake Form to immediately report concerns of child abuse or neglect. This form details the procedures to be followed and should be available in the counseling offices of all schools. 





Navigating Do’s & Don'ts 

Parties to Consider:

Students

Colleagues

Yourself

Conduct to Consider:

Alcohol, Tobacco, Illegal Drugs, 
Misuse of Prescription Drugs

Weapons

Arrest

Presenter Notes
Presentation Notes
The use of Alcohol, illegal drugs, misuse of prescription drugs, or smoking WILL NOT BE TOLERATED on SCS property, or while acting on behalf of SCS in any capacity.
Employees must be fit for duty and 
cannot be impaired or intoxicated!!!
Employees may not be in possession of weapons of any kind on SCS property, including in personal bags and vehicles!
Any employee violating this policy is subject to discipline, up to and including termination, for the first offense.
Sumner County Schools respects the right of employees to use social media, networking sites, personal websites and blogs, but it is important that an employee’s personal use of these sites not interfere with official duties, violate any district policies or damage the reputation of the school district, individual schools, its employees, its students or their families.
•An employee’s use and comments made on social media sites are subject to First Amendment protections. However, any personal use must be conducted in such a manner that a reader would not think that the employee is speaking for or on behalf of Sumner County Schools.
•Employees who have a presence on social networking websites are prohibited from posting photographs or information that will cast the employee in an unprofessional light and that is likely to create a disruption to school.
•Employees are prohibited from accessing personal social networking sites, via district or personal devices, during working hours except for legitimate instructional purposes.
•The Board discourages employees from socializing with students on social networking websites. 
Arrest notice in 5 days





Navigating 
Do’s & Don’ts

Complaint Procedure
◦ Anti Retaliation

Disciplinary Action
◦ TCA

◦ SCS Handbook

Voluntary Separation
◦ 30-day notice 

Presenter Notes
Presentation Notes
Any employee who believes he or she has been subject to or witnessed illegal discrimination, including sexual or other forms of unlawful harassment, is requested and encouraged to make a formal complaint in writing. 	Submit complaint to your Principal/supervisor or to Human Resources.
No reprisal, retaliation, or other adverse action will be taken against an employee for making a complaint or report of discrimination or harassment or for assisting in the investigation of any such complaint or report. 	Any suspected retaliation or intimidation should be reported 	immediately to your principal/supervisor or Human Resources.
In order to sustain SCS’s high educational standards and community relations, the district addresses disciplinary problems in an efficient, fair and timely manner. 
Discipline for performance and behavioral problems may range from verbal warnings to termination, as determined by the Director of Schools, within School Board Policy and Tennessee Rules and Regulations. 
The objective is, where possible, to correct performance and discipline problems proactively to achieve positive results or coaching for success while protecting students, SCS and its employees 
Certified personnel are under one-year contracts and should attempt to honor the contract by completing the year of service. When in the event a resignation is the only viable option for the employee and/or the school system, the director of schools may waive the ending of year employment requirement for justifiable reasons. 
Employees who provide the requested 30-day notice will be considered to have resigned in good standing and generally will be eligible for rehire. If an employee leaves SCS, he/she will be treated as a new employee including but not limited to fingerprinting and processing. 
In the event an employee voluntarily terminates without submitting written notice, the immediate supervisor will have the authority to terminate an employee on the basis of failure to report to the work-station and TN Licensure will be notified as required by law. 
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Navigating 
Professionalism

Be mindful of your 
interactions with students. 
Keep them professional!!!

• Social Media 
• Pictures & Videos

• Friendships/Dating Relationships 
• Gifts/Special Treatment

Presenter Notes
Presentation Notes
Student  - they will sell you out
Colleague
Self



Navigating Rules & Regs

Roles to Consider:
Teacher
Colleague
Coach
Leader
SCS Representative

Responsibilities to Consider:
Name Badge
◦ Wear it on SCS property

Professional Dress
◦ Building Dress Codes

Lifelong Learner
◦ PL and Public-School Works

Presenter Notes
Presentation Notes
Student 
Colleague

Handouts Review
Self



Navigating the Process 
YOUR HR CERTIFIED TEAM IS HERE TO HELP



Employee Self Service
https://sumnerschoolstn.munisselfservice.com/login.aspx
Username: first initial of legal first name, full legal last name & last 
four of SSN
Password: Last four of Social Security Number (SSN)
Ex: Username - NSmith1244 – password - 1244
Access your direct deposit stubs
View time off accruals (Annual, Personal & Sick)
Electronic W-2 Form

Information Changes
Must submit changes to Human Resources, in writing, on the change 
form.
Name, Address, Telephone Number, Personal Email, Marital Status, 
Birth or Adoption of child
For name changes: A new social security card (or reciept) must be 
presented to Human Resources AND
You must change your name with the Tennessee Department of 
Education through TN Compass, prior to changing in HR
Contact Jennifer Runion for further information:
Ph: 615-451-5207 email: jennifer.runion@sumnerschools.org

Employee Email and Computer Sign On
All employees are issued an email for school use. 
Please note that all required training and benefit 
communications will be sent to this SCS email account. 
User Name – firstname.lastname
Password – Ch@ng3M3

Absences and Substitutes (Frontline)

Absences must be entered into Frontline in order to get 
substitute coverage. Your school’s bookkeeper or 
attendance clerk can assist you with any questions and 
other building specific procedures. 

Lesson plans must be available so that education continues 
while you are away from your classroom. You should 
maintain an emergency lesson plan folder.

Frontline Administrator – Kelly Vigil – 615-451-5220



Public School Works Mandated Annual Training 

All new employees are required to complete this training within the 
first 30 days of employment and thereafter annually. A link will be 
sent to your SCS email account. You have 30 days from your start 
date to complete the courses.

Online Training Topics include but are not limited to: 
◦ blood borne pathogens, suicide awareness, child abuse, Hep B

Public School Works Login Credentials

◦ Username: first initial, last name, Employee ID number 

◦ Password: Last four of Social Security Number

◦ Ex: Username - jdoe9999 – Password - 9999

Workers Compensation
All injuries must be reported within 24 hours
Report to Immediate Supervisor within 24 hours
Complete Documentation
◦ Serious Injuries should be handled by the nearest ER

All employees seeking medical attention must complete a post-
accident drug test at the time of the medical treatment
Failure to have all medical treatment authorized may result in denial 
of payment
Key Risk-Berkley Casualty Company (866) 687-0710 

Family and Medical Leave (FMLA)

Sumner County Schools complies with the Federal 
Family Medical Leave Act (FMLA) and the TCA 
Tennessee Medical Leave Act (TMLA)
◦ grant 12 weeks (16 weeks for birth/adoption) of 

unpaid, protected leave of absence to qualified 
workers for certain medical and family-related 
reasons.

Leave should be applied for after more than 3 
consecutive days absent or intermittent/reduced 
schedule is required by a medical care provider. 
◦ There are requirements, qualifications, and 

exceptions under these laws. (each employee’s 
situation is different) 

Employees may not take leave and work from home 
or work another job.

Contact the Human Resources Department to 
discuss options for leave.

FMLA Supervisor – Catrina Curd – 615-206-4035



Salary and Pay
Salary is determined by
Position Type 
Degree Level
Verified Years of Experience

Payday is monthly on the 15th or previous business day if payday falls 
on weekend or holiday

Employees receive 12 pay periods, one per month, from August 
through July

◦ Pay is calculated based on days worked

Contracted Time
Fulltime teachers are paid
180 instructional days
10 predetermined holidays
5 Professional Learning Days
5 Administrative Days
Part time positions, interims and nurses have different schedules 
and numbers of paid days
Employee Calendars can be accessed at sumnerschools.org
Refer to your employee calendar and contract for the most accurate 
number of paid days

Time Off

Holidays: 10 preselected paid holidays 

Personal Leave: 1 day per semester will be front-loaded for each 
semester employed 
(July - December & January - May). 
All unused personal days are converted to sick leave at end of June 
each year.

Sick Leave: 1 day per month contracted will be front-loaded, with no 
limit on accumulation.

Ex: 10 sick days will be front loaded if you start at the beginning of the 
school year as a full-time teacher.
Sick time leftover at retirement is converted to additional time toward 
retirement at a rate of one month per 20 days leftover.

HR Contacts – Certified Team
Marla Pike - HR Supervisor-Certified                  
615-230-6745  marla.pike@sumnerschools.org
Dr. Justin Alexander - Recruiting, Training & Ed Prep Coordinator –
615-451-5208  Justin.Alexander@sumnerschools.org
Geni Weatherford - HR Specialist-Certified        
615-230-6749 geneva.weatherford@sumnerschools.org

mailto:marla.pike@sumnerschools.org
mailto:Justin.Alexander@sumnerschools.org
mailto:geneva.weatherford@sumnerschools.org


Benefits Click-through

Benefits Contact – Jane Lassell
Email: jane.lassell@sumnerschools.org

Open an internet browser and navigate to SumnerSchools.org

Click – Departments

Click – Benefits 

Click – Benefits Portal

Click – New Hire
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Presentation Notes
Student 
Colleague

Handouts Review
Self
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