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Welcome!

Dear Parents,

Welcome to the Center for Education Integrating Science, Mathematics and 
Computing’s (CEISMC) saturday programs. These programs are designed to 
provide your student with a fun and educational STEM experience. 

In designing these programs, we have put together a team of local educators, 
Georgia Tech faculty, and Georgia Tech students. It is our hope that your child will 
continue to pursue their STEM/STEAM educational goals.

It is always our goal to have a good relationship with all our parent/guardians and to 
keep you well informed about our policies and procedures. One of the ways we do that 
is through this handbook that should give you an overview of everything needed to be 
successful with this program. We ask that all parent/guardians take time to read 
though the included content and let us know if you have any questions or need further 
clarification. It is also mandatory that all parents sign and return the attached 
signature page signifying your understanding and receiving of the handbook. 
Signed forms must be returned before your student can participate at CEISMC’s 
student programs.  

Once again, welcome to CEISMC’s student programs!

Sincerely,

Timothy Cone			

Program Director	



2023 Program Information

General Information

The Center for Education Integrating Science Mathematics and Computing (CEISMC) at 
the Georgia Tech Savannah campus is excited to welcome everyone to campus. While on 
campus, please remember that we are all here to have a fun and safe experience. To do so, 
we need everyone to take the time to read this parent/guardian handbook and follow the 
guidelines included. The following pages will give you everything from driving directions to 
all the other information you will need for your upcoming program on campus. Should you 
have additional questions after reading this document, please email us at 
gtsoutreach@gatech.edu or call the campus at 912-966-7922.

Inclement Weather

Weather and other natural and emergency situations may occur beyond the
program's control. An example would be a rainy day early dismissal or late start
time to accommodate safe traveling of staff, students, and their families. If there is a
weather situation you will be notified via email. Any short term unforeseen weather
or other emergencies will not be able to be refunded partially in any form.

Dress Code

CEISMC at Georgia Tech expects student to dress in appropriate attire while on
campus. Students should wear clothing that is comfortable and practical for
learning. Clothing may not make references to drugs, alcohol, or profane language.

While inside students may want a light jacket or sweater as temperatures in the
classrooms may be cool.

For safety reasons we encourage students to wear closed toe shoes and shoes that
have a back, as we will be working with technology and other materials that may
hurt if dropped.

gtsoutreach@gatech.edu
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Student Drop Off & Pick Up

Morning Drop Off Procedure
Sign-in begins at 8:00 am. Students will not be allowed to sign themselves in/out 
without prior permission and documentation.  Sign-in will take place at 190 
Technology Drive, building EDRB.  See the map on Page 6 for more detail.

Georgia Tech Savannah is a busy campus. Employees may be arriving to 

work at the same time you are dropping off your student. We ask that you 

park in the lots in front EDRB and the lots located across the street from EDRB 

located on Technology Circle. Signage will be posted around campus to help 

you navigate and locate the program site.

Pick Up Procedure
Pick-up begins at 12:00 pm. Students should be signed out by 

12:15 pm, otherwise parents/guardians could be charged with a late fee of $1 for 

every minute late. All parents/guardians signing out students must show 

identification. Only contacts listed in your student’s file will be authorized to 

sign the student out. Changes to authorized pick-ups can be made using the 

Ideal Logic registration system or utilize the pick-up/drop-off authorization 

form at least 36 hours in advance. In the case of an emergency, 

please send an email to gtsoutreach@gatech.edu stating the emergency, 

the name of the person picking up your student, and an attached copy of the 

authorized pick-up form.
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Student Drivers & Walkers

Drivers
Any student with a valid drivers license will be allowed to park on campus. Students 

driving themselves to campus will be required to designate on the pick-up/drop off 

authorization form, included at the end of this packet, that they are of legal driving 

age. Without this form, students will not be allowed to participate in any 
Saturday STEMlab programs. This form must be signed and either dropped off at 

campus prior to the start of day 1 of the program or emailed in by the parent/

guardian. Forms will not be accepted directly from any student or student email 

addresses. Once signed in, students will not be allowed to leave campus during 
the programs operating hours. This specifically applies during meal/snack breaks. 

If a student leaves early for any reason, they will not be allowed to return to 

campus that day. 

Students who drive will need to park in either the lot across the street from the PARB 

building or in the lot behind the PARB building. These lots are designated on the map 

with a star. Students will not be allowed to park in the small lot between PARB and 

ELAB. 

Walkers
Students will not be allowed to walk off campus for any reason, regardless of their 
age. This is not an allowable method of transportation to/from campus for our 
Saturday STEMlab programs. 
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Drop off students at the 
Front parking lot of EDRB.

190 Technology Circle 
Savannah, GA, 31407
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What to Bring 

Students should bring the following to camp:
» Water bottle

Please send your student with a refillable plastic bottle, labeled with their name.

» Light jacket
The building does get cold and we want your student to be comfortable!

Please label your student’s belongings for easy identification. All items left behind 
will be placed in the lost and found. If a lost item is labeled, we will contact you.

What to Leave at Home
» Toys, games, playing cards

» Electronics

» Animals

» Any items resembling weapons

Your student will have a very busy day with little downtime for personal games 

or devices. The Board of Regents of the University System of Georgia, Georgia 

Institute of Technology, the Center for Education Integrating Science, Mathematics 

& Computing Department & Staff will not be held responsible for lost, stolen or 
damaged electronics devices or personal items brought to CEISMC Savannah’s 

Saturday STEMlab programs.
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Incidents & Emergencies

Incident Reports

Each incident will be reported to parents verbally and using our incident report form.

The incident report will notate the following:

» Child’s Name

» Time of Incident

» Information about the incident
occurrence

» Steps taken to remedy the incident

» Reporters Information

» Signature of Program Coordinator or
Director

» Parent Signature

Parents must sign the incident report and may request a copy to keep.

Medical Incidents

Minor injuries will be treated by our staff on site using First Aid techniques.
In the event of an emergency, we will call 911 first. We will then contact you and 
coordinate meeting at the hospital.

Contact Information

In the event of an emergency please contact the Georgia Tech Savannah front desk 
at 912-966-7922. 
Our program email gtsoutreach@gatech.edu can be used for non-
emergency communication. Email is the best form of communication with program 
coordinators.
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Disciplinary Conduct

Our CEISMC Savannah student programs strives to provide an atmosphere which 

is conducive to safety and appropriate behavior. Maintaining proper conduct while 
in he program is the joint responsibility of the participants, parents, and staff.  

We will report to parents the following infractions: 

» Refusing to obey staff

» Inappropriate physical contact

» Destruction of property

» Other disruptive behavior

We will provide you with the redirection that was provided to your student during 

our program which can include the following: 

» Conference with participant

» Warning

» Contact parent/guardian

» Participant sent home

We will communicate in specific comments and detail the infraction that was 

performed that led to a discipline issue. Additionally, we will outline a development 

plan in specific detail how we, the participant, parents, and program staff will move 

forward to avoid further disciple actions.  

We believe in providing students the opportunity correct their behaviors.  

» 1st offenses are documented and followed up with a phone conference with the

parent/guardian

» 2nd offense are documented and an in person conference with the parent /

guardian

» 3rd offense are documented and they student may be withdrawn from the

program
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Discipline Form
Participant Name: ___________________________________________________________________________

Dear Parent/Guardian:

The _______________(program name) is a privilege.  We must strive to provide an atmosphere which is con-
ducive to safety and appropriate behavior.  Maintaining proper conduct while in the ____________(program 
name) it is the joint responsibility of the participants, parents, and program staff.  Because of your child’s recent 
behavior, it is our responsibility to report the following:

INFRACTION			 DISCIPLINE ACTION TAKEN BY STAFF 
___ Refusing to obey staff		 ___ Conference with participant
___ Inappropriate physical contact     ___ Warning
___ Destruction of property		 ___ Contact parent/guardian
___ Other				 ___ Participant sent home

Comments/Details (be specific): ______________________________________________________ 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________

Development Plan (be specific): ______________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________

___________________________________________		  _____________________________________________
Participant Signature                             Date 		 Staff Signature			   Date 

This is the   1st Offense      2nd Offense    3rd Offense      (Please Circle One)
*After the 3rd offense, the participant may be withdrawn from our program.

___________________________________________	 _________________________________________
 Supervisor Signature                             Date Parent/Guardian Signature		 Date

Program:

EXAMPLE



11

Behavior Management Policy 
Participants are expected to follow the basic rules: 

  CARE & RESPECT FOR SELF, OTHERS, AND THINGS 
1. Keep hands, feet, and objects to yourself.
2. Treat other participants, staff, and visitors with respect.
3. Follow the instructions of your group leaders.
4. Always stay with your group.
5. Be kind to the environment and learning spaces.

Please review these rules with your participants.  Staff will use praise and positive reinforcement techniques 
to encourage appropriate behavior, and all programs will practice the following discipline and behavior 
management policy: 

     WE DO… 
1. Praise, reward, encourage, and listen to participants.
2. Reason with and set limits for the participants.
3. Provide explanation related to the participant’s understanding.
4. Model appropriate behavior.
5. Provide natural and logical consequences for misbehaviors.
6. Use short, supervised periods of time-out.

When participants do not respond to positive behavior management strategies, parents will be expected to 
work with program staff to encourage more appropriate behavior.  For safety reasons, certain inappropriate 
behavior cannot be tolerated.  The following are behaviors, which may result in a participant’s suspension or 
termination from the program:  

  AVOID… 
1. Hurting others or self.
2. Leaving designated area without permission.
3. Destruction of property.
4. Repeated cursing or profane language.
5. Threatening violence.
6. Jeopardizing the health or safety of others.

If such misbehavior occurs, parents will receive a disciplinary action notice, and will be expected to support 
and work with program staff in order for their participant to return to the program. Thank you for supporting 
our staff’s efforts to ensure the safety and well being of all program participants. 

Program: 



13

Policies & Forms

Please read, sign, and return the following forms.
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PICK UP/DROP OFF AUTHORIZATION 

I. Personal Information (please print) Today’s Date: / / 

Participant’s Name: Age:   

Parent/Guardian Names:

Home Phone: Cell Phone(s): 

Work Phone(s):

II. Authorized Pick Up
Please list any individual who is authorized to pick up your participant, including yourself. Each

authorized person must be at least 16 years of age. The above-named participant will not be permitted to 
leave the program with anyone who is not listed below. Authorized individuals must pick up the participant 
in person and may be requested to show identification to program staff. Participants will not be released to 
persons who fail to provide acceptable identification upon request. 

I authorize the following responsible persons to pick up my participant from the program 
(attach additional pages as needed): 

Authorized Person Phone Number Relationship to Participant 

Please note that participants must be picked up by designated times. If an authorized adult is unable 
to be reached, program members will contact the local police department as a last resort to take your 
participant home. If you are not at home, your participant will be released to the Division of Family and 
Children Services. 

III. Authorized Dismissal
My participant is at least _______ years of age and will be responsible for his/her own transportation

to and from the program. My participant may sign himself/herself out at the end of the program activities. 

Signature of Parent or Guardian: 

Parent or Guardian Name*: 

*If attending other activities or if the participant is walking home, please submit schedule (include
specific date & time) of activities or deviations from the schedule.



15

CEISMC Savannah Student Program Parent, 

Thank you for reading our Policies and Procedures for CEISMC Savannah's student 

programs. It is our utmost goal to provide a safe and fun STEM educational program 

for your student. 

 Please sign and return this form to the program coordinators when you sign your student 

in for their first day of the summer program. Your signature on this form represents that 

you have read and will abide by the guidelines written within this handbook.  

If you may have any questions or concerns about the summer program’s policies and 

procedures, please speak with a program coordinator. 

This form must be signed and returned to the program coordinators before your 

student can be signed in. If this form is not received during morning drop off on 

day 1, your student’s enrollment will be non-compliant and they will be ineligible to 

participate in our program.

 _______________________________	 ________________________	 __________ 

Parent/Guardian Name			  Parent/Guardian Signature	 Date 

_______________________________	 _________________________________________

Student’s Name				 Week of Program Attendance 

______________________________________________________________________________ 
Office Use Only 

___________________________________ 

Date Received 
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