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MISD MISSION 
 

The mission of Millsap ISD is to inspire, develop, and educate every student in a safe environment to be 
productive citizens prepared for lifelong success. 

 
 
 

MHS MISSION 
 

Every student.  Every day.  Whatever it takes. 
 
 
 
 

MISD VISION 
 

Millsap ISD will partner with parents to be the premier education organization. 
 
 
 
 

MISD MOTO 
 

Your Child. Their Dreams. Our Mission 
 
 
 
 
 

MISD VALUES 
 

We value the development of the whole child. 

We value community/parental partnerships and mutual respect. 

We value positive relationships with students, staff, and parents. 

We believe student success is our ultimate measure. 

We practice ethical behavior and personal integrity. 
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ABSENCES for Teachers 
 
Your attendance at school is crucial to student success. Studies have shown that the regular teacher in the 
classroom at less than 100% is better instructionally for students than the best substitute.  If you are going 
to be absent, you must log into the district wide computer system (Aesop) or call 1-800-942-3767 to 
report an absence. This should be done as soon as you know you will be absent.  MISD does not have 
many subs; therefore, it is crucial that you put in a sub a minimum of 3 days prior to an absence unless it 
is an unforeseen emergency. 
 
On the rare occasion you need to report an absence for the current day last minute, please text Mrs. 
Burchette 817-771-0036 and Mrs. Addison at (817) 694-1400.  
 
Please remember that sick days are used on a half-day (4 hours) and full day basis (8 hours).   
 
All teachers should maintain an up-to-date substitute file.  This file should contain the following 
information: 
 

1. Emergency Lesson Plans: Emergency plans should be sufficiently detailed to enable the 
substitute to teach the class in the event regular plans cannot be followed or the students run 
out of things to do. 

2. Class Schedule including lunch time 
3. Current seating chart 
4. Location of material ex: textbooks  
5. Daily duties outside of instruction 
6. Name and room number of the closest teacher who could help your substitute 
7. Lock down procedures and emergency evacuation procedures 
8. Any special circumstances for a particular student.   
9. List of Content Mastery students 
10. Discipline referral form 
11. Information on you location of your Go Kit. 

 

ABSENCES for Students 
 
Please keep accurate records of absences.  The law states to receive credit or a final grade in a class, a 
student in kindergarten–grade 12 must attend at least 90 percent of the days the class is offered. If you 
teach a one-semester class, students are only allowed 8 unexcused absences in 1st and 8th periods, and 4 
unexcused absences in 2nd through 7th. 
 
If you teach a full year class, students are allowed 18 unexcused absences for 1st and 8th periods, and 11 
unexcused absences for periods 2nd through 7th.  Students can make up time outside of “class time.” 
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A student up through age 18 may be filed on in court if he/she has three unexcused absences in a four 
week period or ten unexcused absences in a six month period. 
 
All absences are marked unexcused, unless cleared by an adult (teacher, doctor, parent, etc.)  Students 
are responsible for bringing notes to the office or having the note emailed or faxed to the office within 5 
days of the absence. 
 
Each week we will review any unexcused absences that have not be explained.  If there is not an 
explanation for the absence, students will be considered truant and will serve ISS or a before or 
afterschool detention.   
 

Advanced Placement Course Criteria (Pre-AP and AP) 
 

MISD values the whole child and is dedicated to providing a quality education for every child. 
To ensure the MISD Advanced Placement Courses are available for all students who desire to achieve 
these standards, we will continue to allow open enrollment in these courses. However, to ensure all 
students are receiving a quality educational experience that meets their individual needs, we are instating 
course expectations that when implemented will assist each individual in being successful. 
 
Criteria for Entry: 
Open Enrollment: MISD will continue to have open enrollment for all Pre-AP and AP courses, but with the 
following conditions. 

• Student Probation: This section is new to ensure students are receiving a quality educational 
experience. A student will be placed on probation if they fail a grading cycle. The second grading 
cycle failure will constitute automatic removal from Pre-AP/AP. All removals are open for appeal. 

• If a student does not meet expectations (pass) the STAAR test, the previous year for that subject, 
they will be allowed to enroll in Pre-AP/AP courses, but are placed on probation. If there is a 
grading cycle failure, they will be removed from the course. All removals are open for appeal. 

 
Appeal Committee: An appeal committee will be set up on each campus at the beginning of the school 
year. This committee will hear all appeals for Pre-AP/AP enrollment. Students with an extenuating 
circumstance, are encouraged to take their removals to the appeal committee. The committee shall 
independently hear the student/parent concern and the teacher input before making a final decision for 
what is best for that specific student. All Appeal Committee decisions are final. 

 
ANNOUNCEMENTS 

 
Announcements will be made during 6th/7th period.  Teachers should submit announcements to the 
campus secretary in writing or through email by 8:30 a.m. each morning. Announcements will be made at 
other times only when necessary at the end of a period. Every effort will be taken to avoid interruption of 
valuable class time. Students are expected to be quiet and classrooms should maintain an atmosphere 
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during announcements that promotes listening. Remember that you are responsible for modeling the 
desired behavior.  Teachers should check emails for announcements pertaining to faculty.  

 

ARD MEETINGS 
 
ARD meetings are held on an annual basis for all students in special education and are also held when the 
need arises to address educational needs. When appointments are sent to teachers, please always 
ACCEPT the appointment. Do not decline it as it will disappear from your calendar and you won't get the 
reminders. Reminders are set to remind you of the ARD and to submit the Teacher Input Form. If you are 
the REQUIRED Attendee as stated in the body of the appointment, you are required to attend. If you are 
not required, you must complete the input form that is attached to the appointments. Your thoughtful 
and thorough input will assure that appropriate educational decisions are made during the ARD. This 
sends a message to the family that we are genuinely interested in their student. When visiting with the 
family, please remember that you may not use another student’s name in the conversation. Doing so 
would violate their privacy and is not appropriate. When in an ARD, please remember to say something 
positive about the student as well as give constructive feedback. Every parent needs and wants to hear 
that we see some good in their student. If you have questions regarding any special education student, 
always feel free to contact the WHS diagnosticians.  
 

ASSEMBLIES / PEP RALLIES 
 

Assemblies and pep rallies will take place in the morning during the designated tutorial time.  When MES 
and MMS attend a pep rally, those pep rallies will occur at 9AM.  Students will be dismissed for 
assemblies via the intercom system.  Teachers will accompany their class to and from an assembly and 
during the assembly. Students are expected to be respectful and courteous at all times. Teachers should 
be on active duty during assemblies and are expected to sit with students. All staff are expected to attend 
pep rallies. 

 

BLACK OUT DATES 
 

Due to STAAR or AP testing there will be dates that you are asked to NOT PLAN an event.  Students need 
to be in class for the maximum amount of time unless it is a UIL/FFA/FCCLA required competitive event.  
No field trips please. 

September 25-29 

October  30 – November 3 

November 27  to  Dec 8 

December  18-22 

February  12-16 

April   2-13 

April   30-May 25 
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BUDGET ITEMS 
 
Purchase Order Request 
To submit a request 
 

➢ Fill out requisition form, available on line. 
➢ Include the reason and purpose of the purchase. 
➢ Site a CIP action. 
➢ Use an approved vendor. 
➢ Email completed requisition into Mrs. Addison. 
➢ When the requisition is approved by the District office you will receive an email with the PO 

number. 
➢ A copy of packing slip needs to be signed, stapled to the PO and turned into Mrs. Burchette when 

materials are received to pass on to the business office. 
 
Receipts and Deposits 
An individual receipt or a spreadsheet of names will need to be attached to the deposit slip indicating 
each person that we received money from.    Deposit slips will be available in the office.  The deposit slip 
and the receipt copies will need to balance.  Please deposit money as early as possible. If you have money 
in your classroom at the end of the day, please turn into Mrs. Burchette where it can be locked up. DO 
NOT KEEP MONEY IN A CLASSROOM OVERNIGHT. 
 

BULLYING 
 

Bullying occurs when a student or group of students engages in written or verbal expression, expression 
through electronic methods, or physical conduct against another student on school property, at a school-
sponsored or -related activity, or in a district operated vehicle, and the behavior:  
• Results in harm to the student or the student’s property,  

• Places a student in reasonable fear of physical harm or of damage to the student’s property, or  

• Is so severe, persistent, and pervasive that it creates an intimidating, threatening, or abusive 
educational environment.  
 
This conduct is considered bullying if it exploits an imbalance of power between the student 
perpetrator(s) and the student victim and if it interferes with a student’s education or substantially 
disrupts the operation of the school. Bullying is prohibited by the district and could include hazing, 
threats, taunting, teasing, confinement, assault, demands for money, destruction of property, theft of 
valued possessions, name-calling, rumor-spreading, or ostracism. In some cases, bullying can occur 
through electronic methods, called “cyber bullying.” If a teacher thinks a student is being bullied, they 
must report it immediately to the counselor or administrator.  If a student believes that he or she has 
experienced bullying or has witnessed bullying of another student, it is important for the student or 
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parent to notify a teacher, school counselor, principal, or another district employee as soon as possible to 
obtain assistance and intervention. The administration will investigate any allegations of bullying or other 
related misconduct.   If the results of an investigation indicate that bullying has occurred, the 
administration will take appropriate disciplinary action. Disciplinary or other action may be taken even if 
the conduct did not rise to the level of bullying. The district will also contact the parents of the victim and 
of the student who was found to have engaged in the bullying.   Any retaliation against a student who 
reports an incident of bullying is prohibited. 
 

CAMPUS COMMUNICATION 
 

All activities will be placed on the MHS calendar that is located on the website.  Most communication will 
be through email and texting.  All personnel are asked to “LIKE” the MHS Facebook page.    
 
ARDs will be scheduled through the email calendar. An email will appear in your inbox. You must open the 
email and choose a response: Accept, Tentative, or Decline. Your response will automatically be sent to 
the meeting organizer. If you choose Accept or Tentative, the meeting will automatically be placed on 
your calendar. If you choose Decline, you should always edit your response before sending to the meeting 
organizer. Please do not decline a school wide event. This is your notification that an event is taking place 
that you need to know about. 
 
MISD has an APP called “Millsap Independent SD” to keep up with daily district events. 
 
EVERYTHING (staff development, games, pep rallies, testing, field trips, banquets, etc) goes on the MHS 
website calendar.  Send Jennifer Grozier an email of all events.  To access this calendar go to the MHS 
website, choose “Schools” and then choose “Millsap High School.”  The MHS calendar of events is on the 
MHS home page.  You can also  
 
Jennifer Grozier: MHS Website Calendar and MHS Facility Requests 
Tammy Addison: MHS Facebook 
Leigh Anne Watkins: PA Announcements 
 

CHILD SEXUAL ABUSE  
 

The district has established a plan for addressing child sexual abuse and other maltreatment of children, 
which may be accessed at the superintendent’s office. It is important for you to be aware of warning signs 
that could indicate a child may have been or is being sexually abused. Sexual abuse in the Texas Family 
Code is defined as any sexual conduct harmful to a child’s mental, emotional, or physical welfare as well 
as a failure to make a reasonable effort to prevent sexual conduct with a child. Anyone who suspects that 
a child has been or may be abused or neglected has a legal responsibility, under state law, for reporting 
the suspected abuse or neglect to law enforcement or to Child Protective Services (CPS).   Possible 
physical warning signs of sexual abuse could be difficulty sitting or walking, pain in the genital areas, and 
claims of stomachaches and headaches. Behavioral indicators may include verbal references or pretend 
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games of sexual activity between adults and children, fear of being alone with adults of a particular 
gender, or sexually suggestive behavior. Emotional warning signs to be aware of include withdrawal, 
depression, sleeping and eating disorders, and problems in school.   A child who has experienced sexual 
abuse or any other type of abuse or neglect should be encouraged to seek out a trusted adult. Be aware 
as a parent or other trusted adult that disclosures of sexual abuse may be more indirect than disclosures 
of physical abuse and neglect, and it is important to be calm and comforting if your child, or another child, 
confides in you. Reassure the child that he or she did the right thing by telling you.  
 
Educators are required by state law to submit a report to Child Protective Services if he or she has a reason to 
suspect child abuse. The CPS Hotline number is 1-800-252-5400. You can also submit a report via the internet 
at http://ww.txabusehotline.org. Notify the counselor and administrator if you have a question about whether 
something needs to be reported. When in doubt, report. 
 

CLASSROOM SUCCESS 
 

Procedural steps for the first day of school  
1. Post information outside your door or on the board:  
a. Your name b. Room number c. Subject  
2. Greet your students at the door, and check the student’s schedule. If they are in the wrong classroom, 
guide them to the correct room.  

3. If there is a blank on their schedule, send them to the counselor.  

4. Verbalize the information in #1.  
 
Procedural steps for a successful classroom environment  
1. Be visible in the hallway between classes.  

2. Post the student expectations in the same location daily.  

3. Post your assignments in the same location daily.  

4. Take roll after students are on task and post to Skyward for each class period.  

5. Keep an updated seating chart. 
 

CLASSROOM USE & SHARING 
 

Teachers are responsible for their own classrooms and equipment. Please maintain a safe and neat 
classroom that provides an inviting environment for students. You are encouraged to post instructional 
displays including student work in your classroom. If any damage occurs to a classroom or any piece of 
equipment, report it to the assistant principals immediately. Do not leave your valuables in your 
classroom unsecured, including your personal technology, keys, etc. Lock your classroom when it is not 
occupied. Ensure that all classroom computers are shut down at the end of each day. Be aware that our 
building is often used for after-hours school and non-school events. Classrooms may be used for some of 
these events when requested. Should there be a mess or an emergency during class time which requires 
cleaning, a custodian should be notified. This is especially important if a student becomes ill. You may 
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have to call an office area for assistance to contact a custodian. When maintenance of your room is 
needed you may submit a maintenance request. 

 
COMPLIANCE TRAINING 

 
The state and federal government require every adult on campus to complete yearly the mandatory 
compliance professional development.  ESC Region 11 has bundled all these trainings in their on-line 
Compliance Course.  This bundle includes courses such as Bully Prevention, Copyright, and Internet 
Safety in addition to others.  MISD shortened the teacher contract 5 days which gives you more of a 
break and allows you (if you desire) to work on this training during the school year.   
  
To access the online trainings, follow the directions below.  Once you complete the Compliance 
Course, please send me a copy of your certificate.   
  
Steps to obtaining Compliance Courses: 
•             Click on the following link -   https://ontrac.esc11.net/default.asp 
•             Sign in or “Sign Up” if you don’t already have an ESC Region 11 username/password (top right)  
•             Select the big “COMPLIANCE” button on the right  
•             A Registration page will pop up, check your information and scroll to the bottom.   
•             Ensure all course titles have a check by them (there are 11 difference titles). 
*             Click “register now”.  Once this process has been done, it could take up to 3 hours to have  
                these courses added to your Canvas Account. 
 
Suicide Prevention -  
Teen Dating Violence & Abuse -  
Copyright -  
Section 504 -  
Internet Safety -  
Sexual Harassment -  
Bullying Prevention -  
Bloodborne Pathogens - 
FERPA -  
Texas Educator's Code of Ethics -  

 
CONFERENCES 

 
When a conference with a teacher is requested, an appointment will be made through Mrs. Burchette.  A 
notice giving the parent name, date, and time, of conference will be sent via e-mail, when possible.  If e-
mail is not running, a notice will be sent to your classroom or placed in your mailbox.  Please make every 

https://ontrac.esc11.net/default.asp
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effort to meet the parents promptly. If the time arranged is not acceptable, you will need to call the 
parent and make other arrangements. 
 
When You Meet With Parents: 

➢ Begin and end the conference with some kind of positive or encouraging comment about the 
student and his work. 

➢ Decide in advance what you are going to discuss.  Assemble a folder of the pupil’s work and work 
up a checklist of various problems about which you want to talk.  Have the sheet available that you 
sent home with the grading system, class rules, etc… 

➢ Use clear, simple language to explain your work and your goals for the student.   
➢ Do NOT use other student names in your conversation. 
➢ Try to sit beside the parent rather than placing yourself “above him/her” behind a desk. 
➢ LISTEN… Give the parents a chance to “sound off” especially if they are angry or upset.  Do not 

argue with them.  It will be easier to discuss the problem after they have let off steam. Let them 
vent, then you talk.  Try not to get defensive.   

➢ It is best to have a notepad and take notes over what the parent is stating.  This indicates to the 
parent that you are taking it serious and listening.  You can also write down your own statements 
during the parent’s explanation that you want to cover.  Writing down your points of discussion 
will allow you to not interrupt the parent speaking, collect your thoughts and allow you to be more 
thorough. 

➢ Suggest ways in which the pupil can improve his work and ways in which his parents can help, 
rather than to find fault with him/her. 

➢ Decide in advance on some solutions and partnerships for a change in behavior and student 
success. 

➢ Avoid making comparisons with the pupil’s brothers, sisters, or classmates.  Don’t let comments 
about other students creep into the conversation. NEVER tell parents their child is in a “bad” class 
or an “overloaded” class. 

➢ Provide some kind of action for parents; something they can try at home to help the student.  Help 
them understand that their child’s success in school is a joint project of home and school. 

➢ Teaching is a profession, and the teacher should be treated as a professional.  You are not 
expected to accept verbal abuse from any parent.  Terminate the visit or request that the principal 
be included if the conference is to continue. 

 

CONFISCATED ITEMS 
 
If staff members confiscate non-educational items from students, you need to return them to the student 
at the end of that period, at the end of the day or turn them into the assistant principal’s office by the end 
of the day. You can give the item back at your discretion at the end of the period. Place the student’s 
name on the item. Do not leave these items unattended anywhere, including your classroom. 
Teachers/Staff should not go through student’s cell phones or other personal items. 
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CREDIT BY EXAM 
 
CREDIT BY EXAM—If a Student Has Taken the Course  
A student who has previously taken a course or subject—but did not receive credit for it—may, in 
circumstances determined by the principal or attendance committee, be permitted to earn credit by 
passing an exam on the essential knowledge and skills defined for that course or subject. Prior instruction 
may include, for example, incomplete coursework due to a failed course or excessive absences, 
homeschooling, or coursework by a student transferring from a non-accredited school.  
The school counselor or principal would determine if the student could take an exam for this purpose. If 
approval is granted, the student must score at least 70 on the exam to receive credit for the course or 
subject. The attendance review committee may also offer a student with excessive absences an 
opportunity to earn credit for a course by passing an exam.  
[For further information, see the school counselor and policy EHDB(LOCAL).]  
 
CREDIT BY EXAM—If a Student Has Not Taken the Course  
A student will be permitted to take an exam to earn credit for an academic course or subject area for 
which the student has had no prior instruction or to accelerate to the next grade level. The exams offered 
by the district are approved by the district’s board of trustees. The dates on which exams are scheduled 
during the 2015–2016 school year will be published in appropriate district publications and on the 
district’s Web site.  A student in grade 6 or above will earn course credit with a passing score of at least 80 
on the exam or a score designated by the state for an exam that has alternate scoring standards. A 
student may take an exam to earn course credit no more than twice.  
 

CUMULATIVE FOLDERS 
 
Student records are to be kept in a safe, non-public area to maintain confidentiality. The front office is 
where student cumulative records are kept. If you need access to these records you can have access to 
them from this office. Cumulative records should never be taken off campus. These folders should never 
be left unattended other than in the vault. Cumulative records can be a wealth of information about the 
academic history of students. 
 

DISCIPLINE 
The Student Code of Conduct is online at the MISD website. 

 
The teacher gains power in the classroom when he/she resolves a conflict.  The teacher has the option to 
assign detention before school, during tutorial or after school.  If a teacher uses a detention that is not in 
their own room, the teacher would need to inform the detention teacher of student attendance.  If the 
student does not attend, the teacher then submits a referral. 
 
Every teacher is charged with the responsibility of handling disciplinary problems when and where they 
arise.  This means not only in your classroom, but anywhere authoritative attention is needed. 
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Each teacher is responsible for maintaining proper conduct and good discipline in his/her classes.  He/she 
shall seek advice and assistance from an assistant principal or counselor in any difficult cases of discipline.  
Physical punishment is not acceptable in an academic classroom.  Any unusual forms of punishment, such 
as slapping, striking, shaking, etc. are strictly forbidden 
 
Teachers should utilize “U” and “N” on report cards for classroom problems.  If any deduction in the 
conduct grade is given, the parents must be notified during the six weeks period when problems 
occurred. There should be written documentation to support the grade.  You must talk with a parent 
before assigning a “U” and have written at least 1 discipline referral for the student during the six weeks. 
 
SPECIFICALLY: 
The teacher has absolute authority within the classroom.  If a student is to remain a member of the class, 
the teacher must have his/her cooperation.  There is a procedure established by our school board which 
provides a removal process.  If this situation arises, please see an administrator immediately.  
Teachers are asked to use the following format: 
 

1. Teachers will give instructions. 
2. If not followed, a reminder to follow instructions will be given (unless it is a major disruption). 
3. If instructions are not followed, a teacher detention can be given.  Teachers will notify a parent by 

phone or e-mail when this occurs for communication and transportation purposes if it is assigned 
before or after school.  Communication needs to be two-way.  You must talk to the parent on the 
phone or get an email back from the parent before you verify communication has occurred. 

4. If the student still does not serve the detention, a referral should be written and sent to the office.  
Mrs. Watkins will see that it gets to an administrator in a timely manner. 

 
If a problem exists between you and a student, it is best if you can work it out between the two of you.  
Some suggestions: 
 -If a problem is insignificant, insist that it cease.   
 -If a problem continues, contact the student’s parents. 

-If there is still a problem, assign a detention in your room either before or after school.  
Remember to give the student a 24-hour notice and contact the parents.  The length of detention 
is a 15 or 30-minute period. 
-Have Mrs. Mallory speak with the student.  
-Use whatever ideas you have, that are within district policy, which might work with this child. 
-If you have exhausted all means to resolve the problem, fill out a Discipline Referral Form 
detailing the problem (with date of parent contact) and send the student to the office. 
-If an emergency or severe problem arises, immediately call the office for an administrator to 
come to your room and get the student. 

 
Things to remember— 

✓ Never write a student a referral for persistent misbehavior over a period of days unless you 
have talked (not left a message) to the parent or have communicated through e-mails.  If e-
mail is your choice, make sure you can confirm that the parent actually read it. 
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✓ When you write a referral for non-major offenses, the child knows you’ve just given your 
power over to an administrator and you can no longer handle him.  They got ya! 

✓ Persistent misbehavior referrals written without prior d-halls or parent notification will be 
returned. 

✓  Know the difference between a fight and a shoving match, horseplay.  
 
Establish a set of no more than five basic rules and a list of the consequences which will result when the 
rules are not followed.  Post them in your room and provide a copy for your students 
 
Bill McCartney, former coach at the University of Colorado said, ―Rules without relationships leads to 
rebellion. Discipline is an opportunity to teach appropriate behavior. Disciplinary issues can take up a 
tremendous amount of energy from you and your students. It is important that we keep a positive 
attitude with our students regarding their behavior while appropriately holding students accountable. 
This can and should be done within a context of mutual respect (see Coach McCartney’s quote). We must 
help students see how their inappropriate behaviors negatively affect themselves and other students in 
class.  
 
Another good option when dealing with someone that is not doing the right thing is to have a non-
threatening question discourse. The Four essential questions from Capturing Kids Hearts… 
1. What are you doing?  

2. What are you supposed to be doing?  

3. Are you doing it?  

4. What are you going to do about it?  
 
PROBLEMS OUTSIDE OF YOUR CLASSROOM: 
If a problem is insignificant, insist that it cease. Non-serious actions should result in the same 
consequence a student would receive if he were in your class.  Parent phone numbers may be obtained 
from the AGR’s or computers in the office. If a problem is serious, refer students to Dr. Snyder for conflict 
resolution.  If it is a fist fight, write a referral and bring them to the office. 
 
DAEP WORK 
A student removed to a disciplinary alternative education program (DAEP) during the school year will 
have an opportunity to complete, before the beginning of the next school year, a foundation curriculum 
course in which the student was enrolled at the time of removal. The district may provide the opportunity 
to complete the course through an alternative method, including a correspondence course, another 
distance learning option, or summer school. The district will not charge the student for any method of 
completion provided by the district. [See policy FOCA(LEGAL).]  
 
IN-SCHOOL SUSPENSION (ISS) 
The teacher is required to provide work to ISS.  The most efficient means of providing work is through 
email.  Teachers can email assignments to Phoebe Thomas.  Students must NOT receive a zero from an 
assignment based on being in ISS.  For example they missed the lab in class that day due to being in ISS.  



 
 

 14 

The teacher can provide an alternative assignment or exempt the student.  The student should not have 
any make up work due to ISS.  All work is to be provided to ISS. 
 

DISPLAYING A STUDENT’S 
Artwork, Projects, Photos, and Other Original Work 

 
Teachers may display students’ work in classrooms or elsewhere on campus as recognition of student 
achievement. However, the district will seek parental consent before displaying students’ artwork, special 
projects, photographs taken by students, and other original works on the district’s Web site, on any 
campus or classroom Web site, in printed material, by video, or by any other method of mass 
communication. The district will also seek consent before displaying or publishing an original video or 
voice recording in this manner. 
 

DRESS CODE FOR STAFF 
 

All teachers and staff members are expected to wear professional attire.  Men must wear either: a suit, a 
shirt (preferably a button down) with a collar, sweater or sweater vest with dress slacks or pants (Dockers 
style).  Ties are not required—but they sure look nice!  Ladies may wear:  a dress, suit (skirt or pants), a 
blouse and skirt, blouse and slacks, or crop pants.  Shorts and warm ups are not professional attire and 
should not be worn in the academic classroom. The staffs must also follow the dress code that is 
expected for students. Shoulders and backs must be covered, no spandex, dresses must be no shorter 
than 3 inches above the knee in length, no tank tops, no cleavage, no sagging, no undergarments 
showing, etc. Jeans are not to be worn, except on Tuesdays and Fridays.  On Tuesdays and Fridays you 
can only wear jeans if you wear maroon or a Spirit shirt.  The first Thursday of the month is College Day 
so can wear jeans if you wear college shirt. There will be other incentive days to wear jeans throughout 
the school year.   
 

DRESS CODE FOR STUDENTS 
 

The district’s dress code is established to teach grooming and hygiene, prevent disruption, and minimize 

safety hazards.  Students and parents may determine a student’s personal dress and grooming standards, 

provided that they comply with the following: 

• Clothing or any other items may not, in words or in pictures, advertise drugs, alcohol, or tobacco or 

have sexually suggestive, vulgar, obscene, or violent messages.  

• Hair must be of a natural human color, kept clean, combed neatly, and kept out of the eyes. Extreme 

designs or hairstyles are not permitted. 

• Facial hair should be kept neat, clean, closely trimmed and not be a distraction to the learning 

environment.  

• No visible tattoos are permitted.  

• Contact lenses will be clear or a natural human eye color.  
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• All head coverings and sunglasses are prohibited in the building during school hours. 

• Sleepwear, pajamas, and swimwear are prohibited.  

• Knives are prohibited in the school building or at any school events.  

o Illegal knives (with blades of 5 inches or longer) will result in a mandatory expulsion. 

o Knives with blades from 3 ½ inches up to illegal length will result in other disciplinary 

action, as determined by a campus administrator. 

o Pocketknives should not be brought into the building will result in other disciplinary action, 

as determined by a campus administrator. 
• No visible body piercings will be permitted except for ear piercings or a nose stud that is not a septum 

piercing. Clear placers will be allowed for facial piercings. Band-Aid cover-ups will not be allowed. 

• Gauges or very large holes in the ear are not permitted. 

• Appropriate shoes will be worn at all times; socks, house shoes, cleats, or similarly styled shoes are 

prohibited.  

 

  **All clothing and grooming should conform to standards that may not, in the           administrator’s 

opinion, cause disruption of or interference with normal school operations.  

  **Students found in violation must change clothing before returning to class. The first offense will 

result in a warning; offenses after the first will result in lunch detention. Further violation will be 

subject to additional consequences. 

Pants:  

• Pants/jeans will be worn at the natural waistline, not above or below. No sagging will be 

permitted.  

• Form-fitting/skin tight pants, such as leggings, yoga pants, and tights, must be covered with a 

top/shorts reaching no higher than 3 inches above the knee.  

• No skin above the knee may be showing through any fray in pants/jeans. Holes from the knee down 

should be no larger than 3”. Jeans should not have an excessive number of holes in them. 

• No undergarments should be visible above the waistline of the pants/jeans. 

 

 

Shirts:  

• Shirts will not be allowed with the sleeves “cut-out” or removed. Males may not wear sleeveless 

shirts.  

• Shirts must be appropriately sized in the shoulders, sleeves, and length – not baggy or excessively 

tight; they should be free of holes, splits, fraying, or patches. 

• The display of cleavage is unacceptable. Low cut blouses, tops, sweaters, etc. with plunging 

necklines is not allowed. 

• Spaghetti straps and shirts with skinny straps are not acceptable – unless worn over an appropriate 

garment, such as an acceptable t-shirt.  

o Extreme razor back shirts will not be allowed. Shoulder blades should not be visible outside 

the shirt. 

• Proper underclothing must be worn. No undergarments should be visible with any shirt. 

• Shirts will be tucked in if excessive in length. The shirt should not extend beyond the bottom of a 

student’s fingertip when arms are at his/her side.  
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• No midriff will be showing; tops that show bare midriff when the student’s hands are extended with 

arms locked above the head are not permitted.  

 

Shorts, Skirts, Dresses:  

• The minimum length of any garment, regardless of what it is called, must be no shorter than 3 

inches above the knee. 

• Athletic shorts must follow dress code regulations except during athletic periods or activities as 

approved by coaches. 

• Shorts, dresses and skirts must not be tight-fitting. 

• The top of the dress must meet shirt standards.  

  

If the principal determines that a student’s grooming or clothing violates the school’s dress code, the 

student will be given an opportunity to correct the problem at school.  If not corrected, the student may be 

assigned to in-school suspension for the remainder of the day, until the problem is corrected, or until a 

parent or designee brings an acceptable change of clothing to the school.  Repeated offenses may result in 

more serious disciplinary action in accordance with the Student Code of Conduct. 

 

DUTIES 
 
We will have staff on duty each day.   
The duty stations are: 

1. Front porch/hallway AM 7:45-8:00 
2. Front porch/hallway PM 3:35-3:50 (buses gone) 
3. Student parking lot AM 7:45-8:00 
4. Student parking lot PM 3:35-3:50  
5. Lunchroom before school starts 
6. Hall duty is every staff member during passing periods. 
7. A special programs adult will monitor the café during tutorials.  Substitutes are asked to help 

monitor the tutorial lunchroom as well. 
 

Morning Cafeteria Duty Personnel:  
Greet students in a welcoming way to MHS. Monitor student behavior and dress code.  Make sure 
students are seated and stay in one location.  Students are not to leave once in the cafeteria except for 
going to teacher tutorials. If something needs to be reported, text or call an administrator immediately.  

 
Morning Hallway Duties:  
This would apply to any staff member as they are walking to and fro as well as when they are in their 
classroom.  Greet students in a welcoming way to MHS in the morning.  Monitor student behavior and 
dress code. Don’t allow students to loiter in hallways or at lockers. Students should be directed to the 
tutoring or the cafeteria until the bell rings. If something needs to be reported, text or call an 
administrator immediately. 
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Morning Duties (Front Porch and Student Parking Lot) 
Greet students in a welcoming way. Monitor student behavior and dress code. Students should be 
directed to the cafeteria until the bell rings. Students do not need to hang out in their cars.  If something 
needs to be reported, text or call an administrator immediately. 

 
Passing Periods  
Interact with students. Monitor student behavior and dress code.  Be visible in the hallways. If 
something needs to be reported, text or call an administrator immediately.  

 

EXEMPTIONS 
 
Semester Exemption Policy 
Freshmen and Sophomores may exempt from two exams; juniors and seniors may exempt from all  
(if they meet the exemption qualifications). 

1. No unexcused absences. 
2. Must have an 80 or above average for the SEMESTER 

a. 90-100 can have 4 excused absences 
b.85-89 can have 3 excused absences 
c.80-84 can have 2 excused absences 

3. Three tardies in one class will count as one unexcused absence for exemption purposes which 
results in no exemptions in ANY class. 

4. No more than one office referral.   
5. No time spent in ISS or DAEP. 
6.  (Students with special circumstances can go before the attendance committee) 

 
 

Second Semester  
Students exempting must have all fines taken care of and textbooks turned in or paid for. 
 

FACILITY USE  
 

If you need to use the facility outside the typical daily routine, please go on line and fill out a facility 
request.  This helps keep the facility from being double booked.  It also alerts the custodial staff so they 
can work around the event and clean up after the event. 
 

FACULTY MEETINGS 
 
Faculty meetings will be kept to a minimum.  All members of the staff are expected to attend during one  
of the days. The same information will be given at the Tuesday and Wednesday meetings.  This will allow 
for you to have a choice of when to attend that would work best in your schedule.  Always bring your 
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technology to these meetings.  Notice of faculty meetings will be sent out with as much notice as possible 
and will be sent through Outlook.  
 

FERPA 
 
Family Educational Rights Privacy Act – due to the federal law on releasing student records and 
information, we will not discuss a student’s information with anyone other than that student’s 
parents/guardians. This includes, but is not limited to a student’s phone number, address, medical history, 
grades, and attendance. Please do not discuss discipline with anyone who does not have an educational 
interest in the student including fellow staff members. 
 

 

FOOD FUND RAISERS 
 
CDC (Local) policy states that there can be no raffles/chances to buy something on school property. 
 
FJ (Local) policy states that no fundraising is permitted during class time.  (Meaning during passing 
periods, lunches, before or after school etc. is ok.) 
 
Fund raising involving food and drinks: 
You CAN sell and deliver frozen food any time of the day. 
You CAN sell a smart snack or a smart drink any time of the day. 
 
If the food or drink is NOT a smart snack/drink then you can ONLY SELL it before or after school or on the 
weekends other than the below 6 designated days. 
 
The state allows us to sell unhealthy food/drink 6 days out of the year.  The MHS teachers determined 
that any organization can sell a unhealthy food/snack during the school day on the following dates. 
November 16-18  2016 
March   8-10  2017 
 
 

GIFTED AND TALENTED TEACHER HOURS 
 

Teachers who provide instruction and services to G/T students (MHS Pre-AP, AP and Dual Credit teachers) 

are required to receive a minimum of 30 hours of professional development prior to their assignment to 

provide G/T services and instruction. This 30-hour training must include nature and needs of G/T 

students, identification and assessment of G/T students’ needs, and curriculum and instruction for G/T 

students. Teachers without required training must complete the 30-hour training within one semester of 

assignment to provide G/T services and instruction. Teachers must also receive a minimum of six hours 

annually of professional development in G/T education (TAC §89.2(1), (2) and (3); State Plan 4.1.1.C, 
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4.1.2.C and 4.2C). Administrators and counselors who have authority for service decisions for G/T 

students are required to receive six hours of professional development that includes nature and needs of 

G/T students and service options for G/T students (TAC §89.2(4); State Plan 4.3C). Any campus or district-

level administrator (including the superintendent) or counselor who has authority to make scheduling, 

hiring, and/or program decisions should have the six hours of training (TAC §89.2(4); State Plan 4.3C). 
 

GRADING DISTRICT GUIDELINES 
 

Philosophy 

Student grades should be designed to reflect the mastery of the content by the student.  Teachers will work 

to deliver high quality instruction and give assignments that will allow the student to display that he/she has 

mastered that content.  The following guidelines were developed to provide a framework for teachers to 

ensure grades are reflective of student attainment of the learning concepts.  

 

Secondary 

Grades 6-12:  Students will receive an overall percentage score on their report card.  70 and above will be 

considered passing.  70-79 reflects adequate progress, 80-89 reflects strong progress, and 90-100 reflects 

excellent progress. High School students enrolled in Pre-AP, AP, and/or Dual Credit courses will receive a 

weighted grade for GPA calculation established by board policy.   

Each class or content area will have a minimum of 10 grades per six weeks.  Any one grade or project may 

not count for more than 30% of the overall grading period grade.  Tests and daily grades will be weighted 

as 50% of the total grade for regular classes.  Secondary schools will weight Pre-AP and AP courses at 

60% for tests and 40% for daily grades.  

Parent Notification:  Teachers will be responsible to initiate timely two-way communication with parents 

for any failing or missing assignment or test.  Once an assignment or test is collected, teachers will have up 

to 5 school days to record the grade in the electronic gradebook and notify parents.   

Corrections/Retest:  Students who earn a failing grade on a test or assignment will have the opportunity to 

retake or correct that test/assignment.  Students retaking a test or assignment must attend a tutorial session 

scheduled with a teacher before the retake may be completed.  Once a parent has been notified, a student 

will have up to 5 school days to correct the assignment and/or retake test.   

 

Students who are absent from school will be given adequate time to complete the missing work. If students 

are aware of their absence in advance, they are encouraged to get the work from his/her teacher in advance 

of the absence.  Students will be given a minimum of the number of days absent plus one to make up work 

missed.  The teacher has the discretion to allow more days depending on circumstances.  Under this section 

a student who was absent three days will be given a minimum of four days to turn in the make-up work.  

The type of absence will not factor in to this timeline.  
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GRADUATION 
 

Graduation is the culminating event for our seniors and our whole school district. Please make plans to 
attend graduation. We need your help in facilitating this event. More importantly, our students and 
families feel honored when we are present and celebrating with them.  

 

HALL PASSES 
 

During class time, students should only be in the hallway with a pass. Students will receive a hall pass for 
the six weeks.  They will have three opportunities to use their hall pass a six weeks.  As a teacher you may 
add more than the three hall pass opportunities for incentive purposes in your classroom.  Students in the 
halls during class time without a pass will be stopped and returned to class. The pass needs to have the 
student name, date, time, and destination.  

 

HOMEWORK 

 
The district believes homework is an important part of the learning process that extends, enriches, and/or 
reinforces academic concepts and skills to enhance achievement.  Homework is a learning technique used 
at Millsap High School.  Homework is a necessary part of the instructional process that begins in the 
classroom, extends into the home, and provides a way for parents to become aware of the instructional 
program and their child’s educational program.  Some of you prefer not to give much homework and that 
is strictly up to you.  It is not mandatory to give homework. 
 

IDs/BADGES 
 

All staff will be issued an employee ID and will be expected to wear it at all times.  IDs may also function 
as key cards to allow access into the building. It is extremely important to keep your badge safe and 
secure. If it is lost report it immediately to Mrs. Burchette. 

 
INTERNET AND WIFI 

 
Internet access is provided as a tool to efficiently fulfil staff duties.  Passwords are an important part of 
securing the network and protecting district resources.  Do not share wifi and/or internet passwords. 
Refer requests to Rhonda Murphy at ext. #3106. 
 

KEYS 
 

Employees can be issued keys. You are responsible to keep keys and key cards safe and secure. Do not 
share them with students. If keys or key cards are lost, report it immediately to Mrs. Burchette. 
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LESSON PLANS 
 
Canvas is for the student.  Pretend a student was not present in class for whatever reason and they need 

information and direction to gain knowledge and complete your requirements each period to master 

information and pass the class.  Think through the lens of a student NOT an adult when you enter anything 

on Canvas.  The first priority of Canvas is a tool for student communication and academic success. 

1. Syllabus tab 

a. Contact Info (phone number, email, remind info, tutoring times, etc) 

b. Content Syllabus—scope and sequence for the year 

c. Policies and Procedures---Grading policy, class rules etc. 

2. Announcement tab 

a. Daily lesson plans. 

Lesson plans will not have a specific day they are due and we check.  The requirement is 

that at any given time a student (parent or administrator) can pull up the given day they 

are in class and see today’s expectations as well as the next 3 days.   

Think lesson plans...Today plus 3. 

What does a student need that missed class: 

1. What is the student going to LEARN this period (TEK based)?  This is not where 

activities go.  Correct example: Today you will learn how to identify (You will 

investigate. You will solve. You will analyze. You will discuss. You will review) 

congruent angles.  Incorrect example:  Today you will fill out a chapter review. 

2. What is the student supposed to do to show they have mastered the learning of the 

period?  This is where the activities go! This is where the assignment you are going to 

take a grade goes. 

Number 1 and 2 are MINIMUM requirements that needs to be on your daily  

announcements for each COURSE.  Feel free to add YouTube links, pictures, videos, etc. 

3. Modules tab 

a. Assignments and tests for a grade placed on calendar. 

b. Assignments (regardless if a student uses Canvas to complete the assignment) uploaded. 

You can pass out paper copies of an assignment.  I still want you to take a picture and 

upload or attach a document from your computer of the assignment so if the student is at 

DAEP, loses the assignment or is absent they are trained to pull up Canvas and print it out 

and take care of business! 
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The student friendly objective is the “We will” statement.  The “We will” is what the student will learn 
that day (the TEK is student language).  The closing, product or task is the “I will” statement.  The “I will” 
statement is what you are going to require the student to produce in order to show mastery of the TEK 
you taught.  You may provide as many details as desired in your lesson plan; however, below is the 
minimum requirement expected. 
 
Fundamental Five 

1. Frame the Lesson  
“We will learn about” statement (The TEK) 
“I will statement” (student product/display/activity/assignment of TEK mastery) 

1. Work in the Power Zone 
2. Frequent, small group, purposeful talk about the learning 
3. Recognize and Reinforce 
4. Write Critically 

 
Frame the Lesson 
The “We will” is what the student will learn that day.  It is the TEK the student learned. 
The “I will” is what the student will do to show mastery of the learning that day. Once developed, the 
lesson frame should be posted in the classroom for all to see and refer back to throughout the lesson. 
 
Power Zone 
A teacher occupying the power zone is simply teaching or monitoring in close proximity to one student, a 
small group of students or the entire classroom full of students.  In a classroom that is strong in the 
“power zone” technique, there is no specific front of the classroom.  Students do not get the option of 
setting in the back of the classroom and opting out.  The teacher is in the back of the room as much as 
they are in the front of the room.  The highest form of power zone is NOT time on task.  The highest form 
of the power zone is having meaningful discussion about the learning with a specific student.   
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Frequent Small Group Purposeful Talk 
After teacher talk, then students talk (groups of 2-3).  Over three in a group students tend to opt out of 
the engagement.  The teacher is to pose a seed question.  A see question is the practice of using pre-
planned questions that guide student conversations toward the desired learning outcome. 
Why should we stop & talk purposefully? 
*It can stretch the rigor & relevance of the lesson. 
*Allows for differentiated instruction. 
*Cements the learning for some (retention ability). 
*Peer tutoring for those who didn’t get it. 
 
Recognize and Reinforcement 
The teacher is to specifically call the student by name and specifically identify the behavior or academic 
achievement.  This is to be personal and sincere. 
 
Write Critically 
Critical writing is defined as writing for the purpose of organizing, clarifying, defending, refuting, 
analyzing, dissecting, connecting, and/or expanding on ideas or concepts.  It is the most natural and 
authentic way to increase the rigor.  It can consist of a simple list, a short comparison paragraph, a quick 
summary, a mind map, purposeful note taking (i.e. Cornell notes), a written exit ticket, or a formal essay 
or term paper.  It is not copying neither is it a fill in the blank activity or free writing.  If a student can write 
what they have learned, it is far more likely they will retain the learning over time. 

 
LOCKDOWN 

 
In the event that the school needs to be on lockdown, the following procedures must be followed: 
“LOCKDOWN” will be the announcement to signal the lockdown, all doors should be locked and secured 
immediately, collect ANY students in the hallway into your room, students should be moved to the least 
visible location in the room.  You will need to place something over the window in your door.  Students 
will remain silent until an administrator/officer comes to your door, states their name and opens the door 
to inform you that you can resume a normal day. 
 

LUNCH 
 

Teachers will have a 30 minute, duty free lunch.   
 

MAILBOXES 

 
A mailbox is provided and located in the teacher workroom.  Please visit your box daily as many memos 
are distributed in these boxes.  All information is considered important and should be closely read.  Due 
to the confidentiality of some items, please do not send anyone to retrieve things from your mailbox.  
Students are not allowed by the mailboxes.  Packages that are too large to fit in your mailbox will be 
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delivered to your room.  Please do not allow mail to accumulate.  Administrative approval is required for 
any handouts you would like to put in mailboxes or letters going home to parents. 

 
MAINTENANCE / CUSTODIAL / TECHNOLOGY REQUESTS 

 
Submit maintenance and custodial requests on-line on the MISD website. If you have a safety or security 
issues, call the front office immediately to receive a quick response.   
 
If your room is not being cleaned properly at night, please e-mail Deborah Wright.   
 
If you need any assistance on your computer, IPAD, Smart Board, or telephone, etc., you need to go on 
line and fill out a technology request. 
 
Zachary Greer is our on campus “Tech Guy.”   

 
MAKE UP WORK 

 
ALL class assignments are to be posted on the Canvas on-line site.   
 
For any class missed, the teacher may assign the student makeup work based on the instructional 
objectives for the subject or course and the needs of the individual student in mastering the essential 
knowledge and skills or in meeting subject or course requirements.  A student will be responsible for 
obtaining and completing the makeup work in a satisfactory manner and within the time specified by the 
teacher.  A student is encouraged to speak with his or her teacher if the student knows of an absence 
ahead of time, including absences for extracurricular activities, so that the teacher and student may plan 
any work that can be completed before or shortly after the absence.  
 
Please remember the importance of student attendance at school and that, even though absences may 
be excused or unexcused, all absences account for the 90 percent threshold in regards to the state laws 
surrounding “attendance for credit or final grade.” [See also Attendance for Credit or Final Grade on 
page.]  
 
A student involved in an extracurricular activity must notify his or her teachers ahead of time about any 
absences.  A student will be permitted to make up tests and to turn in projects due in any class missed 
due to an absence. Teachers may assign a late penalty to any long-term project in accordance with time 
lines approved by the principal and previously communicated to students.  
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MEDICINE AT SCHOOL 
 

The district will not purchase medication to give to a student. District employees will not give a student 
prescription medication, nonprescription medication, herbal substances, anabolic steroids, or dietary 
supplements, with the following exceptions:  Only authorized employees, in accordance with policy FFAC, 
may administer: o Prescription medication, in the original, properly labeled container, provided by the 
parent, along with a written request. Prescription medication from a properly labeled unit dosage 
container filled by a registered nurse or another qualified district employee from the original, properly 
labeled container. Nonprescription medication, in the original, properly labeled container, provided by 
the parent along with a written request. Herbal or dietary supplements provided by the parent only if 
required by the student’s individualized education program (IEP) or Section 504 plan for a student with 
disabilities.  
 
A student with asthma or severe allergic reaction (anaphylaxis) may be permitted to possess and use 
prescribed asthma or anaphylaxis medication at school or school-related events only if he or she has 
written authorization from his or her parent and a physician or other licensed health-care provider. The 
student must also demonstrate to his or her physician or health-care provider and to the school nurse the 
ability to use the prescribed medication, including any device required to administer the medication.  
If the student has been prescribed asthma or anaphylaxis medication for use during the school day, the 
student and parents should discuss this with the school nurse. In accordance with a student’s individual 
health plan for management of diabetes, a student with diabetes will be permitted to possess and use 
monitoring and treatment supplies and equipment while at school. 
 

MILLSAP EDUCATORS TECHNOLOGY COMPOTENCY ASSESSMENT (METCA) 
You can earn up to $300 dollars in technology for use in your classroom.  This can be devices or 

services.  In the past, people have purchased AppleTvs, Apple Ipad apps, and programs for their 

computers.  If you complete METCA Tier 2 & 3 in the same year. You will receive the reward for 

one the same year, and the reward for the other after September 1 for the next fiscal year.  

  

PARENT CONFERENCES 
 
Teachers are expected to conduct parent conferences whenever necessary and especially when a student 
is having some difficulty in class in terms of academics or behavior. Keeping an open line of 
communication demonstrates that you are concerned with the student’s progress. Be sure to document 
all contact with parents. Begin conferences with a positive statement about the student. Conferences may 
be arranged in person during a teacher's conference period, before or after school, individually or with a 
team, or may be conducted by phone. Teachers are encouraged to communicate with parents often. Feel 
free to involve the administrators in any conference if you deem it necessary. Remember that an 
informed parent is rarely an angry parent. When the teacher and the parent are working cooperatively, 
the chances for student’s success are high. A parent must be contacted prior to a student receiving a 
failing grade for the six weeks or a semester. A three-week progress report is not sufficient. A parent 
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must be contacted before a student can receive a failing grade for a six-week grading period or a semester 
grading period. Teachers will be issued a code for their specific classroom telephone in order to access the 
long distance line. 
 

PROFESSIONAL LEARNING PLATFORM 
 

• MISD Professional Learning Platform will include a variety of options for staff to select trainings 
which will support individual learning and district initiatives. 

• Trainings offered by MISD will be driven by MISD’s mission, vision, values, strategic plan and 
individual staff need. 

• Professional learning venues will include a variety of methods such as face-to- face, webinar, book 
studies, on-line collaboration, etc. 

• Staff will be encouraged to participate in professional learning beyond the mandatory sessions. 
 
Mandatory Staff Professional Development 
Scheduled training days included on MISD Calendar 

• These days include New Teacher Orientation, beginning of the year staff professional development 
and the 7 embedded days throughout the school year. 

• Will include training on District/Campus initiatives and mandatory sessions. 

• Examples may include: Problem Based Learning, Canvas (LMS), Compliance Package 
 
“Teachers Leading Teachers” 
Optional sessions offered to teachers by teachers 

• Multiple sessions offered throughout the school year for interested staff. 

• Trainings will include staff led sessions, where the MISD staff share their unique expertise with 
interested peers. 

• Examples may include: Technology sessions, Book studies, iNSpire Calculators, Classroom 
Management, Thinking Maps 

 
Summer Professional Learning Opportunities 
Summer sessions as needed and/or desired 

• Teacher selected summer professional learning opportunities. 

•  Will include training on District/Campus initiatives, teacher needs, and/or mandatory sessions. 

• Examples may include: Student Learning Objective, Google Certification, Fine Arts Academy 
 
Staff Self-Driven Learning 
Self-initiated learning sessions that empower staff to grow in their profession 

• On-going throughout the school year and summer. 

•  Will include self-initiated trainings that meet individual needs. 

• Examples may include: T-TESS growth areas, classroom management, Using iPads in the classroom 
 
When teachers are learning and growing, students are learning and growing; 
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When teachers are stagnate, students are stagnate. ~ Ronald Barth 
 

PERSONAL LEAVE REQUEST 
 

If you are taking a personal day the day before a holiday, you must submit that to Mrs. Addison in writing 
prior to the day in question. 
 

PLEDGES TO THE US AND TX FLAG 
 

As a parent, you may request that your child be excused from participation in the daily recitation of the 
Pledge of Allegiance to the United States flag and the Pledge of Allegiance to the Texas flag. The request 
must be in writing. State law does not allow your child to be excused from participation in the required 
minute of silence or silent activity that follows. [See Pledges of Allegiance and a Minute of Silence on and 
policy EC(LEGAL).] 
 

PROFESSIONAL ORGANIZATIONS 
 
Teachers are encouraged to join and participate in professional organizations. There are several from 
which to choose. It is left up to the individual to decide which organization can best meet his/her needs.  
 

SAFETY 

 
To insure a healthy, safe environment for all MISD students, employees, and community, adherence to 
the following guidelines shall be expected: 
 
ELECTRICAL 

➢ Turn the classroom lights out when leaving the room.   
➢ Extension cords may only be used with a circuit breaker power strip plugged directly into the wall. 
➢ Heaters may not be used.  (Exceptions may be made with administrative recommendations when 

conditions such as failure of heating units dictate emergency procedures.) 
➢ No lit candles in the classroom. 
➢ Hot plates may be used only as they are directly related to instruction. 
➢ It is the responsibility of the employee using the equipment/room to secure, extinguish, or turn off 

any of the above items before leaving the area 
 
Go Kits 

Need Roster of each class 

Red and Green Card, Gloves, Basic Medical Supplies, Card Flashlight 
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Drills 

Fire (map in each room of route) Door closed and locked 

Tornado (Mid-point in hallways away from windows, seated)  

Lockdown (in classroom, door locked, lights out, out of sight) 

Evacuation (middle school)  

 

Key Cards 

Must be worn at all time 

If you lose it …let us know immediately 

 

Hallway 

All teachers must be outside his/her room during passing period  

When we are in an Assembly, pep rally and etc. all rooms need to be locked 

 

Strangers 

Must have a visitor’s pass.  If they do not, please escort them to the front office. 

 
 

SALESMEN/VENDORS 
 
All salesmen, fundraiser sales must report to the main office, sign in and receive a pass to confer with a 
teacher.  These conferences, when permitted, must take place during the teachers’ conference period.  
*Please let Mrs. Burchette know if you are expecting someone.* 
 

SCHOOL SPIRIT 
 
You are one of the most important ingredients in developing school spirit and school pride.  When you get 
excited, the students get excited.  You are encouraged to attend as many activities with which you have 
an interest. We think Millsap is the BEST…so should you.  Please plan to provide space in your room to 
post extracurricular activities and events. 

 

SOLICITATIONS 
 

Web-based solicitations or often called, crowdfunding such as “Donors Choose” or “Go Fund ME” require 
an employee who solicits gifts on behalf of the district or for use in the fulfillment of his or her 

professional responsibilities become the sole property of the district.  Prior approval from the employee’s 
supervisor is required.   

 

STAFF PARKING 
 

Staff is required to have a parking permit on any vehicle that is parked at school. Permits are provided at 
no charges but are an important safety and security feature.  Staff will provide vehicle information on-line 



 
 

 29 

and Mrs. Burchette will provide the permit. It’s NOT permissible for students to use a staff tag in lieu of a 
student parking tag.  Vehicles with a staff tag must be used by a staff member. 
 
Staff must follow all signs and driving regulations on campus. 
 

STANDARDS OF CONDUCT FOR AN EMPLOYEE 
 

DH (Exhibit) Policy and the Standard 1.13 of the Code of Ethics for an educator states an educator cannot 
be intoxicated on school property or during school activities when students are present.  Even if you are in 

a parent role on a MISD event you are still an employee and cannot consume alcohol day or night 
regardless if the students are present or not (asleep, at a meeting, etc). 

 

SUICIDE AWARENESS 
 
The district is committed to partnering with parents to support the healthy mental, emotional, and 
behavioral development of its students. If you are concerned about your child, please access the school 
counselor. 

TARDINESS 
 
We expect every student in the classroom ready to learn, when the bell rings.  Beginning on the third 
tardy to a class, a student will be assigned either before or after school detention for thirty minutes.  
Repeated instances of tardiness will result in more severe disciplinary action.  A parent note/phone call 
will not excuse a student for arriving late to school.  
 
Teachers will mark the student tardy in the computer when they come in to class after the bell rings.  
Students who are more than 15 minutes late to class will be counted absent.  All tardies will be 
considered unexcused and accumulate per class period.   
 
Three tardies in one class will count as one unexcused absence for exemption purposes which results in 
no exemptions for all classes.    
 

 TEACHER EVALUATIONS 
 
The Texas Teacher Evaluation and Support System (T-TESS) will be the basis for performance evaluation 
and contract renewal recommendations. Teachers will develop goals, have a pre-conference, have at 
minimum a 45-minute formal observation, and a post-conference.   
 
Every teacher is expected to complete Teacher Self-Report 1 and 2 through DMAC within the first two 
weeks of school. 
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Walk throughs will be done by all administrators and occur throughout the school year for everyone.  
Most will be documented and provided to you. It will then be placed in your campus file. If you would like 
to discuss a walk through with the administrator, we encourage you to do so.  All teachers will set goals at 
the beginning of the year and have a summative evaluation at the end of the year.   
 

TELEPHONES and SMART WATCHES 
 
The telephone in your room is for emergency use during class time and for use during your planning time 
to make calls to parents or short personal calls.  Calling from room to room should be limited in order to 
keep from disturbing classes. Do not allow students to answer your telephones.  Students should only be 
allowed to use a classroom phone before or after school.  All other times they must have a pass to the 
office. 
 
CELL PHONES 
For safety purposes, the district permits students to possess personal mobile telephones; however, these 
devices must remain turned off during the instructional time, including during all testing, unless they are 
being used for approved instructional purposes.  It is acceptable to allow students to use their phones for 
instructional purposes in the classroom.  This classroom use is up to the teacher.   A teacher can require 
students to place items in a secure place in the classroom during instructional time.  Make sure if you take 
the phone or have students use a “Phone Hotel” that it is in a secure place to prevent theft.  If a student 
uses a telecommunications device without authorization during the school day, the device will be 
confiscated.  The student may pick up the confiscated telecommunications device from the principal’s 
office for a fee of $10. 
 
It is encouraged that classroom testing time be treated like STAAR, SAT, TSI or any other high stakes test.  
This means that cell phones and smart watches are turned into the teacher and placed in a secure area 
and backpacks are placed in a secure location until ALL testing in the room is complete. 
 

TEXTBOOKS 
 
If a student wants a textbook checked out, the student may have a textbook.  It is not required for 
teachers to check out textbooks to students.  You can have a class set up textbooks that you utilize in the 
classroom.  The only purpose in checking out a textbook to each student is if you are going to assign 
homework from that textbook. 
 

TRANSPORTATION 
 

Please fill out on line a transportation request in a timely manner. 

 
TUTORIALS 
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Tutorials will be held during the school day Monday thru Friday and Wednesday afternoon from 3:35-
4:10.  All staff are required to be available for the scheduled campus tutorial times.  The teacher is in 
charge of requiring and scheduling tutoring with a student that is not passing.  If the student does NOT 
ATTEND the mandated tutoring time, the teacher is to fill out a discipline referral for not following a 
directive. Teachers can also assign a detention up to 1 hour before school or after school for not attending 
a required tutoring session. 
 
The purpose of tutorials is to assist students who were absent or are experiencing difficulty learning a task 
or need the opportunity to correct, complete, or retake a test/assignment.  Please refer to the grading 
guidelines.   
 

VIDEO USE 
 
All videos (G, PG, PG-13) used at school must be curriculum related and pre-approved by the principal 
regardless if it is a video from the library, home or rented. Full length movies should not be shown. ―R 
rated movies are not permitted at any time. PG-13 are often questionable, therefore, the principal is to 
look carefully and approve or disapprove the video. Video clips may be shown relative to the curriculum. 
 

VIDEO OR AUDIO RECORD A STUDENT 
 

As a parent, you may grant or deny any written request from the district to make a video or voice 
recording of your child. State law, however, permits the school to make a video or voice recording 
without parental permission for the following circumstances:  
• When it is to be used for school safety;  

• When it relates to classroom instruction or a co curricular or extracurricular activity; or  

• When it relates to media coverage of the school.  
 

VISITORS 
 
Please let the front office know if you are expecting someone.  Millsap High School is a closed campus.  
All visitors MUST report to the main office first and get a visitor’s badge that the visitor must visibly wear.  
This includes former students, salesmen, family members, etc. If a parent comes to your room before 
school or at any time during the school day and does not have on a visitor’s badge, politely ask him/her 
to go back and check in at the office. If you notice anyone on campus that is not a member of our student 
body or staff, walk them to the office to get a visitor’s badge.  If the visitor is reluctant, notify the office 
immediately. All visitors are required to wear a visitor’s name badge.   Remember, some staff members 
don’t know who your husband, wife, father, kids are and must assume they have not checked in if they 
don’t see a badge.  High school students will only be allowed in the building after school if a faculty 
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member is willing to take responsibility for them.  If you feel uncomfortable asking someone to go back to 
check in to the office, let an administrator know at once. 
 
 
 
 

VISTORS EATING LUNCH WITH A STUDENT 
 

The visitor must be on the student’s enrollment sheet as acceptable people to have contact with the child 
in order to eat lunch with the student.  The parent can add people to the student’s enrollment sheet at 
any given time. 
 

VOICEMAIL 
 

Voicemail is ready to be set up on your phone. The system will talk you through most of what is needed. 
The feature key is either on the display or an orange button near the top of your phone depending on 
which model you have. 
Press Feature and dial 981 
The current pass code is 0000 
The system will ask for a new 4 digit pass code 
Enter it and press # to accept 
Enter it again and press # to accept 
Listen to the prompts and the system will have you record your name for the directory. 
Replay is 1 
Re-record is 2 
Accept is # 
Record your greeting using the same method. 
If you miss something and the system times out on you, you can use Feature 981 to get back in. 
To get back in to change mailbox options press 8. 
 

WEATHER 
 
If the weather becomes bad enough to close schools, you will be notified through the school’s messenger. 
 

WORK DAY 
 

7:45Am-3:45PM 
We expect our students to be on time and prepared and we must do the same.  If an emergency arrives 
and you know you are going to be late, call or text Mrs. Burchette or Mrs. Addison. All educational 
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assistants and teachers (including those with 1st and 8th period conferences) will report to work by 
7:45AM  and will be expected to stay until 3:45PM.   


