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CAMPUS ADMINISTRATION
Administrator Assignments and Responsibilities
Manor High administrators are dedicated to providing support and leadership to our staff, students and community.  All administrators share responsibilities for community outreach, curriculum and instruction, professional development, and for providing a safe and orderly school environment.  Please note that administrators will oversee grade level activities, but teacher sponsors will work directly with class officers.  

Jennifer Mann, Principal
 

	Duties:

· Approval of any Automated Call Outs 
· Professional Development

· Athletics

· Budget

· CAT (Campus Advisory Team)

· CIP (Campus Improvement Plan)

· Communities in Schools (CIS) Lead

· Counselors

· Curriculum & Instruction 

· College and Career Center Staff
· CIS

· Grievances
· Interviewing/Hiring
· Leadership Team

· Payroll 

· U.I.L.
· Math PLC 

· Marquee

· Graduation
	Appraisals:
· Academic Dean: Colleen Stearns

· Assistant Principals: Philip Salazar, David Ellis, Jesse Perez, Alexander Price, Lauren Shofner, Chris Harvey, Alison Starling, Chris Hanson
· Counselor: Juliana Woodall

· NIET Evaluations: teachers will be notified
· Senior Administrative Assistant: Monique Rubins



Colleen Stearns, Academic Dean 

	Duties:
· Curriculum & Instruction
· Master Schedule

· Interviewing/Hiring

· Interventions

· NIET Appraisal System

· Advanced Placement
· Dual Credit

· Edgenuity

· NHS

· New Teachers

· PLCs

· ELA PLC

· Professional Development

· Instructional Coaches

· Department Leaders
· Schedule Change Approval
· Student Watch List
· Graduation

	Appraisals:

· Instructional Coaches: Derralee Johnson, Jose, Gonzalez, Erica Pierce, Amanda Gripp
· Librarian:  Cathleen Ash
· Administrative Assistant: Carolina Ubias
· NIET Evaluations: teachers will be notified



Jesse Perez, Assistant Principal (Student Alphabet H-O)
	Duties:

· Discipline: Students H-O 
· ARDs

· Leaver Team

· AVID

· Registration

· P.E./Fine Arts PLC

· Textbooks

· Clubs/Organizations

· Student Watch List

· Graduation

· Assigned Duties

	Appraisals:

· NIET Evaluations: teachers will be notified
· Attendance Clerk:  Glenda Smith 
· Counselor Assistant: Rosa Ramos

· Registrar: Diana Threatt

· Registrar/Attendance: Paula Schneider



Philip Salazar, Freshmen Assistant Principal 
	Duties:

· NAC/ECHS Principal

· Freshman Discipline
· ECHS PLC

· Freshman ARDs
· Attendance
· Student Watch List 

· Graduation
· Assigned Duties

	Appraisals:

· NIET Evaluations: teachers will be notified
· Administrative Assistant:  Glorimar Gonzalez
· Instructional Coach; Tosha Van Meter



David Ellis, Assistant Principal (Student Alphabet P-Z)
	Duties:

· Discipline: Students P-Z
· Special Education/504

· PBIS

· ARDs

· Social Studies PLC

· Transportation 
· Student Watch List

· Graduation
· Assigned Duties

	Appraisals: 

· NIET Evaluations: teachers will be notified
· Administrative Assistant: Stella Lopez

· Adams, Dewitty, Springfield, Franco, Nash, Rand, Behavior Aide #3, Perez



Alexander Price, Assistant Principal (Student Alphabet A-G)
	Duties:

· Discipline: Students A-G

· Bell Schedules
· Building Supervisor
· Custodians

· Keys
· Safety Procedures/ Emergency Drills
· Master Calendar

· Teacher Duty Schedule

· Administration Duty Schedule

· Fundraiser Approval

· A-G ARDs

· Science PLC

· State Testing

· Student Watch List

· Graduation 

· Assigned Duties

	Appraisals:

· NIET Evaluations: teachers will be notified
· Security Monitors: Joseph Hodge
· ISS Monitor: Karen Kirskey
· Custodians with Emilio Lujano

· Administrative Assistant: Liliana Sanchez



Lauren Shofner, Assistant Principal (Testing/Accountability)
	Duties:

· LPAC/TELPAS Coordinator

· Campus Data

· 504 Testing
· Fine Arts PLCs
· Cheerleading
· Poster Approval
· Student Watch List
· Graduation
· Assigned Duties

	Appraisals: 

· NIET Evaluations: teachers will be notified



Chris Harvey, Intervention Specialist/Assistant Principal 
	Duties:

· Intervention Specialist
· Assist with Freshman Discipline/ARDs

· Student Watch List

· Graduation

· Assigned Duties

· LOTE PLC

	Appraisals: 

· NIET Evaluations: teachers will be notified



COUNSELORS
Juliana Woodall, Lead Counselor (Students 10th – 12th A-E)
	Assist with School Testing (TAKS, PSAT,   

     SAT, ACT)

Coordinate ACC/College Connection 

Course Guide Preparation

Course Selections (Student Presentations, Choice Sheets, Entering Schedules)

Crisis Intervention Support Team
     Dropout Monitoring

General Guidance Counseling

Identify At-Risk Students

ECHS
	Individual/Group/Crisis Counseling

Master Schedule
PEIMS Data 

Schedule Changes & Class Balancing
SPED Coordination
Student Personal Graduation Plans

Verify Student Credits
Work with Athletic Department Regarding 

     UIL/NCAA



Raquel Whitney, Counselor (Students 10th – 12th F-M)
	504 Identification/ARD

Assist with School Testing (TAKS, PSAT, 
     SAT, ACT)
Course Selections (Student Presentations, Choice Sheets, Entering Schedules)
Crisis Intervention Support Team 
Individual/Group Counseling For Pregnant 

     and Parenting Teenagers


	Individual/Group/Crisis Counseling

Parent Academy

Personal Graduation Plans

Schedule Changes & Class Balancing

Secondary Transition

SPED Coordination 

Verify Student Credits




Margaret Tillotson, Counselor (Students 10th – 12th N-Z)
	ACC/ESC (Early College Start) Dual Credit Enrollment


Assist with Course Selections (Student Presentations, Choice Sheets, Entering Schedules)
Individual/Group counseling for Pregnant and parenting teenagers

Assist with School Testing (TAKS,
General Guidance Counseling


	Identify At-Risk Students

Individual/Group/Crisis Counseling

     PSAT, SAT, ACT) 

Schedule Changes & Class Balancing
SPED Coordination 
Student Personal Graduation Plans

Verify Student Credits




Acelli Crippen-Kok, Counselor (Freshmen Counselor)
	504 Identification/ARD

Assist with School Testing (TAKS, PSAT, 
     SAT, ACT)
Course Selections (Student Presentations, Choice Sheets, Entering Schedules)
Crisis Intervention Support Team for Ninth 
     Graders

Individual/Group Counseling For Pregnant 

     and Parenting Teenagers


	Individual/Group/Crisis Counseling

Parent Academy

Personal Graduation Plans

Schedule Changes & Class Balancing

Secondary Transition

SPED Coordination 

Verify Student Credits




Roslyn Caldwell (College & Career Readiness Coordinator)

	Oversees the following College & Career Processes:

· Apply Texas/Application Process

· FAFSA/TASFA Process

· Scholarship Application Process

· College Visits

· College & Career Presentations (9-12) 

· College Fair (Fall – Sept. 30, 2011)

· College Advisory Council (District)


	· Manor HS/Manor New Tech/Manor 

     Excel

· PSAT/SAT Assistance

· ACC College Connections Assistance

· College & Career Parent Nights

· College & Career Advisement

· Financial Aid Saturdays




Instructional Coaches
Erika Pierce, Instructional Coach

	Math Department

Activities Coordinator

Assist teachers incorporate technology 

     into the instructional program 

Coordinate and conduct campus and 

     district staff development 
Lead data sessions

Models best instructional practices 

     through actual classroom 

     demonstrations


	Provide collaborative & one-on-one 

     instructional coaching

Work with administrators and teachers 

     to align work with district priorities

Work with teachers develop daily,  

     weekly, & unit lesson plans 




Derralee Johnson, Amanda Gripp Instructional Coach

	E.L.A. and Social Studies Department
Assist teachers incorporate technology 
     into the instructional program 
Coordinate and conduct campus and 
     district staff development 
Lead data sessions

Models best instructional practices 
     through actual classroom 
     demonstrations 


	Provide collaborative & one-on-one 
     instructional coaching

Work with administrators and teachers 
     to align work with district priorities
Work with teachers develop daily, 
     weekly, & unit lesson plans 




Jose Gonzalez, Instructional Coach

	Science Department

Assist teachers incorporate technology 

     into the instructional program 

Coordinate and conduct campus and 

     district staff development 
Lead data sessions

Models best instructional practices 

     through actual classroom 

     demonstrations

 
	Provide collaborative & one-on-one 

     instructional coaching

Work with administrators and teachers 

     to align work with district priorities

Work with teachers develop daily, 

     weekly, & unit lesson plans 




DEPARTMENT CHAIRS
Athletics/PE/Health: Jennifer Pillich & Sadd Jackson
Fine Arts: Phillip De Los Santos
ELA: Dr. Mark Cunningham
LOTE: Patricia Gonzales
Math; Alajandro Navarrette 
Science: Christopher Roe
Social Studies: Bruce Smith
SPED: Rachel Hull
CTE: Linda Tejchma

	Must be 1st called when Teacher is going to be absent

All Department Concerns

Classroom observations when appropriate

Collect and Maintain Emergency Lessons

Collection of Weekly Lesson Plans


	Completing Form O for any Purchases

First line of concern on Administrative Issues: Attendance, Posting Grades, Issues with scheduling, etc.

PLC Leadership




ADMINISTRATIVE SUPPORT
Monique Rubin, Senior Administrative Assistant
	Bookkeeping 

Paraprofessional Payroll

Coordinate

· Deposits of all money collected on campus for fundraising etc.
· First Day Information

· Handbooks

· PTO Newsletter

 
	Monthly account balance reports to Department Chairs

Ordering office supplies

Purchasing (requests made by 

     Department Chairs)
Reconcile accounts monthly on Quicken

Supervise and maintain Activity Funds

Write checks


Receptionist, Mandy Burrell
	Front office receptionist duties

Mail Delivery to Staff Boxes


	Maintain all MHS Copiers




Campus Secretary, Carolina Ubias
	Assist with Payroll

Mail Outs/Mail Pick Up

Main Office Phone (Answer Backup)


	Print student information (i.e. 

      homeroom lists, class rolls, etc.) for 

     school personnel when requested

Substitute Coordinator 

Support for TAKS


Campus Secretary, Stella Lopez
Assistant Registrar

Secretarial Support for Assistant Principal (Ellis)
Secretarial Support for Career & Technical Education and Counselors
	Gradebook

Incompletes

Making Report Card Changes

Printing Report Cards

Processing Discipline Referrals 
	Receptionist relief 

Student enrollment (as needed)

Transcript Requests

Various activities for Counselors

Various activities for CTE Coordinator



Campus Secretary, Glorimar Gonzalez
Secretarial Support for Freshman Assistant Principal
	9th grader Cell Phones (taken up)

Freshmen

PAC Scheduling
Processing Discipline Referrals for 

     Freshmen

 
	Receptionist relief

Student Enrollment (as needed)




Campus Secretary, Liliana Sanchez
Secretarial Support for Assistant Principals
	10th, 11th & 12th grader Cell Phones (taken up)
ISS/MAP/OSS List Updates

Building needs

	Parking Permits

Processing Discipline Referrals


Attendance Clerk, Glenda Smith
	Assist students, teachers, and parents 
     as needed

Collect written validation for excused 

     absence within a three-day period

Compile weekly, nine-week, and semester 

     school attendance reports

Data integrity

Enter daily absences

Enter unexcused absences

 
	Maintain daily attendance record

Maintain original building roll

Print daily absences

Receptionist Duties, relief coverage

Report attendance information to the Administration office

Resolve daily absences

Verification of Enrollment (VOE) Forms




Diana Threatt, Registrar

	Coordinate Immunization Records with 
     Nurse
Drop out follow-up, leaver codes

Enrollment and Registration
GPA Configuration

Grade Classification Changes (Approval 
     by Administration
Credit recovery, MAP
History Grade Changes 

	UIL Eligibility checks & record keeping
Transfers & Withdrawals (with PIEMS 

     and other Registrars)
Record Requests for new students
Address changes (to be performed 2 

     times a semester)

Maintain Permanent Records (Cum 

     folders)
TAKS Data


QUICK REFERENCE PHONE EXTENSIONS 2011-2012
	POSITION
	STAFF MEMBER
	PHONE 
	OFFICE

	Principal
	Jennifer Mann
	4811
	Main

	Principal Secretary
	 Monique Rubin
	4811
	Main

	Academic Dean
	Colleen Stearns
	4436
	Main

	Advanced Academic Coordinator
	Lisa Barrett Johnson
	944-5157
	Central

	Administrative Assistant - Substitutes
	Mandy Burrell
	4801
	Front

	Assistant Principal  
	Alexander Price
	4807
	Front

	Assistant Principal 
	Lauren Shofner
	4863
	B108

	Assistant Principal 
	Jesse Perez
	4844
	A119

	Assistant Principal 
	Philip Salazar
	4650
	G wing

	Assistant Principal 
	David Ellis
	4809
	F wing

	Administrative Assistant 
	Stella Lopez
	4835
	F wing

	Administrative Assistant 
	Liliana Sanchez
	4806
	Front

	Administrative Assistant
	Rosa Ramos
	4815
	Front

	High School Receptionist
	Mandy Burrell
	4800
	Main

	Attendance Clerk
	Glenda Smith
	4802
	Front

	Registrar
	Diana Threatt
	4830
	C Wing

	Lead Counselor 
	Juliana Woodall
	4833
	Front

	Counselor 
	Acelli Crippen-Kok
	
	G wing

	Counselor 
	Margaret Tillotson
	
	

	Counselor
	Raquel  Whitney
	4813
	F wing

	Campus Nurse
	Catherine Raidy
	4804
	Front

	Librarian
	Cathleen Ash
	4814
	Library

	Instructional Coach/Math
	Ericka Pierce
	
	B103

	Instructional Coach/Science
	Jose Gonzales
	4816
	B103

	Instructional Coach/ELA/Social Studies
	Derralee Johnson
	4818
	B103

	Instructional Coach ELA
	Amanda Gripp
	4423
	B103

	CTE Coordinator
	Archie Elmore
	
	

	Family Student Support Services
	Becky Rivera
	4096
	Central

	Girl Athletic Coordinator
	Jennifer Pillich
	4823
	Athletics

	Boys’ Athletic Coordinator
	Sadd Jackson
	4820
	Athletics

	Science Department Chair
	Christopher Roe
	8271
	D121

	Math Department Chair
	Alejandro Navarrette
	8223
	E104

	ELA Department Chair
	Dr. Mark Cunningham
	8244
	C1

	Social Studies Department Chair
	Bruce Smith
	8314
	C106

	Special Education Department Chair
	Rachael Hull
	8240
	C101

	CTE & Fine Arts Department Chair
	Phillip De Los Santos
	
	PAC

	LOTE Department Chair
	Patricia Gonzales
	8229
	B117

	Main Office
	
	278-4800
	

	Main Office Fax #
	
	278-4803
	

	Registrar Fax #
	
	278-4868
	

	CTE Fax #
	
	278-1736
	


MISD SCHOOL CAMPUS NUMBERS
	Central Office Administration
	
	
	278-4000

	Blake Elementary
	
	
	278-4200

	Bluebonnet Trail
	
	
	278-4125

	Decker Elementary
	
	
	278-4150

	Manor Elementary
	
	
	278-4100

	Oak Meadows Elementary
	
	
	278-4328

	Presidential Meadows Elementary
	
	
	278-4225

	Decker Middle School
	
	
	278-4635

	Manor Middle School
	
	
	278-4600

	Excel High School
	
	
	278-4075

	New Tech High School
	
	
	278-4875


FACULTY & STAFF EXPECTATIONS
Principal’s Expectations of Staff
· Maintain an atmosphere of professionalism
· Teachers must check their classroom bulletin boards/white boards to ensure that no inappropriate writing is displayed

· Teachers MUST stand at their doors to greet students each passing period. 

· Teachers should report to work by the assigned duty time and remain until the official end of the school day 

· Teachers should demonstrate professionalism by being prompt to meetings (e.g., conferences, ARDs, 504 meetings) 

· Teachers should dress professionally. See detail listing below.  

· Teachers are encouraged to offer additional tutorial opportunities for the varying needs of our students.  Teachers are required to stagger am/pm tutoring to provide students with opportunities to come in for assistance. Departments may set up a schedule allowing students to come to any of several teachers of the same subject. 

· Students who participate in extracurricular events must make arrangements to make up work in advance of absences whenever possible; however, students should not be penalized due to conflicts between athletics and academics. Teachers must work out available time on an individual basis.

· Wednesday’s will be opportunities for staff members to wear jeans and college shirts. Friday’s jeans and spirit shirts.  Jeans should not be torn or have holes in them
· Participation in Late Start Monday PLC’s is required
Teachers’ Job Expectations/Duties

1. Teachers are to be at school at 8:15 AM and may leave at 4:30 PM.  If a teacher must leave earlier than this due to an emergency situation, the office must be informed that day.  Teachers may leave on Fridays as soon as the students have cleared the building.

2. Teachers are to be on time at their duty stations. Please do not shift your duty responsibilities onto other faculty members by failing to show up.

3. Teachers are to follow the guidelines for the library as established by the librarian.

4. Teachers are to conduct themselves professionally at all times.

5. Teachers will not use inappropriate language in the classroom or during "outside" activities.

6. Teachers will not, and will not permit students, to criticize other teachers or subjects during class time or in any publication.

7. Teachers are to read the "Teacher Handbook" before the school year begins or by September 10, 2014 and periodically review it during the school year.

8. Teachers who sponsor co-curricular and extracurricular activities are responsible for submitting requests to Alex Price for approval and scheduling it on the master school calendar.  Facilities usage forms must be submitted at least 10 school days in advance of the activity. Failure to adhere to this policy may result in the activity not being scheduled.
9. All teachers are expected to receive department chair approval for all classroom letters, announcements, course outlines, syllabus, etc., prior to sending home.
10. Teachers cannot charge students for materials or supplies unless cleared by an administrator.

11. If food will be given as reward, it must be approved by administration and will not be allowed outside of the classroom.
12. Teachers are expected to have posted in their classrooms the following:  campus mission statement, rotating schedule, fire drill information, campus student expectations, and severe weather procedures

Dress Code for Teachers/Staff
These policies are to be followed by all MHS professional and paraprofessional employees at all times. 

Dressing for success allows teachers to gain the respect needed to set a positive example for their students.  Imagine the image you are sending to your students if you fail to follow the established dress code policy that has been established in the district.  An important point to remember is that children are very good at modeling the behavior they observe in adults.

Behavior, attitude and community standards take precedence over clothes and hairstyle. Variety, individualism, and freedom of choice and taste are encouraged so long as others' rights and freedom are not jeopardized.  Appearance or dress should not interfere with or detract from the day-to-day educational process.  Your dress reflects the quality of the school, your conduct, and your work.  
At no time should a faculty member violate the student dress code as outlined in the Student/Parent Handbook.  For the exact student dress code policy, please see the MHS Student/Parent Handbook.  Jeans may only be worn on days designated by the principal, (such as designated spirit days and teacher in-service days).  Jeans should not be torn or have holes.  Staff members are expected to exercise good judgment and avoid extremes in dress and appearance.  More casual attire (e.g., blue jeans and a Manor spirit shirt) are appropriate on Fridays or for specific outdoor/sport events or field trips.  
All administrative staff are expected to dress in a professional manner.  

The principal has the final authority concerning propriety of clothes or hairstyle.
Teachers’ Classroom Responsibilities 

The classroom teacher is under the immediate supervision of the school principal and is responsible for directing and evaluating the learning experiences of the students in all activities sponsored by the school. The duties and responsibilities listed below are to be used as guidelines for all classroom teachers in the performance of their jobs. The list is not all inclusive; however, it does cover the primary duties and responsibilities of the classroom teacher. 

A classroom teacher will be expected to:
· Direct and evaluate the learning experiences of students in both curricular and extracurricular activities;

· Provide guidance to the students in promoting their welfare and their proper educational development;

· Establish and enforce rules and regulations for the management of the classroom, with the approval of the principal;

· Maintain accurate student accounting records and handle discipline of students in compliance with the local and state requirements;

· Administer the classroom and its program of organization and management;

· Provide for the care and protection of school property;

· Be responsible, with the principal, for the care and welfare of the school and the student body as a whole, whether the location is the classroom, laboratory, hall, or any other part of the school program;

· Take part in the staff development program of the building;

· Make full use of the supervisory and consultation services provided by the MISD;

· Participate in the business and professional activities of the faculty;

· Maintain cordial and workable relationships with all colleagues;

· Be subject to assignment by the principal for teaching duties and other duties such as cafeteria, advisory, study hall, clerical, club, and school activities;

· Keep abreast of scholarly productions and research studies in the field of teaching;

· Evaluate the effectiveness of all policies and report concerns to the principal;

· Interpret the policies of the school to parents and other patrons, and display a positive attitude about the school to students, parents, faculty and staff, and community members.

· Display a positive attitude towards both students and faculty. Do not humiliate or embarrass students or faculty members in anyway.

Teacher Lesson Plans 

Lesson plans must be TEKS based and should be aligned with the TRS scope and sequence.  Each teacher is expected to submit lesson plans to their department chair (see department chair for desired format) and post on the J:/ drive (please place in the appropriate content folder) by Monday, 10 AM.  
Please use the District adopted lesson plan template.  Daily plans should reflect the TEKS, ESL, AP standards, IEP goals, etc., appropriate for instruction of a particular class.  Planning should reflect differentiation of instruction where appropriate (English Language Learners, students receiving special education services or 504 accommodations).  Publisher’s teachers’ editions and other resources are provided as reference materials; however, these materials should not be used to drive instruction.  Administrators, instructional coaches & department chairs will review lesson plans for content, student expectations, and use of a variety of instructional strategies.  The department chair may offer teachers support with lesson planning directly or by requesting assistance from collaborative teachers.  Plans may also be reviewed during walk through visits and must be readily available.  Designated department times or subject area team meetings are an appropriate setting for sharing lesson planning formats and instructional strategies.  

Lesson plan development will be under the direction of the department chair in coordination with grade level/subject area teachers, instructional coaches, Academic Dean, and the course individual planning guides for the core curriculum.  

NO FULL LENGTH VIDEOS ARE ALLOWED TO BE SHOWN DURING INSTRUCTIONAL CLASS TIME.  
(See library & media additional information.)
In order to show a video of any kind, the following steps must take place:

· Teacher will make the request to their respective instructional coach
· Each request must be accompanied by a thorough lesson plan with TEKS alignment
· Instructional coaches will collaborate with the academic dean for approval or denial
· Teacher will then be notified of approval

Video clips shown in class must be DIRECTLY related to lesson plans.  Videos may not be R rated and may only be shown in 10-20 minute segments.

Working with Staff
Staff members at Manor High School are expected to display positive attitudes and enthusiasm.  They are expected to work with a spirit of cooperation and teamwork with the entire staff and especially with their department.  They are expected to share materials, ideas, workload, etc. for the effectiveness and efficiency of the department.  If a professional conflict arises between staff members, the staff members involved will be expected to attempt to resolve the conflict themselves before bringing it to the attention of the department chair and/or administration.

Communication with Parents

Maintaining close communication with parents/guardians is an excellent way to promote parent and community involvement.  The district also provides many opportunities for parents to meet with faculty members.  In addition, parents should receive regular information regarding their child’s academic and behavioral performance in school through a variety of communication sources, including, but not limited to:

· Written comments on daily work 

· Classroom/grade level newsletters

· Email, phone calls, notes home 

· Parent nights, open houses, and informal contacts

· Parent/teacher conferences  

It is expected that you keep a contact log to document phone calls and notes home, and offer follow-up information to parents if there has been a change in progress. Teachers are expected to provide parents with ample opportunities to discuss their concerns. The parent-staff relationship must be positive and cooperative. Staff members are expected to conference with parents when the parent requests a conference and to promptly return calls (within 24 hours).  When a parent calls to share a concern or complaint about a staff member, in most cases the administrator will ask the parent to first communicate with the staff member to work out the concern or complaint.  When appropriate, the administrator will share with the staff member what the parent has shared with the administrator.  If the parent and staff member cannot work out the problem, the parent, staff member, and administrator will conference together until a reasonable compromise is reached. 

Proper and adequate teacher documentation is always helpful to an administrator supporting the teacher viewpoint (i.e. contact/phone logs, emails, letters, syllabi, drafted handbook, other methods of effective parent/student communication and expectations).
Student/Parent/Teacher Conferences
Formal conferences provide opportunities for partnership building between the school and home.  Students who are actively involved in these conferences are often able to assume more responsibility and ownership of their own learning.  Students are encouraged to actively participate in these conferences; however, parents and teachers will determine how each conference will be conducted.  

Often there will be an email request for a “staffing” by a counselor or assistant principal, etc.  Each staff member requested to attend will be expected to attend such staffing or send adequate feedback to the scheduler of meeting if absence, duty or another conflict is absolutely necessary.

Conference/Planning Periods

Each teacher is assigned a period during the day as a conference period. It is recommended that this time be used for parent conferences and class preparation.  
Professional Communication

Staff must be aware of Federal Educational Right to Privacy Act (FERPA) requirements and must not discuss personal information about students on the phone when others are present.  Staff should go into a private office to discuss students. Please avoid talking about confidential matters in common areas such as hallways, lobbies, mailroom, workrooms, etc. 

Teacher Websites
Teachers are expected to create and maintain a teacher website.  Staff development will be provided to assist teachers in this process.  Websites are required to have appropriate information relating to classroom and course expectations.  Websites are expected to be updated regularly and information should be current.  Once websites are established, each teacher is expected to notify Manor High School Webmaster, Christian Murray with the correct url (link) for posting on the high school website.  Additional information will be provided at a later date.
FERPA – the Federal Education Right to Privacy Act 

Protects student information. All information concerning students is considered confidential and may not be shared with anyone who is not a district employee or government authority with an identified need to know.  Do not release any information if you are unsure the requestor has a right to this information.  Explain you need to confirm whether or not you may discuss the matter before proceeding.  If someone requests personal information on a student, direct that person to the student directory OR offer to contact the student’s family and give the requestor’s phone number to them so that they may choose whether or not to make contact.

Student ID numbers are also considered confidential and should not be posted. (These identification numbers are used by students to purchase lunches and to access their computer accounts.)  It is inappropriate to discuss student information with staff who are not directly involved in working with that student. Examples of this information would include referrals, personal journals/writing, documented academic progress, etc.  

Our school problems and information concerning students must be kept confidential and left at school. During the year, teachers may receive written confidential information concerning their students. This information should be kept in a place not accessible to students.  

Examples of confidential information include, but not limited to:
1. Memos/E-Mails from administration

2. Memos/E-Mails from counselors

3. Memos/E-Mails from the nurse

4. Weekly bulletins

5. Grade books

6. Any student records
Special Ed plans / BIPs

Field Trips and Transporting Students 

Field trips and field based learning experiences can greatly enhance the instructional program.  Teams should examine TEKS and district standards to determine which objective(s) can best be met through an on-site visit and prepare the trip accordingly.  The following steps should be followed when scheduling a field trip or activity.  

· Check with Alex Price for a suitable date.

· Fill out a Field Trip Plan Approval form and submit it to the principal at least 6 weeks in advance of the trip date.  Include estimated costs and who will be responsible for each cost. 

· As soon as approval is received, order and verify transportation with campus administrative associate.  NOTE:  buses do not typically arrive before 9:00 AM and must return by 2:00 PM unless special arrangements are made
· Students must be academically eligible and in good standing with discipline in order to participate. 
· Make arrangements for adequate supervision (ideally 1 adult per 10 students). 

· Notify the cafeteria manager of the trip date and the approximate number of students who will be involved at least 2 weeks ahead of time.  Order sack lunches if needed.

· Request parent volunteers to assist with trip planning, supervision, etc. NOTE:  Younger siblings are not permitted to attend fieldtrips.

· Provide volunteers with a brief orientation regarding chaperoning students.

· At no time should a volunteer discipline a student. All disciplinary issues are to be handled by the supervising teachers.

· The department principal should be notified immediately of any issues that may arise on the field trip. 

· Communicate the objective of the trip and details to parents at least two weeks in advance and secure field trip permission forms for every student.  NOTE:  Since field trips are part of the instructional program, students may not be excluded from a field trip.

· Confirm transportation and site arrangements at least one week in advance.

· Deposit all transportation fees, entrance fees, etc., with the campus administrative associate no later than three days before the trip.

· Teacher designee needs to gather health documents and first aid kit from the nurse/health aide prior to leaving.

· Give the attendance office a copy of the students and sponsors who are going on the trip.

· Always take attendance in class, at site, and again once the buses are boarded to assure all students are present. Provide accurate attendance to the attendance specialist prior to leaving campus. 

· Provide the department administrator with a contact phone number (cell phone) in the event of an emergency. 

· Students must ride district transportation to and from field trips unless parent or guardian provides written statement of alternate travel arrangements.  Parents can only transport their own child – and not anyone else’s regardless of permission.

· Teams should budget for their field trip(s) to utilize the money allocated. 

· Be sure that this type of activity is justified in view of the school's educational program.

· Plan all phases of the trip thoroughly; normally planning should be completed 6 weeks prior to the date of the field trip.

· Provide each student with a set of rules for safety and conduct, and discuss them thoroughly.

· Assign a partner to each student.

· Use only insured transportation carriers.

· Have personal liability insurance.

Private Transportation 

Except in very rare instances, staff members should not be transporting students in private vehicles. Consult with an administrator if this situation arises. 

Formal Communication

Mailboxes

Boxes located in the front office area by the fax machine, to be checked in the morning or afternoon each day. Be aware that office aides and our mail delivery students do access many of the mailboxes. If you are placing confidential items in someone’s box, please use a mailing envelope.  

Phone Usage

Most classrooms & labs are equipped with telephones.  Teachers are assigned a voice mailbox for messages and have direct access to these messages from any phone anywhere in the world.  Make sure to record a message on your line so that callers know they have reached the correct number.  
· Check your voice mail messages at least twice daily – AM and PM or as frequently as possible.

· Staff members are expected to return phone calls within 24 hours of receiving a message. 

If someone calls with an emergency, the main office staff will be able to access your classroom phone even if you have your phone transferred to voice mail in cases of emergency.  Staff must be aware of Federal Educational Right to Privacy Act (FERPA) requirements and must not discuss personal information about students on the phone when others are present.

Email and Internet

· Check email as often as possible or least twice daily for campus and district communication, for it is our number one means of communication.   

· Staff members are expected to reply to emails within 24 hours of receiving a message. 

· Most district and campus communication is via email. 

· All employees must complete Acceptable Use Policy Training. Specific information will be given to you by MISD IT staff.  Staff must submit a signed certificate verifying that they have completed AUP training. This certificate will be placed in the staff member’s campus personnel file. 
· During classroom instructional time, use of email and the Internet must be avoided.  

· School computers are only to be used for educational needs.

· Manor High School has a web site at www.manorisd.org.  Departments will be responsible for submitting and updating information with our web master.

· Emails are NOT private correspondence.  Copies of emails may be requested through the Open Records Act. Please be very aware of that as you communicate via email. 

· Computers may not be ON during the administration of state testing. 

· E-mails are also official public records of the school district.  If required by authorities, emails may be recovered and used as evidence of the communications that are transferred between the campus’ personnel regarding a certain subject.  Campus wide emails should not be used for displaying or inviting personal information or venting ones feelings regarding issues of disagreement.  When using email teachers and staff must be professional at all times.
Please be careful when replying to emails.  When replying to emails please keep in mind who your intended audience is.  If your reply is only for the sender of the email, please make sure you choose REPLY.  If your reply is intended for all recipients of the first email, then choosing REPLY TO ALL would be appropriate.  Too often employees hit the REPLY ALL BUTTON when the response is truly intended for the sender only.  So please be cautious and courteous when responding to emails.  
At times, emails, including the e-mail’s subject line, are found to contain confidential student or employee information that is protected from disclosure pursuant to the Family Education Rights and Privacy Act (FERPA) and/or other federal and state laws.  It is imperative that only those individuals with a need to know are copied on the email.  Part of the challenge with emails is that it is impossible to control the forwarding of email information; and thus, it may be inadvertently delivered to parties within or outside of the District who have no legal right to protected student or employee information.  As an alternative, the first name and last name initial could be used instead of the person’s full name, or people could be referred to as Student A, Student B, or Employee A, Employee B.  In sensitive cases, it is often better to use the telephone instead of sending a confidential email.

Should you choose to use email to convey protected student or employee data, inclusion of the following confidentially notice is encouraged:

“This email message, including all attachments, is for the sole use of the intended recipient(s) and may contain confidential student and/or employee information.  Unauthorized use of disclosure is prohibited under the federal Family Education Rights & Privacy Act (20 U.S.C. § 1232g; 34 CFR Part 99; 19 TAC 247.2; Gov’t Code 552.023; Educ. Code 21.355; 29 CFR 1630.14(b)(c)).  If you are not the intended recipient, you may not use, disclose, copy or disseminate this information.  Please call the sender immediately or reply by email and destroy all copies of the original message, including attachments.”

TEACHERS SCHEDULES
Daily Schedule 
Regular hours for instructional staff are from 8:15 AM to 4:30 PM.  Additional duties are assigned by rotation and subject to change.  Please refer to the campus duty roster for scheduled times.  This will be provided at a later time..  Campus adult supervision is a priority.  Please be certain that your assigned duty station is covered when you are absent.  
Late start Mondays

Will take place every Monday!  Faculty and staff are still expected to arrive at work by 8:15 AM.  PLC’s (Professional Learning Community) meetings will be scheduled from 8:15 – 10:00 AM each Monday.  All members of the department must plan to be present for the entire meeting.  Additionally, department meetings and team meetings within departments will be scheduled during common planning/meeting times to be determined by department and department chairs.  
Monday
8:00

Arrive at school

8:15

PLCs
9:45

Teachers/Paraprofessionals at duty stations

10:08

First Bell-Students proceed to classes 

10:15

Tardy Bell – Teachers shut and lock doors 
4:10
Students are dismissed All teachers step into hallway & monitor students until 4:15. 
4:30

Dismissed for the day
Tuesday – Friday

8:15

Arrive at school

8:23-8:43  
Teachers/Paraprofessionals at duty stations

8:43 

First Bell-Students proceed to classes

8:50
Tardy Bell – Teachers shut and lock doors
8:50-9:00
Pledge and Announcements
4:10
Students are dismissed from classes.  All teachers step into hallway and monitor students until 4:15. 

4:30

Dismissed for the day
Non-Exempt Staff

Educational Assistants, Administrative Staff, and other Non-Exempt personnel will use the Time Card II system to clock in/out. Hours for each staff member will be determined by their designated campus supervisor.  All overtime must be approved in advance by the supervising administrator. 

What Does It Mean To Be On “Duty”?
· Actively monitoring ALL THE TIME, where you are on campus

· Be at your station on time

· Actively monitor the entire time

· Do not leave station early

· If you are absent or have a conflict you are responsible for finding a replacements (subs are not to be relied on for coverage)

· Check for ID’s and dress code violations

· Enforce the no electronics policy

If for any reason you are unable to attend a scheduled duty time, it is your responsibility to find a replacement and to notify your department chair. 

Supervision of Students
· Our primary objective is to provide for the safety and welfare of all of our students and members of our community.    

· Be aware of and follow all safety procedures of the campus.

· Be in direct contact with your class at all assigned times.  

· Staff members should never leave their classes unsupervised for any amount of time.

· Students should not be sent out into the hall to work or for discipline reasons – unless the teacher is present with them. 

· Teachers must directly supervise students at all times.  

· If an emergency requires you to leave your classroom: first notify a staff member in an adjoining room, request assistance, and notify the office. 
· Please do not allow students into areas that are designated for faculty/staff only (ex: teacher workrooms, teacher restrooms, etc.)

· Do not allow students to leave the building to go to their vehicle.

· Please do not allow students to gather at the classroom door before the bell rings for class dismissal.

Interacting with Students in Hallways
· Provide positive verbal feedback and interaction

· Interact with courtesy and respect

· Reinforce appropriate behavior, especially individual on-target behavior

· Greet the students by name as they enter the building

· Redirect all inappropriate behavior (ex: dress code violations)

· Redirect privately when the situation/behavior warrants one-on-one interaction

· Ask for passes politely but firmly and consistently

· Maintain high, consistently visibility by all staff during passing periods
Consequences for Inappropriate Hallway Behavior
· Verbally redirect all inappropriate behavior

· Redirect privately when situation/behavior warrants one-on-one

· Allow wait time and personal space for student to comply; provide a real opportunity for redemption or do-over

· Take up cell phones in the school building only if misuse occurs (See Student Cell Phone Policy for more information)
· If you must take up a cell phone or other electronic device please complete the following steps:

· Identify the device with the students name and ID number (using the Phone/Electronic Device ID form that can be obtained in the front office or front AP office or will be emailed

· Then turn the labeled device it in Leslie Liliana Sanchez, (Price’s Administrative Assistant, located in the front).

· Liliana Sanchez will then log the device 

· The Assistant Principals will then handle the discipline regarding the device

· Avoid power struggles with students.  Should a student walk away, obtain the student’s name, if you can and find a way to notify an administrator. 

Hall Passes

Teachers are expected to keep the first 15 minutes of each period and the last 15 minutes of each period PASS FREE. 

No student should be given passes during these blocks of time except in emergencies. Teacher are to be certain the hall pass is filled in appropriately and that they are not abusing the hall pass system by monitoring the use of the hall pass in other classes.
In addition, teachers will maintain a Hall Pass Log recording passes issued in each class period. The log (or some systematic way of tracking your student’s hall pass usage) should list every hall pass that was issued and must also include the date, student’s name, destination, time left, and time returned. Teachers should keep these logs on file until the end of each semester. 

When individual or small groups of students need to move unescorted through the halls, they must have a hall pass completed and signed by the teacher.  If you have reason to believe a student will not conduct him or herself in a responsible manner, do not allow the student to travel unescorted. 

Changing Classes and Movement through Halls

· Escort students to and from, assemblies, emergency procedures and other class changes such as attending guest speakers in the PAC.  Be certain you have a printed class roster to account for all students in the event of an emergency evacuation.

· Students must walk in a controlled manner and not disturb instruction as they pass by the library and classrooms.

· You are welcome to travel outside the building as long as students are accompanied by a Manor High School staff member.
Cafeteria Expectations

Supervision in the cafeteria is limited and students must be prepared to follow all campus rules in order to provide a pleasant eating environment.  Teachers need to establish and reinforce these expectations.  

Students must:

· Be respectful and courteous to all cafeteria workers and volunteers

· Stand in line in an orderly fashion and without cutting the line

· Receive the lunch she/he ordered (No changes are allowed after it has been served)

· Talk normally to those persons seated next to or directly across from them

· Throw away all trash when finished two minutes before the end of lunch bell

· Refer visitors requesting early dismissal of a student to the office so that staff can verify parent/guardian permission.  

· The office will send written notice for dismissal to the teacher.   

· Parents are not permitted to pick up students directly from the cafeteria without written notice from the office.  

· NEVER release a child to anyone without written authorization from the office.

· Call the front office if you are suspicious of anyone/anything or see the nearest administrator.

After School Activities and Programs

Anytime a teacher keeps a child after school or allows a child to stay after school, that teacher must remain with the child until the child goes home.  Parents should be given 24 hour notice of detentions or mandatory tutorials in order to arrange transportation for their child.  Parents must be aware of their child’s whereabouts at all times and must be informed when a student stays late. You must receive prior approval before allowing a child to miss a bus or arrive late at home.

GRADE BOOK
The grade book is a legal document and must be kept as part of the school's yearly records. It serves two basic and vital functions:

· It must show the students' attendance record; and 

· It must show an orderly and systematic posting of grades which are the basis of the teacher's evaluation for report card grades. 

Please keep an accurate grade book. There are situations when the administration uses the grade book during a parent conference and/or during the summer months. Therefore, all grades should be clearly defined and the use of symbols kept to a minimum.  The official grade book should not be filled out until the third week of school. There will be many changes and additions the first two weeks of each semester. Please use a temporary roll sheet for these two weeks or until schedule changes have been completed.   Hard copies of your grade book should be kept as a backup to the computer.
Manor ISD Campus Guidelines for Grade Books and Home Access Center 

The purpose of the Home Access Center is to enhance communication about grades and assignments between parents, students, and teachers so that student progress is continuously monitored. Following these guidelines will provide a framework for administrators and staff to establish effective lines of communication with key stakeholders.  Please see pages 10 & 11 of the District Handbook 11-12, which can be found on line, for more information regarding student records (grades, etc.)
Campus Expectations and Procedures
· Discipline issues ARE NOT to be tied to grades

· Campus administrators should monitor grades and understand the rationale behind campus grading procedures
· Grade books should be updated by Friday every week
· Grade levels/subject area departments should communicate uniform grading standards to students and parents. For Manor HS it is 50% summative, 40% formative and 10% other
· Teachers must have comments on their progress reports explaining failing grades
· Teachers should label assignments and tests with enough specificity so that students and parents understand the nature of the assignment or test
· All comments or notes entered in the grade book may be viewed by parents.

· All homework should be graded for content and completion

· Late work may be turned in up until the last week of the of each trimester
Campus Grading Procedures

Grading serves as a regular form of feedback to students and parents on progress toward learning goals. 

· Papers and projects must be graded and returned in a timely manner. 

· Grading policies must be communicated with parents at the start of school and/or when a new student enrolls in class.     

· Best practice dictates that rubrics and other evaluations be communicated to students and families prior to assigning projects.

· Departments are expected to create common lessons and assessments in order to use the data gathered to compare and learn from each other best practices being utilized in the classroom.

· Progress Reports must be entered every three weeks for all students reflecting their grade average.  To ensure communication, teachers must supplement progress reports with parent contact for those students who are not successfully demonstrating mastery of the course. 

· Report Cards are completed every 12 weeks.  The campus registrar will inform staff of grading due dates.  

· It is expected that all homework will be graded for content and completion.

· The administrative team will conduct a grade book check periodically.

Grade expectations and requirements:

· Grade percentages district wide are:  50% summative, 40% formative, and 10% other  (these are the categories that grades should be entered into)
· A minimum of two (2) 40%, formative portion grades must be entered each week 
· A minimum of two (2) 50%, summative portion grades must be entered every (2) two weeks of each (12) twelve weeks trimester

· A minimum of one (1) 10% other portion, should be entered each of the (12) twelve weeks during a trimester
Grading Periods 

1st Trimester

1st 6 weeks:
August 26, 2014 – October 3, 2014
2nd 6 weeks:
October 6, 201 – November 14, 2014
2nd Trimester

3rd 6 weeks:
November 17, 2015 – January 16, 2015
4th 6 weeks:
January 20, 2015 – February 27, 2015
3rd Trimester

5th 6 weeks:
March 2, 2015 – April 17, 2015
6th 6 weeks:
April 20, 2015 – June 4, 2015
Grade Sheets

Students may be required to complete daily/weekly grade sheets as part of special education services, discipline consequences, parent concerns/administrative monitoring, or because of participation in extracurricular activities. Teachers are expected to fill out grade sheets accurately in order to provide a realistic picture of the student’s academic progress in a class. 

Coaches/Sponsors who are requiring grade sheets must then keep the completed sheets on file for the remainder of the school year and should support and track their student’s continued progress. After the end of the school year, these grade sheets may be shredded. 

Failing Grades

A grade of 69 at six weeks or semester is strongly discouraged. Because teacher-made assessments are not standardized for validity and reliability, there is essentially a margin of error and a degree of subjectivity inherent in most grading. This margin should be considered when recording grades at the end of marking periods. In addition, parent contacts and other interventions must be documented when students are in danger of failing a class.  Teachers are recommended to request a conference with parents at the end of each progress reporting period if the student’s grade falls below 70 and they must also receive a signed copy of each student’s progress report.

Tests/Examinations

· Short cycle assessments will occur every three weeks.

· Final exams ARE required. 

· Exams during a twelve week grading period should occur when a unit of study is completed. A trimester examination schedule will be posted when trimester exams are to be administered. A schedule will be posted by the principal, and all exams must be given at the scheduled time unless other arrangements are made in the office. Trimester examinations account for 15% of the Trimester grade. Written semester exams are required, and must be submitted to the department chair at least 3 weeks prior to the testing date. 
TEACHER & STAFF APPRAISALS
All MHS campus teachers will be appraised using the Professional National Institute for Excellence in Teaching (NIET).  Participants new to NIET need to complete district training.  All teachers will have a pre-appraisal conference & a post-appraisal conference with their supervising administrator (unless waived in writing). 

Supervising administrators (see Administrator Assignments and Responsibility section, for specific evaluator) will conduct a formal observation and walk-throughs prior to the summative conference.  A Teacher Self-Report will be turned into the campus principal or appraising administrator and a short meeting will follow. 

The Career and Technical Education Department will be appraised and evaluated by Archie Elmore, Director of Career and Technical Education.

Instructional Expectations

· The instructional coaches will be content specific with their support. 

· It is an expectation that the SE (student expectation) is visibly posted on the board. 
The agenda and guiding questions will need to be posted on the board.

· Make sure that you have a discipline expectations, and tutorial plan on teacher website and distributed to students.  Provide a copy of each of these documents to your appraiser, department chair, and place a copy on your teacher website.  In addition these documents may not be sent to the print shop until they have been approved by your department chair.  These documents are due to your department chair no later than, September 8, 2014.  Department chair will review and return with changes or approval.  Once approved copies can be requested.

· It is expected that teachers maintain and keep current a teacher web site and include their unit scope and sequence (pacing guide).

· Data will be consistently reviewed to drive instructional decisions. 

· The instructional focus will be centered on engagement and delivery of instruction.
· Participation in Late Start Monday’s is required

FACULTY ABSENCES
Leaving Campus 
If you need to leave during the school day:

· Request approval from an administrator & sign out in the notebook in the front office.  

· Under no circumstances may anyone sign in/out for you.  Your signature is required.

· If you need to miss any instructional time, department chairs may assist with arranging coverage, but your campus supervisor/administrator must approve these arrangements.  

· Staff is expected to use personal/sick leave if needing to be off campus for extended periods of time. Follow leave procedures for all absences.   

Personal Leave

· Refer to current MISD policy DEC at www.manorisd.net for specific information. 

· Email your request for personal leave to the academic dean, at least three workdays in advance. 

· No reason is required if requested within 3 days, unless requesting personal leave for certain restricted days during the school year that are unavailable for personal leave.  
· Jennifer Mann will approve all leave.
Restricted days that are unavailable for discretionary leave are: 
Manor ISD employees cannot use discretionary personal leave during schedule limitation days. Discretionary personal leave limitation days are as follows:  the day before a school holiday, the day after a school holiday, days scheduled for end-of-semester or end-of-year exams, days scheduled for state mandated assessments or professional or staff development days. If employees are absent on discretionary leave limitation days, ones’ pay will be automatically withheld for the day(s) until they provide physician certification indicating they were absent for medical related reasons.  The physician notes must be submitted to your campus secretary prior to receiving funding for your absence on the discretionary leave limitation day. [See DEC(LEGAL)]
SUBSTITUTES
AESOP

Manor ISD utilizes Skyward for all leave requests. Within Skyward, teachers can request a sub by clicking the box “substitute needed.” This will route you to AESOP to make the request for a substitute.
If you begin to feel ill, please request a sub through Skyward as soon as possible.  It is easier to cancel a sub than it is to try to get one after 6:00 AM. Each teacher should input their absence and request a sub for themselves. 
Procedures for reporting absences

1. Create absence in AESOP

2. Contact your Department Chair, telling them you will be out and where he/she or your sub can find your lesson plans.
3. Contact Mandy Burrell, so she is aware of your absence, not to enter it for you.
4. Make sure you have emailed your department chair or a member in your department your lesson plans, or directions to where your lesson plans have been left in your classroom, for your substitute. 
5. If you call in after 6:30 AM for the same day you will not be able to add your absence to AESOP. If you wait this late you must contact your evaluator and Ms. Mann. If approved, Ms. Mann will contact Mandy Burrell to add your absence to AESOP. This will be documented.
Each teacher is required to provide written lesson plans and list a contact number so a sub may call you to review the plans and address any concerns.  It is not acceptable to leave a “movie” as the lesson plan for the substitute.  Commercial movies/films are not to be shown without administrative and/or department chair approval.  (See library media section)

Items Required for the Substitute

· Completed lesson plans with full instructions for the substitute teacher

· seating charts

· daily schedule 

· bell schedules

· medication needs

· special individual student information and/or accommodations (mark these as confidential) 

· updated information for student dismissal 

Each staff member must prepare 3 generic sets of plans which can be used in the event of an unplanned absence.  A completed sub folder for each teacher is to be turned into your Department Chair by September 8, 2014.

MHS STUDENT ATTENDANCE

Manor ISD has a wonderful tool to help parents and students track their attendance along with grades.  The Family Access program allows parents an opportunity to view this information online.  The Family Access link can be found on the Manor District website www.manorisd.net under the “Parents” section.  In addition, parents will be notified when their child is absent through the District’s automated phone communication system.  If you need to correct your contact information, please contact your child’s campus registrar with the updated information. 

Attendance

Regular and punctual attendance is the greatest single factor in school success. Additionally, the Texas Education Code requires students to attend school regularly, unless otherwise exempted by law. Therefore, it is a responsibility and duty of both the school and the parent/guardian to cooperate and encourage students to establish good attendance habits.  

Two state laws - one dealing with compulsory attendance, the other with the attendance for course credit – are of special interest to students and parents. They are listed below. 

Compulsory School Attendance Laws  

To All Parents/Guardians of Manor ISD Students:

School districts are required to provide parents with information regarding the Compulsory School Attendance Laws. This information also serves as the official required WARNING NOTICE for parents and/or students who might have non-compliance attendance related issues. 

If a student is absent for ten (10) or more days or parts of days in a six-month period in the same school year or on three (3) or more days or parts of days within a four-week period: 

1. The student’s parent is subject to prosecution under Section 25.093 of the Texas Education Code; and 

2. The student is subject to prosecution under Section 25.094 of the Texas Education Code or referral to a juvenile court.   

It is the parent’s duty to monitor the student’s school attendance and require the student to attend school.  Parents may request a conference with school officials to discuss absences. The fact that a parent did not receive an additional notice from the school does not create a defense to prosecution under Section 25.093 or 25.094.  In this section, “parent” includes a person standing in parental relation. Legal action may be filed against the child, the parent(s), legal guardian(s) and/or any person(s) standing in a parental relation to the child. 

The law in the State of Texas requires a child to attend school. Texas Education Code 25.085 states: 

a. A child who is required to attend school under this section shall attend school each school day for the entire period the program of instruction is provided. 

b. Unless specifically exempted by Section 25.086, a child who is at least six (6) years of age, or who is younger than six (6) years of age and has previously been enrolled in first grade, and who has not reached the 18th birthday shall attend school. 

c. On enrollment in pre-kindergarten, a child must attend school. 

d. Unless specifically exempted by Section 25.086, a student enrolled in a school district must attend, if available, an extended year program for which the student is eligible that is provided by the District for students identified as likely not to be promoted to the next grade level or tutorial classes required by the District. 

e. A student who voluntarily attends or enrolls after his or her 18th birthday is required to attend each school day until the end of the school year. If a student 18 years old or older has more than five (5) unexcused absences in a semester the District may revoke the student’s enrollment.  The student’s presence on school property thereafter would be unauthorized and may be considered trespassing. 

School employees must investigate and report violations of the state compulsory attendance law.  A student absent from school without permission from any class, from required special programs, such as accelerated (additional  or special) instructions assigned by the campus principal and basic skills for ninth graders, or from required tutorials will be considered in violation of the law and subject to disciplinary action. 

Absence Classifications 

Whether for full days or parts of days, the following information about absences applies: 
Excused Absences:  Excused absences are not viewed as days a student is entitled to take. Excused absences include, but are not limited to personal illness, funeral/memorial, quarantine, weather or road conditions that make travel dangerous or arrangements approved by the administration (see Pre-Arranged Absences below.) Students are required to attend at least 90 percent of the days the class is offered.  The student will be required to make up excessive excused absences.   

Typically, the ninety percent attendance requirement is met if a student misses no more than nine (6) full days per tri-mester and/or 18 days in a school year.  After such point, a student is required to make up missed time (regardless of absence type) to be eligible for promotion to the next grade.  

Medical Absences:  A student may be excused for treatment by health care professionals if the student begins classes or returns to school on the same day of the appointment/treatment.  A student whose absence is thus excused shall be permitted 1 day to make up the assigned work. 

Unexcused Absences:  An unexcused absence is any absence that does not meet the definition of an excused absence (examples:  personal business, vacation). 

Failure to Attend:  A student fails to attend school when the student misses a class or classes without parental consent (often called “skipping”).  A student who fails to attend school is subject to campus disciplinary consequences. 

Pre-Arranged Absences:  The attendance section of this handbook should be reviewed before making plans to miss school for any reason.  A family may obtain a form requesting a pre-arranged absence from the attendance office.  These forms should be completed and turned in at least one (1) week prior to the planned absence(s).  Approval for a prearranged absence will be completed at least two (2) days in advance of the absence(s) by the campus principal.  Students must be passing all courses to be eligible for pre-arranged absences.  Students with excessive absences are not eligible for pre-arranged absences.  A pre-arranged absence may be coded as excused or unexcused.  Even if a pre-arranged absence is coded as excused, all absences in excess of nine (9) days per semester must be made up. 

Leaving out of the Country: Parent/Guardian, if a trip outside of the country is needed throughout the school year. Please inform the campus principal as soon as possible. This visit will allow the school to communicate to the student and family about the loss of instructional time due to leaving the country. 

Verification of Absence 
All student absences must be verified in writing by a parent/guardian.  All absences are documented as unverified-unexcused absences until written verification is received by the school attendance office.  Written verification of the absence must be received by the school attendance office within two (2) days of a student’s return to school.  It is best to submit a handwritten note directly to the attendance office.  However, an e-mail note will be accepted when received from the parent’s e-mail address on file with the registrar.  Upon receipt of written verification from a parent for a valid reason, the unverified-unexcused absence will be changed to an excused absence. 

All notes from parents should include the following: 

1. Full legal name of student 

2. Student’s ID number 

3. Student’s grade 

4. Date(s) of absence 

5. Reason for absence 

6. Parent’s signature 

7. Parent’s phone number 

8. Current date 

This information can be added to a notice from a medical provider if the student was seen during the absence. 

  If a student has established a questionable pattern of absences, the principal or attendance committee may also require that the student present a physician’s or clinic’s statement of illness after a single day’s absence as a condition of classifying the absence as one for which there are extenuating circumstances. 

If your child has a chronic health condition that requires frequent absences or medical appointments, it is the parent’s responsibility to communicate this information with the school attendance office or campus administrator.  The parents will also be asked to provide supporting documentation from medical professionals annually. 

Student/Senior Privileges/Senior Release Period

Student/Senior privileges such as class trips, prom, school events, and senior release. A student must be in good standing with their school attendance, grades, and or behavior in order to receive these student privileges. A student must have written approval from the campus principal or a grade level assistant principal in order to receive these student privileges. This written approval must be signed and given to the student’s counselor, if the student is requesting a senior release period. Revocation of these student privileges can be administered, if at any time a student is not in good standing with their attendance, grades, and or behavior. 

Absences for Religious Holy Days 
The District shall excuse students from attending school for the purpose of observing religious holy days when it is a tenet of the faith that the student must be absent from school during such time.  The parent is responsible for turning in a written note within 24 hours of a student’s return to school to mark the absence as excused.  It is preferable for a family to submit the written note prior to the student’s absence.  The District shall excuse the student for days on which the religious holy days are observed and for days on which the student must travel to and from the site where the holy days will be observed.  Students excused under this provision shall be allowed a reasonable time to make up school work missed on those days. 
Attendance and School Related Activities for Extracurricular and UIL (University Interscholastic League) Activities
Students are permitted up to ten (10) activity-related absences during a full-year course, with no more than six (6) absences in any one (1) semester in order to participate in school-related or school-sanctioned activities on or off campus. All UIL activities come under this provision. Any absence resulting from a student’s participation in an activity for an organization not approved is considered unexcused. If a student is absent (full or partial day) on the day of a school-related event (i.e.: dance, theater performance, volleyball/football game), the student may not be able to participate without a valid written excuse from a physician. 
Absences for Military Dependents 

A student whose parent or legal guardian is an active duty member of the uniformed services and has been called to duty for, is on leave from, or immediately returned from deployment to a combat zone or combat support posting, shall be granted additional excused absences to visit with the student’s parent or legal guardian relative to such leave or deployment of the parent or guardian.  

Procedures to Follow When Leaving Early 

Students who need to leave school early should bring a note to the attendance office. The note must state the full name of the student, specific time of absence, and the signature and phone number of the parent/guardian. At that time, the student will be issued a “permit to leave school”. At the time specified on the permit, the student will show the permit to the teacher. The student will then report to the campuses front office desk until checked out of school by the parent/guardian on school record. 

Important:  When the student returns to school on the day of or after a medical appointment, the student must report to the attendance office and present written verification of the medical appointment from the medical office. Notes will also be accepted within 24 hours of the student’s return to school.

Dismissal through Clinic: Students who receive a clinic assistant’s permit to leave school must go to the attendance or campus front office desk and sign out before leaving campus with the parent/guardian.
Note: Checkout procedures are established for student safety. Students leaving school for any reason other than a school-sponsored activity without checking out through the attendance or reception office may be subject to disciplinary consequences. This procedure must be followed whether or not the parents are aware of the student’s absence.

When it is necessary for a student to initiate an absence from class to see the counselor, clinic assistant, assistant principal or go to the library, the student shall acquire a hall pass from the teacher.

Because classroom instruction time is important, doctor’s appointments should be scheduled, if possible, at times when the student will not miss instructional time.  If a parent needs to pick a student up from school early, the parent MUST come to the school office to sign the student out from the office.  A student will be called from class once the parent has completed the sign-out process in the office. 

Making up Missed Work 

Students who are absent for any reason must make up the work they missed. 
It is the student and parent’s joint responsibility to check with each teacher the day the student returns from an absence to determine the: 

1. Make-up assignments 

2. Specific dates for completing the work, and

3. Dates to complete any missed tests. 

Assignments that were due on the day of the absence will be due on the day the student returns to school.  The student is allowed one (1) day for each day of an absence to make up the assigned work.  One (1) day of make-up time is allowed for each day of absence (Example:  2 days absent – 2 days to make up work; 4 days absent – 4 days to make up work, etc.).  

Obtaining Assignments:   

1. If a student is absent due to an extended illness (five (5) or more days) and wishes to get assignments before returning to school, the student and/or family may contact the classroom teachers to request assignments.  

2. There may be instances when work is needed before an absence occurs (e.g. scheduled surgery).  In order to obtain this work, a parent may submit a note to the teachers explaining the reason for the absence and the dates of the absence. 

3. If a student is absent on the day a major assignment is due (e.g. research project), it is the student and parent’s responsibility to contact the teacher by phone or e-mail to make arrangements to turn in the assignment. 

4. Students who miss class due to extracurricular activities are required to obtain assignments prior to the absence.

Attendance for Credit 

To receive credit in a class, a student must attend at least 90 percent of the days the class is offered.  A student who attends at least 75 percent but fewer than 90 percent of the days the class is offered may receive credit for the class if he or she completes a plan, approved by the principal that allows the student to fulfill the instructional requirements for the class.  If a student is involved in a criminal or juvenile court proceeding, the approval of the judge presiding over the case will also be required before the student receives credit for the class.  

If the student attends less than 75 percent of the days a class is offered or has not completed the plan approved by the principal, then the student may appeal to the attendance review committee to determine whether there are extenuating circumstances for the absences and how the student can regain credit, if appropriate. 

The student and parent will be notified when the maximum number of allowable absences has been reached/ exceeded. The student is not eligible for credit and/or promotion if additional absences are incurred unless the student completes additional educational time (clock hours).

 A high school student reaches the maximum number of allowable absences if she/he misses six (6) class periods in a trimester. From such point a student is not eligible for course credit and/or promotion to the next grade unless educational time is made up. 

Students who exceed the maximum number of allowable absences are required to make up educational time (clock hours). Acceptable activities are determined by the campus principal.

Attendance and Credit Appeals 
A student or parent who wishes to appeal make up hours owed may write a letter of appeal to the campus attendance committee. Letters may be submitted at any time during the tri-mester but no later than ten (10) calendar days after the last day of classes for that tri-mester. The campus attendance committee will review the appeal request and determine whether the student should be eligible for amended make up hours.  The assistant campus attendance committee may take into consideration attendance records, doctor’s notes, prior arrangements with school administration, extenuating circumstances, educational performance and behavior. 

After review of the case, the campus attendance committee will decide to uphold, modify or waive attendance hours owed.  The completion of hours owed is a factor in student promotion.  The parent may choose to appeal the decision to the campus principal.  

Absences for Transfer Students 

Students who enroll in a class during the semester from outside Manor ISD will have attendance prorated based on the number of days remaining in the semester.  Students must attend classes 90 percent of the time classes are offered while enrolled to obtain credit for the class(es).  

Students transferring out of the District who have exceeded the number of absences allowable for credit will not receive credit. Transcripts sent to other school districts will reflect no credit because of excessive absences. Students may petition for credit by mail or in person with the same opportunities to present their case as all other students. 

 Manor ISD Attendance Codes
A  
Absence-Excused  T  Late to Class but Present 

C  
Co-curricular School Related Absence (not UIL) U  Unexcused Absence 

D  
Under Doctor Care  V  Permit to Leave Campus 

F  
Failure to Attend  W  Hours Made Up – Excused Absence 

G  
Other Instruction on Campus  X  Extra-Curricular School Related Absence 

H  
Homebound/CEHI  Y  Permit w/o Absence 

I  
ISS Placement  2  Testing 

J  
Under Doctor Care (Chronic)  3  State Approved Non Absence 

K  
Medical Appointment – Parent Note  4  Truant on Campus 

L  
LEO Assignment  5  Late Excused Absence 

M  
Medical Appointment – Doctor Note  6  Late Unexcused Absence 

N  
Funeral/Memorial  7  Hours Made Up – Unexcused Absence 

O  
Unverified – Unexcused  8  PM Pre K/Elem – Early Release 

Q  
Appealed Absences Approved by Attendance Committee 

9  Absent from Sub Campus 

R  
Nurse Sent Home 

S  
Suspended 

Delayed Opening/Early Dismissal of School Due to Inclement Weather
On occasions of possible hazardous road conditions, the Manor ISD transportation department will check the roads. The Superintendent will make a decision about whether to delay school starting time, cancel school, dismiss classes or proceed as usual with school. Information about school closings, delays or dismissals will be posted on the District Web site at www.manorisd.net, the Manor ISD messaging system and will be announced on local radio and television stations.  

Change of Address, Telephone Numbers, E-Mails 

Please notify the school as promptly as possible of any changes in home, work or emergency telephone numbers and e-mails.  If you have changed your address, you must provide proof of residency and proof of identity to the school.

Accumulation of unexcused absences will result in additional disciplinary action based on the

tiered system.

1-3 Unexcused Absences

• 1st Campus Attendance Warning Letter sent to physical home address.

• Teacher will place phone call to parents and conference with student.

• Lunch Detention assigned by grade level Assistant Principal

• School may file Truancy Court Referral to Travis County - Precinct 1 Judge Williams

4-6 Unexcused Absences

• Conference with student/parent/guardian, place student on attendance contract.

• 2nd Campus Attendance Warning Letter.

• Student is referred to the Attendance Committee.

• Afterschool Academic Detention (Friday Night Lights), failure to attend AAD will result in the student

being placed in 1 day ISS.

• 6th unexcused absence, the student will be subject to further disciplinary action,

which may include MAP placement.

• School may file Truancy Court Referral to Travis County - Precinct 1 Judge Williams

• Texas Education Code 25.087 allows the district to revoke the student’s enrollment, if

a student 18 or older has more than five (5) unexcused absences in a semester.

6-10 Unexcused Absences

• District Truancy Warning Letter.

• Truancy Pre Court Hearing.

• Afterschool Academic Detention (Friday Night Lights), failure to attend AAD will result in the student

being placed in 1 day ISS.

• Truancy Court Referral- Travis County - Precinct 1 Judge Williams.

• Student will be subject to further disciplinary action, which may include MAP placement.

TARDY POLICY

It is in the best interest of all Manor High School students to report to class on-time, thus maximizing the learning time for each student. In implementing a consistent tardy policy, the maximum amount of instructional time will be available to each student, thus contributing toward higher rates of academic achievement.

1st tardy- Teacher code as Tardy and verbal warning

2nd tardy- Teacher code as Tardy and verbal warning

3rd tardy- Teacher code as Tardy, Teacher contact parent/conference with parent and student

4th tardy- Teacher code as Tardy, student referral to student’s AP, place student in 1 full day of ISS, place student on a tardy contract. 

5th tardy- Teacher code as Tardy, student referral to student’s AP, place student in 2 full days of ISS

6th tardy- Teacher code as Tardy, student referral to student’s AP, place student in 3 full days of ISS

7th tardy- Possible MAP placement

ID POLICY
All students are required to wear a current Manor High School issued ID on campus at all times. If a student does not have a school issued ID then the student will receive an alternative lunch and go to ISS for a school ID. Students are not to deface the I.D. (covering the picture or replacing the picture with another photo is not allowed). The first issued student ID is free.  Replacement ID will cost $5.00 each. A $1.00 fee will be charged to students to purchase a temporary student identity badge. If a student does not have a badge, he/she will be subject to disciplinary action. 

TAKING STUDENT ATTENDANCE
The Minimum Foundation Program (MFP) B.B. 1126, provides for the state support of local school programs based upon the current year's regular program average daily attendance (A.D.A.). Eligibility of a school district to employ personnel is keyed directly to the regular program A.D.A. This makes it necessary for the greatest accuracy possible in the reporting and recording of school attendance by local teachers and other designated people. The teacher is responsible for the safe and proper keeping of the basic backup attendance records throughout the year in the grade book and for the proper reporting to the office for central accounting. According to the state, the teacher’s grade book is the official record of attendance.  
It is imperative that all attendance be submitted correctly and promptly.  It is everyone’s responsibility to ensure we are submitting the most accurate attendance information to TEA.  Mistakes in coding can be detrimental to our students and school as a whole.  

1. Please enter your attendance in Skyward the first 15 minutes of each period.  A report will be run 20 minutes after each period begins.  Once the report is run, changes may only be made by completing an Attendance Correction Form, hand delivering the changes to the Attendance Clerk.  Teachers will be asked to sign the attendance correction log as documentation that changes were submitted.  An Attendance Correction Form will be made available electronically.  The log will be made available for all supervising principals.  If failure to enter attendance promptly becomes consistent, supervising principals may address.

2. Please mark all students not physically present in your class, ABSENT.  A list of attendance codes in Skyward will be made available to all staff.  

3. Students that are in MAP placement, ISS, OSS, on a field trip or extracurricular activity will be marked in advance for the days in question.  Coaches and sponsors should submit a list of students that will be absent to the attendance office two days prior to the planned absence.

4. If a student was mismarked (absent when present or present when absent), please complete an Attendance Correction Form.  In this instance, correction forms may be submitted electronically by email.  Corrections to attendance cannot be made after three days.
In addition to ensuring that attendance is entered correctly and promptly, please adhere to the Manor High School Attendance Policy for students.  Prior to 1st period daily, please check the Do Not Admit List and send all students appearing on the list to the attendance office immediately.  Students will be given an admit slip to enter 1st period once they have been cleared through the attendance office.

Please direct any questions to Glenda Smith by phone or email.

Extension: 4801 
glenda.smith@manorisd.net



FACILITY SECURITY & MAINTENANCE
Emergency, Health, and Safety Procedures

This section includes information to follow in the event of different types of emergencies.  You must be familiar with these procedures and review these with your students.  Practice safety drills will be held periodically to evaluate our ability to respond quickly and appropriately to different emergency situations.  Copies of emergency maps are provided for your reference.  If you do not have a set of these maps posted in your classroom, please notify Vernon Rogers, assistant principal, immediately. 

Classroom, Office, & Campus Safety

· It is the teacher's responsibility to provide a physically safe environment for students.

· Wear MISD/MHS identification badges.  Your badge should be worn around your neck or clipped to your shirt in the lapel area so it is clearly visible to all.  Id’s should not be clipped at the waistband.
· Keep floors and doorways free of clutter.

· Refrain from covering your classroom door window. Staff must be able to look into classrooms without opening the door. 

· Classroom furniture must be arranged safely.

· Free-standing shelving must be against the walls.

· Excess furniture and materials not belonging to the district will be stored at home or in school storage areas to avoid overcrowding in classrooms and potential fire hazards.

· Chemicals will not be used in the classroom unless a data sheet is on file in the office.

· Students are NEVER to move audio-visual equipment carts or heavy/dangerous items.

· Know the location of the nearest fire extinguisher and how to use it. 

· Use surge protectors to plug in multiple items. 
· Do not give school keys to students for any reason. 
· Keep classroom doors locked when unoccupied and make sure to lock windows and close blinds each evening. 
· Maintain an 18” clearance between stored items and the ceiling in buildings with a sprinkler system.  Maintain a 36” clearance in buildings not equipped with sprinklers. 

· All children who become ill, or require first aid, will be sent to the nurse’s office or be seen by the nurse or health aide in the location where they are injured or become ill.  

· Never send a severely ill or injured child to the office unless accompanied by a staff member. Use a two-way radio, or phone to notify the nurse and request assistance. If you suspect a broken bone, head injury, etc., do not move the child contact the nurse.

· In the event of illness or accident, school personnel will give emergency care only.  Parents will be notified of the illness or injury as soon as possible and will be responsible for any additional care needed.

· An accident form should be completed each time a student or staff member is injured.  These forms are available in the nurse's office.

· Students who are ill must be signed out in the office by their parent or guardian before leaving campus.  The clinic/office personnel will notify parents if a child is sick. 

Closed Campus

We have a closed campus, which means that no student may leave the campus without signing out from the attendance specialist office.

Visitors

· All visitors and volunteers must sign in at the office using the Raptor screening system. 

· Visitors must wear the Raptor generated badge when in the building.  

· Visitor passes will not be issued to non-students wishing to eat lunch with a student unless it is a parent/guardian, assigned mentor, or other administrator-approved visitor. 

· Visitors who have scheduled a meeting with a faculty/staff member must report to the office. The appointment and meeting area will be confirmed before issuing a visitor pass. The classroom is not an appropriate meeting area if a class is in progress. 

· School-age non-students may not visit the campus unless they are participating in administrator approved event/visit. (
· Classroom visits are to be pre-approved by a campus administrator. 

· All staff members are responsible for questioning anyone not wearing a visitor, substitute, or MISD employee ID in the building.  Please be welcoming and escort them to the front office.

· We must provide for our students’ safety, even if this means accompanying a parent or guest to the office to sign in and/or obtain the proper badge.  Being courteous and explaining our safety procedures will make campus visitors feel welcomed and more understanding.  

· If an unidentified visitor(s) refuses to accompany you to the nearest office area, immediately step to the nearest phone and call the office for assistance. A description of the individual(s) and the last location seen will be needed. 

· All staff members issued Access ID badges can use these badges to enter at the electronic access points of the building.  Secure the doors when entering or leaving the building. Secure any classrooms or office areas that you may have opened.   

· All staff should be vigilant to visitors on campus.  If at any time, you see someone, without a Raptor visitor sticker, and you question their appropriateness on campus, notify the office immediately with a description and location.

Never enter the building if you suspect there is a security problem. If you notice broken windows, damaged doors, or other security difficulties, please contact Alexander Price.  The Manor Police Department is available by calling 911.

Safety Education
Please discuss the safety rules for general safety, pedestrians, bicycle riders, bus riders, and car riders with students.  Fire and disaster drills will be conducted regularly.  Teachers should remind students of these procedures.  NOTE: Never prop an outer door open as it compromises our campus security system. 

Campus Lock-down

· In the event of the need to clear the hallways and campus grounds due to an unauthorized visitor or other unsafe situation, we will take these steps:

· Office is notified of concern with details such as building location, description, etc.

· Office announcement made.

· Staff members will refer to their emergency plan for instructions.  Follow all procedures in the emergency plan.

An announcement will be made “This is a Lockdown.”  Once you hear this code, please follow these instructions:

1. Lock all doors and turn off all lights in your room.  
2. Your students and you should take immediate cover until further notice.  
3. Stay as far away as possible from all doors and windows.  
4. Do not allow anyone to leave you class room during this time. 
5. Be as quiet as possible!  
6. Open your door only upon recognition of the person at the door or upon PA instruction.  

Note: This drill will be used to insure the safety and well-being of all MHS students and personnel.

Bomb Threats 
When there has been a threat of a bomb, the principal will follow district guidelines to ascertain the action that is to be taken.  Unless informed otherwise all staff and students remain in the classroom. Students are not to be released from the classroom for any reason. Teachers will be notified of a bomb threat over the PA system 

“Code Blue Low Level”.  When informed, all staff are to inspect their immediate areas for anything out of the ordinary by checking for unfamiliar boxes, bags, or containers. If anything is found, notify the office and evacuate students from the immediate area. Do not move or touch the object. If nothing out of the ordinary is found continue class activities until informed of further action.  

Should no object of concern be found, teachers will be notified over the PA system “Code Green.”



No Object Found:
Object Found:


“Code Green”

Notify Principal






Do not use cell phones






Evacuate the room


Follow evacuation procedures once directed by the administration.






Take class roster/gradebook






Stay with your class at all times

Bomb Threat Occurs During Regular School Day

· Disengage Bells

· Go to Code Blue (Follow Procedures)

· Campus stays in Code Blue until clear or evacuation is required

· Principal or designee will notify staff over PA system of need to evacuate

· Should evacuation be required, all staff assigned to A lunch will evacuate students to Manor Middle School and report to Gym A.      (See Map) 

· All staff assigned to B lunch will evacuate to Manor Middle School and report to Gym B. (See Map)

· The Superintendent or designee will notify the Middle School Principal.

Bomb Threat Occurs During Lunch

· Disengage Bells

· Hold Students in Cafeteria

· Go to Code Blue (Follow Procedures)

· Campus stays in Code Blue until clear or evacuation is required

· Principal or designee will notify staff over PA system of need to evacuate

· All available staff shall report to the cafeteria to assist with supervision

· Should evacuation be required, all students in the cafeteria will remain seated and will be dismissed one table at a time. 

· Staff will escort students to Manor Middle School and report to Gym as it corresponds to the lunch period they are in. Example: Students are in A lunch, report to A Gym. 

· The remainder of the campus will evacuate to Manor Middle School and report to designated Gym. 

· The Superintendent or designee will notify the Manor Middle School Principal.

Bomb Threat Occurs During Testing 

· Administration notifies Test Coordinator and District Coordinator

· Command post will be established near the Materials Control Room.

· Spread Code Blue through word of mouth or PA system. 

· Each Hall Monitor will inform Test Administrators of Code Blue

· Campus stays in Code Blue until clear or evacuation is required

· Code Green will be spread by word of mouth or PA system.

· Should evacuation be required the Campus Principal will coordinate with District and Campus Testing Coordinators to initiate the process so that all test materials can be secured.

· Should evacuation be required, all Testing Administrators assigned to A lunch will evacuate students to Manor Middle School and report to Gym A.      

· All Testing Administrators assigned to B lunch will evacuate to Manor Middle School and report to Gym B. 

· Testing materials must be secured and the classroom doors must be locked before evacuating the classroom. Teachers will take class roster with them and ensure that students do not discuss the test while moving to the evacuation site. 

· Testing administrators must monitor assigned students to ensure that they do not discuss the test. 
Tornado/Severe Weather Drill

· An announcement will be made for a tornado drill. Please do not proceed with the drill until you have heard the announcement to do so.

· Teachers need to quickly move students to the locations described below.  

· Everyone needs to be positioned in the "duck and cover" position facing the wall in the hallways.  No person shall be positioned within thirty feet of an exterior doorway.  

· Teachers please check your attendance rosters once you have reached your designated area to make sure that all students are present.

· If all students are accounted for, hold up a green card from your Emergency Procedures Quick Planning Guide. 

· If you cannot account for all your students or you have a medical emergency, hold up a red status card from your Emergency Procedures Quick Planning Guide. 

· Students should remain quiet during the drill so that emergency orders can be communicated in an effective manner.

· An announcement will be made to signal that all is clear and to return to your classrooms. Please do not release students to go back to class until you have heard the announcement to do so.

Emergency Drill Schedule

Schools are required to have one emergency fire drill per month.  In some months we will conduct addition drills for specific situations.  We have attempted to distribute the drills across the schedule to avoid taking too much time away from any one class.  In some cases, it cannot be avoided and we will not attempt it during the lunch period.  
In the event of an emergency during lunches, all teachers that are at lunch are to report to cafeteria with their emergency notebooks that should contain the class roster, daily attendance and contact information (if possible).  Those teachers will be directed to a location to gather their individual class for attendance check.

Staff Responsibilities During Evacuation

· All staff will work to assist in moving students to the evacuation holding areas. Staff will require all students to sit in the gym area.  Staff are required to stay with their class at all times.

· Students are not permitted to leave the gym area.

· MHS Hall Monitors will assist with students needing to use the restroom. They will remain stationed in this area.

· A command post will be set up in front of the Manor Middle School Cafeteria. One administrator and one counselor will remain at the command post at all times.

· Staff who are not assigned to a class at the time of evacuation will meet at the command post for directions. 

· District Operations will work with administration to provide water for students in the gym.

· One administrator and counselor will remain in the each gym at all times.

· Regular pick up policies and procedures will be in effect at all times. Parents must sign students out and provide a photo I.D. 

· Students will be released from the Manor Middle School Cafeteria for parent pick up and to board busses (This could change depending on Manor Middle School’s schedule.) 

· Transportation procedures as well as signs for bus routes will be coordinated through District Operations.

· Life Skills and Special Needs students will be evacuated at the front of Manor High School and transported to an alternate location.

NURSE
The school nurse is a (RN) nurse who is assigned to Manor HS every day.  The nurse's main services are as follows:

1.
Identification and resolution of student's health problems

2.
Provision of emergency care for injured or students who suddenly become ill

3.
Assistance with basic health instruction

Teachers should refer students who show symptoms of health problems to the nurse. Sudden illness or injury should be reported to the office for immediate action.

Examples of what to send to the clinic
1.
Any rash

2.
Red eyes

3.
Itching scalp, possible lice

4.
Specific complaint of headache, stomachache, dizziness, etc.

5.
Flushed cheeks, warm skin, possible fever

6.
Any fall which could have resulted in injury

7.
Bleeding cuts or open wounds requiring a bandage

8.
Medications that child has brought from home

Examples of what NOT to send to the clinic
1.
Paper cuts

2.
Old scratches

3.
Scabbed over abrasions

4.
Aspirins, etc. we can only give the medicine the child brought to the clinic with note from parent

5.
Sleepy, tired. we do not have facilities to let children sleep because of staying up late, etc.

6.
Vague complaints, e.g. "I don't feel good.”  Please determine if the child actually has a specific physical complaint such as headache, stomachache, feels feverish, or vomiting

7.
Sewing. Clinic personnel do not repair torn clothing

8.
Alcohol for pierced ears; students should take care of this at home

9.
More than one student from the room at a time unless it is an emergency
We hope these suggestions will be of help to you.  This is only a guide.  Please feel free to discuss any special problems with the clinic personnel. You see the students everyday and we value your input. If you are not satisfied with the clinic's evaluation of one of your students, we would welcome the opportunity to discuss it with you in private, but not in the presence of the student.

Medication

· The school nurse or any other school personnel may NOT administer internal medicines of any kind without the written consent of the parent.  

· All medications must be left in the nurse's office.  

· Students often bring refills of prescription medicines to school.  Please be certain that these are taken to the nurse immediately.  

· If a child tells you that he/she has lost a prescription medicine, report this to the office immediately.  

Student Health Records

The nurse will maintain a file of all student health records and will inform staff of significant health concerns related to students.  Do not take a child’s word that he/she does or does not have a medical concern.  Always refer questions to the nurse or the student’s parents.  If a child receives medication, the teacher will work with the nurse/health aide to ensure it is taken on time.  A student may be refused registration or may be sent home for failure to have complete immunization records. Please honor passes from the nurse immediately so that the nurse may address these students promptly.   No student will be permitted to the nurse’s office without the appropriate nurses pass.  Students will be returned to class if they arrive without the appropriate nurses pass and the pass filled out correctly and completely.

TEXTBOOK DISTRIBUTION  
Beginning of the year

Jesse Perez, Assistant Principal, will be responsible for distribution of textbooks. 

Book Check Out

· Only classroom sets 

· Fill out the Text Book Check-Out Form 

· Grade/Subject/Title of Book/Number of Books Needed

· Teachers will sign for the books 

· All books should be covered the first day of class
· Number each book (Ex. 1 – 25) on the Spine

· Assign each student to a specific book 

· Ensure each student uses only their book

· Ensure each student returns their book each day
The teacher will be responsible for their text books.  Teachers will sign off upon book collection.  YOU MAY TALK ABOUT, ASK ABOUT, OR EVEN THINK ABOUT IT   BUT DON’T EVER GO INTO ONE OF THE BOOK ROOMS.
TEACHER’S CODE OF ETHICS

According to the Texas Administrative Code, Title 19, Part 7, Chapter 247, Rule §247.2 the following Code of Ethics and Standard Practices for Texas Educators is as follows:

· PRINCIPLE I -- PROFESSIONAL ETHICAL CONDUCT

The Texas educator should endeavor to maintain the dignity of the profession by respecting and obeying the law, demonstrating personal integrity, and exemplifying honesty.

1.
The educator shall not intentionally misrepresent official policies of his school district or educational organization and shall clearly distinguish those views from his personal attitudes and opinions.

2.
The educator shall honestly account for all funds committed to his charge and shall conduct his financial business with integrity.

3.
The educator shall not use institutional or professional privileges for personal or partisan advantage.
· PRINCIPLE II -- PROFESSIONAL PRACTICES AND PERFORMANCE

The Texas educator, after qualifying in a manner established by law or regulation, shall assume responsibilities for professional teaching practices and professional performance and shall continually strive to demonstrate competence.

1.
The educator shall apply for, accept, offer or assign a position or a responsibility on the basis of professional qualifications and shall adhere to the terms of a contract or appointment.

2.
The educator shall possess mental health, physical stamina, and social prudence necessary to perform the duties of his professional assignment.

3.
The educator shall organize instruction that seeks to accomplish objectives related to learning.

4.
The educator shall continue professional growth.

5.
The educator shall comply with written local school board policies, Texas Education Agency regulations, and applicable state laws.
· PRINCIPLE III -- ETHICAL CONDUCT TOWARD PROFESSIONAL COLLEAGUES

The Texas educator, in exemplifying ethical relations with colleagues, shall accord just and equitable treatment to all members of the profession.

1.
The educator shall not reveal confidential information concerning colleagues unless disclosure serves professional purpose or required by law.

2.
The educator shall not willfully make false statements about a colleague or the school system

3.
The educator shall adhere to written local school board policies and legal statutes regarding dismissal.

· PRINCIPLE IV -- ETHICAL CONDUCT TOWARD STUDENTS

The Texas educator, in accepting a position of public trust, should measure success by the progress of each student toward realization of his potential as an effective citizen.

1.
The educator shall deal considerately and justly with each student and shall seek to resolve problems including discipline according to law and school board policy.

2.
The educator shall not intentionally expose the student to disparagement.

3.
The educator shall not reveal confidential information concerning students unless disclosure serves professional purposes or is required by law.

4.
The educator shall make reasonable effort to protect the student from conditions detrimental for learning, health, or safety.

5.
The educator shall endeavor to present facts without distortion.

· PRINCIPLE V -- ETHICAL CONDUCT TOWARD PARENTS AND COMMUNITY

The Texas educator, in fulfilling citizenship responsibilities in the community, should cooperate with parents and others to improve the public schools of the community.

1.
The educator shall not interfere with a colleague's exercise of political and citizenship and responsibilities.

2.
The educator shall make reasonable effort to communicate to parents information which should be revealed in the interest of the student.

3.
The educator shall endeavor to understand community cultures and relate the home environment of students to the school.

4.
The educator shall manifest a positive role in school public relations. 

STUDENT DISCIPLINE
At Manor High School, teachers refer students to the office for physically dangerous act(s), illegal act(s)/ substances/weapon(s) and extreme defiance/insubordination. All other infractions are handled by the teacher. However, the administration is very committed to supporting the teachers as they enforce Manor High School’s discipline policies. Discipline is a matter for all members of the faculty in all parts of our campus and building during the school day. (*We are all administrators in regards to discipline and supervision.)

Good discipline is usually positive, rather than negative, in nature. It consists of keeping students interested and busy doing things that are constructive and worthwhile, rather than punishing students for doing things that are destructive and anti-social. Since all students do not respond to positive discipline, consequences of some kind are required. Good discipline is always fair, dignified, and in good temper.  Exemplary Behavior Referrals are awarded to students making good choices and exhibiting exemplary behavior. These referrals are based on academic team discretion and are a powerful way to promote outstanding student behavior. See the assistant principals for more information about these referrals.  

Each student is responsible for his/her own behavior in school and must accept full responsibility for the consequences of misbehaving. All staff members are responsible for enforcing school rules on any part of the campus.

Students have choices. If they choose to misbehave, we must provide appropriate consequences. Teachers must inform students of the consequences.  Student expectations, responsibilities, and consequences should be posted in every classroom and strictly enforced.

Preventive Discipline
1. Utilize PBIS:  Be Present; Be Positive; Be Proactive; Be Professional
2. Respect and try to like every student in your room – speak privately with them.

3. Be fair, firm, friendly, and consistent.

4. Establish a good working relationship with each student.

5. Maintain control of your room. Students expect you to do so.

6. Avoid, if possible, negative situations where the student loses face and is forced to retaliate with physical violence, hostility and frustration, and uncontrolled reactions to you and others.

7. Set reasonable limits and be consistent.

8. Establish, through pupil-teacher planning, standards of behavior for your class in all school settings. Chart these standards as a constant reminder.

9. Be consistent in enforcing room standards of behavior and campus expectations and responsibilities.

10. Contact parents immediately to communicate problems that are best resolved with both teacher and parent cooperation. (Follow-up the initial contact with progress notes on the student's work and behavior, good or bad. Telephone calls are a good means for this quick communication.)

11. Be aware of the moods of the students. If you notice or feel negative moods, change your plans and pace in an attempt to create a more positive atmosphere.

12. Set aside time to talk with your class about problems, procedures, and expectations.

13. Eliminate the use of sarcasm in your classroom.

Procedures for Disciplinary Issues

In all matters of discipline, the district's Discipline Management Plan must be followed.  A copy of this plan can be found in the MISD Student Code of Conduct/Student Handbook. 
Teacher Interventions

· In order to establish authority in the classroom, the teacher should handle behavior problems as much as possible.  Be certain to consult with parents about discipline problems involving their children.  Consult with the counselor and/or resource/ Achieve teacher for possible suggestions.  In order to have the most effective discipline possible, these steps should occur prior to involving an administrator.

· One-on-one communication with the student – attempt to build a relationship and find out why the student is acting in the manner that warranted attention

· Parent communication and record of that communication

· Counselor assistance or at-risk counselor support, as appropriate

· Teacher-assigned consequence such as detention w/ parent notification & support

· Parent-teacher-student conference (Administrative office assistants will help to arrange these if more than one teacher is to be invited to the meeting. The appropriate counselor(s) will also be asked to attend. 
· The teacher may not change the designated meeting place of class without permission from the principal. This includes field trips, athletic, and extra-curricular events. Plans for field trips must be made in advance so that the principal or superintendent may give approval.

· Students must be passing all core subject areas in order to attend field trips.

· A teacher may be held liable if a student is injured while on a personal errand for the teacher, especially in sending students off the school campus.

· A teacher may be held liable for administering any punishment that is not approved by the principal.

· A teacher may be liable for touching, grabbing, pushing, shaking, or physically intimidating a student. 

· Teachers or other staff members in charge of supervision of a classroom should never leave the classroom unattended. A teacher may incur personal liability if an accident occurs.  If an emergency situation arises, the office should be contacted in order that coverage can be arranged.

· A teacher should refrain from transporting a student in the teacher’s personal vehicle.

Referring Discipline Matters to an Administrator:

For specific discipline issues, see the discipline matrix on the next page.

Harassment and Bullying

Bullying occurs when a student or group of students engages in written or verbal expression or physical conduct against another student and the behavior:

 Results in harm to the student or the student’s property 

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

Is so severe, persistent, or pervasive that it creates an intimidating, threatening, or abusive educational environment.
Bullying is prohibited by the district and could include hazing, threats, taunting, teasing, assault, demands for money, confinement, destruction of property, theft of valued possessions, name-calling, rumor-spreading, and ostracism.  In some cases, bullying can occur through electronic methods, called “cyberbullying.”
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 parent to notify a teacher, counselor, principal, or another district employee as soon as possible.  The administration will investigate any allegations of bullying and will take appropriate disciplinary action if an investigation indicates that bullying has occurred.  Disciplinary or other action may be taken even if the conduct did not rise to the level of bullying.
Any retaliation against a student who reports an incident of bullying is prohibited.

[Also see School Safety Transfers on page 8, Hazing on page 35, and policy FFI(LOCAL).]

Do not assume that students are “okay” with inappropriate comments.  “Teasing” and “hazing” practices are not to be sanctioned by any teacher or staff member. Report incidents of harassment to the appropriate administrator immediately.  No harassment of any type will be tolerated.  

Academic Dishonesty/Cheating/Plagiarism

Student Right:  Students have the right to a fair and consistent review of their own work.

Student Responsibility:  Students have the responsibility to complete and submit their own work. Students shall follow established procedures.

School Policy/Regulation:  Academic dishonesty, cheating, or plagiarism, either with or without the use of computers, is prohibited.

Dishonesty, Cheating, And Plagiarism Are Defined As:

· Copying or stealing another person's work and submitting it as one's own;
· Submitting someone else’s paper or test;

· Copying from the internet to plagiarize;

· Allowing another person to copy one's own work and submit as their own;

· Doing another person's class work;

· Creating more than one copy of one's work and allowing it to be used by someone else as their own;

· Copying or stealing teachers’ answer keys, test keys, teachers’ edition texts;

· Cheating or providing another person with the answers on tests or quizzes;

· Altering any document already assessed;

· Altering any records/grade book;

· Selling stolen answers and/or material; or

· Any other method used in not being honest with the work one does.

Cheating Policy

The first time a student is caught cheating in your classroom, please follow this procedure:

1. If applicable, give both the "giver of information" and the "receiver of information" a "0" on the assignment.

2. Contact parents and document the incident and phone call.

3. The second time a student is caught cheating in your classroom, follow steps 1 and 2 and add step 3.
4. Refer the student(s) to the appropriate assistant principal. Consequences on the second offense will be determined by the administrator 

	GREEN LEVEL
	YELLOW LEVEL
	ORANGE LEVEL
	RED LEVEL

	Behaviors:
· Complies with all school and classroom rules

· Demonstrates willingness to help others.

· Demonstrates respect to all

· Goes beyond what is expected to assist others or provide a service to the community.

· Serves as a positive role model for others.

· Other positive behaviors that deserve recognition. 

· Exhibits Mustang Manners
	Behaviors:
· Not turning in homework/ assignments

· Mild disruptions/talking

· Out of seat

· Non-compliance with classroom procedures/ routines.

· Arguments/disagreements between students.

· Not following directions, inattention, or failure to stay on task during class.

· Mild horseplay in the hallway or other school setting.  

· Gossiping

· Other behaviors not listed, but interfere with classroom climate, quality of instruction, or are an issue of respect. 

· Dress Code/ID Reminder 1st incident
	Behaviors:
· Moderate bullying such as teasing, name calling, etc.

· Cheating  on assignment

· Using a curse word

· Throwing items (non-dangerous such as spit wads)

· Moderate disruptions during class, interrupts instruction.

· Potential of conflict between students that could lead to violence.  

· Students alluding to negativity about race, culture, sexual orientation, other. 

· Significant horseplay in hallway, playground, cafeteria, etc.

· Refusal to comply, move, or respond when it doesn’t involve a safety issue, and is less than 10 min. 

· Disrespect to teacher that could include refusal to comply, or significant oppositional behavior. 

· Dress Code/ID Reminder 2nd-4th
	Behaviors:
· Possession of weapon or illegal substance

· Physical Violence (hitting, kicking, biting, throwing dangerous items, etc.)

· Theft

· Vandalism

· Terroristic Threats (directed specifically at teacher/student, not implied)

· Refusal to comply when safety is concerned or for extended period of time. (Greater than 10 minutes)

· Direct/severe disrespect (i.e. cursing teacher, etc.)

· Serious bullying behaviors such as threatening others or intimidation. 

· Comments to another that are racial, discriminating highly disrespectful or inappropriate. 

· Serious violations of safety rules. 

· Dress Code/ID Reminder 5th

	Actions before sending to office:

· Send for positive referrals 

· Manor Bucks given

· Positive call/note home

· Praise and recognition
	Actions before sending to office: 

· Conference with student

· Phone call to parent.

· Email to parent with response

· Classroom consequences applied to student.

· Removal of student privileges.

· Appropriate to send to office after sufficient time and consequence implementation and parent conference. 
	Actions before sending to office:

· Conference with student

· Phone call to parent

· Email to parent with response

· Classroom consequences

· Removal of privileges. 

· Two or more of these behaviors in one week after other actions, office referral.
	Actions before sending to office:

· None needed. Call hall monitor or AP, or escort to office if classroom is covered

	Possible Rewards:
· Positive note or call home from  Principal

· Private or school wide recognition.

· Manor Bucks

· Special Privileges  

· Principal’s club nomination
	Possible Consequences:
· Parent Contact

· In School Suspension

· Out of School Suspension (for multiple offenses)

· Restorative duty

· Detention (lunch)

· Behavior Contract

· Other actions as deemed appropriate for behaviors. 
	Possible Consequences:
· Parent Contact

· In School Suspension

· Out of School Suspension

· Restorative Duty

· Behavior Contract

· Other actions as deemed appropriate for offense. 
	Possible Consequences:
· Parent Contact/Conference

· In School Suspension

· Out of School Suspension

· Restorative duty

· Contact campus SRO

· Removal to MAP

· Other as deemed appropriate for offense. 




When Documenting Behavior

Describe specifically what happened, your assessment of what happened, and your response to the behavior.  Keep a record of conferences with the student, as well as phone calls and conferences with the parents regarding the child’s behavior(s). This can be helpful in determining the duration of a particular problem and discussing with parents and administrators interventions already attempted.  

Confidentiality of Discipline Referrals:

Discipline Referral forms are sent home to parents for notification and/or signature.  Discipline is a confidential matter and only that child’s name may appear on the referral.  Please send separate referrals if more than one child is involved.   If you need to clarify names, write these on a separate sheet of paper (or post-it note) and attach it to the referral.  Please refrain from writing in your personal opinion on the actual referral and describe the incident as many facts as possible.

Completeness of Discipline Referrals: 
Discipline referrals need to be as thorough and specific as possible.  For example, if a student has used inappropriate language, include the actual words used. Indicate the interventions that have been attempted for the behavior listed. 
Communication with Parents Regarding Student Behavior:  
· Documentation of behavior is important when talking with parents.

· Whenever a discipline referral is written, the person completing the referral, or if more appropriate, the student’s teacher needs to contact the student’s parent.  This practice gives the parent a chance to discuss the referral with the adult who has the most information about the incident.  This will provide parents with timely reporting of the problem since an administrator is not always available to intervene with the student. 

· With the exception of sudden severe infractions (such as fighting), parents must be made aware of a potential problem prior to writing a discipline referral. This helps the parent to be involved with creating solutions before problems are dealt with at the administrative level.   

· It is entirely possible that you will want to send a child to the office for discipline and an administrator will not be available to see the student at that specific moment.  When a student is sent to the office to "see the principal" and there is in fact no principal to be seen, much of the impact of the moment is lost.  

· In order to avoid this undesirable situation, you are requested to send the completed discipline referral form to the office and allow the administrator to send for the student. Do not call for someone to come to pick up the student unless behavior is severe.   

· If immediate removal is warranted, notify the appropriate administrative office that you are sending the student down. 

· If the student refuses to leave the classroom, immediately request the assistance of an administrator or security monitor.
Suspected Drug or Alcohol Use

· If you suspect the student of being under the influence or in possession of drugs, immediately call for an administrator.  DO NOT SEND THE STUDENT TO THE NURSE IF YOU THINK THEY MAY BE UNDER THE INFLUENCE OF DRUGS OR ALCOHOL. DO NOT ALLOW THE STUDENT TO GO TO THE BATHROOM. 

· Maintain supervision to prevent the drugs from being passed off or discarded.
· Take note the student’s belongings so that these may be picked up as well. 
· Discreetly advise the administrator of the situation when s/he arrives. 
· Administration will include the nurse in the investigation after conducting a search for drugs and/or paraphernalia. 

Weapon Suspected

· If you suspect that a student is in possession of a weapon or you hear students talk about this possibility, immediately contact an administrator or SRO for assistance. 

· Exact procedures cannot be prescribed here because every situation is different; however, you must take any suspicion seriously. 

· Allow us to investigate it even if you are doubtful about the reliability of the report.  

· DO NOT UNDER ANY CIRCUMSTANCES TRY TO HANDLE THE MATTER YOURSELF. 

Cell Phones 

Manor High School recognizes the importance of electronic devices in today’s society.  Therefore, as a part of the 21st Century Work Skills, appropriate use of such devices will be taught.

Cell phones, iPod/Mp3 players, laptops, and other electronic devices will be allowed on campus, but the following rules apply:
1. Phones must remain in silent or off position throughout the school day.
2. Phones and iPod/Mp3s may be used before school, during lunch, and after school.

3. Phones and iPod/Mp3s may be used in classrooms, during classes, only at teacher's discretion.
4. Receiving texts & phone calls during class is prohibited unless teacher deems appropriate.
5. Use of these devices may not be disruptive to the learning of others and are prohibited where there is an expectation of privacy, such as locker rooms and rest rooms.
6. Sound levels need to remain at a volume that is not disruptive.
7. Hallway use will be limited to texting and music only and must not be distracting or interfere with the safety and wellbeing of others.
8. Phone calls are prohibited in the hallways at all times.

9. The Manor Independent School District and/or Manor High School shall not be responsible for any damaged, lost, or stolen electronic devices.

10. Any misuse of cell phone/mp3 players/iPods, will result in a member of the MHS faculty or staff member requesting the device.  Students who refuse to surrender the device will be subject to additional disciplinary action in accordance with the student code of conduct. Any confiscated device will be turned in to the office of Mr. Alexander Price.  The first offense will result in returning the device to the student at the end of the school day. The second offense will require the parent to pick up the device during regular school hours. A $15 fee will be accessed at pick-up for cell phones after the first offense and any additional offenses thereafter. Students who continue to violate the electronic device policy may have their privileges to posses’ electronic devices revoked. 
Cell phones and electronic devices are not permitted to be on at any time during testing. This includes the period of time that other students in the classroom are testing. 

The principal reserves the right to suspend the use of cell phones and electronic devices when it is determined that their continued use posses a disruption or persistent misuse has occurred.

IN-SCHOOL SUSPENSION (ISS) PROGRAM
ISS Teacher Responsibilities

· E-mail the campus the list of students who will be in ISS the day before students are assigned to ISS

· Monitor the students' progress and keep the students on task at all times.

· Students must do the work for the current period. When finished, they must show the work to the monitoring teacher who either approves or returns it for further effort.

· If a student is not able to complete an assignment during the appropriate period, it should be set aside. They may work on it after they have finished another assignment, and have approval by monitoring teacher to complete work for another class.

· Completed work should be turned into the assigning teacher daily (in the teacher’s mailbox).

· Special Education students may go to a special education teacher to receive special education services with prior approval from an assistant principal.

· If no students in ISS, report to an administrator for possible alternate assignment during that period.
SPECIAL PROGRAMS
Special Ed / 504 / ESL
Interventions for students NOT receiving ESL/special education/504 services
Request a meeting through the appropriate counselor. The counselor will schedule a meeting with you and the campus administrator to discuss interventions you have already tried and any further options.  Information from all of the student’s teachers will be collected in order to get a complete picture of the student’s needs and current performance.  Appropriate recommendations will be made. 

Please refrain from stating that a student should be served in special education or 504. There are very specific criteria that must be met and interventions that must be documented prior to referral for these services. Academic and/or psychological assessment is also necessary to determine qualifications for special education services. 
Interventions for students receiving special education, ESL, or 504 services
1. Consult with the student’s case manager, counselor, and administrator (as appropriate) 

2. Schedule or request a parent/teacher conference that includes the case manager, counselor, and administrator (as appropriate)

3. Request an ARD or 504 meeting if needed 

Students Receiving 504 or Special Education Services

A student with a handicap, which substantially limits his/her ability to walk, talk, breathe, learn, and/or work may be eligible for modifications as a 504 student.  Students with characteristics of ADD, ADHD, dyslexia, and other handicaps that are not addressed through special education, may receive classroom accommodations and other assistance if determined to be a 504 student. There are many accommodations that a teacher can make that do NOT require a 504 or special education designation.  The 504/special education contact person(s) will notify you if a 504 or special education student is in your class and will provide you with a copy of the required accommodations and/or modifications. Please consult Valerie Robertson assistant principal and 504 administrator, for more information as needed. 
ARD Meetings 

Admission, Review, & Dismissal (ARD) meetings are required on all students referred for, or qualifying for, special education services. Your attendance at ARD meetings is essential to making sound educational decisions for the student and is non negotiable.  

· Please come to these meetings on time with any information you have been asked to provide. 

· Please respond promptly to electronic requests for feedback on students. 

· Please view the accommodations of students that you teach.

· Occasionally these meetings will be held at a time that is not during your conference period.  The ARD secretary will arrange for an educational assistant to cover your class. 

· If an ARD meeting is running over your conference time, please remind the administrator in the meeting so that additional coverage can be arranged. 

MHS LIBRARY MEDIA CENTER
The Manor High School Library (Mustang Library) supports district and school policy by being a change agent in the 21st century of learning.   Students will use information, communication, media, and technology literacy to gain 21st century skills: critical thinking, problem solving, communication, collaboration, inquiry, and open-mindedness.  To assist with the teaching of these skills, the Library offers the following:

· Information Literacy Training under Texas state and National Standards

· 22 student computer stations with Internet access and academic software

· 10,000+ pieces of print information

· OPAC – Online catalog for print material searching 

· A/V equipment for staff; digital camera/flip video for project checkouts

· Teen magazines in English and Spanish

Various Projects and lessons can be found online at the Mustang Library websites:

http://www.manorisd.net/classrooms/cathleenash &  http://www.highschoollibrarian.com/mustangs 

Scheduling Classes into the Library

Teachers may sign up for 3 consecutive library days dependent upon the breadth of the project. Teachers may reserve the Library by completing a Collaboration Work Form with the librarian at least one week in advance.  Teachers are responsible for the conduct of their classes and are to remain with them throughout the period in the Library. 

Substitutes may not bring classes to the Library.  Be sure to make alternate plans for the lesson if you must be out.   No food or drinks allowed in the Library (even bottled water)!

Use of Materials

Students: 

· May check out up to three books at a time for three weeks at a time. In special cases, a renewal of three weeks will be offered on a case by case basis.

· LATE FEES of $.05 (five cents) per day will be charged for overdue books. Any overdue books or fines will keep the student from being able to use the library resources or check out materials.

· Technology use encouraged under district and school Technology Use Agreements. School and District policy rule all use of technology in the Library’s Academic setting.

With Staff backup, students may also checkout A/V equipment:

· Overhead projector

· LCD Projectors

· Digital Video (FLIP) camera for specific projects and a limited duration (no more than one week).

· Other technology as it becomes available for checkout

Library Passes

Passes are not required before or after the school day.  Students must have a Library Pass to enter the Library during the school day.  Please do not send more than 3 students at one time from any one classroom. Group passes are okay if all group members are arriving and leaving at the same time, and all names are on the pass. Individual passes always preferred.

OTHER CAMPUS/DISTRICT INFORMATION
Copying Procedures (Copy Center & Campus)

Staff members are expected to adhere to copyright laws regarding acceptable use of printed materials.  Do not copy “books”.  Duplicated materials should enhance the curriculum while offering students creative, authentic learning explorations, and assessment materials.  Department chairs will distribute paper to teachers and assistants in their department.  Print Services provides the most inexpensive copies. If you need more than 100 copies, fill out “MISD Copy Room Request Forms” when requesting copies from the copy center. These forms are available in the teachers lounge.  A runner usually picks up the requests every morning and afternoon while he/she drops completed copy requests.  Workroom Copier is available for staff and parent volunteer use.  The copiers are located in the teachers lounge, F-wing workroom, and G-wing workroom. If utilizing parent volunteers, please request they copy during your conference period whenever possible to reduce number of persons waiting to use the machine. 

Manor H.S. Copy Machine  (Please plan ahead for your copies)
For the copy machine in the workrooms, please follow these guidelines:

1.
You and NOT your student will make photocopies as needed.

2.
If copying books on glass, do not press the cover down. Leave the document feeder up.

3.
All teacher photocopies should be made on the large Xerox machine.

4.
Students are not to use the Xerox for personal use or to run off semester exams.

5.
Please conserve! Please put pop quizzes or other practice sheets (which are short) on the board or document camera.

Laminating

The laminating machine is located in the IC’s room (B103).  Please work with the IC’s to utilize the machine.

Announcements

Students will lead the school in the Pledge of Allegiance & Texas Pledge each day during the designated announcement time (yet to be determined, at time of publishing).  If there is an announcement you would like made, please send this in writing to Monique Ruben by 12:00 PM the day before the announcement is to be read.  Please be sure to obtain and use the appropriate announcement form, which can be obtained from the front office.  We will not interrupt instruction for other announcements except in the case of emergency announcements such as bus changes, fire, disaster, or other school wide drills. Instructions will be revised if video announcements resume. 

Assemblies

Educational assemblies are provided through campus funding, as well as through the efforts of our student performers. Students are expected to exhibit outstanding audience behavior throughout a performance.  Students will be released by wing through the intercom.  Teachers need to remain with their classes.  

· Do not allow students to take their backpacks in to the PAC or gym during assemblies.

· Please address proper audience etiquette with your class and enforce these expectations:

· Remain seated throughout the performance

· Remain quiet during performance transitions

· Applaud at the appropriate time

· Give the performers undivided attention

· Be courteous and respectful of the performers and audience

All assemblies need to be approved and scheduled through the office.  Provide administration with a written proposal including the objective of the performance, time required, audience, space needed, and any costs at least 4 weeks before the performance needs to be scheduled.  

Fundraisers

A fund-raising activity may be defined as any activity involving participation of a student body or a school recognized student group undertaken for the purpose of deriving funds for a school or a school sponsored group.  All fundraisers must be approved by Alexander Price. 
Activity Account Sponsors:

Activity account sponsors may make deposits, and submit activity check requests or reimbursement requests for monies available in their activity account only.  See Chris Sanchez for all fundraising transactions.

To make a payment to a vendor with a copy of an invoice or request a reimbursement with an original receipt, you must complete Part A.  If Part B is true then you need to complete Part C.
Part A - complete and submit “MHS Activity Reimbursement Procedures” Form.  

Part B - IF the money is to be reimbursed back into activity account from your department’s budget;

Part C - you must complete “Manor ISD – Check Request Form” and enter the budget code from where the money will be taken.

Purchase Orders (Department Chairs):

Purchase order requests should only be submitted by department chairs in an effort to manage budget balances closely. To submit a purchase order request for your department, you must submit “MANOR ISD TEACHER SUPPLY ORDER FORM” or Form O. All purchase order requests must be accompanied by a quote. Purchase orders should only be placed with district approved vendors. Purchase orders will be processed within 3 business days and a copy of the approved purchase order will be given to originator to fax to vendor; and follow up on order.

Deposits:

Deposits for Activity Accounts may be made in the main office. Activity account holder will be given a copy of deposit slip immediately following the deposit. Account balance print outs may be requested by activity account sponsor /holder only.

Budget Operations:

Once Manor High School’s 2014-2015 budget is released by MISD; principal will discuss budget with each department chair individually.  Purchase order requests may be submitted after budget is released.

· Check requests from Activity or Activity reimbursements require 5 – 10 business days for processing. Check requests or reimbursements from district office (budget) require 2 – 3 weeks for processing.  Please plan accordingly.

· Submit your completed forms to Monique Ruben; Senior Administrative Associate - in the main office or call ext. 4811 with any questions regarding these procedures.

· All requests require principal’s approval prior to processing. 

· All business office forms are located in the front office, or on the “J” Drive: teachers/staff/office forms/forms

Computer Software and Equipment

All employees and students are expected to follow the district’s Acceptable Use Policy. Monitor your students to avoid their accessing inappropriate websites or individuals. Report any violations to the appropriate administrator.

Outside Employment

It is expected that each employee will consider the position with the M.I.S.D. as his or her most important job, and that he or she will accept no other employment if such employment limits/interferes from regular performance with this District. No employee of the District is permitted to use his or her position in promoting, soliciting, or selling any project, goods, or services within the boundaries of the District unless the patron invites said solicitation with full knowledge of the type of sales work in which the employee is engaged.  It also needs to be approved by the campus principal.  Employees will not recommend, endorse, or require the purchase of any product, material, or service in which they have a financial interest or which is sold by a company for whom they work. Neither will certified employees recommend or require purchase of a specific brand of student supplies if there are other brands that are equal to and suitable for the purpose intended.  In as much as the contracts of employees stipulate that they are subject to the official rules, regulations, and policies of the Board or Trustees, any employee who ignores or deliberately disobeys this policy will be considered to be guilty of insubordination and breach of contract and will be subject to dismissal.

Grievance Procedure

The District policy for grievances may be found in your MISD Employee Handbook or at www.manorisd.net.

Sexual Harassment Prevention

If a student or parent brings a complaint to you that may relate to sexual harassment, please gather as much information as possible, and refer this information to a campus administrator.  Personal concerns must be brought to an administrator as soon as possible. 
Manor High School prohibits any form of sexual harassment on the campus. The administration will investigate all formal and informal, verbal and written complaints of sexual harassment. If the administration determines that sexual harassment did occur, then appropriate steps will be taken. Sexually harassing behaviors can include, but are not limited to, touching and obscene gestures.  
Student Publications
No one shall sell, post, or distribute on campus any literature which would substantially disrupt or materially interfere with normal school operations or literature that is constitutionally unprotected. If printed material or the manner used in the distribution of the printed material is unreasonable or is forecasted by the administration to cause material and substantial disruption or interference with school activities, the administration will prevent such distribution. 
Distribution of printed matter may be prohibited if such matter is obscene, inflammatory, or libelous. Obscene literature, generally, is literature that is offensive to accepted standards of decency. Generally speaking, inflammatory language usually attacks ethnic, religious, or racial groups or aims at creating hostility and violence. Libelous literature (written, pictorial, or printed) unjustly damages a person's reputation. Students wanting to post, sell, or distribute printed, written or pictorial literature on campus should confer with the principal. All printed, written or pictorial literature must be in compliance with school policy and constitutional law and registered with the principal before such matter is posted, sold or distributed. 
Prompt approval or disapproval of such literature will be given by the principal in a reasonable length of time. 
Staff Development

Staff members are required to fulfill district staff development requirements.  Be sure to sign in for any staff development training attended and keep track of all certificates received.  Staff will be required to provide documentation of out-of-district training to receive credit.  You are responsible for registering on MISD E-campus for staff development credit.  Eduphoria is the MISD method of tracking and recording the number of staff development hours you have earned.

Children of Staff Members  

Children must be supervised at all times in our building and this includes the children of staff members. 

Personal Property

The school is not responsible for valuables lost or stolen at school. Please be careful with your personal property and your textbooks. Do not leave your personal items at school overnight in your classroom.  DO NOT leave your purse or wallet in the classroom without it being secured in a locked desk or cabinet.  The school provides a "lost and found" service in the office. If you find an article of any value, take it to the office so that it may be claimed by its rightful owner.  You are urged to have name labels on all personal articles and clothes.  Report any items removed from your area immediately to an assistant principal.

Financial Requests

Manor High has a department supply practice for common classroom consumables such as, paper, markers, staples, etc.  All requisitions of non-consumable or subject-specific materials are to be made through your department chair.  NEVER purchase any items for reimbursement unless you have prior written approval from the principal.  In the pre-approval process you must show that you have money available in your account to cover the purchase.  In order to be reimbursed, requests must be pre-approved.  All receipts must be kept and turned in for approved reimbursement.  

MISD is tax exempt. You will need to obtain the tax ID number from the campus bookkeeper before making a purchase, as we cannot reimburse tax payments.  

Requests for training/workshops will be considered according to monies available and alignment to campus, district, and professional goals.  All requests must be approved in writing by the principal before registering for the workshop/conference.

LEADERSHIP ROLES
Campus Advisory Team 

The CAT is comprised of students, parents, and staff members. The site-based management committee functions as a recommendation based advisory committee to the principal. The committee will meet monthly through the school year, focusing discussion on topics such as goal setting, curriculum, budgeting, staffing patterns, and school organizations.

Campus Mentors

MISD provides each novice teacher with an official mentor trained by the district.  Manor High School provides every teacher new to our campus with a campus mentor.  Campus Mentors assist new staff in acclimating to procedures and campus practices.
Campus Advisory Team (Site Based Decision Making Committee):

The CAT assists in developing and overseeing the Campus Improvement Plan. This team will meet once a month. The Campus Advisory Team is the site-based advisory team for our campus.  Members of this team are chosen by their academic team. Parents and community members on the CAT are invited and appointed by the principal. This team will meet once a month.

The Campus Advisory Team is charged with developing the annual campus plan to be submitted to the District Advisory Team and the school board each year. Academic improvement needs, faculty improvement needs, and other facets of educational improvement are targeted.  The CAT serves as an ADVISORY BOARD to the principal.  The principal makes the ultimate decision for the campus.

The contents in this handbook are subject to change at the discretion of the MHS administration as they deem necessary at any time during the school year.








Manor ISD does not discriminate on the basis of race, color, national origin, religion, sex, age, or disabilities in providing educational services, activities, and programs, including vocational programs, in accordance with Title VI of the Civil Rights Act of 1974, as amended; Title IX of the Educational Amendments of 1972; Section 504 of the Rehabilitation Act of 1973, as amended; and Title II of the Americans with Disabilities Act.








Mustang Manners:  Creed


I am a Mustang;


I will learn from my teachers & classmates;


I will maintain a safe environment and look out for others;


I will treat others and myself with dignity, integrity, & respect;


I will be responsible & do my best in all the opportunities before me each day.


I am a Mustang.





Fight Song


Oh you Mustangs


Oh you Mustangs


Go right through that line


Throw the ball around the field


And a touchdown would be fine


Rah-rah-rah


Oh you Mustangs


Oh you Mustangs


Fighting for their fame (Wooh!)


Fight Mustangs


Fight, fight, fight


And win this game


GO!


FIGHT!


WIN!


GO!  FIGHT!  WIN!





Alma Mater


Oh Manor High forever


Firm together stand


Comrades true and faithful


Steadily we’ll face the world so fearlessly


And through the days that follow


We’ll pledge our loyalty 


For its Red and White


With all our might


We’ll fight for Victory.





Mustang picture by: Francisco Gaona


MHS student, Class of ‘10 





MHS Mission Statement


Manor High School will create a community of responsible, empowered, global citizens and lifelong learners in a safe learning environment of mutual respect and trust that nurtures students-responsibility, embraces diversity, and instills respect through the provision of rigorous and technology rich curriculum.  Every student will be engaged and challenged to learn, grow and accomplish academic, social and vocational goals for the future.





Mustang picture by: 


MHS student, Francisco Gaona





Glenda Smith





Glenda.smith@manorisd.net





http://info.sos.state.tx.us/pls/pub/readtac$ext.ViewTAC?tac_view=4&ti=19&pt=7&ch=247&rl=Y
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