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PLANNING AND DECISION-MAKING PROCESS:
DISTRICT EDUCATIONAL IMPROVEMENT COUNCIL
BQA (REGULATION)

MEMBERSHIP

The District Educational Improvement Council will consist of elected
representatives from each Campus Educational Improvement Council, including
parent/community members, the superintendent, and administrative
representatives as designated by the superintendent. The superintendent will
chair the council which will function in an advisory capacity to the superintendent
and his staff.

Campuses with 33 or less classroom teachers will elect from the classroom
teachers elected to serve on the campus council one classroom teacher to serve
on the district council. Campuses with more than 33 classroom teachers will
elect both a classroom teacher and a campus-based staff member from the
campus council to serve on the District Educational Improvement Council.
Teachers will elect two classroom teachers and a campus-based staff member
from the campus council to serve on the district council. Each campus council
may determine the manner of election of its representative(s) to the district
council. Each CEIC will also select, from its membership, an alternate to
represent the campus in the absence of the DEIC representatives. The alternate
will have full voting privileges. The above allocation of membership from
campuses to the district council will be in effect so long as it produces two-thirds
of the representatives on the district council from classroom teachers and one-
third from campus-based staff. If the above allocations fail to produce these
proportions for a district council, the allocations will be altered by the school
board in order to produce such proportions.

In addition, each CEIC will select a volunteer parent/community member to serve
on the DEIC. Any member of the District Educational Improvement Council may
submit agenda items two weeks prior to the meeting. The superintendent shall
set the agenda for each meeting. Minutes shall be kept and filed for reference.
An official copy of the minutes shall be sent to each campus to be posted in a
publicly accessible location.

Following the election of campus councils each spring, the principal will notify the
superintendent of the campus representative(s) to the district council.
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VACANCIES

A vacancy during a term shall be filled for the remainder of the term by election
from the appropriate category of employees at the campus. The election of an
employee to fill a term on the district council shall be made by majority vote of
the appropriate Campus Educational Improvement Council. If a campus is not
represented at more than two consecutive meetings, a vacancy may be declared.

MEETINGS

The District Educational Improvement Council shall meet at least six times during
the school year, and one of these meetings will be with the Board of Trustees.
Additional meetings shall be scheduled as deemed necessary for the group to
fulfill its responsibilities. All meetings will be held outside the instructional day.
At least one public meeting per year shall be held after receipt of the annual
district rating from TEA for the purpose of discussing the performance of the
district and the district performance objectives. This meeting must be publicly
posted 72 hours prior to the meeting.

SCOPE OF WORK

The District Educational Improvement Council shall assist the superintendent in
establishing and reviewing the district’s educational goals, objectives, and major
district-wide classroom instructional programs.

In addition, the council shall also provide feedback to the superintendent and his
staff regarding other instructional matters which impact the achievement of

students in the district and will specifically be involved in any applications for
waivers from TEA rules and regulations.

Approved — October 2006
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PLANNING AND DECISION-MAKING PROCESS:
CAMPUS EDUCATIONAL IMPROVEMENT COUNCIL
BQB (REGULATION)

MEMBERSHIP

The Campus Educational Improvement Council will consist of elected
representatives from the professional staff, two parents, two community
representatives, and the principal. The principal will chair the council which will
function in an advisory capacity to the principal.

No less than six members will be elected representatives of the professional staff.
Two-thirds of the elected representatives must be classroom teachers and one-
third must be campus-based staff.

For purpose of election at the elementary campus, classroom teachers are those
certified individuals whose assignments is to deliver instruction directly to
students in regularly scheduled elementary classes, exclusive of special or
professionally certified individuals whose assignment is the delivery of instruction
in special or pull-out programs or who serve in an instructional support role: fine
arts and strings teachers, physical education teachers, reading specialists,
special education teachers, counselors, diagnosticians, nurses, librarians, and
administrative interns.

At the secondary campus, classroom teachers are those certified individuals
whose assignment is to deliver instruction directly to students in instructional
courses provided at that campus. Campus-based staff are those professionally
certified individuals whose assignment is to serve in an instructional support role:
counselors, diagnosticians, nurses, librarians, and administrators.

Prior to the conclusion of each school year, the principal will cause the
nomination and election of the professional staff members who will serve during
the following school year on the Campus Educational Improvement Council.

In addition to the professional staff representatives, the principal shall appoint
two parents and two community members to serve on the Campus Educational
Improvement Council. The term “parent” refers to a person who is not a district
employee and who is a parent or standing in parental relation to a student
enrolled at the campus.

“Community member” means an adult who resides in the school district and is

neither a parent of a student enrolled in that school nor a district employee.
Whenever possible the “community member” should reside in the attendance
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area for that campus. For elementary schools in the Midland Independent School
District, the attendance area for a campus is synonymous with the attendance
area for the cluster to which that campus is assigned.

The principal may, at any time, appoint a task force or consultant from among
the faculty, staff and/or community to assist the council in a specific task. There
is no policy limitation on the number of task forces or consultants which a CEIC
may utilize.

NOMINATION OF PROFESSIONAL FACULTY/STAFF REPRESENTATIVES

At least ten working days before the date set by the superintendent for election,
the principal will provide written notice to all eligible staff that an election will be
conducted for representatives to the campus council on such date, and will
include the following procedures in that notice:

District nomination forms will be used which indicate the nominee’s name,
position (classroom teacher or campus staff), verification that nominee voluntarily
accepts nomination for the position. A person may self-nominate or may be
nominated by another professionally certified employee. Nomination and election
procedures may not interfere with the work of others or with the instruction of
students.

An eligible employee’s affiliation or lack of affiliation with any organization or
association shall not be a requisite in either the nomination or election of
representatives on the council.

Each eligible employee has the right to participate or not participate in the
nomination process, the campaign, and the election process, as a matter of
choice.

ELECTION

Any campaigning for election to the council shall be restricted to the teachers’
lounge/workroom and departmental offices. School equipment or supplies may
not be used for any campaign purpose. Employees may not campaign during
assigned duty times or in a manner that would interfere with the work or others.
Campaign literature may only be distributed in designated noninstructional areas.

The election of representatives to the council will be done by secret ballot, and
only those eligible to be elected to the council may vote.
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Voters will be required to sign their name on a list of eligible voters for their
campus at the time they submit their ballot. Eligible voters include all persons
employed by the district as certified classroom teachers or certified campus-
based staff. Professional staff members may only vote at their assigned campus.
Itinerant teachers may vote at each campus to which they are assigned.

Each voter will be furnished a paper ballot containing the names of all nominees
in each representative grouping. The ballot shall contain instructions as to how
many nominees may be chosen by the voter, consistent with the number of
persons to be elected from both of the particular groups.

Boxes will be provided at each location for the collection of completed ballots.
The integrity of the ballot box will be protected at all times.

RESULTS

The nominees with the greatest number of votes in each representative grouping
will be elected to the council. In the event of a tie vote, a run-off election will be

held within five working days following the regular election and will be conducted
in accordance with the same procedures as the regular election.

The verification and tabulation of ballots will be conducted by at least one
member of the campus administration and a district employee who is not a
nominee, as designated by the superintendent.

Upon completion of the verification and tabulation, all ballots and tally sheets will
be sent to the superintendent’s office.

VACANCIES

A vacancy during a term shall be filled for the remainder of the term by selection
from the appropriate category. The selection shall be made by majority vote of
the current Campus Educational Improvement Council. More than two
consecutive absentees may result in a vacancy being declared.

TERM OF OFFICE

The term of office for the elected council members will be two years. Terms will
be staggered and each year, one-half of the council will be elected to serve a full
term.
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MEETINGS

The Campus Educational Improvement Council shall meet at the call of the
principal, but each council shall meet a minimum of six times during the school
year. All council meetings shall be held outside the regular instructional day. At
least one public meeting per year shall be held after receipt of the annual campus
rating from TEA for the purpose of discussing the performance of the campus and
the campus performance objectives. This meeting must be publicly posted 72
hours prior to the meeting.

Any member of the Campus Educational Improvement Council may submit
agenda items 72 hours prior to the meeting. The principal shall set the agenda
for each meeting. Minutes shall be kept of each meeting and filed for reference.
An official copy of the minutes shall be posted in a publicly accessible location
and an additional copy shall be sent to the superintendent.

SCOPE OF WORK

The Campus Educational Improvement Council shall assist the principal in
formulating the Campus Improvement Plan which identifies annual academic and
other campus performance objectives for each of the academic excellence
indicators mandated by the State Board of Education.

In addition, the council shall also provide feedback to the principal regarding
other instructional matters including goal setting, curriculum, budgeting, staffing
patterns, and school organization which impact the achievement of students on
the campus and shall specifically consider any applications for waivers from TEA
rules and regulations regarding instruction.

Approved — October 2006
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OTHER REVENUES:
SALE, LEASE, OR EXCHANGE OF SCHOOL-OWNED PROPERTY
CDB (REGULATION)

CONVEYANCE RESTRICTIONS

The intent to convey school-owned property must be reported to the
Commissioner of Education at least 15 days prior to the effective date of
the conveyance.

Covenants for the Conveyance of Real Property by a School District as set
out below, will be included in the language of the conveying instrument.

COVENANTS FOR THE CONVEYANCE OF REAL PROPERTY BY A SCHOOL
DISTRICT

The following language shall be incorporated into the instrument of
conveyance for the sale, lease, or exchange of school-owned property.

The further covenant, consideration and condition is that the following
restrictions shall in all things be observed, followed, and complied with:

1. The above-described realty, or any part thereof, shall not be used in the
operation of, or in conjunction with, any school or other institution of
learning, study, or instruction that discriminates against any person
because of race, color, or national origin, regardless of whether such
discrimination be effected by design or otherwise.

2. The above-described realty, or any part thereof, shall not be used in the
operation of, or in conjunction with, any school or other institution of
learning, study or instruction that creates, maintains, reinforces,
renews, or encourages, or that tends to create, maintain, reinforce,
renew, or encourage, a dual school system.

These restrictions and conditions shall be binding upon (grantee, lessee,
etc.), (name of grantee, lessee, etc.), (his or her heirs, personal
representatives and assigns or its successors and assigns, as the case may
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be), for a period of 50 years from the date hereof; and in case of a violation
of either or both of the above restrictions, the estate herein granted shall,
without entry or suit, immediately revert to and vest in the grantor herein
and its successors, this instrument shall be null and void, and the grantor
and its successors shall be entitled to immediate possession of such
premises and the improvements thereon; and no act or omission upon the
part of the grantor herein and its successors shall be a waiver of the
operation or enforcement of such condition.

The restrictions set out in (a) above shall be construed to be for the benefit
of any person prejudiced by its violation. The restriction specified in (b)

above shall be construed to be for the benefit of any public school district
or any person prejudiced by its violation.

United States v. Texas, Civil Order No. 5281 (E. D. Texas, August 9 and 15,
1973)

APPROVED - OCTOBER 2006
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SALE, LEASE, OR EXCHANGE OF SCHOOL-OWNED PROPERTY:
REVENUE BONDS FROM PROCEEDS
CDBA (REGULATION)

When the Board decides to sell real property and issue revenue bonds from
the proceeds, it will observe the following legal requirements.

AUTHORIZED USES

The Board will find and determine by order duly passed that the real
property is surplus to, and not required for, the then current needs of the
District for educational purposes, and the proceeds from the sale are
required and will be used for the construction or equipment of school
buildings in the District or the purchase of any necessary sites therefore, or
for the payment of principal of, and interest and premium on, any bonds
issued pursuant to these provisions.

CONTRACT TERMS AND APPRAISAL

The real property may be sold for such price and upon such terms and
conditions as are found and determined by order duly passed by the Board
to be most advantageous to the District, and the sale may be made
pursuant to an installment sale agreement or contract or any other
method. The sale must be for cash, however, and all payments for the real
property must be scheduled to be paid not more than ten years after the
date of execution of the agreement or contract of sale. No real property will
be sold for less than an aggregate price equal to its fair market value as
determined by an appraisal obtained by the District not more than 180
days prior to the publication of the notice required below. The appraisal
will be conclusive of the property's fair market value for the purposes of
these provisions.

PROCEDURES PRIOR TO SALE

Prior to selling or executing any agreement or contract for the sale of the
real property, the Board will comply with the following procedures:

1. Determine which real estate is proposed to be sold.

2. Determine the scope of the terms and conditions upon which it will
consider selling the real property, and, if the sale price is to be paid
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in installments, require the purchasers to secure the payment of the
sale price by escrowing collateral acceptable to the Board.

3. Publish a notice to prospective purchasers at least two weeks prior
to the date set for receiving proposals in a real estate journal and in
at least two newspapers of general circulation in the District,
requesting sealed written proposals from prospective purchasers to
purchase the real property. The notice must include the scope of the
terms and conditions of sale that will be considered, and the time,
date, and place where the proposals will be received.

4. Find and determine by order duly passed by the Board which sealed
written proposal is most advantageous to the District, and accept
such proposal, or reject all proposals if deemed advisable.

VOTER APPROVAL

Prior to selling the real property, the sale will have been approved by a
majority of the qualified voters of the District voting at an election held in
the District at which a proposition to ascertain such approval is submitted.

No election will be required if the Board finds and determines by order duly
passed that the proceeds from the sale of the real property are required
and will be used for the construction and/or equipment of, or for the
payment or principal of, and any interest and premium on, bonds issued
under these provisions for the purpose of construction or equipment of a
school building that is to be constructed pursuant to or in accordance with
an order or judgment entered by a U.S. district judge in any action or cause
in which the District is a party.

Derived from Education Code 45.082

Note: Sales of real property effected under Chapter 45, Subchapter
D, of the Texas Education Code are exclusively governed by its
provisions.
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CONFLICT WITH ANOTHER LAW

The notice provisions stated in item 3, above, supersede the notice
requirements set out in Section 272.001, Local Government Code, Chapter
26 [see CDB]. Derived from Education Code 45.083

The District is authorized to execute contracts for the constructing or
equipping of school buildings in the District or the purchase of any
necessary sites therefor in the manner provided by law. If a contract recites
that payments thereunder are to be made either from the proceeds from
the sale of real property under an installment sale agreement or any similar
method pursuant to these provisions or from proceeds from the sale of
bonds issued pursuant to these provisions, then the contract may be made
payable in installments to correspond with the District's receipt of either
the proceeds under any such sale agreement, or the proceeds from the sale
of any such bonds that are to be issued and delivered in more than one
issue, series, or installment. The contract will not be deemed to constitute
a prohibited debt or indebtedness of the District if the payments are
required to be made solely from the proceeds from such sale of real
property or such bonds. Derived from Education Code 45.084

APPROVED - OCTOBER 2006
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OTHER REVENUES:
GRANTS FROM PRIVATE SOURCES
CDC (REGULATION)

ACCEPTANCE

All gifts and donations require Board approval before acceptance.

CRITERIA FOR ACCEPTING GIFTS

To be acceptable, a gift must have a purpose consistent with District goals and
objectives. Gifts will not be accepted if they:

1. Begin a program that the Board would be unwilling to take over when the
gift or grant funds are exhausted.

Bring unreasonable or hidden costs to the District.

Restrict any school program.

Imply endorsement of any business or product.

Conflict with policies or actions of the Board or public law.

Require extensive maintenance on the part of the District.

ook wn

All gifts become the sole possession of the District for use and disposition as
deemed appropriate.

SCHOLARSHIP FUNDS

Gifts, monies, funds, other properties, or the income therefrom donated to the
District may be expended for student aid or scholarship purposes that are in
keeping with the lawful purposes of the school.

FINANCIAL AUDIT

The District's scholarship fund will be subject to an annual audit.

FUND RECIPIENTS

Fund recipients will be determined in the same manner as other scholarships
and/or student aid.

APPROVED - OCTOBER 2006
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ANNUAL OPERATING BUDGET
CE (REGULATION)

Prior to undertaking the process of developing a budget for the upcoming
school year, the persons primarily responsible for the budget should
carefully review Subchapter A of Chapter 44 of the Texas Education Code
and the budgeting module of the Financial Accountability System Resource
Guide.

BUDGET AMENDMENT PROCEDURES

Requests for amendments to the adopted budget must be submitted in
writing and must be accompanied by a clear statement of the reasons for
the change requested.

Approval from the Superintendent or designee is required on all requests
for budget amendments before they may be presented to the Board. Board
approval will be required in accordance with CE(LOCAL) and the budgeting
module and other relevant provisions of the Financial Accountability System
Resource Guide.

APPROVED - OCTOBER 2006
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ACCOUNTING: INVENTORIES
CFB (REGULATION)

INVENTORY

An annual inventory of all school personal property will be completed on
the Inventory Report. The forms will be compiled and duplicated by the
Business Office and provided to the principal or supervisor. After the
principal or designee has reviewed the inventory for accuracy, it will be
forwarded to the business manager's office, and one copy will be retained
by the principal or supervisor.

DAMAGED OR LOST PROPERTY

In the event that District property is damaged or lost, a Property
Damage/Loss Report will be completed and the property will be removed
from the inventory.

TRANSFER OF FIXED ASSETS

An Inventory Transfer Record will be completed by the principal or

supervisor and forwarded to the Business Office for approval of any transfer
of fixed assets from one location in the District to another.

APPROVED - OCTOBER 2006
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ACCOUNTING: ACTIVITY FUNDS MANAGEMENT
CFD (REGULATION)

All receipts to and disbursements from an activity fund account will be in
accordance with the following guidelines:

1. Records will be kept in accordance with District’s Activity Fund
Manual. These procedures and records will be approved by the
independent auditor.

Activity funds will be audited annually and when a change of
principal is about to occur. The new principal will review the results
of the audit before assuming responsibility for the funds.

2. The Business Office will review the principal's monthly financial
reports to ensure sound fiscal operations and control.

3. Activity funds will be included on the combined balance sheet.

Purchases made with activity funds are subject to District competitive
bidding and purchasing requirements, as delineated in Board policy and
administrative regulation [see CH and CHD], as well as to District conflict
of interest guidelines. [See BBFA and DBD]

CARRYOVER FUNDS

Upon the dissolution of any group in which the student activity fund is
acting as agent, the school principal will ensure that any liabilities of the
group are liquidated. Any remaining assets of that group will be
transferred, with the approval of the Superintendent or designee, to
another appropriate activity account.

DISTRICT PROPERTY

All property purchased by school organizations or activity fund accounts, or
contributed by outside organizations, becomes the property of the District.

APPROVED - OCTOBER 2006
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ACCOUNTING: PAYROLL PROCEDURES

CFE (REGULATION)

PAYROLLS

The following guidelines apply when submitting payrolls to the District:

1. The payroll must be submitted in accordance with the TEA Financial
Accountability System Resource Guide.

2. All forms must be signed by the principal or designee.
3. All forms must be submitted to the payroll department specified on
the payroll website.
ISSUING CHECKS
Procedures for issuance of checks are as follows:
1. Checks will be issued on the date identified on the payroll website.
2. Checks will be delivered by the immediate supervisor.
PAYROLL CYCLES

The following annual pay cycles* apply for employment classifications in
the District:

EMPLOYEE CLASSIFICATION PAY CYCLE
Professional Personnel Monthly
Secretaries, Clerks, and Aides Monthly

Maintenance, Custodial, Transportation, and Food Service Personnel
12-month employees Bi-weekly

*The pay cycles exist solely for budgetary purposes and do not represent a

term of employment for noncontractual personnel.

APPROVED - OCTOBER 2006
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PAYROLL PROCEDURES:
SALARY DEDUCTIONS AND REDUCTIONS
CFEA (REGULATION)

CHANGE REQUEST

Employees may request changes in payroll deductions through the business
office.

HEALTH INSURANCE COVERAGE
SUMMER MONTHS

Employees who do not receive payroll checks during the summer months
will have health insurance premiums for these months apportioned
throughout the school year by increasing their deduction accordingly.

RESIGNATION

If an employee resigns before the end of the pay period in which
deductions are to be made, no deduction will be taken, and the insurance
will terminate at the end of the month, unless the employee chooses to
continue coverage at his or her own expense under COBRA provisions. If
the resignation occurs after the end of the deduction pay period, the
deduction will have already been made, and insurance coverage will be in
effect to the end of the next month or beyond if the employee chooses to
continue coverage at his or her own expense under COBRA provisions.

TAX-SHELTERED ANNUITY

In order for the District to provide a salary deduction for a tax-sheltered annuity
program, District employees must file a salary reduction agreement. It will also
be necessary for the companies writing the annuity programs to provide the
"Maximum Exclusion Worksheet" and supporting "Statement to Purchase
Agreement."

APPROVED - OCTOBER 2006
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ACCOUNTING: CHECKING ACCOUNTS

CFF (REGULATION)

CHECK SIGNING PROCEDURES

The following regulations apply to the signing of checks in the District:

1. The check signing machine for the District will be located in the
business manager's office.

2. Two signatures are required on each check. Designated signatures
must be agreed upon by the Superintendent and Board.

3. A duplicate set of keys to the check signing machine will be kept in
an assigned place.

4. No key will be left in the check signing machine when it is not in use.

RETURNED CHECKS

A check written to the District and returned by the bank on which it was
drawn as a result of insufficient funds will be redeposited once. If the check
is returned a second time, the business manager will contact the maker.

APPROVED - OCTOBER 2006
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ACCOUNTING: CASH IN SCHOOL BUILDINGS
CFG (REGULATION)

GUIDELINES
The following guidelines apply to the handling of cash:

1. The principal of each campus is responsible for following the
guidelines as prescribed in the Activity Fund Manual for the safe
handling of cash.

2. All cash received for the District by District personnel will be
deposited daily. Money will not be kept overnight in a campus office
or classroom.

RECEIPTS / DEPOSIT SLIPS

A receipt will be issued each time funds change hands, i.e., from employee
to supervisor, from supervisor to campus administrator, from campus
administrator to the business office. The person making the deposit at any
level will be responsible for obtaining a receipt indicating the amount

deposited.

Any claim for money deposited that is not verifiable by a receipt becomes
the financial obligation of the employee who did not obtain a receipt.

A copy of the deposit slip will be acceptable proof that a deposit was made.
AUDIT

All monies are subject to audit by authorized personnel designated by the
Business Office

APPROVED - OCTOBER 2006
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BONDED EMPLOYEES AND OFFICERS
CG (REGULATION)

BONDED EMPLOYEE

The Superintendent or designee will be responsible for securing and
maintaining the proper bond for the textbook custodian and individuals
handling cash. The Superintendent or designee will require the District's

depository to pledge sufficient, qualified securities to cover all school
funds.

APPROVED - OCTOBER 2006
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PURCHASING AND ACQUISITION
CH (REGULATION)

The Superintendent will supervise the expenditure of District funds in accordance
with the proposals listed in the annual budget adopted for the current fiscal year.

PURCHASING GUIDELINES

No employee will purchase or charge the cost of any supplies or materials to the
District or to a particular campus without the express consent and written
approval of the Superintendent or designee.

Purchase order procedures as outlined in the District’s purchasing manual will be
followed for all District purchases. [See CHD]

Students will not be permitted to purchase items in the name of the school or the
District.

Board members will not be permitted to purchase items in the name of the
school or the District without prior approval from the Board.

INFORMAL PRICE-QUOTE PROCESS

The following process will apply to purchases of supplies, equipment, and
services that are not required by law to be bid when such supplies, equipment,
and services are not related to construction:

1. Written quotations from at least three vendors, if possible, will be secured
for purchases of less than $25,000, but in excess of $10,000. [See CH
(LOCAL)]

2. Emergency purchases and purchases of single sources or specialty items
where substitution or replacement is impractical because of technical
problems, will be made only with the approval of the Superintendent or
designee.

3. Contracts for the lease or rental of equipment, materials, or services may
be negotiated without securing advertised sealed bids provided that:
a. The title to the property does not or will not change hands at any
time.
b. None of the lease or rental payments will apply toward a later
purchase, giving an advantage to the leasing company.
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Contracts for the lease or rental of equipment or materials where part or all
of the payments may apply toward eventual purchase will be treated as
actual purchases. The standard competitive bid process will be used
regarding such contracts.

FORMAL BIDDING PROCESS
The following procedures will be followed when bids are to be obtained:

1. Bid requests will be furnished to known suppliers and to any supplier
requesting an opportunity to bid.

2. Bids must be returned to the identified department in the bid not later than
the time and date stated on the bid document.

3. The general practice of the administration will be to accept the low bid as
submitted when the bids have been submitted on equal products.

4. When price and quality are essentially equal, preference may be given to
local vendors over other bidders when bids are not otherwise regulated by
law and in accordance with policy. [See CHD (LOCAL)]

APPROVED - OCTOBER 2006
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PURCHASING AND ACQUISITION:
PURCHASING PROCEDURES
CHD (REGULATION)

ANNUAL ESTIMATE INSTRUCTIONAL SUPPLY NEEDS

Principals must submit their anticipated needs for instructional supplies for the
following year according to the schedule established by the business office. This
report will include teachers' estimated classroom supply needs; teachers may be
asked to make the projection based upon a specific annual dollar allowance for
each classroom.

PURCHASE ORDERS AND REQUISITIONS

All purchases and payments for goods and services that are to be paid from
District monies allocated in the annual budget will be made through the following
process:

1.

All such purchases and payments will be made by official purchase order
and processed through the business office.

All requests for purchases and payments must be submitted to the
Procurement Director on regular requisition forms supplied by the business
office. Teachers will be supplied with forms and instructed by the principal
or department head on the procedure for making requests for materials
and equipment.

Teachers must submit to the principal a prioritized list of materials
needed. After approval, the principal will make the necessary requisition
and submit it to the business office.

Requisitions must bear the signature of the appropriate principal or the
department representative with budgetary account authority.

Requisitions must include all necessary information as called for on the
requisition form and must be properly coded for budget identification.

Requisitions will be forwarded to the Procurement Department for
authorization and processing of the transaction.

Requisitions for materials or equipment must be submitted with sufficient
time to allow for the delivery of the materials or equipment within that
school year. Suppliers will be informed that back orders will not be
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accepted, unless specific permission is granted by the Superintendent or
designee.

9. Copies of the requisition will be retained by the Procurement Department.

10. The District will assume no responsibility for purchases made except as
provided in these regulations.

EMERGENCY PURCHASE ORDERS

Emergency purchase orders are those issued verbally when a situation arises that
justifies immediate purchase. The principal must secure an emergency purchase
order number and approval from the Superintendent or designee.

Emergency purchase orders may be secured according to the following
guidelines:

1. The business office will issue a purchase order number to be affixed in the
space provided on the requisition, and the form will be forwarded to the
Superintendent or designee for approval.

CREDIT PURCHASES

The Superintendent or designee may approve credit purchases of items for which
the requisitioner had prior purchase approval.

RECEIVING GOODS
All merchandise received by the District will be checked upon delivery for
contents and condition. The employee receiving the goods will sign the receipt,

signify the date of delivery, and note any deviation in the content or any question
about the condition of the goods received.

APPROVED - OCTOBER 2006
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PURCHASING AND ACQUISITION:
VENDOR RELATIONS
CHE (REGULATION)

VENDOR CONTACT WITH EMPLOYEES

Solicitors are not permitted to call at individual schools without approval from the
office of the Superintendent or designee. If approved, the solicitor will be given a
letter of approval, to be presented to the principal or designee before any
solicitation may occur. [See CHE (EXHIBIT)]

Vendors are prohibited from offering gifts or favors that could influence or that
could be construed to influence purchases utilizing District funds. Employees are
to refuse any such offers and report such offers to their Principal or Department
head. The Principal or Department head shall immediately report any such
incidents to the Purchasing Department.

APPROVED - OCTOBER 2006
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PURCHASING AND ACQUISITION:
PAYMENT PROCEDURES

CHF (REGULATION)

ACCOUNTS

Accounts payable checks will be issued weekly.

Requisitions requiring the issuance of a check must reach the business
office for clearance at least one week before the check is needed.

In case of an emergency, the business office will issue a check in advance if
the requisition is signed by the Superintendent of designee.
PAYMENT PROCEDURES
District payment procedures are as follows:
1. Payment is made by proper invoice only.
2. Vendors will be paid for goods purchased by the District after the
accounts payable office has on file a copy of the invoice and a

receiving report on the items purchased.

3. Payment for the purchase must be approved by the Superintendent
or designee when receipt of shipment is submitted.

4. Records of all purchases, expenditures, and receipts will be kept in
accordance with the TEA Financial Accountability System Resource

Guide, public law, and the recommendations of the independent
auditor.

APPROVED - OCTOBER 2006
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SCHOOL PROPERTIES DISPOSAL

Cl (REGULATION)

DISPOSAL OF EQUIPMENT AND MATERIALS

The Superintendent or designee will determine what furniture, equipment, or

other outdated or unusable materials and equipment should be sold, discarded,
or destroyed.

LIBRARY BOOKS

When library books become unusable and/or irreparable, the librarian will send
a request for disposal to the Warehouse. The Warehouse supervisor will make a
final determination as to whether such books will be retained or disposed of, in
accordance with the procedures set forth in EFA (REGULATION).

OTHER PROPERTY

Damaged, obsolete, unusable, or surplus property that has no value and cannot
be sold or donated will be transported to a public dump area or placed in a

dumpster or holding area for trash pick-up.

Hazardous material will be disposed of in accordance with law.

APPROVED - OCTOBER 2006
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SAFETY PROGRAM/RISK MANAGEMENT
CK (REGULATION)
RISK MANAGEMENT OFFICER

The duties of the risk management officer will include, but are not limited
to, the following:

1. Securing financing of risk compatible with the District's finance
strategy.

2. Administering the District workers' compensation, property, and
liability programs. [See CRE (REGULATION)]

3. Developing an effective comprehensive safety and loss control
program and acting as or appointing a safety officer.

4. Providing staff assistance in achieving compliance with various safety

and health regulations including the Texas Hazard Communication
Act. [See CKA (REGULATION) and DI (LEGAL)]

SAFETY OFFICER

The risk management officer will appoint a safety officer to coordinate the

District's safety management program. The safety officer will have the

responsibility and authority to identify and eliminate hazards that may

jeopardize the safety and health of students, employees, visitors, and

others having business with the District.

Along with the safety officer, the campus principal is responsible for the

safety of students, employees, and visitors to the campus. The principal

may appoint a campus safety coordinator.

SAFETY PROGRAM ADVISORY COMMITTEE

The Superintendent or designee will appoint a Safety Program Advisory
Committee (SPAC) to include:

1. The risk management officer

2. The safety officer
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3. A representative from each of the following District departments:

Food service
Transportation
Custodial

Maintenance

Police

Warehouse

Technology
Communications
Health Services
Guidance & Counseling
Other as appointed by the Superintendent or designee.

ST T S@Se Q0 o

The Executive Director of Auxiliary and Construction Services will chair the
committee.

COMMITTEE RESPONSIBILITIES AND DUTIES

The purpose of the committee is to minimize accidental loss in the District
as well as the direct and indirect costs associated with accidental loss.

Committee responsibilities will be to:

1.

Formulate Districtwide safety goals and procedures for all
departments and campuses within the scope of the District's
operations.

Provide input and recommendations to prevent injuries in high risk
departments and campuses.

Serve as an advocate for safety awareness by developing and
promoting the safety activities of the District, including new
employee orientation, ongoing safety training, hazard surveys, etc.

Review loss history data to accomplish the committee's
responsibilities.

Establish and review safety-related objectives and goals of the
committee.

Monitor accidents and incidents of a predetermined severity. Ensure
that corrective actions are taken to prevent future injury.
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7. Investigate accidents of a predetermined severity.

8. Work with the District's safety officer to implement the District's
safety goals and objectives.

MEETINGS

Committee members will meet in accordance with the schedule developed
by the chair.

ANNUAL REVIEW

The objectives, scope, and organization of the SPAC will be evaluated
annually and revised as necessary by the risk management officer.

APPROVED - OCTOBER 2006
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SAFETY PROGRAM/RISK MANAGEMENT:
INSPECTIONS
CKA (REGULATION)

HAZARD SURVEY

A hazard survey will be used to check facilities, operations, and actions
throughout the District [see Exhibit A]. The purpose of the survey will be to
reveal overall conditions and to suggest any corrective action needed to
bring the operations or facilities up to safety standards. Suggestions will be
thoroughly investigated and reviewed, and employees will be commended
for their efforts to promote safety. Appropriate positive corrective actions
will be taken to eliminate potential accident causes.

Surveys will be performed by personnel trained in safety and survey
techniques. An insurance company or association hazard representative
may assist in training appropriate employees.

TYPE AND FREQUENCY OF SURVEYS

Formal or periodic hazard surveys will be scheduled weekly, monthly, or at
other appropriate intervals. If possible, the surveys will be scheduled a day
or two prior to the formal hazard committee meeting. The schedule will
give due consideration to the type of activity being inspected, to minimize
disruption of normal operations.

Special surveys will be conducted when special equipment is installed, new
operations or procedures are established, work is relocated or revised, new
construction or remodeling is in progress, or any special or unusual
problem arises.

All employees, from District management to entry level, will be encouraged
to be observant and to report any unsafe conditions or activities to the
appropriate supervisor or staff. [See DH (LOCAL)]

RECOMMENDATIONS / CORRECTIONS

The following guidelines apply to the recommendations and/or corrections
suggested as a result of a hazard survey:

1. Recommendations concerning immediate life-threatening situations
will be acted upon at once.
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2. All unsafe conditions and unsafe practices will be listed and
described with sufficient detail to be understandable.
Recommendations will be developed to correct an adverse condition
or unsafe practice.

3. All recommendations will be reviewed by the appropriate
administrator, supervisor, or committee for approval or rejection.

4. |f approved, the recommendations to correct the substandard
condition or act will be followed as specified.

5. If recommendations are rejected, reasons will be stated in writing so
the recommendations can be revised and resubmitted for review.

FRIABLE ASBESTOS- CONTAINING MATERIALS
INSPECTION

All school buildings will be inspected for friable asbestos-containing
materials, according to federal and state regulations.

NOTIFICATION

Employee, parent, and teacher organizations will be notified
according to law when friable asbestos-containing materials are
found on a particular campus. [See DI] Notification will include the
location of affected areas, a guide for reducing asbestos exposure,
and laboratory reports.

CONTROL

The District will develop and implement a program of asbestos
abatement that appropriately reduces and controls the risk of
exposure to asbestos fibers.

RECORDS

Asbestos-related activities performed by the District will be recorded
by the appropriate administrator, and the records will be maintained
in both the school and the central administration offices. The records
will be retained in accordance with applicable federal and state
regulations. [See CKA]

APPROVED - OCTOBER 2006
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SAFETY PROGRAM/RISK MANAGEMENT:
ACCIDENT PREVENTION AND REPORTS
CKB (REGULATION)

EMERGENCY INFORMATION FORM FOR EMPLOYEES

Principals will require all employees to complete an emergency information
form (Exhibit A). The employee will be responsible for updating the
information on the form.

INCIDENT INVESTIGATION — EMPLOYEES

If an employee is injured in an incident at school, a first report of injury will
be completed and forwarded to the Superintendent or designee who will
determine what action has been or should be taken to prevent a similar
incident. [See Exhibit B]

INCIDENT / ACCIDENT REPORT FOR STUDENTS

Incidents or accidents on the school grounds or in a school building will be
reported immediately to the principal. The teacher will complete the
student incident/accident report (Exhibit D). The principal will investigate
the circumstances surrounding each incident/accident to determine what
action has been or should be taken to prevent a similar incident or
accident. [See Exhibit E]

APPROVED - OCTOBER 2006
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BUILDINGS, GROUNDS, AND EQUIPMENT MANAGEMENT
CL (REGULATION)

ENERGY CONSERVATION

The District will maintain accurate records of energy consumption and
costs on a monthly basis. Energy audits will be conducted at each facility,
and recommendations will be made for conserving energy. Information will
be furnished to the media regarding the goals and progress of the energy
conservation program.

Specific areas of individual responsibility will include the following:

1. Head custodians or building engineers at each facility will be
responsible for the efficient shutdown of all energy-consuming
systems and devices at the end of each day of normal operations.

2. A designated administrator at each facility will be responsible for the
overall energy efficiency of the buildings; this responsibility will be
reviewed during annual evaluations.

Specific areas of implementation include the following actions:

1. Guidelines will be established by Energy Manager to detail specific
areas of energy use.

2. Shutdown schedules will be written and distributed to improve
energy efficiency for all District facilities.

SHORT- AND LONG-RANGE PLANS

The Superintendent or designee will develop short- and long-range plans to
promote strategies in the area of facilities management, as well as energy
awareness and conservation.

APPROVED - OCTOBER 2006
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BUILDINGS, GROUNDS, AND EQUIPMENT MANAGEMENT:
SECURITY
CLA (REGULATION)

KEYS

All keys used in a school will be the responsibility of the principal. Requests for
permanent issuance of keys may be made only when an employee regularly needs
a key to carry out normal activities of the assigned position.

Keys may be issued on a temporary basis with the approval of the principal. A key
card showing the number of the key and the room(s) or building(s) it opens will
be signed by the person to whom the key is issued. Upon return of the key by the
school employee, this receipt will be cancelled. Each principal will set up a key
control system with a record of the number of each key for each building. The
person issued a key will be responsible for its safekeeping. Keys will be used only
by authorized personnel and will never be loaned to students.

Keys are not to be duplicated by anyone other than the School Plant Services
Department.
ENTRANCE AFTER HOURS

School buildings are not to be entered after regular school hours or on weekends
without approval of the principal assigned to that building.

The person responsible when a building is closed will ensure that all windows are
closed and locked, all doors are closed and locked, and that all lights are turned
out before leaving the building.

Students will never be allowed to enter any building for any purpose without the
supervision of a District employee.

IDENTIFICATION OF DISTRICT EQUIPMENT
Equipment, furniture, and other District property with a value of $5,000 or more

will be marked with an indelible identifying symbol or code. An inventory of the
marked property will be kept in case of theft or vandalism.
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VANDALISM/ BURGLARY

The Principal will report to MISD police all cases of burglary and/or vandalism.
The principal will report to the business office all losses and damages due to
burglary and/or vandalism using a Property Damage/Loss Report form. [See CLD
(EXHIBIT)]

APPROVED - OCTOBER 2006
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BUILDINGS, GROUNDS, AND EQUIPMENT MANAGEMENT:
TRAFFIC AND PARKING CONTROLS

CLC (REGULATION)

VEHICLE PERMIT

A request for a vehicle permit must include the driver's license number and
proof of motor vehicle insurance.

Students and employees may park only in designated parking lots.

The District does not accept responsibility for any damage to cars parked
on school property.

APPROVED - OCTOBER 2006
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BUILDINGS, GROUNDS, AND EQUIPMENT MANAGEMENT:
RECORDS AND REPORTS
CLD (REGULATION)

DAMAGED OR LOST PROPERTY

In the event of burglary, vandalism, or any activity that results in damaged
or lost District property, employees must report the incident to the
principal or immediate supervisor. The principal will notify MISD police. If
the losses are of items purchased with federal funds, a copy of the report
will be provided to the funding source.

ELEMENTARY SCHOOLS PLAYGROUND EQUIPMENT

To place any piece of playground equipment on Midland Independent
School District grounds, the principal must submit a proposal to the
Executive Director of Elementary Operations and the Executive Director of
Auxiliary Services for approval. The proposal shall include the general
characteristics of the type and design of the equipment. School Plant
Services maintains a current list of approved equipment and companies to
assist in planning equipment proposals.

APPROVED - OCTOBER 2006
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EQUIPMENT AND SUPPLIES MANAGEMENT:
INSTRUCTIONAL MATERIALS CARE AND ACCOUNTING
CMD (REGULATION)

TEXTBOOKS

A copy of each adopted textbook will be available for review in the
administration building.

Textbooks for all courses, both elementary and secondary, will be issued to
students during the first week of the course. Teachers will inventory
textbooks by state textbook number at the conclusion of each semester.
LOST BOOKS

Documentation of a lost textbook must include the following:

1. Evidence that the book was issued by number.

2. Evidence that the book was inventoried at the end of the term
immediately preceding its loss.

3. Evidence of attempts to recover the lost book, such as copies of
letters, telephone records, home visits, etc.

Any textbooks recovered after having been declared lost will be returned to
the textbook custodian for reissue unless the book has been paid for by the
student or parent.

APPROVED - OCTOBER 2006
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TRANSPORTATION MANAGEMENT:
STUDENT TRANSPORTATION
CNA (REGULATION)
BUS ROUTES
School bus routes will be planned to consider:

1. Student population density.

2. Bus capacity.

3. Traffic routes, including hazardous traffic areas.

4. Economy of operation.

5. Location of authorized bus stops.

6. Condition of roads and bridges.

7. Student travel time.

8. Transportation of ineligible students, if authorized by the Board.
A schedule of bus route operation will be available to students and parents
no later than August 1 of each year. Students and parents will be promptly
informed of subsequent schedule changes.
Transportation shall be provided for pupils living two or more miles from
the school to which they are assigned. Transportation shall be provided to
all students who are enrolled under the majority-to-minority transfer policy
when requested.
Rural pupils who live within one-half mile of bus routes shall be expected to
meet the bus at some place on the route. Extensions of bus routes shall be
approved only when a satisfactory turning area, safe from traffic hazards, is

provided. Turning areas that require backing of buses for turning shall not
be considered satisfactory.

APPROVED - OCTOBER 2006
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TRANSPORTATION MANAGEMENT:
DISTRICT VEHICLES
CNB (REGULATION)

EXTRACURRICULAR ACTIVITIES AND FIELD TRIPS

Reservations for buses for extracurricular activities must be made by
sending a request form to the principal 10 days in advance.

Buses needed for approved field trips must be requested at least 10 days
in advance.

These requests must be signed by the principal or, in the case of an
athletic event, by the athletic director.

Each stop requested for a field trip must be listed in advance. The
transportation department will decide on routes to be used as appropriate
for the bus size, traffic patterns, etc. The bus driver cannot change the
route except in cases of emergency.

Group sponsors are in charge of student behavior on field trips, in
accordance with the Student Code of Conduct. Eating on buses may be
allowed on special trips when it is supervised by teachers and sponsors.
Glass or can containers are prohibited for safety reasons. The bus driver
will determine the return loading time according to actual driving time
needed in conjunction with road conditions.

NONSCHOOL USES

District-owned buses may be made available for nonschool purposes so
long as normal school operations are not impeded. Such groups will
comply with the following:

1. The organization or group must agree in writing to assume all
liability and hold harmless and indemnify the District, its Trustees,
employees, and agents, for any liability for injury or damages
arising out of the organization's or group's use of District vehicles.

2. A copy of the certificate of insurance must be on file in the

transportation office showing coverage in a minimum amount of
$1,000,000 per bus occupied.
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3. The driver must hold a valid Texas commercial driver's license.

4. Prior to any nonschool use, a contract must be signed by the
transportation director and the official representative of the
organization requesting use of a school bus.

5. The organization or group must execute a user agreement
assuming responsibility for any damage to the vehicle while it is in
use by the group.

6. The group will pay a per mile charge as determined by the District
to offset operational costs.

7. Payment must be made to the District within 30 days following the
use of the bus. Failure to make timely payment will make an
organization ineligible for future use of a bus.

8. The use of school buses will be limited to use by organizations that
work with public school age children.

9. Buses must not be used for overnight trips.

10. A school bus must not travel more than 75 miles from the District
boundary or outside the state of Texas without specific approval
from the Superintendent.

11. The Superintendent or designee may authorize the nonschool use
of school buses by civil authorities in cases of civil emergencies or
natural disasters.

PERSONAL USE OF DISTRICT VEHICLES

To satisfy IRS requirements, the following rules will apply to District cars,
trucks, and any other vehicles other than school buses:

1. A vehicle owned or leased by the District may be provided to one or
more employees to use for District business.

2. For bona fide business reasons, the District may require an
employee to commute to and from work in a District vehicle.

3. Use of a District vehicle for personal purposes is not permitted, other

than commuting or de minimis personal use, such as stopping for a
personal errand between business use and the employee's home.
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4. The District will account for the commuting use by reflecting an
appropriate amount, in accordance with IRS regulations, in the
employee's gross income on the annual Form W-2.

5. The vehicle shall be driven only by authorized district employees.
6. The employee must have a current and valid Texas driver’s license.

7. All Accidents and damage to the vehicle must be reported to the
transportation director as soon as possible, but no later than 5:00
p.m. on the next working day after the incident.

8. The vehicle will be serviced for gasoline and maintenance at the
school district’s maintenance garage.

9. The vehicle may only be taken out of Midland County for approved
school-related trips only.

10. Tobacco may not be used in school-owned vehicles at any time.

If an employee so chooses, he or she may leave the District vehicle on
school property when it is not being used for District business and will not
be charged for its use.

SAFE OPERATION OF DISTRICT VEHICLES

All District vehicles will be operated in the safest manner possible. The
following guidelines will apply:

1. When driving, employees must be physically and mentally capable of
operating any vehicle safely. No employee should operate a District
vehicle after having consumed alcoholic beverages or taking
medication that may cause drowsiness.

2. Drivers will obey all traffic laws and observe legal speed limits at all
times.

3. Any traffic citations will be the responsibility of the driver.
4. Employees will be responsible for maintaining in good mechanical
operating condition any vehicles assigned to them. Necessary repairs

may be requested on a transportation department work order.

APPROVED - OCTOBER 2006
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CHILD NUTRITION SERVICES/OPERATION
CO (REGULATION)

PURPOSE OF CHILD NUTRITION SERVICES DEPARTMENT

The purpose of the Child Nutrition Services Department is to administer
school board-approved, non-profit, food service and nutrition programs for
students.

The operation of Child Nutrition Services facilities will ensure prepared
meals which follow approved menus, recipes, and portion sizes to reflect
nutritional adequacy, optimal palatability and educationally sound
principles.

The School Lunch and Breakfast Programs are the major programs of the
Child Nutrition Services Department with goals to serve the greatest
number of students the best possible meal at the lowest possible cost. The
School Lunch teaches students to recognize a wide variety of foods which
they need for normal growth and development. The lunchroom is an
educational facility intended to effectively meet the nutritional needs of all
students.

The Child Nutrition Services Department follows the goals of the National
School Lunch Act of 1946, the Child Nutrition Act of 1966 and the School
Breakfast Program Act of 1977.

SCHOOL LUNCH AND BREAKFAST AGREEMENT

The School Lunch and Breakfast Agreement is a legal contract between the
Texas Department of Agriculture and each school district participating in
the programs. Its provisions are identical to the provisions of the contract
between the Texas Department of Agriculture and the United States
Department of Agriculture.

Under the terms of the Agreement, each school district agrees to:

1. Serve a lunch and/or breakfast which meets meal requirements.

2. Maintain proper sanitation and health standards in compliance with
all applicable state and local laws.

Comply with record-keeping requirements.

Provide free and reduced-price meals to eligible children.

Provide meals to all children without regard to race, color, sex,
handicap, age or national origin.

6. Comply with financial requirements and provisions.

7. Accept and use commodities.

8. Operate the program on a non-profit basis.

ok w
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School districts must complete a renewal of agreement at the end of each
school year in order to extend their agreement.

SCHOOL LUNCH PROGRAM GUIDE

The nutritional goal is to provide at least one-third of the Recommended
Dietary Allowances of the National Research Council and to adhere to the
Dietary Guidelines for Americans.

Lunch menu items include;
1. Entrée
2. Side dishes (vegetables, fruits, salads, breads, grains, fruit drink,
etc.)
3. Milk

For MISD schools, a reimbursable lunch consists of an entrée and at least
2 other (different) items (side dishes and/or milk). The manager or cashier
must check each tray for compliance.

Breakfast menu items include:
1. Breakfast entrée (bakery item)
2. Juice
3. Milk

For MISD schools, a reimbursable breakfast consists of 2 to 3 different
breakfast items listed above.

OFFER VERSUS SERVE PROGRAM

The Offer versus Serve Program is a serving method designed to reduce
food waste and food costs in the school breakfast and lunch program
without jeopardizing the nutritional integrity of the meals served. It allows
school students to decline foods they do not intend to eat. All campuses
(with the exception of Headstart/Early Childhood) participate in the Offer
versus Serve Program.

The condition for a reimbursable lunch under the “Offer versus Serve
Program” is that the breakfast/lunch must be priced as a unit regardless of
the number of menu items selected by the student.

Since the intent of the “Offer versus Serve Program” is to allow students to
refuse food items they do not intend to consume, the school may not

require that certain food items be taken (i.e.; milk cannot be required to be
taken). Students must be given the opportunity to decide which three food
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items they will consume. They may select up to five food items. Additional
food items are sold “a la carte”.

The condition for a reimbursable breakfast under the Offer versus Serve
Program is that the breakfast must be priced as a unit, whether students
take the minimum number of food items (two different items) or all three
items offered.

SCHOOL SACK LUNCH PROGRAM GUIDE

On campus, sack lunches may be prepared for outings for elementary and
secondary school students by the school child nutrition program. The
principal should inform the manager two weeks in advance of the activity.
The following menu is suggested; however, it is negotiable:

+Sandwich which provides either cheese, ham, turkey or other meat.
+Raw vegetables, fresh fruit, and/or dried fruit (3/4 c. total)
+Milk (8 0z)

EMERGENCY MEAL MENU

The school accreditation program requires a documented menu for
emergency situations such as power outage:

+Cheese sandwich

+Canned vegetable (i.e.; vegetarian beans)

+Canned fruit

+Milk or fruit drink

SERVICE OF FOOD

The following are general rules concerning the service of foods for the lunch
and breakfast programs:

1. The menu is subject to change without notice (to respond to adverse
conditions such as production errors and delivery problems).

2. Adequate amounts of menu items must be prepared so as not to run
short. Any shortage should be immediately reported to the Child
Nutrition Services Supervisor and school principal.

3. No “home-made” foods are to be sold or distributed on campus

unless they meet the guidelines of the state nutrition policy and have
been expressly approved, in writing, by the principal.
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STUDENT AND PARENT INVOLVEMENT

Regulations require that schools promote activities to involve students and
parents in the National School Lunch Program. Such activities may include
menu planning, enhancement of eating environment, program promotions
and related community support activities. The type of parent and student
involvement is left to the discretion of the individual school. In this way,
the school is given flexibility to plan and implement a program to meet its
individual needs. Since involvement of students and parents in the
National School Lunch Program is a requirement, schools should document
all activities.

LEFTOVER FOOD

No food used in the Child Nutrition Program, not even leftover food, is to
be carried away from the campus/district property by any person,
including Child Nutrition employees. Food may not be sold, given away or
traded, except as a part of the child nutrition services program. Failure to
comply with this policy will result in immediate termination. To the extent
possible, quality leftover food which is maintained at proper temperatures
should be re-served as soon as possible.

USE OF KITCHEN/CARNIVALS

Special preparation, i.e. carnivals, faculty parties, etc., must take place
outside of the work day, following these procedures:

1. The Child Nutrition Services Manager should be notified at least one
week prior to the use of the kitchen, to schedule an employee to
work. If food and/or supplies are to be ordered through the Child
Nutrition Services Department, please allow 2-3 weeks notice.

2. A Child Nutrition Services employee must be employed (and paid
time + half) any time the kitchen is opened after the work-day of the
Child Nutrition Services staff. Time worked must be paid through
MISD payroll and the organization invoiced by the CNS Department,
following established facility-use guidelines. The CNS Supervisor
and Manager will determine if more than one paid employee will be
necessary, based on the duties and volume of the work to be
performed. Volunteers from the organization are welcome (and
encouraged!) to work, under the supervision of the Child Nutrition
Services employee.
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3. The kitchens do not have storage capacity to store refrigerated or
frozen foods used for carnivals or large meals, in addition to foods
used in the Child Nutrition Programs. Dry good storage is available,
assuming a Child Nutrition Services employee is hired to work at the
event and is willing to assume responsibility for monitoring the safety
and sanitation of the products.

In an effort to maintain the highest level of sanitation possible, during the
school day, no one is allowed in the kitchen during preparation and serving
times except certified food handlers. Please request all staff and students
to remain on the patron side of the serving line to request food, beverages
and/or ice.

KITCHEN KEYS/ALARM CODES

In an effort to maintain optimum security of the campus staff, only the
Child Nutrition Services Manager and one designated employee will be
provided the alarm code. The Manager will be responsible for all kitchen
keys and will have the only key to the office/pantry. The principal may
request a key to the kitchen and a work-order will be submitted for a
duplicate key, however, only one kitchen key will be provided to the school
principal and it may not be designated to any other person. The principal’s
key should be returned to the CNS office if the principal is assigned to a
different campus or leaves the school district. Security personnel and the
maintenance supervisors also have access to kitchen keys and alarm
codes, in the event of emergencies.

CHILD NUTRITION SERVICES WAREHOUSE TRANSFERS

The following is the procedure for purchasing stock (i.e. coffee cups) from
the CNS warehouse:

1. Contact the CNS office to request a warehouse transfer and obtain
the transfer number.

2. Provide information as to whether payment will be made via a
“budget fund transfer” or an “activity fund check”.

3. If payment will be made by activity fund check, the transfer number
should be recorded in the “memo” section of the check.

4. Merchandise will be delivered to the school by the MISD warehouse
operation.

CO Regulation Page 5 of 18





5. Upon receipt of goods, the transfer form should be signed. Remit
the signed original copy (white) to the Business Office with the
activity fund check. (If a budget fund transfer is requested, it will be
noted on the transfer form. No purchase order is needed).

USDA COMMODITIES

USDA donated commodities are provided to schools based on the number
of reimbursable lunches served to students. Therefore commodities should
be used primarily for food items prepared for use in school meals.
Commodities may also be used in a la carte items and other meal
operations provided by the Child Nutrition Services operation.

SPECIAL DIETS

Any student requesting a special diet from CNS must have a written diet
order from the student’s physician. This order will be written on MISD
Authorization for Special Diet form. It should include the diagnosis or
disability and the food or foods to be omitted from the child’s diet. A
special diet does not necessarily require a 504 Committee Hearing.
However, principals are encouraged to include the CNS Dietitian and the
school’s CNS Manager if the 504 meeting is appropriate.

CATERING

The CNS Department is available to cater school district-sponsored events
and meals. Contact the CNS Catering Supervisor for menus and price
quotes.

NUTRITION EDUCATION PROGRAMS

Under the direction of the CNS Supervisors and Dietitian, a number of
grade-specific nutrition education programs are available. Programs are to
be scheduled by the principal or designated teachers. Presentations can
be arranged for classes, student groups, PTA’s, etc., to include CNS
Managers or the MISD CNS Registered Dietitians. Topics include (but are
not limited to) “Dietary Guidelines for Americans”, “Healthy Snacks”, and
“Healthy Foods”.

A calendar of “Elementary Schools CNS Promotions” is provided to each

elementary principal at the beginning of the school year. These promotions
and theme days scheduled serve to increase students’ awareness of
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nutrition and provide a fun atmosphere in the cafeteria and to encourage
participation in the school breakfast and lunch programs.

DENYING MEALS AS A DISCIPLINARY ACTION

Students may not be denied meals for the purpose of disciplinary actions
(whether eligible for free, reduced-price or full-price benefits).

SEPARATION OF STUDENTS (BY GENDER) WHILE EATING

Students may not be separated by gender (boy/girl) in either the serving
line or while consuming meals in the cafeteria.

FINANCIAL INFORMATION
MEAL SALES

The Child Nutrition Services Manager will have the responsibility of
accounting for meals sold. Meal sales will, at all times, conform to policies
and procedures approved by the Texas Department of Agriculture, which
are designed to protect the anonymity of free and reduced-price meal
recipients.

A computerized Meal Accountability System is used in all schools. Each
student is assigned a personal 4 or 5 digit account number which is used
to deposit money into student meal accounts to purchase meals and a la
carte items at the computerized cash registers. Deposits or pre-payments
for multiple meals may be made in any amount and are encouraged in
order to provide convenience for parents, students and teachers. Deposits
may also be made via credit card payment using the Payment Account
Management System (PAMS) on the MISD website.

The Texas Department of Agriculture requires a daily “on-line” count of

meals served. This means that each child must present his own meal
account number at the time of meal “purchase”.
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SALES IN SECONDARY SCHOOLS

Secondary students may deposit meal account funds before school, via on-
line computer, or during the lunch period.

SALES IN ELEMENTARY SCHOOLS

Students may pay for meals during the first period class as the teacher
collects the daily lunch count or via computer on the Payment Account
Management System. The teacher will use the Child Nutrition Services
“Meal Count Report” or the breakfast count list to list the names of
students and the amount of money deposited by each child. The teacher
will then submit these to the Child Nutrition Services Manager before 9:00
am.

A LA CARTE SALES

Elementary students may only purchase a la carte items if they have also
purchased a meal or have a lunch from home. Students may only purchase
one a la carte snack item per meal. Snacks may not be purchased if the
account balance is negative.

Secondary students must have purchased an entrée or have a lunch from
home prior to purchasing a la carte items.

MEAL ACCOUNT WITHDRAWALS

The amount of unused prepaid meals will be refunded to the student upon
receipt of a written request.

CNS BANK BAG PROCEDURE

A. The CNS manager will deliver the daily locked bank bag to the school
office. Someone in the school office (designated by the principal) will sign
for the bag. CNS employees are not authorized to remove any monies from
the campus.

NOTE: The CNS manager does not assign responsibility for the bag by
signing it in to the office. The school office accepts the responsibility for
the bag when one of the office personnel signs for it. See (Iltem C) below
for the description of the sign-in log.

B. The school principal accepts the responsibility for all bags under the
control of the school office. The principal will ensure that the bags are
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secure until relieved of this responsibility by the armored car service or
someone else authorized to sign for the bags. If any bag is to be taken
from the custody of the school office, the office personnel must secure the
signature of the person taking the bag. Otherwise, the responsibility for the
bag still rests with the school office. LATE DEPOSITS: In the event the bank
bag is brought to the school office after the armored car service has
departed. The bank bag must be secured in the office overnight and
submitted to the armored car service the following business day. If the
armored car service is not scheduled (due to holidays or summer break),
the deposit should be taken to the bank or to the MISD Assistant Director
of Finance in the MISD Business Office.

C. The person assuming responsibility for bank bags will sign in a receipt
book provided by the armored car service. The book is kept by the person
giving the bag as proof of relief of the responsibility for the bag. The
receipt should include the following information:

1. Bag number

2. Date/Time

3. Signature of person receiving the bag

NOTE: Under no circumstances should the receiver of the bag know the
contents of the bag. There should be no notation on the receipt as to the
amount of money in the bag.

The two basic concepts of the chain of custody are:

1. The person signing for a bag is only assuming responsibility for the
safeguarding of that bag until properly passed to someone else. If staff
properly maintain the chain of custody for the bag, they cannot be held
responsible for the contents of the bag.

2. Staff should never sign for a bag that is not locked or that has been
damaged.

ELEMENTARY STUDENT MEAL CHARGES

When a student has insufficient funds to purchase a meal or milk, his
account can be debited or “charged” at the cash register for the
approximate value of up to 3 lunches. Accounts will not be debited for a la
carte purchases by students.

Charge limits can be increased at the request of the campus principal to
the Child Nutrition Services Director. Also, the principal may designate an
alternative to additional charges in the form of allowing the student to
borrow the price of milk and be provided a sandwich. Student charge
limits cannot be reduced for individual campuses.

Charge Notices will be printed by the CNS Manager and taken to the
principal for distribution to students with negative account balances.
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Additionally, Low Balance Notices will be printed by the CNS Manager and
taken to the principal for distribution to students who have been identified
as having low account balances. The principal is asked to designate charge
procedures for the campus prior to each school year.

When students withdraw from school, they should be sent to the Child
Nutrition Services Manager to verify the balance in their meal account and
to pay outstanding charges or to request a refund if their account has a
positive balance.

Principals will be responsible for contacting parents for the collection of
outstanding charges and where funds are not provided by students or
parents, make provision for the student and protect the fund balance. No
student will be denied access to a meal.

Repayment of charges should follow the same procedure used to deposit
money into accounts. |n elementary schools, the teacher collects money in
the morning. In secondary schools, the students can deposit money in the
cafeteria before school begins or when purchasing a meal. Repayment can
also be made via computer, on-line.

Year-end/unpaid charges must be paid to the Child Nutrition Services
Manager from campus Activity Funds, when the established limit has been
exceeded or if a student withdraws.

SECONDARY CHARGE PROCEDURE

The following procedure will be followed in the event a Jr. High/Freshman
student does not have sufficient funds to purchase a meal:

1. The student will be referred to the administrator on duty in the
cafeteria;

2. The administrator on duty may authorize the student to receive an
alternate meal (sandwich and milk) or may provide the student with
funds, have the student contact the parent, etc. However, students
will not be denied access to a meal;

3. If the student received an “alternate meal”, the Child Nutrition
Services Manager will record the meal in the computerized meal
accountability system and the activity funds will reimburse these
meals at the cost of the milk, if it is not reimbursed by the student;

4. The Child Nutrition Services Manager will notify the principal at any
time a single student has multiple, unreimbursed “alternate meals”
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or if the total value of the “alternate meals” to be reimbursed
exceeds $20.

The intent is to not deny access to meals, yet hold students accountable for
being responsible for themselves. This method of notifying the
administrator on duty will also alert campus administrators when a student
may need specific attention in order to accommodate his situation.

Campus principals will be notified at year-end of any “alternate meal” costs
which have not been reimbursed by the students, so that the balance can
be reimbursed by activity funds.

CHECK PROCEDURE

1. Personal checks presented for meal payments which are returned from
the bank as “insufficient” will result in a $10 processing fee. If a second
incident of insufficiency occurs, only cash meal payments or on-line
payments will be accepted.

2. Out of town and temporary checks will not be accepted.

NUTRITION INFORMATION
NUTRITION STATEMENT

MISD recognizes that well-nourished students perform better academically
and exhibit less absenteeism than poorly nourished students. Accordingly,
it is critical that students be educated in healthful nutrition habits that will
have a positive and long-term impact on the quality of their health. The
school district is committed to promoting this outcome utilizing the
following suggestions:

1. The Child Nutrition Services Department will ensure that nutritious food
choices are offered which promote the development of sound eating habits
and the reduction of fat, sugar and sodium in the diet, in keeping with the
Dietary Guidelines for Americans.

2. Students may bring sack lunches from home or purchase meals in the

cafeteria. Elementary students should not bring soft drinks into the
cafeteria. Parents may not bring meals for students other than their own.
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STATE NUTRITION POLICY

New State Nutrition Guidelines have been issued by the Texas Department
of Agriculture to districts and became effective August 1, 2004. Please
note definitions to help understand the new guidelines. The complete
guidelines may be accessed at the TDA website: www.squaremeals.org

COMPETITIVE FOODS DEFINITION

Foods and beverages sold or made available to students that compete with
the school’s operation of the National School Lunch Program, School
Breakfast Program and/or After School Snack Program. This definition
includes, but is not limited to, food and beverages sold or provided in
vending machines, in school stores or as part of school fundraisers. School
fundraisers include food sold by school administrators or staff (principals,
coaches, teachers, etc.), students or student groups, parents or parent
groups, or any other person, company, or organization. This policy does
not restrict what parents may provide for their own child’s lunch or snacks,
however they may not provide food items to other children at school meals.

FOODS OF MINIMAL NUTRITIONAL VALUE (FMNV) DEFINITION

e Soda Water- any carbonated beverage

e Water Ices- any frozen sweetened water such as “...... sicles” and
flavored ice with the exception of products that contain fruit or fruit
juice.

e Chewing Gum

e All Candies

ELEMENTARY SCHOOL GUIDELINES

An elementary school campus may not serve or provide access to
Competitive Foods and/or Foods of Minimal Nutritional Value (FMNV) to
students anywhere on school premises throughout the school day until the
end of the last scheduled class. This does not pertain to food items made
available by the school child nutrition services department.

The Child Nutrition Services Department must also comply with the FMNV
Policy throughout the school day. (See exemptions at end of statement.)

Elementary classrooms may allow one nutritious snack per day under the
teacher’s supervision. The snack may be in the morning or afternoon but
may not be at the same time as the regular meal periods for that class.
The snack may be provided by the school food service, the teacher, parents
or other groups and should be at no cost to students.
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The snack must comply with the fat and sugar limits of the Public School
Nutrition Policy and may not contain any FMNVs or consist of candy or
dessert-type items (cookies, cakes, cupcakes, pudding, ice cream or frozen
desserts, etc). Please refer to the www.squaremeals.org website for
suggestions for nutritious snacks.

JUNIOR HIGH SCHOOLS/FRESHMAN SCHOOL GUIDELINES

A junior high or freshman school campus may not sell competitive foods or
FMNV’s or provide access (to FMNV’s) by students anywhere on the school
premises until the end of the school day on all closed-campus sites. This
does not pertain to food items made available by the Child Nutrition
Services Department. The Child Nutrition Services Department must also
comply with the FMNV policy throughout the school day (see exemptions at
end of statement).

HIGH SCHOOL (OPEN CAMPUSES) GUIDELINES

Competitive Foods and FMNV may not be sold anywhere on school premises
during meal periods (breakfast, lunch and after school snack) where school
meals are sold or consumed. Competitive meal sales are not allowed on
school campuses until the end of the last scheduled class period.
Competitive snack sales must follow portion guidelines listed on Texas
Department of Agriculture website. The Child Nutrition Services
Department must also comply with the FMNV policy throughout the school
day (see exemptions at end of statement).

Goal for 2005-2006 school year, no more than 30 percent of the beverages
made available through vending machines on high school campuses should
be sugared, carbonated soft drinks. The goal for 2006-2007 is ho more
than 30 percent of beverages available through vending machines will be
carbonated soft drinks. Furthermore, it is the goal to limit carbonated
beverages to containers holding no more than 12 ounces.

EXEMPTIONS

1. School Events: Students may be given FMNV or candy items during
the school day on up to three different events each school year, to be
determined by the campus. These items may not be given during
meal times in the areas where school meals are being served or
consumed.
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2. School Nurses are allowed to use FMNV or candy when providing

health care to individual students throughout the school year. If
Individualized Education Programs (IEP’s) indicate the use of FMNV
or candy it is also allowable.

Parent-provided foods: The Nutrition Policy does not restrict what
parents may provide for their own child’s lunch or snacks. Parents
may provide FMNV or candy items for their own child’s consumption,
but they may not provide restricted items to other children at school.
A school may adopt a more restrictive rule, however as local policy.
In Midland, elementary students are asked to not bring carbonated
drinks into the school cafeteria.

For instructional purposes, teachers may use foods as long as the
food items are not considered FMNV or candy. Students may
consume food prepared in class for instructional purposes. However,
this should be on an occasional basis and food may not be provided
or sold to other students or classes.

HEALTHY SCHOOL ENVIRONMENT

Adequate time for eating is recommended. Ten (10) minutes for breakfast
and twenty (20) minutes (after being served) for lunch are recommended.
Consideration should also be given to scheduling recess or PE before lunch
when possible.

COMPLIANCE AND PENALTIES

Compliance will be strictly enforced by the Texas Department of
Agriculture. Penalties for violations include:

Meal reimbursement of up to four weeks may be disallowed if
violation is noted

School is required to reimburse Child Nutrition Dept account for lost
reimbursement

Documented corrective action plan will be required.
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FOOD SAFETY

USDA Security Guidelines promote precautions be taken related to food
safety and bioterrorism. For this reason, it recommended that foods
prepared and brought from home should be discouraged to reduce the risk
of foodborne illness and/or contamination. Prepackaged foods would be a
better choice for the holidays and nutritious snacks.

NON-FOOD FUND RAISING

The Texas Department of Agriculture website lists a number of ideas to
provide some choices that are better options for classroom events or
activities as well as answers to frequently asked questions. Materials for
non-food fund-raising and materials on are available at:
www.squaremeals.org

Contact the Child Nutrition Services Department for further clarification as
needed.

MEAL COUNT/COLLECTION AND APPLICATION PROCEDURES
FREE AND REDUCED-PRICE FOOD PROGRAM POLICY

The school district follows policies of the School Lunch and Child Nutrition
Programs of the Texas Department of Agriculture with regard to the
approval, verification and service of free and reduced-price meals.
Procedures approved by the Texas Department of Agriculture for meal
account collection are followed to protect the anonymity of free and
reduced-price eligible students. At all times, when paying and in the
serving line, the anonymity of free and reduced-price meal recipients is
protected.

Meal count and collection procedures for all schools have been approved
by the Texas Department of Agriculture. Individual students use assigned
meal account numbers as a means of accountability. Each student is
responsible for presenting his/her meal account number at the cash
register at the time a meal is received. Full and reduced-price meal
payments can be made by students or parents in advance in a designated
area away from the cafeteria serving line on a daily, weekly, or monthly
basis. Students receiving free meal benefits appear to be prepaying for
meals (charging may or may not be allowed). The ability for students
and/or parents to prepay (or charge) is routinely advertised in the letter to
parents (Notice/Letter to Households) sent home with the application at
the beginning of each school year and in a newspaper and other
publications.
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CHILDREN'S REHABILITATION CENTER (CRC) COLLECTION POLICY

The Children’s Rehabilitation Center (CRC) has a meal/count procedure
which is unique to the program. Lunch is transported from Bowie
Elementary School to the Children’s Rehabilitation Center in individual
hinged-lid trays. Student enrollment and free/reduced meal applications
are maintained at Bowie Elementary. Students are assigned computer
meal account numbers for use in the computer. The CNS Manager at
Bowie observes as the trays are pre-plated to verify that each meal served
is reimbursable. The Children’s Rehabilitation Center staff member
receives the student meals and checks the students name on a coded
roster. The roster is returned to the Bowie Kitchen Manager following meal
service and the kitchen manager keys each student into the computer meal
account system. The CRC staff member contacts the Bowie CNS Manager
to delete the meal from the day’s count and the student meal account, in
the event a child leaves the CRC before the meals are served.

ALTERNATIVE EDUCATION PROGRAM (AEP) AND EVENSTART
COUNT/COLLECTION POLICY

Schools which serve AEP and Evenstart Programs provide meals for
students at remote locations, rather than in the cafeterias. Each morning
the AEP/Evenstart teacher takes a meal count to order meals. The teacher
checks the names of students who receive meals on a coded roster. All
meal components are included. Meals for AEP do not follow offer vs. serve
guidelines. The checked roster is returned to the kitchen manager, who
keys the student codes into the meal account computer system.

HEADSTART MEAL COUNT/COLLECTION POLICY

The teacher marks a roster of students as they are served, then the CNS
manager keys students’ coded numbers into the computer. Once able, the
Headstart students may key their own numbers.

BREAKFAST EXPRESS MEAL COUNT/COLLECTION POLICY

Campuses which serve breakfast in class (Breakfast Express) follow an
approved meal count and collection policy. The teacher determines that
the meal selected by each student is reimbursable (2 or 3 different food
items must be selected by the student) and checks the student name off a
coded roster as the students are served. The roster is then returned to the
CNS manager following breakfast and the data is input into the
computerized meal account system. The meal count is taken from the
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roster by category (free, reduced-price and full paid meal) and keyed into
the computer by the manager. All breakfasts are complimentary and no
money is exchanged during breakfast.

INFORMATION REGARDING PROCESSING MEAL APPLICATIONS
DISTRIBUTION

The Child Nutrition Services Department mails applications to all
households of students enrolled at the end of the previous school year, plus
Kindergarten students that pre-registered for the upcoming year.
Campuses receive a supply of applications to distribute to new students
when registering or to families that did not receive one in the mail. USDA
requires that when students that are “new” to the district enroll, they must
be given an application for free/reduced-price meals. This does not apply
to students that are changing schools within the district.

The application allows for all children in a household to be listed on one
application, regardless of which schools the children are attending. If a
family has more students than space provided for them on the form, a
second application can be completed and attached to the first application
so that it can be submitted as a single household. Please note on the
applications that they are for one household. If a campus needs additional
applications, please contact the Child Nutrition Services Finance Supervisor
at 689-1529 before the supply of applications is completely depleted. If a
family has more than one child in the district, they only need to complete
one application. The applications cannot be copied for parents to
complete, as there are specific items required that copiers can distort
which will make it impossible for the computer to scan the application.

COLLECTION

All completed applications, both distributed by mail or in person, can be
returned directly to the Child Nutrition Services Office through the mail
using Business Reply Envelopes provided and placing them in the mail. No
postage is required when applications are returned via the U.S. Post Office.
Applications can also be accepted at the campus. When receiving
applications at the campus, office personnel are requested to check
applications for completeness, including the signature, then forward them
to the Child Nutrition Services Office via the school district “pony mail”
each day. The signature is the only component of “missing information”
that we cannot correct over the phone.
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IMMEDIATE NEEDS

Applications can no longer be faxed! When the family of a “new” student
completes a new application, please get all of these applications received
to your cafeteria manager before 1:00 pm and the Child Nutrition Services
can pick those up and deliver them to the CNS offices to be processed as
soon as possible. The campus which enrolls the youngest student of a new
family should submit the completed meal application. This will avoid
duplicate applications from the same family. If a student is transferring
from another campus in MISD, the eligibility will follow. Families can also
come to the Child Nutrition Offices to complete an application.

TRANSFERS AND WITHDRAWALS

When a student receiving benefits transfers from one school to another
within MISD, the benefit status will transfer to the new campus. Any
eligibility a student had at another school district does NOT transfer to
MISD. A new application must be processed and eligibility determined
from the information provided, not what the family may have received at
the previous school district.

DISCLOSURE OF ELIGIBILITY

USDA regulations are very strict concerning who can be informed of
student eligibility and for what purposes. There are a few programs (TAKS
for example) that are allowed to receive the information but there are many
that may not. Some examples of situations that may not access eligibility
information are for uniforms, glasses and text books. The school district
has designated the Computer Services Dept. as the Official Record Keeper
of student files and any requests for student’s eligibility should be
submitted to that department with sufficient time so that the request can
be reviewed to meet regulations and return the information to the campus.

APPROVED - OCTOBER 2006

CO Regulation Page 18 of 18





OFFICE COMMUNICATIONS:
TELEPHONE
CPAC (REGULATION)

PERSONAL USE OF DISTRICT TELEPHONES

Limited personal use of District telephones is permissible. Within ten
business days of the District presenting the employee the applicable long
distance charges, each employee will review his or her statement and will
reimburse the District for any personal or nonbusiness long distance calls.

CELLULAR TELEPHONES BELONGING TO THE DISTRICT

A cellular telephone may be issued to any employee designated by the
Superintendent or designee, to be used for business telephone calls at
those times when the employee does not have regular telephone service
readily available.

When an employee accepts a District cellular telephone, he or she will
provide written assurance of financial responsibility for any personal or
nonbusiness calls made on that phone. Within ten business days of the
District presenting the designated employees the applicable monthly bills
for the cellular telephones, each employee will review his or her statement
of calls and will reimburse the District for any personal or nonbusiness
calls.

An employee with outstanding charges for personal or nonbusiness calls on
a District cellular telephone will not be authorized for further use of that
telephone until the charges are paid.

APPROVED - OCTOBER 2006
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ELECTRONIC COMMUNICATION AND DATA MANAGEMENT
CQ (REGULATION)

The Superintendent or designee will oversee the District's electronic
communications and data management system.

The District will provide training in proper use of the systems and will
provide all users with copies of acceptable use guidelines. All training in
the use of the District's systems will emphasize the ethical and safe use of
these resources.

CONSENT REQUIREMENTS

No original work created by any District student or employee will be posted
on a Web page under the District's control unless the District has received
written consent from the student (and the student's parent if the student is
a minor) or employee who created the work.

No personally identifiable information about a District student will be
posted on a Web page under the District's control unless the District has
received written consent from the student's parent. An exception may be
made for "directory information" as allowed by the Family Educational
Rights and Privacy Act and District policy. [See FL (Legal & Local).]

FILTERING

The Superintendent will appoint a committee, to be chaired by the
technology director, to select, implement, and maintain appropriate
technology for filtering Internet sites containing material considered
inappropriate or harmful to minors. All Internet access will be filtered for
minors and adults on computers with Internet access provided by the
school.

The categories of material considered inappropriate and to which access
will be blocked will include, but not be limited to: nudity/pornography;
images or descriptions of sexual acts; promotion of violence, illegal use of
weapons, drug use, discrimination, or participation in hate groups;
instructions for performing criminal acts (e.g., bomb making); and on-line
gambling.

REQUESTS TO UNBLOCK SITES
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The Superintendent’s designee will consider requests from users who wish
to use a blocked site for bona fide research or other lawful purposes.

SYSTEM ACCESS

Access to the District's electronic communications system will be governed
as follows:

All users will be required to sign an acceptable use agreement
annually, or as determined by the Superintendent’s designee, for issuance
or renewal of an account.

Students will be granted access to the District's system by a teacher
or administrator, as appropriate, after signing the acceptable use
agreement. Students will not be assigned an individual account or
password for e-mail purposes. Students granted access to the District's
system must complete any applicable District network training.

District employees will be granted access to the District’s system as
appropriate and with the written approval of the immediate supervisor and
after completion of District network training and signing the acceptable use
agreement and/or other required agreements. Employees may not be
provided access to the District’s system from their personal computers
without the written approval of the technology director and the employee’s
supervisor. The District assumes no responsibility for membership,
charges or costs associated with home use by employees. Employees may
not use the District’s system for personal or commercial use, with the
exception of limited personal use of the District’s e-mail system.

Members of the Board of Trustees will be granted access to the
electronic communications system during their terms of office. Members
will also be loaned District computer equipment to enable them to
communicate through the electronic communications system during their
terms of office.

The District will require that all passwords be changed frequently. All
passwords must remain confidential and should not be shared.

Any system user identified as a security risk or as having violated
District and/or campus computer use guidelines may be denied access to
the District's system.

TECHNOLOGY DIRECTOR RESPONSIBILITIES
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The technology director and/or campus administrator will:

1.

2.

Be responsible for disseminating and enforcing applicable District
policies and acceptable use guidelines for the District's system.
Ensure that all users of the District's system complete and sign an
agreement to abide by District policies and administrative
regulations regarding such use. All such agreements will be
maintained on file in the principal's or supervisor's office.

Ensure that employees supervising students who use the District's
system provide training emphasizing the appropriate use of this
resource.

Ensure that all software loaded on computers in the District is
consistent with District standards and is properly licensed.

Be authorized to monitor or examine all system activities, including
electronic mail transmissions, as deemed appropriate to ensure
student safety online and proper use of the system.

Be authorized to unblock Internet sites for bona fide research or
another lawful purpose.

Be authorized to establish a retention schedule for messages on any
electronic bulletin board and to remove messages posted locally that
are deemed to be inappropriate.

Set limits for data storage within the District's system, as needed.

INDIVIDUAL USER RESPONSIBILITIES

The following standards will apply to all users of the District's electronic
information/communications systems:

ONLINE CONDUCT

1.

2.

The individual in whose name a system account is issued will be
responsible at all times for its proper use.

Students completing required course work on the system will have
priority use.

The system may not be used for illegal purposes, in support of
illegal activities, or for any other activity prohibited by District
policy or guidelines.

System users may not disable, or attempt to disable, a filtering
device on the District's electronic communications system.

. Communications may not be encrypted so as to avoid security

review by system administrators.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

System users may not use another person's system account
without written permission from the campus administrator or
District coordinator, as appropriate.

. Students may not distribute personal information about themselves

or others by means of the electronic communications system; this
includes, but is not limited to, personal addresses and telephone
numbers.

Students should never make appointments to meet people whom
they meet online and should report to a teacher or administrator if
they receive any request for such a meeting.

System users must purge electronic mail in accordance with
established retention guidelines.

System users may not redistribute copyrighted programs or data
except with the written permission of the copyright holder or
designee. Such permission must be specified in the document or
must be obtained directly from the copyright holder or designee in
accordance with applicable copyright laws, District policy, and
administrative regulations.

System users should avoid actions that are likely to increase the
risk of introducing viruses to the system, such as opening e-mail
messages from unknown senders and loading data from
unprotected computers.

System users may not upload or download programs to the system
unless authorized by the technology director or designee. Users
may not load programs not owned by the District on a District
computer.

System users may not send or post messages that are abusive,
obscene, pornographic, sexually oriented, threatening, harassing,
damaging to another's reputation, or illegal.

System users may not purposefully access materials that are
abusive, obscene, pornographic, sexually oriented, threatening,
harassing, damaging to another's reputation, or illegal.

System users should be mindful that use of school-related
electronic mail addresses might cause some recipients or other
readers of that mail to assume they represent the District or
school, whether or not that was the user's intention.

System users may not waste District resources related to the
electronic communications system.

System users may not gain unauthorized access to resources or
information.

System users identifying a security problem in the system must
notify the appropriate teacher, campus administrator, or
technology directory.
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VANDALISM PROHIBITED

Any malicious attempt to harm or destroy District equipment or data or the
data of another user of the District's system or of any of the agencies or
other networks that are connected to the Internet is prohibited. Deliberate
attempts to degrade or disrupt system performance are violations of
District policy and administrative regulations and may constitute criminal
activity under applicable state and federal laws. Such prohibited activity
includes, but is not limited to, the uploading or creating of computer
viruses.

Vandalism as defined above will result in the cancellation of system use
privileges and will require restitution for costs associated with system
restoration, as well as other appropriate consequences. [See DH, FN series,
FO series, and the Student Code of Conduct.]

FORGERY PROHIBITED

Forgery or attempted forgery of electronic mail messages is prohibited.
Attempts to read, delete, copy, or modify the electronic mail of other
system users, deliberate interference with the ability of other system users
to send/receive electronic mail, or the use of another person's user ID
and/or password is prohibited.

INFORMATION CONTENT / THIRD-PARTY SUPPLIED INFORMATION

System users and parents of students with access to the District's system
should be aware that, despite the District's use of technology protection
measures as required by law, use of the system may provide access to
other electronic communications systems in the global electronic network
that may contain inaccurate and/or objectionable material.

Any user who gains access to such material is expected to discontinue the
access as quickly as possible and to report the incident to a teacher, in the
case of a student, or a supervisor or the technology director, in the case of
an employee.

A student knowingly bringing prohibited materials into the school's
electronic environment will be subject to suspension of access and/or
revocation of privileges on the District's system and will be subject to
disciplinary action in accordance with the Student Code of Conduct.

An employee knowingly bringing prohibited materials into the school's

electronic environment will be subject to disciplinary action in accordance
with District policies. [See DH.]
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PARTICIPATION IN CHAT ROOMS AND NEWSGROUPS

Participation in educational chat rooms and newsgroups accessed on the
Internet is permissible for students, under appropriate supervision, if
approved by the technology director.

DISTRICT WEB SITE

The District will maintain a District Web site for the purpose of informing
employees, students, parents, and members of the community of District
programs, policies, and practices. Requests for publication of information
on the District Web site must be directed to the designated Webmaster.
The technology director and the District Webmaster will establish
guidelines for the development and format of Web pages controlled by the
District.

No personally identifiable information regarding a student will be published
on a Web site controlled by the District without written permission from the
student's parent.

No commercial advertising will be permitted on a Web site controlled by
the District.

CAMPUS OR CLASS WEB PAGES

Campuses or classes may publish and link pages to the District's Web site
to present information about the school or class activities, subject to
approval from the Webmaster. The campus principal will designate the
staff member responsible for managing the campus's Web page under the
supervision of the campus principal and the District's Webmaster. Teachers
will be responsible for compliance with District rules in maintaining their
class Web pages. Any links from a school or class Web page to sites
outside the District's computer system must receive approval from the
District Webmaster.

EXTRA-CURRICULAR ORGANIZATION WEB PAGES

With the approval of the District Webmaster, extra-curricular organizations
may establish Web pages linked to a campus or District Web site; however,
all material presented on the Web page must relate specifically to student
and/or organization activities. The sponsor of the organization will be
responsible for compliance with District rules for maintaining the Web
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page. Web pages of extracurricular organizations must include the
following notice: "This is a student extracurricular organization Web page.
Opinions expressed on this page shall not be attributed to the District." Any
links from the Web page of an extracurricular organization to sites outside
the District's computer system must receive approval from the District
Webmaster.

PERSONAL WEB PAGES

Students, District employees, Trustees, and members of the public will not
be permitted to publish personal Web pages using District resources.
NETWORK ETIQUETTE

System users are expected to observe the following network etiquette:

1. Be polite; messages typed in capital letters are the computer
equivalent of shouting and are considered rude.

2. Use appropriate language; swearing, vulgarity, ethnic or racial slurs,
and any other inflammatory language are prohibited.

3. Pretending to be someone else when sending/receiving messages is
considered inappropriate.

4. Transmitting obscene messages or pictures is prohibited.

5. Be considerate when sending attachments with e-mail by considering
whether a file may be too large to be accommodated by the
recipient's system or may be in a format unreadable by the recipient.

6. Using the network in such a way that would disrupt the use of the
network by other users is prohibited.

TERMINATION / REVOCATION OF SYSTEM USER ACCOUNT
Termination of an employee's or a student's access for violation of District
policies or regulations will be effective on the date the principal or District

administrator receives notice of student withdrawal or of revocation of
system privileges, or on a future date if so specified in the notice.
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DISCLAIMER

The District's system is provided on an "as is, as available" basis. The
District does not make any warranties, whether express or implied,
including, without limitation, those of merchantability and fitness for a
particular purpose with respect to any services provided by the system and
any information or software contained therein. The District does not
warrant that the functions or services performed by, or that the information
or software contained on the system will meet the system user's
requirements, or that the system will be uninterrupted or error free, or that
defects will be corrected.

Opinions, advice, services, and all other information expressed by system
users, information providers, service providers, or other third-party
individuals in the system are those of the providers and not the District.

The District will cooperate fully with local, state, or federal officials in any
investigation concerning or relating to misuse of the District's electronic
communications system.

COPYRIGHT COMPLIANCE

The use of District technology in violation of any law, including copyright
law, is prohibited. Copyrighted or licensed software or data may not be
placed on any system connected to the District's system without
permission from the holder of the copyright or license. Only the copyright
or license owner, or an individual the owner specifically authorizes, may
upload copyrighted or licensed material to the system.

No person will be allowed to use the District's technology to post, publicize,
or duplicate information in violation of copyright law. The technology
director will use all reasonable measures to prevent the use of District
technology in violation of the law

COMPLAINTS REGARDING COPYRIGHT COMPLIANCE
If a copyright or license owner reasonably believes that the District's

technology has been used to infringe upon a copyright or license, the owner
is encouraged to notify the Superintendent’s office.
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TRANSFER OF EQUIPMENT TO STUDENTS

The following rules will apply to all campuses and departments regarding
transfer of computer equipment to students under provisions of law cited
at CQ (LEGAL):

1. Proposed projects to distribute computer equipment to students
must be submitted to the appropriate executive director or assistant
superintendent for approval.

2. A student is eligible to receive computer equipment under these
rules only if the student does not otherwise have home access to
computer equipment, as determined by the principal and counselor.

3. In transferring computer equipment to students, the principal will
give preference to educationally disadvantaged students.

4. Before transferring computer equipment to a student, the campus
principal must have clearly outlined:

a.
b.

A process to determine eligibility of students;

An application process that identifies the responsibility of the
student regarding home placement, use, and ownership of the
equipment;

A process to establish that all software on the computer at the
time of transfer is legally licensed.

A process to distribute and initially train students in the setup
and care of the equipment;

A process to provide ongoing technical assistance for students
using the equipment;

A process to determine ongoing student use of the equipment;
A process to determine any impact on student achievement
the use of this equipment may provide; and

. A process for retrieval of the equipment from a student, as

necessary.

APPROVED - OCTOBER 2006

CQ Regulation

Page 9 of 9





INSURANCE AND ANNUITIES MANAGEMENT:
DEFERRED COMPENSATION AND ANNUITIES
CRG (REGULATION)

MARKETING TAX-SHELTERED ANNUITIES

Any company wishing to market tax-sheltered annuities to District
employees must observe the following guidelines:

1. The company must be a "certified company" on the current list
maintained by TRS.

2. The District will not allow direct marketing activities in the form of
general faculty presentations or phone calls during the school or
work day. However, if requested by an employee, the company
representative may meet the employee on school property outside
the employee's workday. All such representatives must check in
through the building office.

APPROVED - OCTOBER 2006
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FACILITY AND SCHOOLS NAMES AND SYMBOLS
CS (REGULATION)

SCHOOL NAMES & SYMBOLS

School Board approval shall be required in all matters pertaining to individual
schools as follows:

1. Naming of all school building, campuses, facilities, and installations.
2. Designation of school colors.

3. Officially adopted nickname, mascot, insignia, or emblem.

4. All school banners, flags, pennants.

NAMING DISTRICT FACILITIES

The naming of new MISD facilities or units within facilities shall be the
responsibility of the current Board of Trustees. The following procedures will be
used to secure input:

1. The superintendent appoints a committee which includes a central office
administrator as chairperson, a principal, two teachers, and at least one
other citizen in each school board district.

2. Citizens, school personnel, Board members, and student groups may
submit names to the superintendent for committee and subsequent Board
consideration. When substantial documented interest is demonstrated in
naming a facility by the local community, the superintendent shall bring
this to the attention of the Board and the committee.

3. Names to be considered should fall within the following criteria:
Presidents, statespersons, and persons of national fame
Governors, statespersons, and persons of Texas fame
National, state and local educators

Community and civic leaders

National, state and local symbols or events

®00 0w

4. This committee shall screen the name(s) submitted and make a
recommendation to the superintendent for approval.

5. The superintendent shall present the recommendation to the Board for
final consideration.

APPROVED - OCTOBER 2006
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PROFESSIONAL DEVELOPMENT: REQUIRED STAFF DEVELOPMENT
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EMPLOYMENT OBJECTIVES:
EQUAL EMPLOYMENT OPPORTUNITY
DAA (REGULATION)

The following steps will be taken to ensure equal opportunity employment:

1. Interviewers and recruiters will be instructed how to conduct
interviews without regard to race, creed, color, sex, religion, marital
status, national origin, disability, or age.

2. The District's application forms will be reviewed periodically to
ensure that all forms are free of requests for information that may
constitute unlawful discrimination.

3. Reasonable modifications or adjustments to the job application
process will be made to enable a qualified applicant with a disability
to be considered for employment.

APPROVED - OCTOBER 2006
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EMPLOYMENT REQUIREMENTS AND RESTRICTIONS:
CREDENTIALS AND RECORDS
DBA (REGULATION)

GUIDELINES FOR ACCESS

The District will maintain a personnel file for each employee, and the
following guidelines will apply.

An employee or his and her designated representative may inspect the
employee's file in accordance with the provisions of DBA(LEGAL).

Requests for access to, or information from, personnel files will be directed
to the Superintendent or designee. Confidentiality considerations
pertaining to sensitive information must be observed by the Board and by
all supervisors with authorized access to such records. Personnel records
may be accessed by:

1. Administrative personnel designated by the Superintendent.
2. Personnel officers.
3. The principal or immediate supervisor.

4. The Board.

EMPLOYEE REQUESTS FOR COPIES

The custodian of records will make a copy of requested documents in an
employee's personnel file available within a reasonable time after an
employee or designee submits a request, in accordance with District
guidelines.

A copy of a personnel file or record will not be mailed unless the employee
has made such a request in writing. The request for a copy to be mailed
must be approved by the Superintendent, who has the authority to waive
the requirement for an in-person request in the event of a hardship or
urgent necessity on the part of the employee.

DBA Regulation Page 1 of 4





PUBLIC ACCESS

Within 14 days after employment with the District begins or ends, each
employee and former employee should complete a form indicating his or
her choices regarding public release of personal information that may be
requested under the Public Information Act.

RECORDS UPDATE

Each employee will be responsible for keeping personal information
accurate and up-to-date and must notify the Human Resource Services of
any change of address or credentials.

CREDITABLE YEARS OF SERVICE

Within one month after beginning employment with the District, each new
employee will be responsible for submitting official documentation of any
creditable years of service for purposes of the District determining the
appropriate level of compensation.

SUBSEQUENT ACADEMIC WORK

If an employee earns additional college credit hours after a transcript is on
file, an official record of the new work must be submitted. A grade report is
not acceptable.

PERSONNEL RECORDS

Personnel records will be organized as individual employee files,
aggregated employee files, and payroll files, as detailed below.

INDIVIDUAL EMPLOYEE FILES

The following information may be included in individual personnel files:
1. Applications
2 Credentials
3. Service records
4

Transcripts
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5. Contracts

6. Records of assighment

/. Performance appraisal records

8. Personnel action memoranda and forms

9. Documentation of continuing education or staff development
10. Leaves and absences reports
11. Personal identification and emergency contact information
12.  Separation forms
13.  Letters of reasonable assurance
14.  UIL professional acknowledgement forms
15.  Copies of identification documents

Medical information, alcohol and drug test information, and criminal
history record information will be maintained in separate, confidential files.
AGGREGATED EMPLOYEE FILES
The following personnel records may be maintained in centralized files:

1. Criminal history record information

2. Form |-9

3. Post-offer employment physicals for bus drivers

4. Alcohol and drug screening test results for bus drivers

5. Waivers to obtain alcohol and drug screening tests from previous
employers for bus drivers

6. Benefit enrollment forms

7. References
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PAYROLL FILES

The following information may be maintained in payroll files:
1. Withholding forms
2. Copies of Social Security cards
3. Time sheets for nonexempt employees

4. Leave administration information

BUS DRIVER CREDENTIALS

Current alcohol and drug screening test results, as well as such test results
from previous employers, will be required. Driving records are also
required.

The District will use the "School Bus Driver's Penalty Point System,"
published by the Texas Department of Public Safety to determine eligibility
for employment as a bus driver. Any person who has accumulated 10 or
more penalty points will not be considered for employment in a job or
position requiring that the person drive a motor vehicle used to transport
students or District property.

An employee who accumulates 10 penalty points will be ineligible to drive
school vehicles and will be dismissed.

Note: Contact the Department of Public Safety for the appropriate
form to use to check a person's driving record or driver's license
validity.

APPROVED - OCTOBER 2006
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EMPLOYMENT PRACTICES
DC (REGULATION)

VACANCY NOTICES
Notice of a vacancy may contain:

1. A description of the job functions.

2. Criteria or credentials essential for qualification.

3. A list of dates for filing the application.

4. The name of the person to contact for information and interview.

Job vacancies must be posted for a minimum of 10 days. Posting will be in
the principal's office, in the faculty area, on the central office bulletin board
and on the District’s website. Posting and further recruitment will not be
required in cases where the Superintendent or designee recommends filling
a position by promoting a District employee.

RECRUITMENT

Vacancies will be open to all applicants, including employees in the
District. District employees who apply and are eligible for a position will be
considered with other applicants.

Applications will be directed to the Office of Human Resource Services as
described in the vacancy posting. Reasonable accommodations will be
made for qualified persons with disabilities to ensure equal opportunity in
the application process. Applications must not be made directly to the
Board.

PROCESS FOR EMPLOYMENT OF CONTRACTUAL PERSONNEL

The employment process for professional, contractual personnel will be as
follows:

1. Professionals seeking employment will file completed applications as
specified by the District and submit complete college and
certification credentials.

2. After the screening process, principals will invite selected applicants
for an interview.
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3. Prior to the Superintendent making a recommendation to the Board
for employment, a thorough investigation will be made of the
applicant's education, experience, and other qualifications related to
the position. Such investigation will include obtaining information
from school and college officials, former employers, and/or
placement offices, and making inquiries concerning competence,
general character, and citizenship.

PROCESS FOR EMPLOYMENT OF NONCONTRACTUAL PERSONNEL

When a job vacancy occurs for a noncontractual staff position, current
applications on file will be considered and screened for the best-qualified
applicants.

Applications will be maintained in the office of the Human Resource
Services. Interviews of applicants will be conducted by the appropriate
campus or department hiring official.

Consideration will be given to each applicant based on the ability to
perform job duties, attendance record, dependability, past evaluations,
experience, and other criteria that may be required. The hiring official will
recommend the chosen applicant to the Superintendent or designee for
approval or for reccommendation to the Board, in accordance with DC
(LOCAL).

CRIMINAL HISTORY RECORDS

To obtain the criminal history records of applicants, the following
procedures will apply:

1. Applicants will be notified by means of an addendum to the
application that the District is authorized to obtain a criminal history
record on applicants it intends to employ.

2. Once the application and addendum are completed, the criminal
history record information addendum will be detached and kept in a
place separate from the application.

An employee will be assigned to maintain the criminal history record
information addenda, to conduct the criminal history record checks, and to
interpret the information received. This employee is required to distinguish
between arrests and convictions and to report to the interviewer only a
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conviction history relevant to the job for which the applicant has applied.
The interviewer will be given access only to those convictions relevant to
the job for which the applicant has applied and will not have access to the
criminal history record information addendum.

ADDITIONAL REQUIREMENTS FOR BUS DRIVERS
Each person who applies to be a bus driver will additionally be required to:

1. Sign a notice giving the District permission to obtain alcohol and
drug testing results from previous employers for two years prior to
the date of application.

2. Undergo preemployment drug testing, in accordance with federal
regulations and District policy.

NOTE: Contact Human Resource Services for appropriate forms (i.e.:
Personnel Recommendation form, Separation packet, substitute
application, auxiliary application, etc.). The online teacher application may
be accessed at www.midlandisd.net/appentry.

APPROVED - OCTOBER 2006
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COMPENSATION AND BENEFITS:
SALARIES, WAGES, AND STIPENDS
DEA (REGULATION)

RECORDS

The District will maintain in the central payroll office weekly time records
on all nonexempt employees. Records will indicate all hours worked,
including compensatory time earned and used. Weekly time records must
be verified by the supervisor and the employee and submitted to the
payroll office on designated dates. All payroll records, including time
records, will be maintained for a period of three years and will be made
available for inspection by government authorities upon request.

OVERTIME

Nonexempt employees will receive compensation, either monetarily or in
time, for all hours actually worked in excess of 40 hours per week. Prior to
working overtime, employees will be informed whether the overtime is to be
compensated monetarily or in time. Hours of sick leave, personal leave, or
vacation time will not be considered time worked. Hours in excess of eight
per day will not be considered overtime unless the total exceeds 40 hours
actually worked within the particular week.

All overtime worked must be approved by the employee’s supervisor in
advance. Supervisors are responsible for preventing unauthorized overtime.
Employees who work unauthorized overtime may be subject to disciplinary
action.

Overtime will be calculated by multiplying hours worked in excess of 40 by
one and one-half times the regular hourly rate of pay. If a nonexempt
employee has more than one nonexempt job in the District, hours will be
combined for calculating overtime; if the level of compensation differs, a
blended rate calculation will be utilized to determine the combined hourly
rate of the two positions.

COMPENSATORY TIME
Overtime may be reconciled as compensatory time off at the same time-

and-a-half rate, and may be accrued as compensatory time to a maximum
number of hours established in policy DEA (LOCAL).
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SUPPLEMENTAL DUTY PAY

Nonexempt employees who are assigned supplemental duties will be paid
on an hourly basis, including overtime compensation when hours exceed
40 in a workweek. The hours worked in supplemental duties will be
combined with the hours worked in the regular job assignment for
determining the total hours worked each week.

JOB RECLASSIFICATION

All positions shall be assigned to job grades based on the skill, effort, and
responsibility required for the job assighnment. The Superintendent or
designee shall determine job classifications or reclassifications for
positions based on an assessment of job requirements and comparability
to other positions in the District. A change in placement of a job is not a
promotion or demotion. A classification change signifies a modification in
job duties or qualifications.

A job reclassification that is not initiated by the Superintendent or designee
shall be conducted as follows:

1. An employee may request a job grade review by notifying his/her
supervisor. After consideration of the employee’s request, the immediate
supervisor may initiate the process by requesting a job review packet,
including job questionnaire and job description, from Human Resource
Services.

2. The immediate supervisor will verify the information provided by the
employee on the questionnaire.

3. Arequest for a job grade review must be submitted to the immediate
supervisor no later than November 30. The supervisor will forward the
request, with documentation which supports the recommendation, to the
appropriate member of the Executive Staff.

4. The Executive Staff member will review the request and determine if
additional documentation is necessary. The Executive Staff member will
approve or reject the request.

5. If the Executive Staff member approves the request, he/she will submit

the request to the salary committee, appointed by the Superintendent, no
later than December 31.
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6. The salary committee will review the request, with accompanying
documentation, and rate the job using the TASB Job Analysis Rating Form.
The appropriate supervisor may be invited to the meeting or asked to
provide additional information regarding the duties and responsibilities of
the job. The process will be completed no later than March 1.

7. The committee will approve or deny the request based on the Job
Analysis Rating Form and will notify the supervisor. Approved job grade

changes will be incorporated into the budget and will take effect with the
first payday of the following fiscal year.

APPROVED - OCTOBER 2006
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COMPENSATION AND BENEFITS:
LEAVES AND ABSENCES
DEC (REGULATION)

The following guidelines will apply when employees are absent from duty:

1. A request for discretionary leave must be submitted to the principal or

immediate supervisor at least 2 days before the anticipated absence.

2. The principal or immediate supervisor may not seek or consider the
reasons for which an employee requests discretionary leave. However,
the principal or immediate supervisor should consider the following

factors:

e The necessity and/or availability of substitutes.

e The number of other employees already scheduled to be absent

at the same time.

e The effect of the employee’s absence on the overall educational
program or District operations, including whether the leave is
requested for a key date. Key dates may include the workday
preceding the first instructional day of the semester, the first and
last instructional day of a semester, the last workday of a
semester, the day before a holiday, days scheduled for major
exams or statewide assessments, professional/staff development

days; or teacher workdays.

3. For nondiscretionary absences, an employee must notify automated
system and/or the principal or immediate supervisor by 6:00 a.m. on

the day of absence so arrangements can be made for a substitute.
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4. An absence from duty report must be submitted to the principal or
immediate supervisor immediately upon returning to duty.

5. Available leave benefits will be reported to each employee on each
payroll check.

6. A new employee will not be eligible for sick or personal leave until
he/she has completed at least one whole workday in the District.

7. A record of leaves and absences will be kept in the payroll office.

8. The District will designate an employee's absence as family and medical
leave as soon as possible after determining that the absence qualifies
as family and medical leave. [See DEC(LOCAL)] .

9. State/Local Leave — Each employee shall earn state personal leave at
the rate of one-half workday for each 18 workdays of employment, up

to the statutory maximum of five workdays annually.

APPROVED - JANUARY 2013
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COMPENSATION AND BENEFITS:
VACATIONS AND HOLIDAYS
DED (REGULATION)

VACATION REGULATIONS

Paid vacation time is accumulated by all employees in positions normally
requiring 12 months of duty per year according to District policy and/or
contract provisions.

The following regulations govern the use of accumulated vacation:

1.

Generally vacation days are earned August 1 to July 31 and will be
prorated for employees hired later than August 1.

All earned vacation days should be taken in the year earned. Unused
vacation days may be carried over for a maximum of one year with
approval by the supervisor.

Vacation days may not be taken during the first six months of
employment with the District.

All vacation schedules must receive prior approval and be placed on
the calendar to ensure adequate available staff at all times to
operate the District.

A formal request must be submitted to the employee's supervisor.

In no case will vacation time be approved in excess of the number of
days accumulated to date.

Vacation days may not be worked for additional pay unless expressly
authorized by the Superintendent.

Unused vacation days will not be paid upon termination.

APPROVED - OCTOBER 2006
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COMPENSATION AND BENEFITS:
EXPENSE REIMBURSEMENT
DEE (REGULATION)

TRAVEL AUTHORIZATION AND PLANNING

Each District employee who is authorized to travel assumes, with the
acceptance of that authorization, a responsibility to limit travel expense
claims to those actually incurred on travel that is clearly for the purpose of
discharging essential official business of the District. Travel planning
should take into consideration the most economical means of
accomplishing the authorized task.

Administrators who are responsible for making travel assignments and for
approving travel plans have the additional responsibility of limiting travel
plans to those trips that are clearly in accordance with Board policy, the
District improvement plan, or official Board action.

TRAVEL EXPENSE REIMBURSEMENT

Travel expense procedures may be accessed on the MISD Business Office
web-site.

APPROVED - OCTOBER 2006
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REASSIGNMENTS
DFBC (REGULATION)

The Human Resources Services department shall be responsible for
determining the individuals who will be reassigned. All teachers who will be
declared “surplus” at their current campus will have priority before transfer
requests are honored. In this instance, teachers and paraprofessionals are
expected to indicate the campuses for which they have an interest by
submitting the information in writing to HRS, and they are encouraged to

contact principals for interviews.

CRITERIA

The criteria that are to be utilized at the campus are listed in order in which
decisions are to be made for identifying individuals to be transferred as a

result of decreased enroliment:
1. Volunteers in grade level/subject area impacted
2. Seniority at campus with certification

3. District seniority for the grade level/subject area impacted

Programmatic needs may supersede the above-listed criteria with approval

from the Superintendent or designee.

PROCEDURE

The following procedure will be used when transferring regular education

teachers from overstaffed buildings.

1. The principal will officially announce and post a request for

volunteers.
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2. The order of involuntary transfers from an affected building will be
determined by ranking teachers from the most MISD seniority to
the least MISD seniority. The order of transfer will be from the least
MISD seniority to the most MISD seniority.

3. A less senior teacher may be exempted from this procedure if:

a. There is not another more senior teacher currently assigned
to the building whose certification would allow him/her to
assume the less senior teacher’s assignment.

b. The transfer of a less senior teacher would result in the
absence of appropriate minority teacher representation at the
sending school.

c. The teacher’s assignment has a combination of teacher and
extra duty assignment is considered a single position.

d. Programmatic requirements are determined by the
Superintendent or designee.

4. When two or more teachers have the same district seniority, the
length of continuous service in the affected building shall be used
to determine the teacher to be transferred.

5. Any teacher on a district or campus mandatory improvement plan
or intervention plan cannot be declared surplus without approval

from the Superintendent or designee.

The Human Resources Services office will work with teachers and
paraprofessionals that are “surplus” to facilitate campus interviews and
placements. Employees who are declared “surplus” for a previous school year,

will not be declared “surplus” for the current school year.

DFBC Regulation Page 2 of 3





SENIORITY

For the purpose of this procedure, seniority shall be defined as the length of
continuous service as a full-time teacher in MISD. Leave(s) of absence shall

be considered as continuous service.

If you have any questions related to this procedure, contact the office of the
Human Resource Services for clarification.

When you identify the individual to be transferred, give that name to the
Executive Director of Human Resource Services and the Executive Director of

Elementary or Secondary Education immediately so that the receiving school

can be notified.

APPROVED - OCTOBER 2010
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EMPLOYEE RIGHTS AND PRIVILEGES:
PERSONNEL-MANAGEMENT RELATIONS
DGB (REGULATION)

RELATIONS WITH EMPLOYEE ORGANIZATIONS

Treatment of employee organizations will be consistent and without favoritism
shown toward any organization, in accordance with the following procedures:

1.

2.

Employee membership in any organization will be a matter of free choice.

The central and campus school administration position regarding such
organizations will be neutral and will neither encourage nor discourage
membership in any employee organization.

Faculty meetings called and conducted by the principal will be for school-
related matters. An employee organization matter will not be part of the
agenda.

Organization meetings of campus members may be held in school facilities
before or after school hours, in accordance with DGB(LOCAL) and
GKD(LOCAL).

Group meetings or individual conferences conducted by elected officers,
professional staff, or appointed officials of any employee organization for
purposes of membership recruitment will not be permitted on school
premises during work hours. School facilities may be used for such
purposes before or after work hours, in accordance with DGB(LOCAL) and
GKD(LOCAL). This provision applies to staff development days as well as to
regular school days. Employees may participate in educational programs of
employee organizations during work hours only with the prior approval of
the Superintendent or designee. [See DMD]

The principal of each school will designate one bulletin board in the school
for use by employee organizations. All materials must be submitted to the
principal's office for dating and posting and will remain posted for a
reasonable time.

Announcements of employee organization meetings may be made over the
public address system, but such announcements will be limited to the
organization's name and purpose, and the meeting date, time, and
location.

APPROVED - OCTOBER 2006
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ASSIGNMENT AND SCHEDULES
DK (REGULATION)

HOURS OF DUTY

District employees will work according to the schedules established by the
Superintendent or designee.

EMPLOYEE REQUEST FOR REASSIGNMENT/PROMOTION

PARAPROFESSIONAL

To request reassignment or promotion, a paraprofessional employee
must express interest in writing to the appropriate administrator.
Reassignments are not automatic and must be approved by the
supervisors in each affected area before they can occur.
Interdepartmental transfers will be handled by the department with
approval of the Executive Director of Human Resources Services and
the department/campus administrators, if applicable.

Paraprofessional employees must remain in a position for a
minimum of six months before an employee-initiated request for
reassignment or promotion will be considered.

PROFESSIONAL

Reassignment/transfer requests from professional personnel will be
governed by procedures established and distributed by Human
Resource Services no later than March 15 of each year.

DISTRICT-INITIATED REASSIGNMENT

At any time during the school year, an immediate supervisor may
request the reassignment of an employee. The following guidelines will

apply:

1. The sending and receiving supervisors will hold a conference with the
employee prior to any District-initiated reassignment.

2. When a reassignment is made during the school year, the employee
will be allowed time between assignments, not to exceed one day, for
the purpose of moving and preparing for the new assignment.

The Superintendent may reassign any employee at any time when it is in
the best interest of the District.

APPROVED - OCTOBER 2006
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WORK LOAD
DL (REGULATION)

DUTY ASSIGNMENTS

Principals may assign duties to employees in addition to those specified in
job descriptions. Such duties may include the following:

1.

2.

6.

7.

Lunch period duty in accordance with law.

Hall duty.

Classroom housekeeping duties such as turning out lights, closing
windows, locking doors, maintaining neat and attractive classrooms,
and the like.

Duty at extracurricular activities.

Bus loading duty.

Parking lot duty.

Any extra duty assigned by the principal.

Each principal will prepare a schedule of these duty assignments. A copy of
the schedule will be available, and orientation will be provided for such
duty assignments.

SPONSORS

Teachers may be called upon to sponsor various organizations and class
groups. The sponsorship of classes may be rotated among teachers
annually so that the same teachers do not have the more demanding
sponsorships in consecutive years. Sponsors will:

1.

2.

3.

Supervise projects and activities selected by organizations and class
groups.

Counsel and advise students in elections, and in the selection of
projects and activities.

Establish proper and adequate procedures for the collection and
accounting of funds derived from fund-raising projects.
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4. Keep the principal informed of projects and activity dates and have
these posted on the school activity calendar.

5. Ensure that all projects and activities of classes and organizations
are approved by the administration.

6. Schedule projects and organizational work so that class time is not
used for that purpose.

Teachers are urged to attend and participate in as many extracurricular
activities as time and convenience permit.

ITEMS REQUIRED TO BE FILED

At the end of each school term or at the time of a teacher's termination or
resignation, the following items must be filed with the principal:

1.

2
3
4,
5
6

oo

10.

Grade book.

Lesson plan book.

Final exam copies.

Teacher editions of textbooks.

Textbook records.

Completed grade sheets.

Report cards.

Keys to buildings, file cabinets, desk, and the like.

Teacher's daily register, if applicable.

Any other required District property, forms or reports.

APPROVED - OCTOBER 2006
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WORK LOAD:
STAFF MEETINGS
DLA (REGULATION)

FACULTY MEETINGS
Faculty meetings are scheduled by the principal. Faculty members are

required to be present at such meetings unless prior arrangements have
been made with the principal.

APPROVED - OCTOBER 2006
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PROFESSIONAL DEVELOPMENT:
PROFESSIONAL DEVELOPMENT
DMA (REGULATION)

PROFESSIONAL DEVELOPMENT MENTORING PLAN

1. To promote professional well-being for beginning teacher colleagues
through an intentional, interactive, and dynamic mentoring process
by providing positive and professional nurturing to teachers during
their first year in the profession.

2. To increase retention and effectiveness of MISD teachers by
providing professional support and resources to mentors, and new
first-year teachers.

3. To provide the above listed personnel with information and resources
in order to grow in the skills necessary to promote student success.

NEW TEACHER ORIENTATION

New teachers must report for orientation and professional development
activities at the beginning of the school year, in accordance with the
schedule established by the District.

Orientation may include the following information:

1. Board policies, including but not limited to:

a.
b.
C.

d.
e.

f.

g.

Employee standards of conduct [DH(LEGAL)(LOCAL)(EXHIBIT)]
Employee welfare [DI(LEGAL)(LOCAL)(EXHIBIT)]

Student discipline [FN series, FO series, Chapter 37 of the
Education Code, and the Student Code of Conduct]

Teacher appraisals [DNA(LEGAL)(LOCAL)]

Employment policies [DC and DF series]

Employee benefits [DEC(LEGAL)(LOCAL), DEB(LOCAL),
CRD(LOCAL), and CFEA (LEGAL)(LOCAL)]

Employee complaints [DGBA(LEGAL)(LOCAL)]

2. Teacher's daily schedule

3. Campus facilities

4. Campus equipment

5. Student records
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PROFESSIONAL DEVELOPMENT

Attendance at designated professional development sessions may be
mandatory for school personnel. An absence not excused in accordance
with DEC (LOCAL) may result in deductions from the employee's salary.

APPROVED - OCTOBER 2006
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PERFORMANCE APPRAISAL
DN (REGULATION)

EVALUATION OF NONCONTRACTUAL PERSONNEL

Evaluation of noncontractual personnel is a continuous process based on
approved performance criteria and instruments used for objectively
gathering, analyzing, and interpreting evidence regarding the strengths and
limitations demonstrated by employees in their assigned positions.

PROCESS

The District's evaluation program for noncontractual employees will
be administered in accordance with the following provisions:

1. Each employee will be given a copy of the job description for his
or her position.

2. The evaluation will be based on observed job-related
performance.

3. The employee will be evaluated by the immediate supervisor.

Noncontractual employees will be evaluated at least once annually;
however, evaluations may be made as frequently as the supervisor
deems necessary. Documentation of each evaluation must be in
writing, indicating specific characteristics of the employee's
performance.

When a noncontractual employee is evaluated, the supervisor must
conduct a conference with the employee. Written records of the
evaluation will be available for discussion during the conference.

RECORDS

All evaluation documents must be signed by both the employee and
the supervisor. The signature of the employee does not signify that
the employee agrees with the supervisor but acknowledges that the
conference has been held and discussed. The employee may attach a
written statement to the forms if desired.
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A copy of each written evaluation must be given to the employee, a
copy will be kept by the immediate supervisor, and a copy will be

maintained in the employee's records in the human resources
department.

APPROVED - OCTOBER 2006
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PERSONNEL POSITIONS:
SUBSTITUTE, TEMPORARY, AND PART-TIME POSITIONS
DPB (REGULATION)

SUBSTITUTE TEACHERS

RATE OF PAY
1. Substitutes will be paid at the approved rate of pay for the current
year.
2. Those substitutes who work on a long term assignment of ten

(10) days will be paid at the approved rate of pay for the current
school year for a long term assignment.

3. Substitutes will be paid according to the time schedule published

by the Business Office.

Checks will be mailed to the home address of the substitute.

Substitutes are encouraged to maintain a personal daily record of

the days worked.

6. Substitutes who are certified teachers may be eligible for sub pay
that is equivalent to the daily rate of pay of a certified teacher
with no experience. This may occur only when the substitute has
worked in a long term assignment continuously at least 30 days;
however, the certified daily rate of pay is retroactive once the
assighment exceeds 30 days.

7. Any questions concerning pay should be directed to the Business
Office.

ok

The actual rates of pay for substitute teachers can be found on the
district’s website at EMPLOYMENT.

Substitute teachers may be employed for all or part of a day; substitutes
employed for less than a full day will be paid according to the approved pay
scale.

ASSIGNMENT OF SUBSTITUTE TEACHERS

The following procedures will be followed for contacting and assigning
substitute teachers:

1. Substitute teachers will be contacted by the automated sub system.

2. A teacher who is ill, who has a family member who is ill, or who
anticipates an absence for other approved reasons is expected to call
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the automated system no later than 6:00 a.m. on the morning of the
absence.

3. A teacher anticipating a absence for discretionary reasons must
request approval in advance in accordance with local policy (see
DEC).

SUBSTITUTE TEACHER DUTIES
In the performance of his or her duties, a substitute teacher is expected to:

1. Have the same responsibilities and workday schedules as the regular
teacher for which he or she is substituting;

2. Attend staff meetings unless excused by the principal;

3. Follow the lesson plan prepared by the regular teacher or comply
with other instructions from the principal. The principal will review
the lesson plans of an absent teacher when advance planning is
possible. When specific planning is not possible, the absent teacher
will have made generic provisions for substitutes in the daily plan
book;

4. On completing an assignment, prepare a statement of the work

accomplished in each subject or class;

Maintain the housekeeping arrangements of the regular teacher;

Administer no corporal punishment to a child, but contact the

principal in the case of a serious behavior problem or a violation of

the Student Code of Conduct; and

7. Complete routine reports required by the office, including:

a. Attendance reports; and
b. Disciplinary referrals.

o o

SUBSTITUTES FOR POSITIONS OTHER THAN TEACHER

The supervisor of the child nutrition department will arrange for a qualified
substitute from the approved list.

The supervisor of the transportation department will arrange for a
substitute bus driver from the list of qualified drivers.

Except in urgent circumstances or in case of long-term absences,
maintenance positions will not be filled by substitutes.
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The supervisor of the custodial services department will arrange for a
substitute custodian from the approved list.

The campus principal or department supervisor, in consultation with the
Substitute Services Clerk, will arrange for a substitute secretary from the
approved list when the position is vital to the operation of the campus or
department.

SUBSTITUTE EVALUATION

A substitute teacher’s performance may be documented by completing the
evaluation form found in the Substitute Teacher Handbook. The evaluation
must be signed by the campus principal before submitting to Human
Resource Services.

Approved — October 2006
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MIDLAND INDEPENDENT SCHOOL DISTRICT
ADMINISTRATIVE REGULATIONS

E - INSTRUCTION

EB SCHOOL YEAR

EC SCHOOL DAY

EEJA INDIVIDUALIZED LEARNING

EFAA INSTRUCTIONAL RESOURCES: TEXTBOOK SELECTION AND ADOPTION

EFB INSTRUCTIONAL RESOURCES: LIBRARY MEDIA PROGRAMS

EFD INSTRUCTIONAL RESOURCES: FIELD TRIPS

EHAA BASIC INSTRUCTIONAL PROGRAM: REQUIRED INSTRUCTION (ALL
LEVELS)

EHAD OFF-CAMPUS PHYSICAL EDUCATION GUIDELINES

EHBB GIFTED/TALENTED: ENHANCED ACADEMIC SERVICES COURSE
OFFERINGS

EHBC CURRICULUM DESIGN: DYSLEXIA

EHBD EXTENDED INSTRUCTIONAL PROGRAMS: SUMMER SCHOOL

EHBF MAGNET SCHOOL PROGRAM





EHD CREDIT BY EXAMINATION

EIAA ACADEMIC ACHIEVEMENT: GRADING SYSTEM - K-12

EIB ACADEMIC ACHIEVEMENT: HOMEWORK

EIC ACADEMIC ACHIEVEMENT: CLASS RANKING

EIE ACADEMIC ACHIEVEMENT: PROMOTION, RETENTION & PLACEMENT
EIF ACADEMIC ACHIEVEMENT: EARLY HIGH SCHOOL GRADUATION

EJ ACADEMIC GUIDANCE PROGRAM

EKB TESTING PROGRAMS: STATE ASSESSMENT PROGRAM





SCHOOL YEAR
EB (REGULATION)

SCHOOL CALENDAR

The calendar for the next school year will be recommended to the Board by the month
of March of each year.

The calendar will be developed by the Executive Director of Administrative Services and
approved by DEIC taking into account:

1. Staff development
2. UIL activities
3. Local civic and business calendars

4. Dates of established holidays

5. State assessment schedule

Approved — October 2006
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SCHOOL DAY
EC (REGULATION)

STUDENT DAY

Opening and closing times of regular school days will be:

1.

Prekindergarten:

8:00 A.M. to 3:20 P.M.

Pre-Kindergarten for students with special needs:
8:00 a.m. -11:00 a.m.

Kindergarten:

8:00 a.m. to 3:20 p.m.

. Elementary grades (grades 1-6) (except Magnet schools):

8:00 a.m. to 3:20 p.m.

Elementary Magnet Schools

8:00 a.m. to 3:45 p.m.

Middle school or junior high school and freshman schools (grades 7-9):
8:30 a.m. to 3:55 p.m.

High school grades (grades 10-12):

8:40 a.m. to 3:55 p.m.

Early College High School (grades 9-12):

8:45 a.m. to 4:05 p.m.

INTERRUPTIONS
EC Regulation Page 1 of 4





Nonacademic activities that interrupt and distract from the academic process will be
avoided whenever possible. The principal of each school will be charged with
enforcing this regulation.

The following restrictions will apply:

1.

Announcements, other than emergency announcements, will be made over the
public address system only once a day.

Emergency messages will be delivered at the beginning or end of a class
period, if possible. Nonemergency telephone and other messages for students
will not be delivered.

Visits to a classroom will be restricted and will occur only with the approval of
the principal and the teacher.

Flowers and gifts will not be delivered to students during the school day.
Selling or solicitation will not be permitted during any class period. Fund

raising by school organizations will be conducted before or after school, at
lunch, or between classes.
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ASSEMBLIES AND PROGRAMS

A. Shall be based on the essential knowledge and skills and be an
outgrowth of classroom instruction.

B. Shall not be a big production or extravaganza.

C. Combined grade level practice should be limited to five 45-
minute class periods per program.

D. Children will not miss the same subject more than two times a
year for the purpose of rehearsals.

E. A child may only be in one program per year.

AWARDS AND GOOD CITIZENSHIP ASSEMBLIES

A. Shall not exceed 30 minutes each six weeks.
B. The time should be rotated for each assembly so a child will
not continuously miss the same subject during the year.

SCHOOL PARTIES

Parties will be limited to two per year — Christmas and Valentines.

The parties will be held the last 30 minutes of the school day.
No money will be collected from the children to fund the parties.
There will be no birthday parties at school.

There will be no Easter egg hunts.

There will be no end-of-year picnics.

There will be no preschool children visiting in the classroom
during school hours.

mmoow>

PARENT TEACHER CONFERENCES

Conferences are one of the most effective methods of reporting a child’s
school progress because they provide a two-way exchange of information.
Skillfully handled, a conference can provide both parent and teacher with
valuable information about the student.

Though each conference is individual in nature and designed to explain the
progress and development of a single learner, suggested general guidelines
which follow, may be helpful to the teacher:
1. To interpret to the parent the student’s experiences at school and
how he/she is responding to them.
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2. To acquaint the parent with the school, its facilities, its personnel,
and its work, and thus to further the community relations
programs.

3. To learn about the student’s home environment and relationships

important to his/her development — his/her feelings, his/her

interests, his/her friends, his/her health, his/her parents’ hopes
and desires concerning him/her.

To foster a positive relationship between teacher and parent.

To discuss ways in which teacher and parent can work together to

help the student.

6. To give the student a sense of confidence and security through
the cooperation of parent and teacher.

7. To discuss common goals for the student appropriate to his state
of development.

8. To plan cooperatively with the parent so that consistent guidance
may result, and so that the student may meet similar kinds of
demands at home and at school.

o B

Updated — May 2014
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INDIVIDUALIZED LEARNING
EEJA (REGULATION)

APPLICATION APPROVAL

Application/approval for examinations for credit is as follows:

1.

2.

Students must secure approval from campus counselor and
complete application.

Determination of eligibility will be made and communicated to the
student and parent or guardian by the Director of Guidance &
Counseling.

The credentials of students transferring from nonaccredited
schools will be reviewed by the Director of Guidance and
Counseling, and a determination of placement will be made by
the appropriate administrator.

Appeals regarding eligibility decisions will be handled through the
office of the Executive Director of Elementary or Assistant
Superintendent of Secondary Education.

TEST DATES

Testing for credit by examination will be offered twice a year.

Approved — October 2006
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INSTRUCTIONAL RESOURCES:
TEXTBOOK AND INSTRUCTIONAL MATERIALS SELECTION AND ADOPTION
EFAA (REGULATION)

PROCEDURES

The process of selecting textbooks and instructional materials shall conform to the
statutes of the State of Texas and to the regulations of the State Board of Education.

RECOMMENDING MEMBERS OF THE SUPERINTENDENT’S TEXTBOOK AND
INSTRUCTIONAL MATERIALS ADVISORY COMMITTEE

The Executive Director of Student Services shall propose to the Superintendent a list of
names to be nominated for membership on the Superintendent’s Textbook and
Instructional Materials Advisory Committee. The Executive Director of Student Services
shall consult appropriate members of the Division of Teaching and Learning to identify
nominees. The Superintendent’s Textbook and Instructional Materials Advisory
Committee shall consist of no more than fifteen professional school personnel, the
majority of whom are classroom teachers in the subjects for which textbooks are being
selected. The committee may include members of the Division of Teaching and
Learning.

Directors in the Division of Teaching and Learning will participate in the textbook and
instructional materials selection process as applicable to the subject matter. Directors
will be charged with organizing Working Textbook and Instructional Materials
Committees, coordinating publishers’ presentations, recommending names of staff
members to serve on the Superintendent’s Textbook and Instructional Materials Advisory
Committee, conducting committee meetings to review textbooks and instructional
materials, and preparing reports and recommendations to be presented to the
Superintendent and the Superintendent’s Textbook and Instructional Materials Advisory
Committee.

The Superintendent of Schools shall report the appointment of the Superintendent’s
Textbook and Instructional Materials Advisory Committee to the Board of Trustees in
November of the school year during which textbooks and instructional materials are
being selected.

ORGANIZING THE TEXTBOOK AND INSTRUCTIONAL MATERIALS COMMITTEE

The Superintendent of Schools or his designee shall serve as chair of the
Superintendent’s Textbook and Instructional Materials Advisory Committee. The
Executive Director of Student Services shall serve as consultant and coordinator of the
district’s textbook and instructional materials selection process.
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The Superintendent or his designee shall charge the Directors of Teaching and Learning
to call meetings of the Working Textbook and Instructional Materials Committees for the
following purposes:

1. To study the courses and curricula for which textbooks and instructional
materials are to be selected.

2. To develop criteria for the selection of textbooks and instructional materials.

3. To organize and direct the process of reviewing textbooks and
instructional materials.

4. To obtain teachers’ reactions to sample textbooks and instructional materials
which have been submitted for review.

DISTRIBUTING SAMPLES OF TEXTBOOKS AND INSTRUCTIONAL MATERIALS

Publishers are responsible for all aspects of the shipment and retrieval of sample
materials and bear all costs of the sampling process. Samples of the textbooks and
instructional materials to be studied for selection shall be distributed to Working
Textbook and Instructional Materials Committee members. Complete samples of
textbooks and instructional materials shall be provided by publishers for teachers to
study and to review. Working Textbook and Instructional Materials Committee members
will solicit and consider reviews prepared by teachers who study the sample textbooks
and instructional materials.

At least one copy of each textbook and instructional material that is included on the
State Multiple List of Textbooks shall be kept at the School District Administration
Building. These textbooks and instructional materials shall be made available for review
by any Midland citizen who wishes to examine them.

RELATIONS WITH REPRESENTATIVES OF PUBLISHERS

The Executive Director of Student Services shall be responsible for arranging with the
Directors of Teaching and Learning and the publishers of textbooks and instructional
materials for representatives of the companies to present their textbooks and
instructional materials to the Working Textbook and Instructional Materials Committee
members. In making such arrangements, the following policies shall be observed:

1. Working Textbook and Instructional Materials Committee members and
Superintendents’ Advisory Textbook and Instructional Materials Committee
members will be released from other duties, if necessary.

2. Presentations of textbooks and instructional materials used by a relatively
small number of pupils and teachers, such as shorthand or agriculture, shall
not be presented to the total Textbook and Instructional Materials Committee
unless the members of that committee request such presentation.
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3.

Representatives of the textbook publishers, with textbooks and instructional
materials on the multiple list, shall contact Working Textbook and Instructional
Materials Committees members only during the presentations that are
arranged by the Directors of Teaching and Learning who are in charge of
Working Textbook and Instructional Materials Committees. This requirement
will only be in force during the textbook and instructional materials selection
process.

SELECTING TEXTBOOKS AND INSTRUCTIONAL MATERIALS BY THE TEXTBOOK
AND INSTRUCTIONAL MATERIALS COMMITTEE

At least one week prior to the last meeting of the Board of Trustees in February, the
Superintendent’s Textbook and Instructional Materials Advisory Committee shall meet to
select the textbooks and instructional materials from the multiple list to be
recommended for selection by the Board of Trustees. The following procedures shall be
observed in this meeting:

1.

2.

The meeting will be attended by the Executive Director of Student Services and
the appropriate Directors of Teaching and Learning.

The subjects for which textbooks and instructional materials are to be
selected will be considered separately in alphabetical order.

The proposed textbooks and instructional materials for each subject are to be
voted on in alphabetical order of the names of the publishers.

Each member of the Superintendent’s Textbook and Instructional Materials
Advisory Committee, including the chair, shall have one vote for each textbook
or instructional material, each time it is considered.

All votes shall be recorded. The records shall be maintained as part of the
official records of the district until the contract periods of the textbooks and
instructional materials expire.

Any textbook and instructional material must receive the vote of at least two-
thirds of the Textbook and Instructional Materials Committee before it can be
recommended to the Superintendent and Board of Trustees. [f, after the third
ballot on the textbooks for a subject or course, no textbook or instructional
material receives a two-thirds’ majority vote, then only the two textbooks or
instructional materials receiving the greatest number of votes on the third
ballot shall be considered in subsequent ballots.

In subjects such as English, mathematics, and reading, in which publishers
submit a series of books or instructional materials for several grades, the
Textbook and Instructional Committee shall select a complete series from one
publisher unless there are compelling reasons for not doing so. A tie vote of
the committee shall not be considered a compelling reason for “splitting” a
series.

Any course materials relating to human sexuality, sexually transmitted diseases, human
immunodeficiency virus (HIV) or acquired immune deficiency syndrome (AIDS) shall be
selected by the Board with the advice of the local school health education advisory

council.
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RECOMMENDING TEXTBOOKS AND INSTRUCTIONAL MATERIALS TO THE
BOARD OF TRUSTEES

The Superintendent of Schools shall submit the recommendations of the
Superintendent’s Textbook and Instructional Materials Advisory Committee to the Board
of Trustees at a regular meeting of the Board in time to prepare the report of the
textbook and instructional materials selection prior to March 31. The members of the
Superintendent’s Textbook and Instructional Materials Advisory Committee and the
appropriate members of the Division of Teaching and Learning will be invited to attend
this meeting.

If the Board of Trustees does not accept a textbook or instructional materials that are
recommended by the Textbook and Instructional Materials Committee, that committee
shall reconvene within one week and select another textbook or instructional material
from the multiple list to be recommended to the Board of Trustees.

This procedure shall be followed until the Board of Trustees adopts a textbook or
instructional materials from the multiple list. If, in the opinion of the Board of Trustees,
none of the textbooks or instructional material on the multiple list is adequate, it is
recommended that one book or set of instructional materials on the list be adopted, and
that the Board of Trustees authorize the purchase of another textbook or instructional
material to supplement the textbook or instructional materials adopted from the multiple
list.

The Executive Director of Student Services shall prepare the report of the local textbook
and instructional materials selection prior to March 31 of each year in accordance with
the statutes and the regulations of the Texas Education Agency.

Approved — September 2009
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INSTRUCTIONAL RESOURCES:
LIBRARY MEDIA PROGRAMS
EFB (REGULATION)

PURCHASE OF CLASSROOM SETS OF SUPPLEMENTARY BOOKS

When additional textbooks of different titles from the regularly adopted
textbooks are needed for the effective instruction in a subject or a class, the
recommendations of the Executive Director of Operations and the approval of
the Superintendent of Schools shall be secured prior to the purchase of
these textbooks. The Executive Director of Operations shall determine the
number of books which may be allocated on a per-classroom basis.

USE OF THE LIBRARY

The principal shall be responsible for the effective use of the library
materials in the instructional programs of the schools.

ELEMENTARY USE OF LIBRARY

At the elementary school level, the teacher/librarian shall evaluate the extent
and effectiveness of library use through observation and by conferences with
the teachers. He/she shall be responsible for establishing a schedule for the
use of the library.

SECONDARY USE OF LIBRARY

At the secondary level, each departmental chairman shall assume
responsibility for supervising the extent and the effectiveness with which
teachers require the use of the library as a part of the teaching/learning
process. Particular attention shall be given to the extent to which specific
assignments are given which require the use of reference materials to be
found in the library.

In order to evaluate the use of the library, each secondary school librarian
shall keep a record of the number of class groups each teacher brings to the
library during each six-weeks period, the number of pupils who are using the
facilities before and after school, the number of books which are checked
out, and the number of teachers who use the facilities in planning their
instructional activities. This report shall be compiled on a six-week basis
and shall be transmitted to the principal. The principal shall also
incorporate this report in his report to the superintendent.
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SCHEDULE OF OPERATIONS:

All school libraries shall be open for a minimum of eight hours daily, Monday
through Friday. The library shall be open for reference use by pupils each
day that school is in session. The checking out of books may be restricted
during the final week of each semester.

PROCEDURES FOR SELECTION AND SCREENING OF INSTRUCTIONAL AND
LIBRARY MATERIALS

The materials in public school libraries are of two general types:

1. Instructional material — material other than textbooks or approved
periodicals used in the instructional programs to develop the basic
courses of study. These may or may not be housed in the library
room.

2. Library materials — material used to support and enrich the
instructional program or for recreational reading but which are not
actually part of a course of study. Material of this type is usually
housed in the library room.

HOUSING OF INSTRUCTIONAL AND LIBRARY MATERIALS
Library and instructional materials shall be housed as follows:

1. There shall be a central library in each elementary and secondary
school which will contain the material available to all pupils at all
times. The records of all instructional and library material will be
maintained in the central library.

2. In each secondary and elementary school, classroom libraries shall
be permitted. The material in these classroom libraries may be
obtained from the central library for a period of time specified by
the principal or librarian.

SELECTION OF MATERIALS

The term “selection” as used here, refers to the initial selection for purchase
of both instructional and library material. The responsibility for selecting
materials shall fall upon professional staff members of the school with the
principal as the final authority for selection or rejection, subject to the
Superintendent of Schools and the Board of Trustees.

SECONDARY SELECTION OF MATERIALS
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The authority for the selection of instructional and library material in the
secondary schools is delegated to the Principal on the advise of:

1. Chief librarian of the school

2. The department chairmen of the school or a representative from
the department if there is no department chairman. Such a
representative shall be appointed by the principal.

A. Instructional materials shall be selected as follows:

1. The recommendation for the purchase or acceptance as a gift of such
material is to be initiated by a teacher who is to use the material or by
the chairman of the department in which it is used.

2. If material is questioned, then the book, or other material, shall be
submitted to the Selection and Screening Committee for its
consideration.

B. Library materials shall be purchased, or accepted as a gift, on the
recommendation of the school librarian. Such recommendations shall be
made after the librarian has read the book or when based upon accepted
selection guides.

ELEMENTARY SELECTION OF MATERIALS

The authority for the selection of instructional and library materials in the
elementary schools rests with the principal of the school, advised by the
chief librarian.

SCREENING OF MATERIALS

Once instructional and library material for both elementary and secondary
schools has been purchased and placed on the library shelves, it shall be
made available to students of the school district.

Should the suitability of the material be questioned or protested, the
following procedure shall apply:

1. The protest of the material shall be submitted to the principal in
writing. The protest shall include a statement of the exceptions
taken to the material.

2. The material, with the protest, shall be reviewed by the Selection
and Screening Committee according to board policy. It shall be left
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to the discretion of the principal whether or not the material shall
be withdrawn from the library shelves while it is being considered.

GUIDES FOR SELECTION OF MATERIAL

In the selection and screening of instructional and library material, the
professional staff shall consider the following guides:

A. In regard to the selection of all material, consider:
1. The particular purpose for which the material is selected. Such as:
a. An extension of the textbook presentation of a topic.
b. An example of the literature of a certain period, or as an
example of a certain type of literature.
c. Recreational or exploratory reading
2. The competence and qualifications of the author(s) in the field in
which he/she is writing
3. The age levels of the pupils for whom the material is intended
4. The content and emphasis throughout the entire work
5. The balance in the total library collection of materials of different
classifications.
B. Instructional material and library material for enrichment of instruction
conforms to the items in Guides for Selection of Material, A. 1. above and
also
1. Is essential or contributes to the development of enrichment of the
subject for which it is purchased
2. Is factually accurate and objective in presentation or is recognized
as the opinion of the writer
3. If fiction, has literary value
4. |f selected for use in teaching the social sciences, such material
conforms to one of the following criteria:
a. |s constructive and nonsubversive to American ideals
b. Offers to pupils the opportunity to become aware of and to
learn to evaluate propaganda, ideas, and philosophies that
may not be in accord with American ideals
c. Portrays a historical era

C. Library material intended for recreational, research, and general reading
meets the criteria in Guides for Selection of Material A. 1. above and also
1. Has literary quality and contributes to literary appreciation
2. lIs interesting to pupils of age levels for which it is selected, and
helps to expand and maintain a balance in the library collection
insofar as interest is concerned
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3. Is of a level of reading difficulty commensurate with the pupils for
whom it is selected and helps to maintain a library collection with
many levels of difficulty

4. The realism of the work is not objectionable, or the work is so
valuable that the realism is acceptable in view of the purpose which
it serves in the school program.

PARENTAL CONTROL OF PUPIL'S READING

If the parent of a pupil wishes that restrictions be applied to the reading by
his/her child of any material in the school library, the parent shall, in writing,
inform the principal of the school of this desire. As part of this statement,
the parent shall list authors, and/or titles of books which he/she does not
wish his/her child to read. The principal and the staff shall then advise with
the pupil on his selection of material, and if possible, help to substitute other
books.

AUDIO VISUAL MATERIALS

In classroom situations, audio-visual materials fulfill a variety of purposes.
Effective use of media must involve preparation, presentation and follow-up.
1. The teacher must preview the media involved if he/she is using it
for the first time. The media must be appropriate to the subject
matter, the objective of the lesson, and the age and ability of the
students. If the subject is sensitive or controversial, the principal
must approve its use. The teacher should:
a. Have a definite purpose for using the film.
b. Prepare the students about why they are seeing the
production and what they are expected to learn from it
c. Discuss what is already known about the subject and lead
into what might be expected from viewing it
d. Have a follow-up activity to come to closure of the lesson

Additional guidelines apply regarding media aides:

1. Parents will receive one-week advance notice when a teacher plans to
show:

a. Elementary school students any film, video, DVD, or other
electronic resource that is rated anything other than G.

b. Middle school students any film, video, DVD, or other electronic
resource that is rated PG or higher.

c. High school students any film, video, DVD, or other electronic
resource that is rated PG-13 or higher.
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2. Such notice to parents will include a brief description of the contents
of the resource and the instructional objectives to be achieved.

3. Films, videotapes, DVDs, and other electronic resources to be used in
the classroom will be made available for review by parents in the same
manner as other instructional materials, in accordance with state law.
[See EF(LEGAL) and FNG(LEGAL)]

4. A parent will be allowed to request that his or her child be given an
alternative activity with the same instructional objectives, in lieu of the
student viewing the film, video, DVD, or other electronic resource.

5. No film, video, DVD, or other electronic resource having a rating of X
or NC-17 will be shown to students in District schools at any time.

Approved — October 2006
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INSTRUCTIONAL RESOURCES:
FIELD TRIPS
EFD (REGULATION)

PRINCIPAL’S RESPONSIBILITY
The principal, with information from the teacher, will carefully consider each request
for a field trip and approve only those trips with instructional value outweighing any

loss of regular instructional time.

Each school will be allocated funds in its budget for field trips and must stay within its
budget.

TRANSPORTATION FOR FIELD TRIP
Transportation for all field trips must be provided by the District. Use of private cars
will not be permitted for any field trip. When feasible, two or three classes will use the

same bus.

Students will not participate in a field trip without notification and written consent of a
parent or legal guardian.

PLANNING THE FIELD TRIP
The District will pay any entrance fee or performance fee.
The following guidelines will apply:
1. The Request for Field Trip Approval form must be completed no less than 30
days prior to the trip and submitted to the principal for approval. [See

EFD(EXHIBIT)]

2. Transportation and reservations will be arranged by the principal or his
designee, upon receipt of approval.

3. Transportation and the itinerary will be confirmed a week before the trip.

Approved — October 2006
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BASIC INSTRUCTIONAL PROGRAM:
REQUIRED INSTRUCTION (ALL LEVELS)
EHAA (REGULATION)

EXCUSES FROM PHYSICAL EDUCATION

Students temporarily restricted from participation in physical education will remain in
the class, and special work will be assigned for the period of restriction. Such
assignments may include officiating or score-keeping, written projects, research, or
other approved activities. The student must make up any written tests, skill tests, and
physical fitness tests when physically able to do so, and may receive an incomplete
grade until such work is made up.

Approved — October 2006
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OFF-CAMPUS PHYSICAL EDUCATION GUIDELINES
EHAD (REGULATION)

DESCRIPTION OF THE PROGRAM

The Off-Campus Physical Education program is a cooperative arrangement
between the Midland Independent School District, the student, and an
approved off-campus agency. These guidelines include a list of basic
requirements/responsibilities that have been established by the Midland
Independent School District and the Texas Education Agency. These
requirements must be met and maintained to be eligible for participation in
the program. The student receives a half unit of physical education credit
per semester with the stipulation that he/she may not earn more than one
and one-half total units of credit in physical education toward state
graduation requirements. Credits earned after the first one and one-half
units of physical education will count for local credit only toward High
School graduation.

Activities available through the Off-Campus Program are limited to varsity
athletic activities approved by the Texas Education Agency that do not have
Junior High School component programs offered comprehensively through
the physical education or athletic departments. A letter of a description of
the program may be mailed to the parents.

STUDENT RESPONSIBILITIES

1. The student must participate in his/her activity, under professional
supervision, a minimum of five hours each week at one approved
agency. The required five hours each week must be spread over at
least four days and include at least ninety minutes of instruction by
one approved instructor. At least four of the required hours each
week must be completed Monday through Friday plus an additional
day that may fall on either the weekend or during the week. A
maximum of one of the five required hours each week may be
accounted for in competitive meets.

2. The student may not have more than 109 of the time (which equals
324 minutes per semester) of unexcused absences. (Excessive
homework is not an excused absence from the required activity.)

3. An application form must be filled in completely by the student,
parent, agency instructor, and school personnel and turned in to the
school counselor before the end of the first week of the semester for
which credit will be given.

4. The students’ schedule must be kept up to date and any change
must be reported to the school counselor. This includes any change
in instructor or agency.
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The student may:

a. not transfer from a physical education class or athletics into Off-
Campus Physical Education after the first week of a semester

b. not receive credit for more than one of the following in a given
semester: athletics, physical education, off-campus physical
education.

c. participate in on-campus and off-campus programs during the
same semester as long as he/she only received credit for one.

If the required five hours per week cannot be fulfilled because of

inclement weather, injury, etc., the hours must be rescheduled

and/or additional assignments completed at the discretion of the

principal.

The student must participate in the program a minimum of

seventeen weeks. Extended absences for injury or illness (not to

exceed nine weeks) will be excused only with a physician’s letter.

Written assignments may be required as make-up for the time

missed.

Any student abusing the program by irregular attendance will be

withdrawn from the course.

Students certified to participate MAY NOT be dismissed from any

part of the regular school day.

10. Students who are approved to participate in the Off-Campus

Physical Education may enroll in a second elective. However, the
enrollment in the second elective class will be on a space availability
basis only. Students who are not enrolled in an elective class will
receive first priority.

AGENCY RESPONSIBILITIES

1.

Agencies must submit a written request for approval as an Off-
Campus Physical Education Program to the Director of Physical
Education.

The agency must be located within the Midland Independent School
(exception has been made for MCM Ice located in Odessa.)

The agency must provide professional instructors who will teach
required lessons and Provide necessary supervision.

The instructor will:

a. Sign applications and fill in activity schedules for
students participating in the Off- Campus Program at the
instructor's agency.

b. Sign an Instructor Agreement stating that he/she is
aware of the emphasis on program objectives and
grading based on performance and attendance.

C. Maintain an accurate record of student attendance,
evaluate each off-campus student's performance and
submit a grade recommendation to the school counselor
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for each student based on performance and attendance
at the end of each six weeks grading period.

d. Inform the counselor and principal if a student's
attendance becomes irregular.

COUNSELOR RESPONSIBILITIES

1. Provide applications and explain the program, especially student
responsibilities, to those students eligible for the program.

2. Check each application returned to verify that it is correctly filled out
and completed.

3. Once an application is completed, sign it, have the principal sign it,
then send a copy of it to the Director of Physical Education.

4. Explain to the students that they may not have late arrival or early
dismissal.

5. Record grades and attendance for off-campus students at the end of
each six weeks. (These grades will be received from the Agency
Instructor.)

PROGRAM PROCEDURES

1. The student receives an Off-Campus Physical Education packet from
the school counselor.

2. The student and parent/s read all information in the packet and fill
out the appropriate portion of the application form.

3. The student and agency instructor fill out and sign the appropriate
portion of the application form.

4. The application form must be turned in to the counselor prior to the
end of the first week of the semester enroliment.

5. The principal will review the information on the application and notify
the counselor of acceptance into the program. If there are any
concerns, the counselor will notify the parent and student.

6. The Director of Physical Education will monitor the agencies during
the semester to stay in compliance with TEA regulations.

7. Grades will be given by the agency instructor to the school
counselor.

8. Any changes in schedule must be reported immediately to the school
counselor.

9. After checking the application thoroughly, the counselor and the
school principal sign the form and forward a copy of it to the
Director of Physical Education.

Approved — October 2006
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GIFTED/TALENTED:
EHBB (REGULATION)

GIFTED AND TALENTED PROGRAM (GT) NOMINATION

The Gifted and Talented Program general nomination period for each school year
shall be the first month of the preceding spring semester for students enrolled in
grades 1 — 11 i.e. for the fall semester of 2008-09, the general nomination period
was January, 2008. The nomination period for fall enrollment in secondary programs
includes all students residing in Midland County enrolled in public, private, charter,
or home school. For services beginning in the spring semester of the kindergarten
year and/or in the fall semester of grade 1, the general nomination period shall
occur during the second full month of the kindergarten fall semester.

Transfer Student Nomination

A student who did not reside in Midland County during the general
nomination period may not be nominated until the subsequent MISD general
nomination period if he/she transferred from a district in which screening
opportunities for GT equivalent programs occurred but the student did not
apply or did not qualify for GT services at the previous district.

Students who did not reside in Midland County during the general nomination
period and who did not have the opportunity to be screened in their prior
districts may be nominated within the first ten school business days of
enrollment in Midland ISD by completing and returning a transfer packet
which is available from the home campus counselors/designees.

Students who transfer from other GT equivalent programs may be nominated
within the first ten school business days of enrollment in Midland ISD by
completing and returning a transfer packet which is available from the home
campus counselors/designees.

Transfer students must be assessed and placed based upon the same criteria
as students enrolled in Midland ISD during the most recent nomination period.

CAMPUS RESPONSIBILITIES FOR NOMINATIONS

All campuses with GT programs shall ensure that parents are aware of the programs
available, inform parents of the nomination timeframes, and provide updated
applications as provided and directed by the GT director. All campus personnel shall
be aware of the timelines and be supportive of District GT policies and procedures.

Transfer students

Out-of-district transfer students shall be provided with a current Gifted and
Talented Program Transfer Packet by the campus designee assisting the
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GIFTED/TALENTED:
EHBB (REGULATION)

student with entry and scheduling. The campus designee shall maintain a “GT
Transfer Information Verification” document, which will include the date of
district entry and the parent/guardian’s or student’s receipt of the packet, the
parent/guardian signature, and the parent/guardian’s intent regarding
application. The designee shall also assist the parent/guardian in completing
the “GT Parent Release” letter to the prior district and record on the packet
the date that the applications are due to the campus or GT. The due date
shall be no later than 10 school business days from the date of enroliment.

SELECTION COMMITTEES

The Elementary Selection Committee shall be chaired by the Project THINK/QUEST
(PT/QUEST) Lead Teacher and shall consist of one Project THINK/QUEST teacher
from each grade level and one GEM teacher from each grade level.

The Secondary Selection Committee shall be chaired by the GT director or designee
and shall consist of the District teaching and learning staff of the content areas
served.

SELECTION CRITERIA FOR GT PLACEMENTS

To ensure equity of comparison, all assessment criteria shall be administered during
the current year screening period following the general nomination period unless
otherwise stated below. For prescreening and/or placement in services, students
will be rank ordered based upon how closely the individual student’s scores match
the expected performance level for each listed criterion pursuant to the state
definition of gifted and talented students.

Appeals of placement decisions may be submitted as outlined in the APPEALS
section.

Entry in grades K-3: Project THINK Placement Criteria

Pre-Screening
Prior to participation in the assessment process, the student’s scores
throughout the identification process shall present a continuum of evidence
that the student’s complete performance can be reasonably expected to
match the performances of students already identified on his/her particular
campus.
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GIFTED/TALENTED:
EHBB (REGULATION)

Placement Criteria after Meeting the Pre-screening Criteria
m The expected ranges of scores for “QUEST” placement include percentile
ranks in the 90" — 99" percentile, grades from 95 — 100 and non-percentile
scores equivalent to 95 - 100.
m From the cumulative scores, students will be percentile ranked and placed by
District service level percentages as stated in the District GT Program.
m Criteria upon which the students will be ranked are
Administered the first year of nomination:
e District administered Cognitive Abilities Test (CogAT) Composite Score
national
percentile rank
e District administered CogAT Verbal Score national percentile rank
e District administered CogAT Nonverbal Score national percentile rank
e District administered CogAT Quantitative Score national percentile rank
Administered in Grade 2 only:
e District administered abilities test composite national percentile rank
Administered/Updated annually:
District administered reading achievement test national percentile rank
District administered math achievement test national percentile rank
Planned Experience 1
Planned Experience 2
Planned Experience 3
Parent Observation
Teacher Observation
Administered in Kindergarten only:
e Planned Experience 4

Entry into grades 4-6: GEM Placement Criteria

Pre-Screening
Prior to participation in the assessment process, the student shall exhibit a
preponderance of evidence that meets the following criteria:
85™ Texas percentile rank on the prior year’s grade level reading TAKS
or 85" national percentile rank on a standardized achievement test
reading composite
85" Texas percentile rank on the prior year’s grade level math TAKS
or 85" percentile rank on a standardized achievement test math
composite
90 average for the most recent semester in English Language Arts
90 average for the most recent semester in math
85™ national percentile rank composite standard age score on an abilities test
scored within
the last 2 years
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GIFTED/TALENTED:
EHBB (REGULATION)

Placement Criteria after Meeting the Pre-screening Criteria

m Scores shall be plotted on the District Adaptation of the “Frasier Talent
Assessment Profile (F-TAP)” which is on file in the GT office and updated
annually to reflect the current District criteria.

m Students must have a preponderance of scores in the gifted range to be
placed in the GEM program with the preponderance of all other scores in the
“above average” range.

m Criteria upon which the students will be ranked are
o District administered Cognitive Abilities Test (CogAT) Composite Score

national

percentile rank

District administered CogAT Verbal Score national percentile rank
District administered CogAT Nonverbal Score national percentile rank
District administered CogAT Quantitative Score national percentile rank
District administered language achievement test national percentile rank
District administered reading achievement test national percentile rank
District administered math achievement test national percentile rank
District administered measure of mental motivation percentile score
Prior semester reading grade

Prior semester math grade

Parent Observation

Teacher Observation

Entry into grades 7-12: Secondary GT Placement Criteria

Placement Criteria
m 90™ Percentile Rank: Applicable Cognitive Abilities Rank

90™ Percentile Rank: Applicable Achievement or Content Area Assessment

90" Percentile Rank: Applicable Prior Year TAKS or Achievement Test Score

90™ Percentile Tank: Critical Thinking Test

Grade of 95: Previously completed prior semester average in prerequisite

course

Score of at least 80: Measure of Mental Motivation

m From the cumulative scores, students will be percentile ranked and placed by
District service level percentages as stated in the District GT Program.

m  Students must have met a minimum of 509, of the criteria in the expected
range to be placed in the respective program.

m  Students shall be screened and identified for each content area service using
the content area criteria established for the year of nomination using
appropriate scores as stated previously.

m Applicable criteria upon which the students will be ranked are
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GIFTED/TALENTED:
EHBB (REGULATION)

Applicable Assessment by Content Area:

English Math Science Social Studies
Higher of CogAT Higher of CogAT
* CogAT Verbal CogAT Quantitative Verbal and Verbal and
Nonverbal Nonverbal
Gr 6 & 7: Algebra
Reading Aptitude Test, Science Social Studies

*%

Achievement Test

Gr 811: Math
Achievement Test

Achievement

Achievement

Gr 6: Reading
TAKS or reading
achievement test

Math TAKS or math

Gr 6: Reading
TAKS or reading
achievement test

Gr 6: Reading
TAKS or reading
achievement test

*¥** 1 Gr7-11: hi t test Gr7-11: Gr7-11:
Reading/ELA TAKS | 2CMeVemMentiest | peading/ELA TAKS | Reading/ELA TAKS
or reading or reading or reading
achievement test achievement test achievement test

e g}ta%ef?fpg Prerequisite math Prgrequisite Prergquisite social
English ' average science average studies average

EXIT PROCEDURES

“Exit” means that services are discontinued in all courses in a content area as listed
on the GT website and in the secondary MISD Course Register. Once exited from a
content area, the student will not be eligible for GT services in that content area
unless an application is submitted during the subsequent general nomination period
(as defined below), the student participates in the assessment process for the
affected content area, and the student qualifies through the criteria of the
nomination period.

Exit by Parent/Guardian

The subsequent general nomination period is defined as the first general nomination period

following completion of one full semester after the exit semester.

A request by a parent/guardian to exit a student from a GT program content area
shall be processed as follows:

Prior to the signing of an exit form, the parent/guardian must contact the
appropriate GT (Secondary GT, GEM, PT/QUEST) teacher/s to discuss and
possibly resolve the circumstances that may lead to an exit.

EHBB Regulation

Page 5 of 15






GIFTED/TALENTED:
EHBB (REGULATION)

Exit from K-3 Services

If the result of the teacher conference does not resolve the circumstances, the
parent/guardian shall request an exit conference through the campus PT/QUEST
teacher with the GT director or designee. Exit forms submitted to GT shall be
considered as final decisions by parents.

Exit from 4 — 6 Services

If the result of the teacher conference does not resolve the circumstances, the
parent/guardian shall request an exit conference with the GT director or
designee. Exit forms submitted to GT shall be considered as final decisions by
parents.

Exit from 7 — 11 Services

If the result of the teacher conference does not resolve the circumstances, the
parent/guardian shall request an exit conference with the student’s counselor.
The counselor will contact the GT director or designee and the principal/high
school instructional services director to approve the exit. Exit forms submitted to
GT shall be considered as final decisions by parents. The student will receive
grade points for the course/s to which he/she is assigned on the last day of the
semester.

Processing Timelines for Exit Requests

A parent/guardian may request an exit as stated above at any time; however,
placement changes will be processed as follows:

Requests to exit GT classes made during the first two weeks of a semester will be
processed and effective as quickly as possible on the campuses.

Requests made after the beginning of the third week of the 1%t or 2" six-weeks period
of any semester will be processed for and effective as of the beginning of the
subsequent six-weeks period.

Requests made after the last day of the 2" six-week period of the semester will be
processed for and effective as of the beginning of the subsequent semester.

Exit by the District

Campuses shall inform the GT office immediately upon the exit of a student from the
District. GT shall update all GT databases and files to reflect the withdrawal from
the District.

Campuses shall inform GT of non-enrollment in GT courses within two days of the
non-enrollment. A parent/guardian who neglects to return a signed GT exit form
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within two weeks of the scheduling change shall receive a notification letter in lieu of
the exit form informing the parent/guardian that the student has been exited.

Campuses shall inform the GT office immediately upon the assignment of a GT
student to a district alternative campus for a period less than one semester by
completing a GT Furlough Request stating the length of the assignment to the

alternative campus.

Campuses shall inform the GT office immediately upon the assignment of a GT
student to a district alternative campus for a period more than one semester by
completing a GT Exit Form stating the length of the assignment to the alternative
campus. The parent/guardian shall be informed of the exit at its initiation. The
campus shall retain a copy of the furlough in the student’s cumulative data and shall
notify GT upon the student’s return to campus.

Beginning with the end of the second six-weeks grading periods of any semester, GT
shall notify the parent/guardian of any student whose performance fell below 70 for
any two grading periods or for the complete semester that the student will be exited
from the GT course at the end of the semester. GT shall also notify the respective
campuses that the letters have been sent and that the campus shall remove the
students from the respective course/s no later than the second day of the
subsequent semester.

At the end of the school year, GT shall notify the parents/guardians of the removal of
students whose annual performance is below District GT Performance Standards.

GT shall also notify the respective campuses that the letters have been sent and that
the campus shall remove the students from the respective course no later than the
second day of the subsequent semester.

DISTRICT GT PERFORMANCE STANDARDS

TAKS
Students in each level of service must pass the relevant content area of TAKS:

English/Language Arts: Reading TAKS and Writing TAKS if given during the
relevant year

Math: Math TAKS
Science: Reading TAKS or Science TAKS if given during the relevant
year
Social Studies: Reading TAKS or Social Studies TAKS if given during the
relevant

year
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Project THINK/QUEST Grades K-3

In grades K-3, students must maintain satisfactory performances in both PT/QUEST
and all subject areas in the regular K-3 classroom. A student whose performance for
the first semester is below satisfactory in either PT/QUEST or the regular classroom
will be placed on probation for the second semester. If the student’s overall annual
performance is below satisfactory in either PT/QUEST or the regular classroom, the
student will be exited from PT/QUEST and will need to re-apply for placement during
the subsequent general nomination period.

GEM (Gifted Education Midland) Grades 4-6

A GEM student who's most recent TAKS score in any relevant content area does not
“meet expectations” will be exited from GEM prior to beginning/continuing GEM
services.

In grade 4, students must maintain an average of 85 in each GEM content area and
in each subject area at the home campus. A student whose average for the first
semester is below 85 in any GEM content area or in any subject area at the home
campus will be placed on probation for the second semester. A student whose final
average for the year is below 85 in any area will be exited from GEM and will need to
re-apply for GEM placement during the subsequent general nomination period.

In grade 5, students must maintain an average of 85 in each GEM content area and
in each subject area at the home campus. A student whose average for the first
semester is below 85 in any GEM content area or in any subject area at the home
campus will be placed on probation for the second semester. A student whose final
average for the year is below 85 in any area will be exited from GEM and will need to
apply for GT placement during the subsequent general nomination period

In grade 6, students must maintain an average of 85 in each GEM content area and
in each subject area at the home campus. A student whose average for the first
semester is below 85 in any GEM subject area will be placed on probation for the
second semester. A student whose final average for the year is below 85 in any GEM
content area will be exited from the corresponding Secondary Gifted/Talented
content area unless the student otherwise qualifies for GT services as set out in the
placement criteria in this regulation.

Secondary Gifted/Talented

Students will participate in the respective Advanced Placement (AP) examinations
and District created grading period and final exams which simulate AP exams for all
GT course/s whether or not the course culminates in a College Board AP exam.
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If a student’s most recent relevant content area TAKS score, defined above, does not
“meet expectations,” the student will be exited from the respective service/s prior to
beginning/continuing services after the TAKS date.

In GT junior high credit courses, students must maintain an average of 85 in each
content area in which they have been identified. A student whose average for the
first semester is below 85 in any GT subject will be placed on probation for the
second semester. If a student is enrolled in multiple content area courses, the core
course shall be used to determine maintenance of District GT Performance
Standard. A student whose final average for the year is below 85 in any GT junior
high credit course will be exited from the content area service and may not re-apply
for placement in that content area until at least one full semester after the date of
the exit.

In GT high school credit courses, students must maintain an average of 80 in each
content area in which they have been identified. A student whose average for the
first semester is below 80 in any GT subject will be placed on probation for the
second semester. If a student is enrolled in multiple content area courses, the core
course shall be used to determine maintenance of District GT Performance
Standard. A student whose final average for the year is below 80 in any GT high
school credit course will be exited from the content area service and may not re-
apply for placement in that content area until at least one full semester after the
date of the exit.

In addition, in both junior high and high school credit GT courses, a student whose
average for either semester or whose averages for any two six-weeks within one
semester is below 70 shall be exited from the content area services on the last day
of the relevant semester and may not re-apply for placement in that content area
until at least one full semester after the date of the exit. If a student is enrolled in
multiple content area courses, the core course shall be used to determine
maintenance of District GT Performance Standard.

Appeals of exit decisions may be submitted as outlined in the APPEALS section.

FURLOUGHS

Furloughs allow temporary cessation or partial participation within a GT content area
or course sequence without requiring the student to re-apply and/or test to return to
all services in the affected content area. A parent/guardian and student may
request a furlough by submitting a signed “Furlough Request,” which can be
obtained through the GT office or the campus counselor, to the GT director including
the required support documents as stated on the form.
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Furloughs must be approved prior to changes in the student’s Secondary
Gifted/Talented course schedule. If a furlough is not approved but the
parent/guardian chooses for the student to continue with the requested change, the
change will be processed as an exit from the content area. The parent/guardian
shall be informed of this process in the “Furlough Response” and by the secondary
campus counselor or the GT director or designee. The “Furlough Response” shall
serve as the exit form with the student’s revised schedule attached.

Furloughs will be granted for up to one full year. Subsequent furlough requests may
be requested but must be approved independently of the initial/other furlough
request/s.

Appeals of furlough decisions may be submitted as outlined in the APPEALS section.
APPEAL OF PLACEMENT, EXIT AND FURLOUGH PROCEDURES below.

APPEALS

A parent/guardian wishing to appeal either a placement decision, the submission of
an application after a stated deadline, an exit from a program service, or a furlough
decision must submit an original copy of the GT Appeal Form no later than fifteen
(15) school business days from the estimated date of receipt of the decision as
stated in the GT notification document or from the stated deadline. Generally,
appeals shall be based upon procedural error as outlined on the GT Appeal Form.

The GT director or designee shall have the authority to correct data entry or omitted
data errors. The GT director or designee shall review all appeals initially, confer with
the parent/guardian, and inform the parent/guardian of the initial disposition.

A parent wishing to continue the Level One appeal shall indicate the intent on the
original GT Appeal form within five (5) school business days of the initial disposition
notification.

The GT director shall present the appeal and information in the student’s record to
the District Selection Committee. The decision of the Committee shall be reported
to the parent/guardian no later the 20™ day from the initial appeal.

A parents/guardian who wishes to appeal further shall indicate the intent on the
original form to the GT director or designee which will present the appeal and other
relevant information to the Superintendent’s designee in accordance with EHBB and
FNG (Local).
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ACCOMMODATIONS

GT curricula differ in depth, complexity, and pacing from regular as well as
PreAP/AP and honors curricula. GT may provide accommodations for qualifying
special education, Section 504 or dyslexia-identified students in assessment for
placement and, after successful placement in a GT content area, in the enhanced GT
curricula. However, the accommodations provided may neither alter the intended
use or validity of the assessments to compare students for placement and to predict
success in the enhanced curricula nor alter the intent of the curricula to provide
greater depth, more complexity and faster pacing to the gifted and talented as well
as high achieving and highly motivated students. Greater difficulty in assignments
and reading materials as well as faster pacing than the regular curricula in the same
content area(s) is expected. Parents should carefully consider these curricular
issues prior to nomination.

Accommodations must have been established and used in the classroom for at least
one semester prior to the semester in which the student is assessed for GT
placement. After placement into GT, the student’s IEP or accommodation plan must
be reviewed to adjust to the change in placement as well as to align with the
accommodations outlined herein in a time frame as required by law or within the
first 4-weeks of placement in any GT content area, whichever is shorter.

For purposes of this regulation, the term “test publisher” shall include the state of
Texas, the publishers of commercially produced assessments, the GT program
office, and the District content area curriculum department responsible for the
creation of the assessment.

The accommodations most frequently used by disabled students which align with the
purposes of the GT Program and, therefore, may be used as defined below include:

Small Group/Individual Assessment Administration

Large-Print Edition/Braille Edition/Text Magnifier/Colored
Transparency/Place Marker for the Visually Impaired

Communication Assistance for the Hearing Impaired

Oral Administration: Allowable as outlined by the test publisher.
Oral administration guidelines contained in the TAKS Test
Administrator Manual for the content area will be used unless
otherwise provided by the test publisher. Test administrators will
pace reading to accommodate timing requirements established by
the testing publisher. Oral administration for GT assessments will
only be allowed if the accommodation has been used on all
assessments in the same content area.
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Method of Response: Students who need assistance to record
answers on the assessment document or assignments may use
accommodations listed in the student’s accommodation plan
including but not limited to recording responses, typing answers,
responding on a separate document or orally to a test administrator
who will transcribe the information into the appropriate form.

Extended Time: In GT courses, extended time is defined as
follows:

The student may complete content area tests and/or

classroom quizzes within the same day of the assessment

either before or after school. The maximum allowable time is
twice the length of the time allowed for other GT students.

» The student may complete an in-class assignment due by
the end of the class period and/or school day no later than
the beginning of the next class period of the course.

» The student may extend a short term assignment (one to
three days) by one day. Students must be cautioned to
complete these assignments within the timeframes for
other GT students, if possible, so that subsequent lessons
are not negatively affected by the time lapsed.

» The student may request other extensions of time not
covered herein to the campus committee for determination
in collaboration with GT staff. See “Non-Allowable
Accommodations” below.

Other: Accommodations noted in an accommodation plan but not
included above may only be used if doing so will not alter the nature
of either the skill or the ability the task/test is intended to measure
as determined in collaboration with the GT staff and the campus
committee.

Non-allowable Accommodations

» Calculators unless specified by the test publisher or by the
teacher for classroom assignments and assessments.

» OQOral administration of any test/assessment in reading,
writing, or English language arts tests and/or quizzes
unless specifically allowed by the test publisher.

» Use of foreign-language reference materials.

» Translations other than those provided by the test
publisher.

» Rephrasing or clarifying test questions, answer choices,
and selections on standardized tests or GT district level
assessments.
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= Other accommodations that would invalidate the test/task
for use as intended by GT.
» Extended time for the following:

o standardized norm-referenced assessments, GT
developed assessments, or other assessments for which
time lines have been established and are considered as
part of the ability or skill being assessed, and

o long-term assignments which are planned for all GT
students which shall be appropriately paced to not
require extended time for disabled students

= Shortened assignments.

COURSE OFFERINGS

The course offerings for each level of services shall be reviewed annually. Additional
courses may be created that differentiate the standard and core curricula for
Secondary Gifted/Talented students.

Secondary Gifted/Talented course offerings shall be published in the secondary
educational planning brochures annually. Those listed shall reflect the courses
known at the time of publication. The list may be amended or corrected when
necessary to provide appropriate services. The current course offering list shall be
updated on the Secondary Gifted/Talented link on the Carver Center website.

GT CAMPUS STAFF SERVICE RESPONSIBILITIES

Secondary Campuses’ and Teachers’ Responsibilities

Teachers of Secondary Gifted/Talented courses shall

o Differentiate the highest level of content area curricula for the Secondary
Gifted/Talented student.

e Regularly reflect GT differentiation in content, process, and product as well
as depth, complexity and pacing in lesson plans.

e Develop assignments to measure the gifted and talented student’s
knowledge acquisition with the least necessary practice to acquire mastery.

e Attend approved GT updates annually as approved by the GT director.

Principals, and/or designees shall ensure that
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e The implementation of differentiation is included in monitoring and
appraisal processes.

e GT courses are scheduled to maximize the ability of GT students to
participate in the student’s GT identified content area course(s) and other
courses that historically have been chosen by GT students.

e GT courses are scheduled separately or in combination with PreAP, AP, or
honors courses. However, core courses are not scheduled/assigned in
combination with GT courses.

Campuses shall ensure that

e GT students are placed in GT courses as reported to the campuses by the
GT office.

e GT forms are submitted to GT in a timely manner.

Regular Intermediate (Grades 4 — 6) Home Campuses’ and Classroom Teachers’
Responsibilities

Elementary principals shall ensure that

e GEM students are provided compacted and accelerated programming by
the regular classroom teacher weekly.

e Campuses and campus affiliated groups plan and explain events and
activities so that GEM students and parents do not need to either make
choices between GEM attendance and a home campus activity or feel that
the GEM student is missing an important event and/or activity.

e |n the event of a non-preventable circumstance or a rare home campus
opportunity that will interfere with attendance at GEM, campuses must
submit requests to the Executive Director of Elementary Education/Special
Projects and the GEM administration no later than two weeks prior to the
event.

To facilitate the dual assignment of students, regular intermediate classroom
teachers:

e will “compact’ a student’s progress through the essential school
curriculum. “Compacting” may be defined as eliminating from the
regular curriculum those learning experiences which a student does not
need in order to demonstrate mastery of a skill.
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e will “accelerate’ a student’s progress through the essential school
curriculum. “Accelerating” may be defined as allowing a student to
progress through the essential school curriculum at a more rapid pace
than other students.

e WILL NOT require that GEM participants complete the identical
assighments made to the rest of the class while GEM students are at
Carver.

e will be responsible for issuing grades on the standard Midland |.S.D.
report card which reflect the percentage of mastery attained by the
student on the essential school curriculum.

Project THINK/QUEST (Grades K — 3) TEACHERS & HOME CAMPUSES’
RESPONSIBILITIES

The home campus principal and the PT/QUEST teachers shall ensure that the
following minimum minutes of instruction are completed per week:

QUEST specific instruction: one - 75 minute session per grade level (K — 3)
Project THINK Kindergarten: two — 45 minute sessions

Project THINK 1t & 2" grades: two — one hour sessions

Project THINK 3rd grade: two — 75 minute sessions

Additions to the above times are strongly encouraged if the PT/QUEST teacher’s
schedule allows additional time, particularly on campuses that have limited GEM
participation. GEM support time for the home campus GEM students should be
incorporated into the campus schedule. PT/QUEST classes may be cancelled by GT
to accomplish/provide other programmatic objectives/activities. To accommodate
PT/QUEST planned special events, the PT/QUEST teacher must rearrange the
PT/QUEST schedule to include the minimum minutes within the special events
timing. PT/QUEST teachers may assist during state and/or federal mandated
testing without being required to make-up the time lost from PT/QUEST instruction.

Under extreme and unforeseeable circumstances, a campus principal may request
the cancellation of PT/QUEST in order to provide PT/QUEST teacher assistance to
other classrooms. The request shall be submitted for approval to the Executive
Director of Elementary Education/Special Projects and the GT administrative staff
prior to the cancellation.

APPROVED - MAY 2008
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DEFINITIONS AND CHARACTERISTICS OF DYSLEXIA:

Dyslexia means a disorder of constitutional origin manifested by a difficulty
in learning to read, write, or spell, despite conventional instruction,
adequate intelligence, and sociocultural opportunity.

Related disorders includes disorders similar to or related to dyslexia such
as developmental auditory imperception, dysphasia, specific developmental
dyslexia, developmental dysgraphia, and developmental spelling disability.

In accordance with the guidelines set forth in “The Dyslexia Handbook”
published by the Texas Education Agency, the Midland Independent School
District shall provide for the treatment of students determined to have
dyslexia or related disorders following the district process/procedures.

PROCEDURES AND TIMELINES FOR ASSESSING AND IDENTIFYING
STUDENTS FOR DYSLEXIA:

e When a student fails to make expected academic progress, in a
specific area of reading (as listed in the Dyslexia Handbook) the
student should be referred to a campus STAT (Student/Teacher
Assistance Team) committee for further evaluation. If the student is
already receiving special education services, the referral should be
made to the ARD committee for review and action.

e When the STAT committee suspects that a student has dyslexic
tendencies, the following STAT process should be followed.

1. Referral information is completed by the classroom teacher and
the student’s parent/guardian. Notice of Parent Rights must be
given to parents and consent for the evaluation must be obtained.

2. The completed referral is returned to the dyslexia office for
review. Sources of information may include:

XTSI 0 Q0 o

Vision screening

Hearing screening

Speech and language screening

Teacher reports*

Parent Information*

Achievement Test information/Intelligence measures®
Results of Informal Reading Inventories

Texas Primary Reading Inventory results (if available)
TAKS results

Reading series assessment information®

Samples of school work*

*I\/IUST BE INCLUDED IN THE REFERRAL
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3. Once the referral is evaluated by persons knowledgeable about
dyslexia and referral information is complete, students with
dyslexic characteristics will be assessed by a trained professional.

4. A team of knowledgeable persons, including a representative from
the dyslexia staff, if available, will meet at the student’s home
campus to review all referral information and assessment results
and determine if the student has dyslexia or a related disorder for
which treatment is required.

5. Each child placed in the dyslexia program will be served at
his/her home campus and taught by a teacher trained to serve
students with dyslexia and related disorders.

STAFF DEVELOPMENT

Annually each campus principal will ensure that the professional staff is
trained in the characteristics of dyslexia and procedures for referring
students for assessment.

OUTSIDE ASSESSMENT

Students with non-MISD assessments will receive the same referral and
placement consideration as students within the Midland Independent
School District. Outside assessment will be considered as a part of the
referral information. The Midland Independent School District will
ultimately be responsible for identification and decisions to determine if a
student is eligible to receive service.

GENERAL EDUCATION DYSLEXIA PROGRAM DESCRIPTORS

The MISD Dyslexia Program is a structured system of teaching the
secondary language functions of writing, spelling, reading, comprehension,
and oral/written expression with central emphasis on the alphabet and
phonics instruction. It includes multisensory, individualized, and intensive
training. The daily schedule includes:
e Alphabet work
Review of graphemes
Review of phonemes
Multisensory introduction of new learning
Reading practice
Handwriting practice
Spelling practice
Verbal expression
Review of new learning
Listening skills

Approved — October 2006
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SUMMER INSTRUCTIONAL PROGRAMS

The summer instructional program of the Midland Independent School
District shall consist of five distinct types of programs, each with its own
purpose and organization. The types of summer programs shall be:

1. Academic

2. Remedial Instruction

3. Driver Training

4. Summer Extra-Curricular Athletics

5. Bilingual Summer School

SUMMER ACADEMIC PROGRAM

The summer academic program shall be supervised by principal(s) who
shall be guided by the following:

1. To provide an opportunity for students in Grades 7-12 to make up
courses failed during the regular term.

2. To provide students in Grades 9-12 with an opportunity to enrich
their educational programs with courses which cannot be fitted
into their patterns of course choices during the regular term
because of the nature of the educational program chosen.

3. To provide students in Grades 9-12 with an opportunity to
accelerate their educational programs in order to graduate in a
shorter period of time.

4. To provide students in grades K-6 remedial instruction in the
areas of reading and math. The third administration of TAKS
shall be administered as directed by TEA at the conclusion of
summer school in grades three and five (and eight beginning in
2008).

ACADEMIC STANDARDS TO BE MAINTAINED

Since the summer academic program is an important part of the academic
program of the school system, every effort shall be made to ensure
instruction equivalent in quality and extent to that offered during the
regular term. The following standards are designed to achieve this quality:
1. Enrollment in a subject or course does not guarantee credit in the
course.
2. The student shall be responsible for a diligent effort to be
successful in the summer academic program.
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The teacher shall be responsible for providing the quality of
instruction that should enable diligent students to successfully
complete the work.

Teachers shall offer instruction only in their major fields of
preparation.

The success of a student shall be measured by his success in
daily work and by examinations prepared by the teacher.
Students in the high school program who enroll in courses for
acceleration or enrichment may do so only after parents,
principal, a counselor, and the teacher have studied the
intellectual strength of the student and the time available for
homework and outside study.

Students who enroll in courses to make up failures will be
accepted upon the recommendation of the parents and the
principal as these students have the advantage of previous
exposure to content of the course.

The grade and credit received for a high school summer course
shall carry the same value on the student’s transcript as grades
and credits received from enrollment during the regular term.
Credit will not be given for physical education courses such as
tennis.

Students in grades 7 and 8 receive no credit and are graded on a
pass or fail basis.

Elementary students will receive an S (satisfactory), U
(unsatisfactory), or | (incomplete).

ORGANIZATION OF SUMMER ACADEMIC PROGRAM

The summer academic program for grades 9-12 shall conform to the
following standards:

1.

ok

Instruction may be offered in any course taught during the regular
school term provided that there is sufficient demand to justify the
organization of a class (12 students will usually be the minimum).
A maximum enrollment of 15 students shall be allowed in courses
in which the teacher is instructing students of two semesters or
levels. The maximum in other courses shall be 25 students.

No student in grades 9-12 shall enroll for more than one semester
credit. Students in grade 7 and 8 may enroll for two courses.
Credit will be given for each semester successfully completed.
The summer academic program in the high school shall consist of
72 instructional hours for enforced, enriched, or regular classes;
48.5 for credit recovery. Grades K-8 will consist of 20 half day
sessions.
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6. The location and the calendar for the high school summer
academic program shall be set by the Assistant Superintendent
for Secondary Education each year.

7. The daily schedule for the summer academic program shall be
set by the Executive Director of Elementary and Assistant
Superintendent of Secondary Operations.

8. The same rules and regulations which govern courses of study,
discipline, prerequisites, textbooks, and withdrawal from class
during the fall and spring terms shall apply to the summer term.

9. Since the rate at which students must accomplish the work of
each course is accelerated, it is essential that students be regular
in attendance if they are to complete the course successfully.

10. The last day to enroll and begin attending classes in the summer
school shall be no later than two days after the beginning of
school. Students enrolling on this date are required to make up
work missed during the previous days.

11. Students in grades 9-12 desiring to receive two semesters, one
year’s study, must register for both semesters at the time of
registration. Successful completion of these courses will yield
two semester credits.

12. Students in grades 9-12 may enroll for any semester of a subject
and receive one semester credit for successful completion of the
course. A student may not, however, enroll for the second
semester of a course unless he previously has successfully
completed the first semester of the course. To enroll on a non-
credit basis, the student must declare his desire to so enroll at
the time of registration. In the absence of such a declaration, the
student will be considered to have enrolled for credit, and his
permanent record shall indicate his enrollment together with the
grade received. A non-credit enrollment may not be changed at a
later date to a credit enrollment.

13. Faculty:

a. The summer academic program shall be under the
supervision of the administrative and supervisory staff and
the summer school principal(s).

b. One of the secondary school administrators will be
designated by the Superintendent to administer the
summer academic program in Grades 7-12.

c. The Executive Director of Human Resource Services shall
be responsible for the recruitment of the staff.

d. The Executive Director of Elementary Education and
Assistant Superintendent for Secondary Education will be
responsible for ensuring that the instruction offered is
reasonably equivalent to that available to students during
the regular term.

e. Teachers shall be appointed from the regularly employed
teaching staff.
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f. Each teacher shall be paid at his/her state base.
14. Departmental examinations will be administered to evaluate the
effectiveness of the summer academic program.
15. Transportation is provided in grades K-8.

TUITION SCHEDULE

Tuition schedule for the summer program will be established annually in
compliance with the state and federal guidelines.

SUMMER DRIVERS EDUCATION PROGRAM

Students must be 15 years old or older on or before the first day of
classroom instruction. State law requires that students must be enrolled in
school and must have attended classes the required number of days the
previous semester.

A verification of enrollment form is required by the Department of Public
Safety before a student will be allowed to take any examinations for
instruction permit or drivers license. This form can be obtained at the
school’s attendance office. If a student does not stay in school for the
required days for attendance and pass, the license or beginners permit will
be revoked by the Department of Public Safety.

Thirty two (32) hours of classroom time and 14 hours in-car instruction are
required to complete Drivers Education. The classroom time will be as
scheduled. The driving time is arranged after classes begin and may take
up to two weeks longer to complete. Students are required to make up any
absences and additional fees will be charged for make-up sessions.

Upon completion of 6 hours of the classroom portion of Drivers Education,
the student will be eligible to take the Department of Public Safety written
test. Those students who pass the test will receive an instruction permit
and be eligible to take the behind-the-wheel phase of Drivers Education.

There are two forms issued during Drivers Education. One form will be
issued for the student to take the written portion of the DPS test. The
other will be issued upon satisfactory completion of the course. This last
form will allow the student to receive his/her drivers license upon turning
16. In addition, an SO-30 form will be given for insurance reduction.

The location of the Drivers Education class will alternate between the two

Senior High School campuses each semester. Cost of the course will be
established annually by the Board of Trustees.
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BILINGUAL SUMMER SCHOOL

Summer school programs that are provided under the Texas Education
Code, for children of limited English proficiency who will be eligible for
admission to kindergarten or first grade at the beginning of the next school
year shall be implemented in accordance with this section.

1. Purpose of the summer school programs.

a.

Limited English proficient students shall have an opportunity
to receive special instruction designed to prepare them to be
successful in kindergarten and first grade.

Instruction shall focus on language development and essential
knowledge and skills appropriate to the level of the student.
The program shall address the affective, linguistic, and
cognitive needs of the limited English proficient students in
accordance with 89.1210(c) of this title (relating to Program
Content and Design).

2. Establishment of, and eligibility for, the program.

a.

Each district required to offer a bilingual or special language
program in accordance with the Texas Education Code,
29.053, shall offer the summer program. Programs under this
subsection for students who will be in bilingual education
kindergarten and first grade programs shall be bilingual
education.

To be eligible for enrollment, a student must be eligible for
admission to kindergarten or to the first grade at the
beginning of the next school year and must be limited English
proficient.

Limited English proficiency shall be determined by screening
students using informal oral language inventories or oral
proficiency instruments approved by the commissioner of
education, or other appropriate instruments.

3. Operation of the program.

a.

b.
o

Enrollment in the program is optional with the parents of the
student.

The program shall be operated for 120 hours of instruction.
The student/teacher ratio for the program district-wide shall
not exceed 18 to one.

A district is not required to provide transportation for the
summer program.

Teachers shall possess certification of endorsement as
required in the Texas Education Code, 29.061, and 89.1245 of
this title (relating to Staffing and Staff Development).
Reporting of student progress shall be determined by the
board of trustees. A summary of student progress shall be
provided to parents at the conclusion of the program. This
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summary shall be provided to the student's teacher at the
beginning of the next regular school term.

g. A district may join with other districts in cooperative efforts to
plan and implement programs.

h. The summer school program shall not substitute for any other
program required to be provided during the regular school
term, including those required by the Texas Education Code,
29.153.

4. Funding and records for programs.

a. A district shall use state and local funds for program
purposes. Title | migrant, or Title | regular or other available
federal funds may be used to supplement the program.

ii.

Available funds appropriated by the legislature from the
Foundation School Program for the support of summer
school programs provided under the Texas Education
Code, 29.060, shall be allocated to school districts in
accordance with this subsection.

Funding for the summer school program shall be on a
unit basis in such an allocation system to ensure a
pupil/teacher ratio of not more than 18 to one. The
numbers of students required to earn units shall be
establish by the commissioner of education. The
allotment per unit shall be determined by the
commissioner based on funds available.

Any district required to offer the program under
paragraph (B) {1} of this subsection that has less than
ten students district-wide desiring to participate is not
required to operate the program. However, those
districts must demonstrate that they have aggressively
attempted to encourage student participation. Payment
to districts for summer school programs shall be

based on units employed and shall be made through the
regular foundation program payment.

Districts shall apply to the commissioner of education
for funding of summer school programs operated under
this subsection. Applications for funding shall contain
the number of students who will participate in the
program and other information necessary to assure the
commissioner that programs will be operated in
accordance with this subsection.

B. A district shall maintain records of eligibility, attendance, and
progress of students.

Approved — October 2006
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MAGNET SCHOOL PROGRAM
APPLICATION AND ENROLLMENT PROCEDURES
EHBF (REGULATION)

1. The following procedures will be followed with regard to the assignment of the students
to the magnet programs at Bowie, Pease and Washington:

Neither Bowie, Pease nor Washington will have neighborhood attendance
zones (including those students living in the neighborhoods close to the
schools).

The attendance zones for the magnet programs at Bowie, Pease, and Washington
will include the entire District.

The school district has been divided into three (3) geographical lottery areas.
The goal of the lottery process is to identify students for participation in the
magnet schools in approximately equal numbers from each lottery area.

2. The population for the magnet programs at Bowie, Pease and Washington will be created
according to the lottery system:

A recruiting campaign will inform parents and guardians of opportunities
and programs available at magnet schools.

Information in English and Spanish will be provided to parents announcing
information meetings, available services, and the application process.

Parents of students who currently attend a magnet program must complete and
return the re-enrollment form by the specified deadline in order to secure
a place for the following year at the magnet school they currently attend.

Preference for admission will be given to siblings of students who will attend a magnet
school during the same year. Siblings of current students, including siblings of
incoming kindergarten students, will be admitted to the magnet school prior to the
general admission lottery, IF parents identify siblings on the reenroliment form and IF
space is available at the appropriate grade level. If the number of sibling applicants
exceeds the number of spaces that are available at a particular grade level and area, a
lottery to admit siblings will be conducted for the available spaces. This lottery will
take place prior to the general admission lottery.

3. The application process for kindergarten students will be open to all children living in the
Midland Independent School District. The application process for student who apply for
Admittance to grade one through grade 6 will be available first to students who are
enrolled in the Midland Independent School District at the time of application. Non-MISD
students may complete applications; however, MISD students will be given priority in the
application process.

A timeline will be developed each year to schedule recruiting activities and
to schedule deadlines in the application process.
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e Applications will not include reference to the student’s ethnicity, free and/or reduced
meal status, academic record, prior achievement test scores nor learning abilities test
scores.

e Auditions, prerequisite classes will not be required of students who apply for admission
to MISD magnet programs.

e No preference will be given in the application process to students living in the
former attendance zones for Bowie, Pease and Washington.

e |fspace is available, preference will be given to other family members residing
in the home with students admitted into one of the magnet schools.

e Parents must complete a separate application for each student who wants to apply for
admission to attend a magnet school.

e Students may apply for admittance to one, two, or all three magnet schools by
completing a separate application for each magnet school.

4. The District has been divided into three geographic groups, using the following
neighborhood codes:

AREA A AREA B AREA C
1 2 3 4 19 120 |21 |26 29 |30 31 32
5 6 7 8 27 |28 |89 |33 36 | 37 38 39
9 10 |11 |12 34 |35 |40 |41 98 |43 44 45
13 114 |15 |16 42 |47 148 149 46 | 6667 | 6661 | 7776
17 118 |22 |23
24 | 25

5. The lottery will be conducted as follows:

e The drawing for each school will be conducted separately.

e Applications will be sorted by school, area, and grade level.

e Applications for each school, area, and grade level will be placed into a “lottery”
wheel and the wheel will be turned to ensure that the applications are mixed.

e As applications are drawn, they will be numbered in the order they are drawn.

e Students will be certified as eligible for admission in the order in which their
applications are drawn, numbered, and sorted by area and by grade level.

e As applications are certified, the student’s name will be added to the Master List
according to school, grade level and area. Siblings will be offered admittance and
added to the Master List for the appropriate grade level and area, only if space is
available and if siblings will be attending the same magnet school the same year.

e Waiting lists will be created, by school, by Area and grade level, for students who are
not certified as eligible for admission in the lottery. If spaces become available,
placement of students on the waiting list will give priority to siblings of students
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already enrolled, accepted, and attending the magnet program. Vacancies will be filled
from waiting lists until the end of the first semester.

e Students may apply to one, two, or three magnet programs. If a parent accepts the
offer for a student to enroll at a magnet program, the student’s name will be removed
from waiting lists at other magnet programs to which the parent applied.

6. A separate lottery will be conducted for students who receive services in the bilingual
program. Parents may indicate on the magnet school application whether their children
receive services in the bilingual program in order for MISD to be able to identify students
who are eligible for bilingual services. Bilingual classes will be scheduled based upon the
number of bilingual students who apply to a magnet school; bilingual classes might not be
offered at all three magnet schools so that MISD will be able to provide effective bilingual
instruction. Bilingual services will be provided on at least one magnet school campus.

7. All parents will be notified whether their children have or have not been offered admittance
into one, two, or three magnet programs. Parents whose children are offered admission to
a magnet program will be required to verify that their children will attend the magnet
program(s) to which their children have been offered admission.

8. If a student has applied for admission to more than one magnet school and is certified for
admission to more than one magnet school, the following procedure will be applied:

e Parents of students will be notified in writing and must respond to the magnet school
office to indicate their magnet program preference by the deadline included in the
notification.

e The application may be withdrawn and the student’s name may be removed
from the enrollment list if a parent does not notify the magnet school office
in writing by the deadline to indicate their school preference.

9. The application process may be re-opened for schools, grade levels and Areas in the event
the lottery process does not provide for full enrollment.

10. Students who reside in magnet school attendance areas and are displaced by magnet
school programs are provided options to request to enroll at other campuses. Students in
the former Pease attendance zone who are not admitted into one of the magnet schools
may choose to request to enroll at Fannin, Greathouse, Milam or Scharbauer and
transportation will be provided by the District. Students who reside in the former
Washington attendance zone may choose to request to enroll at De Zavala, Fannin,
Greathouse, Scharbauer, or Travis. Students who reside in the former Bowie attendance
zone may choose to request to enroll at De Zavala, Milam, Houston, or Fannin. (Students
may also utilize the MISD transfer policy, if applicable.)

11 .Exceptions to these procedures require approval of the Superintendent.

Approved March, 2010
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CREDIT BY EXAMINATION
EHD (REGULATION)

GENERAL PROVISIONS

A. The Student and Scholar Development department will set at least
three days between January 1 and June 30 and three days between July 1 and
December 31 annually for examinations for acceleration for each primary
school grade level and for credit for secondary school academic subjects. The
days do not need to be consecutive but must be designed to meet the needs
of all students. The dates must be publicized in the community.

B. Midland ISD shall not charge for locally developed examinations for
acceleration nor for examinations purchased through Texas Tech. If a parent
requests an alternative examination, the district may administer and recognize
results of a test purchased by the parent or student from The University of Texas
at Austin. — In accordance with Texas Administrative Code (TAC) 874.24 Credit
by Examination (a) (2).

C. Astudent may be allowed to accelerate at a time other than one
required in paragraph “A” of this subsection as needed due to extenuating
circumstances in order to allow the student to demonstrate academic
achievement or proficiency in a subject or grade level outside of the regularly
scheduled testing times as long as there is time for the test results to be delivered
before the end of the semester grading period.

ASSESSMENT FOR COURSE CREDIT IN GRADES 6-12

A. A studentin any of Grades 6-12 must be given credit for an academic
subject in which he or she has had no prior instruction if the student scores 80%
on a criterion-referenced test that is aligned to the TEKS for the applicable
course.

B. If a studentis given credit in a subject on the basis of an examination,
the school district must enter the examination score on the student's transcript.
Examination scores for high school courses will be used in computing the
student’s grade point average and rank in class. Failing credit by examination
scores will not be recorded on the transcript.
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C. In accordance with local school district policy, with parental approval
a student in any of Grades 6-12 may be given credit for an academic subject in
which he or she had some prior instruction, if the student scores 70% on a
criterion-referenced test for the applicable course.

REGISTRATION PROCEDURES FOR KINDERGARTEN - 5™ GRADE

Parents shall meet with their child’s principal to request acceleration for
their child that would be enrolled in Kindergarten though 5t grades.

REGISTRATION PROCEDURES FOR 6™ — 12™ GRADES

A. Languages Other than English (LOTE) Credit by Examination
The signature of a superintendent’s designee must be obtained as
verification that the student’s records indicate prior instruction in the
appropriate LOTE course. Recommendation for LOTE Testing forms will require a
parent signature or verbal approval via a counselor or teacher with
appropriate documentation. Counselors will submit appropriate forms for LOTE
credit by examination testing to the superintendent’s designee.

B. Non-LOTE Credit by Examination
Parents complete the registration process on-line through Texas Tech at
www.k12.ttu.edu and name the student’s counselor as the proctor for the
examination. Then parents bring the completed registration document to
the counselor for MISD to submit payment to Texas Tech. For locally
developed Non-LOTE courses parents need to register their student for a
credit by exam through their student’s counselor.

PRIOR INSTRUCTION
A. LOTE Courses
For LOTE participation in credit by examination only, prior instruction is

defined as the student’s having received documented formal instruction at any
point in his or her educational career.
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Examples include the following:

1.

The student had prior instruction in an elementary Spanish or bilingual
program,;

Proof of completion of half of the required lessons of a Spanish
correspondence course;

The student studied Spanish in another country; or

The student was enrolled in an after-school or summer program where he
or she studied Spanish, and the like.

Note: Previous administrations of credit by examination do not
constitute prior
instruction.

Non-LOTE Courses
For Non-LOTE courses, prior instruction is defined as

. Enrollment in a non-accredited public, private, or parochial school, or

homeschooling program, as verified by an official school
transcript/record; or as evidenced by a student work portfolio that may
include: course syllabus, work samples, completed culminating
examination, and list of resources

(Textbooks, Web sites, and the like);

. For a semester course (18 weeks), proof of at least nine weeks of

classroom instruction; or

Proof of completion of half of the required lessons of a correspondence
course.

Note: Previous administrations of credit by examination do not
constitute prior
instruction.

EHD (Regulation) Page 3





RETESTING

If the student does not receive a passing score on the credit by
examination with prior instruction administered by the District, the student may
retest one time for the failed test at his or her own expense through one of the
university centers.

Students will not be permitted to rescind a request for credit through
credit by examination once the test has been completed. A student will not be
permitted to retake credit by examination tests for a higher grade once the
student has met minimum passing standards, nor will the student be permitted to
take credit by examination for the purpose of earning a higher grade to replace
an existing passing grade in a course.

REVISED - SEPTEMBER 2013
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ACADEMIC ACHIEVEMENT
GRADING SYSTEM - KINDERGARTEN
EIAA (REGULATION)

METHOD OF REPORTING EVALUATION

In reporting student progress for children in kindergarten, teachers will use a
combination of parent conferences, teacher generated reports and a Standards
Performance Report, which indicate the achievement of students in mastering
the concepts and skills appropriate to those levels.

REPORTING ASSESSMENTS
Kindergarten teachers will provide students with feedback about their
assessments/assignments. The following guidelines should be observed:
a. Kindergarten students will receive verbal feedback/praise about their
work.
b. Parents will be notified through a parent teacher conference of any
academic concerns.
c. Student progress and assessment data is confidential and should be
treated accordingly.

Assessment results will be reported to parents through the Standards Performance
Report which will be sent to parents at the end of each grading period. Teachers
will also share assessment results with parents during parent-teacher conferences.

BASIS FOR EVALUATION

The summative evaluation of a student’s program during a recording period will
be based on sufficient data. Teachers will utilize a variety of assessments,
observations, and keep accurate documentation of a student’s progress during a
recording period.

A teacher’s grade book or computerized grading program constitutes legal
documentation of student achievement.

The teachers will use the grading rubric provided to guide their rating on a
student’s Standards Performance Report.

In grading “Student Responsibilities,” students will be assessed in each category
using the grading rubric each grading period.

SUMMATIVE REPORTS

Records of each student’s progress through school will be maintained and will be
reported to parents at the end of each grading period. The purpose of the report
is to indicate clearly the progress the student is making toward achievement of
the standards (Texas Essential Knowledge and Skills) of the educational program.
FORMATIVE/PROGRESS REPORTS

Progress reports are NOT APPLICABLE for kindergarten students with a Standards
Performance Reporting system. Teachers will conference with parents a minimum
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of once per semester to review progress, discuss assessment results, and to review
the Standards Performance Report.

INCOMPLETE GRADES

Not applicable for Kindergarten students.

CHANGING GRADES

Because rating a student through the Standards Performance Report should be
carefully analyzed prior to the rating being awarded, changing a rating should
occur only under very special circumstances.

A. A student’s academic rating or student responsibility rating may be
changed only by the teacher of that class and with the approval of the
principal, except in circumstances described in Sec. 28.0214 of the Texas
Education Code.

B. No rating corrections may be made later than the third week of the
grading period after the grade was awarded without written approval
from the principal.

MONITORING OF THE GRADEBOOKS

A teacher’s grade book or computerized grading program is an auditable, legal
document. The district is responsible for monitoring grade books to ensure that
the recording of student assessment is accurate.

TRANSFER STUDENTS

When a kindergarten student transfers into MISD, a teacher will rate the incoming
student with any information provided from the previous campus and any data
that was collected within the classroom prior to the grading period ending.
Kindergarten students do not receive letter grades; therefore, transferring of
grades is not required. The teacher will begin rating the student according to the
Standards Performance Report from the time they arrive at an MISD campus.

Added: September 2012
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ACADEMIC ACHIEVEMENT
GRADING SYSTEM - Grades 1-6
EIAA (REGULATION)

Note: Procedural guidelines give specific suggestions and district expectations for
the implementation of a district policy. This set of guidelines is intended to provide
guidance for teachers to follow in determining grades for students. Many of the
following procedures are already contained in various district curriculum guides as
developed by teachers and coordinators and others have been sentin the form
of memos to administrators through the years.

The rationale for this set of guidelines is to achieve fair, accurate, and consistent
assessment of student achievement based on standards as established by the
State of Texas, and to ensure students and parents receive feedback related to
academic progress.

METHOD OF REPORTING EVALUATION

In grades 1-6, fine arts and physical education grades will be reported with E -
excellent, S - satisfactory, N —-needs improvement, and U - unsatisfactory. All other
subjects will be reported and recorded numerically.

REPORTING ASSESSMENT

Teachers will report assessments to students in a timely manner. The following
guidelines should be observed:

A. Students will receive minor assignment feedback within three to five
school days.

B. Major assignments such as research projects, group projects, and research
papers or other long-term projects shall receive a final cumulative grade
within ten school days. However, the teacher shall award interim minor
assessment grades for individual steps in the process within the guidelines
stated previously.

C. Student grades are confidential and will be treated accordingly.
(Practices such as oral group disclosure, students grading other students’
work where a grade is placed on the assignment, or posting of grades by
name will not occur.)

D. Interim progress reports with assignments listed will be issued to every
student at the midpoint of the grading period. Notice of a student’s
consistent unsatisfactory performance will be issued in accordance with
EIA (Local). According to this policy, unsatisfactory performance will be
defined as a failing grade, achievement that has dropped two or more
letter grades, and/or conduct that is unsatisfactory and/or would receive
a grade of U.

Teachers are expected to use a variety of types of student work performance to

assess student achievement. The teacher should choose those which are most
appropriate to the class, the students, and the TEKS/SEs under study.
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BASIS FOR EVALUATION
The summative evaluation of a student’s program during a recording period will
be based on sufficient data. Teachers will utilize a variety of assessments
appropriate to the class, the students, and the TEKS/SEs under study. Regular and
periodic assessment of student progress should be made using the following
specific procedures:
A. The following percentages shall determine the cumulative grade for
each reporting period.
Grades 1-2
All grades - 100%

Grades 3-5:

Major assignments — 40%
Minor assignments - 50%
Homework — 10%

Grade 6:

Major assignments — 60%

Minor assignments 40% which may include homework; however,
homework may not constitute more than one fourth of the minor
assessment summative grade.

B. During each grading period:
a. Atleast one grade will be taken for each subject each week.
b. At least two minor assignments grades and two major
assignments grades will be taken.
b. Each grade entered in the grade book must be clearly labeled by

assignment and date.

c. All grades must be recorded numerically on a scale from 0-100.

d. A third party must be able to interpret the grade book accurately and
independently to verify any summative evaluation that has been given.
Any weighting or special methods of calculating summative evaluation
must be clearly explained in the grade book and approved by the
principal.

e. The district’s electronic grading system will not record a grade of less
than 50 as a grading period average unless the teacher has overridden
the automatic grade assignment as permitted by state law.

CONDUCT GRADES
In grading for conduct, teachers shall use the scale E, S, N, and U with
the following guidelines:
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E: Conductwhich promotes classroom management and instruction
S: Conductwhich permits and contributes to group

instruction

N: Conduct needing improvement

U. Repeated conduct which interferes with instruction or

commission of a major offense

All teachers should be prepared to document student behaviors which are the
basis for conduct grades. Teachers who assign conduct grades of “U” must
document the behavior(s) for which the “U” has been assigned.

SUMMATIVE REPORTS

Records of each student’s progress will be maintained and reported to parents
at the end of each grading period. The purpose of the report is to indicate the
progress the student is making toward achievement of the objectives of the
educational program.

Grades 1-6 will issue complete report cards at the end of each grading period. It
will be reported to parents if students are working in material below the assigned
grade level.

Students working below grade level who have not mastered grade level Texas
Essential Knowledge and Skills (TEKS) shall be reported on each grading period
report.

FORMATIVE/PROGRESS REPORTS

At the midpoint of the grading period, teachers will send progress reports that list
all assignments to the parents of all students. Such notification should provide an

opportunity for the student to improve the grade. Contact with parents will be by
email, telephone, conference, or letter.

MAKE-UP WORK/LATE WORK

Teachers shall follow district policy concerning make up work after absences.
Make-up assignments or tests shall be made available to students after any
absence. Teachers wil inform their students of the amount of time allotted for
completing make-up work after an absence; however, the student shall be
responsible for obtaining and completing the make-up assignments in a
satisfactory manner within the allotted amount of time. A studentshall be
allowed at least one day of make-up time for each day of absence. See Board
Policy FEC (LOCAL) for more information.

Teachers shall notify students of due dates for all assignments and any changes
to due dates. Students who do not turn in assignments by the designated
date(s) may be subject to grade penalties in accordance with classroom
procedures and approval by the principal.
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INCOMPLETE GRADES

A report card grade for each grading period is a report to parents of the
student’s achievement at that time. Even though a unit of study may not be
completed or an area of study may be in progress, a grade must be reported:

A.A grade of incomplete should be given to a student for a grading
period only if:
a.The student had excused or school absences during the final
days of the grading period and still had allowable days (1 per
each day of absence) in which to complete make-up work.
b.The student had excused absences which extended beyond
the end of the grading period and had not yet returned to
school when the grading period ended.
B. Each teacher must submit to the principal written explanation for any “I”
given.
C.A grade of incomplete should not be given to a student for any
grading period if the student has failed to complete work. Late work
may be accepted during the grading period as teachers attempt to
move students to mastery levels, but students should understand that
only illness or school related absences can extend any grading period.
D.All incomplete grades must be converted to an appropriate assessment
of the student’s actual achievement level for that grading period within
two weeks of the end of the grading period or of the student’s return to
classes.

CHANGING GRADES

Because grades should be carefully computed and their basis analyzed prior to
their being awarded, changing a grade should occur only under very special
circumstances.

A. Astudent’s academic or conduct grade may be changed only
by the teacher of that class and with the approval of the
principal, except in circumstances described by Sec. 28.0214 of
the Texas Education Code.

B. No grade corrections may be made later than the midpoint of
the grading period after the grade was awarded without written
approval from the principal.

REDO/RETAKE

Upon notification of the failing grade, a student will be provided
supplemental instruction and given an opportunity for reassessment. The
highest grade earned through this process will be a 70. These guidelines do
not apply to late work. These guidelines do not apply to grades 1-2.
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MONITORING OF GRADEBOOKS

A teacher’s electronic grade book is an auditable, legal document. Anything
which is considered in determining the summative grade for any grading period
must be recorded in the grade book with the student’s grades for that grading
period. T h e district is responsible for monitoring grade books to ensure the
recording of student assessment is accurate.

The principal or his/her designee will set up a schedule for periodic
examination of all electronic grade books to determine that they contain
the required information.

TRANSFER STUDENTS

A. When a student transfers into MISD, the grade provided by the sending
school is recorded as the grade to date for that grading period.
Beginning with the next grading period, policy guidelines will be followed
(EIE Local & EHBB Local).

B. If a student transfers in during the last week of a semester, the grades
from the sending school will be used to determine the third grading
period and the semester grade, and no final exam or other MISD
assessment is required for that semester. The student’s assessment by
MISD would begin with the next grading period, and policy guideline
requirements wil be used.

C. When transferred grades have been reported as letter grades,
conversions shall be made according to the following:

a. If the sending school has notindicated a grading scale, the
following scale shall apply:

A-95
B-85
C-75
D - 70 (only if a D is passing at the sending school, otherwise, D-65)
F-65

b. When the sending school has indicated a grade scale, the
score assigned shall be the midpoint of the range for each
grade. The “+” shall be two numbers higher than the
midpoint, while the “-” shall be two numbers lower than the
midpoint.

c. If the sending school has recorded grades other than a letter
grade, the conversion shall be determined by the receiving
principal in consultation with the superintendent’s designee.
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FACTORS NOT TO BE USED IN GRADING

A. A teacher may not deduct points from a student’s academic grade
because of disciplinary infractions other than academic dishonesty.
The MISD Discipline Management Plan clearly outlines levels of
misbehavior and appropriate consequences. These should be
applied and the conduct grade used to reflect overall classroom
behavior.

B. When a student fails to clear a record on textbooks, library books, or
other school owned equipment, the academic grade may not be
withheld or lowered. Every effort should be made to work with
parents for the return of such equipment. In addition, the school
may refuse to issue any additional school-owned equipment until the
record is clear. This can include withholding textbooks and removing
library privileges.

REVISED: JUNE 2013
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ACADEMIC ACHIEVEMENT:
GRADING SYSTEM - SECONDARY
EIAA (REGULATION)

SECONDARY — GRADES 7-12

Note: Procedural guidelines give specific suggestions and district expectations for
the implementation of a district policy. This set of guidelines is intended to provide
guidance for teachers to follow in determining grades for students. Many of the
following procedures are already contained in various district curriculum guides
as developed by teachers and coordinators and others have been sent in the
form of memos to administrators through the yeatrs.

The rationale for this set of guidelines is to achieve fair, accurate, and consistent
assessment of student achievement based on standards as established by the
State of Texas, and to ensure students and parents receive feedback related to
academic progress.

METHOD OF REPORTING EVALUATION

Teachers in all subjects will record and report grades numerically except for
“pass/fail”.

REPORTING ASSESSMENT TO STUDENTS

Immediate and timely feedback to students on achievement and diagnosis of
needed remediation are necessary to learning. Therefore, MISD asks that
teachers report assessment to students in a timely manner. The following
guidelines should be observed:

A. Students shall receive feedback on every assignment.

B. Students should receive feedback within three to seven days. Major
assignments such as research projects, group projects, and research papers
may require longer, but students should receive feedback within ten days.

C. Student grades are confidential and should be treated accordingly.
(Practices such as oral group disclosure, students grading another student’s
work where a grade is placed on the assignment, or posting of grades by
name should not occur.)

BASIS FOR EVALUATION
The summative evaluation of a student's program during a recording period

should be based on sufficient data. Teachers shall utilize a variety of assessments
and shall record a significant number of assessments for accurate documentation
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of a student's progress during a recording period. Regular and periodic
assessment of student progress should be made using the following specific
procedures:

A. The hard copy gradebook or electronic gradebook, constitutes legal
documentation of student achievement. Anything which is considered in
determining the summative grade for any grading period must be
recorded in the gradebook with the student’s grades for that grading
period.

B. Some assessment should be recorded each week.

C. Astudent must have a minimum of six grades per six weeks and a
mandatory minimum of twenty-one grades during any given semester.
Exceptions to these minimums, as a result of inherent characteristics of the
goals of any given course, must have the prior written approval of a
department chairperson and/or immediate supervisor.

D. Each grade entered in the gradebook must be clearly labeled and dated.

E. All grades must be recorded in the grade book numerically on a scale from
0-100.

F. Any weighting or special methods of calculating summative evaluation
must be clearly explained in the gradebook and approved by the
principal. A third party must be able to interpret the gradebook accurately
and independently and to verify any summative evaluation that has been
given.

G. The district’s electronic grading system will not record a grade of less than
50 as a six-week average, unless the teacher has overridden the automatic
grade assignment as permitted by state law.

H. Teachers shall record actual numerical exam grades.
GRADE POINTS

No grade points will be recorded for classes in which the grade is less than 70, or
in which a student fails to gain credit due to excessive unexcused absences.

Grade point averages for a student shall be computed by adding the total
number of grade points earned and dividing by the total number of courses
attempted.

CONDUCT GRADES

In grading for conduct, teachers shall use the scale E, S, N, and U with the
following guidelines:
E: Conduct which promotes classroom management and instruction
S: Conduct which permits and contributes to group instruction.
N: Conduct needing improvement
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U: Repeated conduct which interferes with instruction or commission of a
major offense.

All teachers should be prepared to document student behaviors which are the
basis for conduct grades. Teachers who assign conduct grades of “U” must
document the behavior(s) for which the “U” has been assigned.

SUMMATIVE REPORTS

Records of each student’s progress through school shall be maintained and shall
be reported to parents six times each year following the close of each six-weeks
period. The purpose of the report is to indicate clearly the progress the student is
making toward achievement of the objectives of the educational program.

FORMATIVE REPORTS/PROGRESS REPORTS

At the end of the first three weeks of a grading period, teachers will provide
parents with a written progress report when one or more of the following
conditions exists:

1. The student s failing.

2. The student's achievement has dropped two or more letter grades.

3. The student's conductis a "U” which is unsatisfactory.

Teachers also will send progress reports at the end of three weeks to all sponsors
of extracurricular activities for any participating student whose grade average is
lower than 70. Tutorial sessions are available for these students so that they may
bring up their grade average prior to the end of the six weeks and thus preserve
their eligibility to participate in extracurricular activities. Sponsors are responsible
for encouraging members of their programs to maintain passing grades.

INCOMPLETE GRADES

A report card grade for six weeks is a report to parents of the student’s
achievement at that time. Even though a unit of study may not be a completed
or any area of study may be in progress, a grade must be reported:

A. A grade of incomplete should be given to a student for a grading period
only if:

1. The student had excused or school absences during the final days of
the grading period and still had allowable days (1 per each day of
absence) in which to complete make-up work or

2. The student had excused absences which extended beyond the
end of the grading period and had not yet returned to school when
the grading period ended.
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. Each teacher must submit to the departmental chairperson or principal
written explanation for any “I” given prior to verifying grades.

. A grade of incomplete should not be given to a student for any grading
period if the student has simply failed to complete work. Late work may
certainly be accepted during the grading period as teachers attempt to
move students to mastery levels, but students should understand that only
illness or school related absences can extend any grading period.

. According to UIL rules of extracurricular eligibility, grades of “I” are treated
as a failing grade until they are changed to a passing numerical grade.

. Allincomplete grades must be converted to a numerical assessment of the
student’s actual achievement level for that grading period within two
weeks of the end of the grading period or of the student’s return to classes.

CHANGING GRADES

Because grades should be carefully computed and their basis analyzed prior to
their being awarded, changing a grade should occur only under very special
circumstances.

A. A student’s academic or conduct grade may be changed only by the

teacher of that class and with the approval of the principal.

B. Grades may be changed only if an error in computation was made by the

teacher in determining the original grade given or if a recording error was
made in completing the scan sheet or report card.

. Documentation of such errors should be presented to the principal before
the grade is changed and no academic or conduct grade may be
changed without the principal’s written approval.

. No grade corrections may be made later than the third week of the six
weeks after the grade was awarded without written approval from the
principal.

MONITORING OF GRADEBOOKS

A teacher’s gradebook or computerized grading program is an auditable, legal
document. Therefore, the district is responsible for monitoring gradebooks to
ensure that the recording of student assessment is accurate. During any formal
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observation for PDAS, the gradebook should be examined to determine if policy is
being followed and that timely and periodic assessments of student achievement

are being made.

AWARDING CREDITS

A. MISD awards credits by semester; however, the district expects students
to complete and earn credit in both semesters of a full year course (e.g.,
Algebral).

B. When a student earns a passing grade in only one semester of a two-
semester course and the combined grade for the two semesters is lower
than 70, the district shall award the student credit for the semester with
the passing grade. The student shall be required to retake only the
semester in which he or she earned the failing grade.

C. The district shall award a student full credit for a two-semester course
when the combined grade for the two semesters is 70 or higher.

E. In order to make up credit lost because of failing grades but not related
to absences, a student has the following options:

1. Take credit by examination.

2. Repeat the course failed (summer school, regular term,
correspondence course, A Plus, and E2020).

3. Take another course to earn the credit (if the specific course failed
is required for graduation, such as health, this option is not viable).

F. Astudent who loses credit because of excessive absences has the
following options:

1. Take credit by examination

2. Repeat the course. (see E2)

3. Take another course to earn the credit (if the specific course
failed is required for graduation, such as health, this option is not

viable). (see E3)
TRANSFER STUDENTS

A. When a student transfers into MISD, the grade provided by the sending
school is recorded as the grade to date for that grading period.
Depending upon the time remaining in the grading period, an MISD
teacher should take as many assessments as possible in order to provide an
accurate grade for that grading period. Beginning with the next grading
period, policy guidelines must be followed.

For example, if a student transfers in during the fourth week of the third six
weeks, there will be two six weeks grades which have been issued by the
sending school. These should be recorded for the six weeks grades. The
sending school also has issued a “withdrawal grade.” This grade will be
recorded for the current six weeks and will constitute 2/3 of the student’s
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grade for the third six weeks. In addition, the MISD teacher should take an
additional two grades which would be factored in to the computation of

the six weeks grade. The student should be given the comprehensive final
for that class, and the semester grade should be determined according to

policy.

B. If a student transfers in during the last week of a semester, the grades from
the sending school should be used to determine the third six weeks and the
semester grade, and no final exam or other MISD assessment is required for
that semester. The student’s assessment by MISD would begin with the next
six weeks, and policy guideline requirements would be used.

C. When transferred grades have been reported as letter grades, conversions
shall be made according to the following:

1. If the sending school has not indicated a grading scale, the following
scale shall apply:

A-95

B-85

C-75

D - 70 (if a D is passing at the sending school)

F-65

If a grade of D is considered by the sending school as a non-passing grade,
it shall be transferred as a 65.

2. If the sending school as recorded grades with “+” or “-*“ and has not
indicated a grading scale, a “+” shall be converted as a score three points
higher than as listed above, while a “-* shall be reconverted as a score
three points lower than as listed above.

3. When the sending school has indicated a grade scale, the score
assigned shall be the midpoint of the range for each grade. A “+” shall be
two numbers higher than the midpoint, while a “-* shall be two numbers
lower than the midpoint.
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TYPES OF STUDENT ASSESSMENT

Teachers are expected to use a variety of types of student work and
performance to assess student achievement. The teacher should choose those
which are most appropriate to the class, the students, and the objectives under
study. Minimally, the students will receive a minimum of 6 grades per grading
period. Exceptions and/or modifications to the following guidelines may be
made only by the campus principal with the recommendation of the
departmental chairperson.

A. Major assignments - 60% - In the determination of a six weeks grade, no
single grade should constitute more than 30% of the student’s six weeks
average. If long-term projects are used, the teacher should award grades
for individual steps in the process with periodic assessments of progress
being made. In this way, a teacher is aware of progress throughout the
grading period and can issue interim progress reports with accuracy.

B. Minor assignments - 40% - Homework and other forms of formative
assessment should be utilized as a method of ongoing assessment of
student achievement. Homework is best used as independent practice of
material taught and practiced under the teacher’s direction. It should not
be used to introduce concepts or skills learning. Itis appropriate to use for
extension, enrichment, and application. In the determination of a six weeks
grade, no single grade should constitute more than 30% of the student’s six
weeks average.

C. Final Exams. Policy specifies the nature of final exams and the weight they
carry in the compilation of semester grades. In courses earning high school
credit (regardless of the grade level in which they are taken), semester final
exams will count 1/4 of the student’s final semester grade for those students
that are under the TAKS testing plan. For students in STAAR/EOC grade
levels, the state assessment will count 15% of the student’s final grade. For
non-high school credit courses in grades 7 and 8, the final exam will count
1/7 of the student’s final semester grade. In accordance with policy, all
final exams must be comprehensive. That is, they must cover materials
taught throughout the semester and must provide an assessment of the
total learning for the semester.

D. Curving or Weighting Grades. When a teacher believes that the grades on
any test or the final exam should be curved, the following procedure should
be followed.

1. A notation should be made in the labeling column of the grade book

that the grade was curved and what factor of curing was used (i.e.
“Grades curved by 10.7).
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2. Any curving or weighting of grades must be fair and logical.

3. The rationale used for the curing should be recorded by the
teacher and available upon request by the departmental
chairperson or principal.

FACTORS NOT TO BE USED IN GRADING

A. A teacher may not deduct points from a student’s academic grade
because of disciplinary infractions other than academic dishonesty. The
MISD Discipline Management Plan clearly outlines levels of misbehavior and
appropriate consequences. These should be applied and the conduct
grade used to reflect overall classroom behavior.

B. When a student fails to clear a record on textbooks, library books, or other
school owned equipment, the academic grade may not be withheld or
lowered. Every effort should be made to work with parents for the return of
such equipment. In addition, the school may refuse to issue any
additional school-owned equipment until the record is clear. This can
include withholding textbooks and removing library privileges.

REDO/RETAKE

Upon notification of the grade, a student will have the opportunity to redo an
assignment or retake a test in accordance with campus guidelines; students will
be given a minimum of four school days. Itis the student’s responsibility to work
with the teacher to schedule these opportunities before school, during lunch or
after school. These guidelines do not apply to late work. In order to have this
opportunity, the original assignment/test, must be completed and submitted by
the due date. The highest grade earned through this process will be an 80.

MAKE-UP WORK/LATE WORK

Teachers will follow district policy concerning make up work after absences.
Make-up assignments or tests shall be made available to students after any
absence. Teachers shall inform their students of the amount of time allotted for
completing make-up work after an absence; however, the student shall be
responsible for obtaining and completing the make-up assignments in a
satisfactory manner within the allotted amount of time. A student shall be
allowed at least one day of make-up time for each day of absence. See Board
Policy FEC (LOCAL) for more information.
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Teachers will notify students of due dates for all assignments and any changes to
due dates. Students who do not turn in assignments by the designated date(s)
may be subject to grade penalties in accordance with classroom procedures.
The following maximum penalties may be applied:

[] One school day late - A maximum grade of 90

(] Two school days late - A maximum grade of 80 (Parents should be

contacted regarding work that is two or more days late)
[l Three or five days late - A maximum grade of 70

After five school days, work does not have to be accepted and a grade of 0 may
be assigned.

APPROVED - Sept 2012
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ACADEMIC ACHIEVEMENT: HOMEWORK
EIB (REGULATION)

HOMEWORK PURPOSE AND OBJECTIVES

Homework will be used to enrich or reinforce topics covered in class and should
satisfy at least one of the following objectives:

1.

2.

To provide a drill that helps the student practice the basic skills of a subject.
To give the student practice and extension of concepts learned in class.

To extend learning beyond the material that can be covered in class.

To develop effective study methods.

To help the student prepare for classroom work.

To allow the student to make up work after an absence.

To provide a means of reteaching essential knowledge and skills.

Approved — October 2006
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ACADEMIC ACHIEVEMENT:
CLASS RANKING
EIC (REGULATION)

Note: The following provisions shall apply to students who entered grade 9 before the 2012-13
school year.

CALCULATION

The District shall include in the calculation of class rank semester grades earned in all high school
credit courses regardless of the grade level in which the credit was earned, except as excluded in
this policy. The District shall include in the calculation any failing semester grades, as well as
semester grades in eligible courses for which credit was denied by an attendance committee;
however, grades not resulting in credit shall be converted to zero grade points.

EXCLUSIONS

The calculation of class rank shall exclude grades earned in physical education; athletics;
cheerleading; drill teams; any art or theater arts course; band; orchestra; choir; newspaper; annual,
driver education; student aide; and any course for which a pass/fail grade is assigned.

WEIGHTED GRADE SYSTEM

CATEGORIES

The District shall categorize and weight courses as Enhanced, Standard, and Core, in accordance
with provisions of this policy.

ENHANCED COURSES
Eligible Advanced Placement (AP), Pre-AP, gifted, and honors courses shall be designated in the
course register to be weighted as Enhanced courses.

STANDARD AND CORE COURSES
All other eligible courses shall be designated in the course register to be weighted as Standard or
Core courses.

WEIGHTED GRADE
The District shall convert semester grades to grade points in accordance with the following chart
and shall calculate a weighted GPA:

Grade Core Standard Enhanced
100 5.0 5.5 6.0
99 4.9 54 5.9
98 4.8 5.3 5.8
97 4.7 5.2 5.7
96 4.6 51 5.6
95 4.5 5.0 55
94 4.4 4.9 5.4

93 4.3 4.8 53





Grade Core Standard Enhanced

92 4.2 4.7 52
91 4.1 4.6 5.1
90 4.0 4.5 5.0
89 3.9 4.4 4.9
88 3.8 4.3 4.8
87 3.7 4.2 4.7
86 3.6 4.1 4.6
85 3.5 4.0 4.5
84 3.4 3.9 4.4
83 3.3 3.8 4.3
82 3.2 3.7 4.2
81 3.1 3.6 4.1
80 3.0 3.5 3.0
79 2.9 3.4 3.9
78 2.8 3.3 3.8
77 2.7 3.2 3.7
76 2.6 3.1 3.6
75 2.5 3.0 3.5
74 2.4 2.9 3.4
73 2.3 2.8 3.3
72 2.2 2.7 3.2
71 2.1 2.6 3.1
70 2.0 2.5 3.0
Below 70 0 0 0

TRANSFERRED GRADES

When a student transfers grades for properly documented courses, the District shall assign weight
to those grades based on the cate-gories and grade weight system used by the District.

For the purpose of determining honors to be conferred during graduation activities, the District shall
calculate class rank at the end of the fall semester of the senior year. No grades from the spring
semester shall be used in the calculation.

LOCAL GRADUATION HONORS

For the purpose of applications to institutions of higher education, the District shall also calculate
class ranking as required by state law. The District’s eligibility criteria for local graduation honors
shall apply only for local recognitions and shall not restrict class ranking for the purpose of
automatic admission under state law. [See EIC(LEGAL)]

VALEDICTORIAN AND SALUTATORIAN
The valedictorian and salutatorian shall be the eligible students with the highest and second highest
ranking, respectively. To be eligible for such recognition, a student must:

1. Have been continuously enrolled in the same high school in the District for the two school
years immediately preceding graduation; and

2. Be graduating after exactly eight semesters of enrollment in high school.





HONOR GRADUATES
The District shall recognize as an honor graduate each student who has earned a cumulative
weighted GPA of at least 4.5.

Note: Application of the following provisions began with students who entered grade 9 in the 2012—
13 school year.

CALCULATION

The District shall include in the calculation of class rank semester grades earned for high school
credit only in designated courses in the following subjects: English, mathematics, science, social
studies, and languages other than English. The District shall include in the calculation any failing
semester grades, as well as semester grades in eligible courses for which credit was denied by an
attendance committee; however, grades not resulting in credit shall be converted to zero grade
points.

WEIGHTED GRADE SYSTEM CATEGORIES
The District shall categorize and weight courses as Enhanced and Core, in accordance with
provisions of this policy.

ENHANCED COURSES
Eligible AP and Pre-AP courses shall be designated in the course register to be weighted as
Enhanced courses.

CORE COURSES
All other eligible courses shall be designated in the course register to be weighted as Core courses.

WEIGHTED GRADE
The District shall convert semester grades to grade points in accordance with the following chart
and shall calculate a weighted GPA:





Grade Core Enhanced

100 4.0 5.0
99 3.9 4.9
98 3.8 4.8
97 3.7 4.7
96 3.6 4.6
95 35 4.5
94 34 4.4
93 3.3 4.3
92 3.2 4.2
91 3.1 4.1
90 3.0 4.0
89 2.9 3.9
88 2.8 3.8
87 2.7 3.7
86 2.6 3.6
85 2.5 3.5
84 2.4 3.4
83 2.3 3.3
82 2.2 3.2
81 2.1 3.1
80 2.0 3.0
79 1.9 2.9
78 1.8 2.8
77 1.7 2.7
76 1.6 2.6
75 1.5 2.5
74 1.4 2.4
73 1.3 2.3
72 1.2 2.2
71 1.1 2.1
70 1.0 2.0
Below 70 0 0

TRANSFERRED GRADES

When a student transfers grades for properly documented courses, the District shall
assign weight to those grades based on the categories and grade weight system used
by the District.

LOCAL GRADUATION HONORS

For the purpose of determining honors to be conferred during graduation activities of all
high schools other than the Early College High School at Midland College, the District
shall calculate class rank at the end of the fifth six-week grading period of the senior
year. The average of the fourth and fifth six-week grades shall be used as the semester
grade for this purpose.

For the purpose of determining honors to be conferred during graduation activities at the
Early College High School at Midland College, the District shall calculate class rank at
the end of the fall semester of the senior year. No grades from the spring semester shall
be used in the calculation.

For the purpose of applications to institutions of higher education, the District shall also
calculate class ranking as required by state law. The District’s eligibility criteria for local
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graduation honors shall apply only for local recognitions and shall not restrict class
ranking for the purpose of automatic admission under state law. [See EIC(LEGAL)]

VALEDICTORIAN AND SALUTATORIAN
The valedictorian and salutatorian shall be the eligible students with the highest and
second highest ranking, respectively. To be eligible for such recognition, a student must:

1. Have been continuously enrolled in the same high school in the District for the
two school years immediately preceding graduation; and

2. Be graduating after exactly eight semesters of enroliment in high school.

HONOR
The District shall recognize as an honor graduate each student who has earned a
cumulative weighted GPA of at least 3.5.

ACADEMIC AWARDS REQUIREMENTS:
GRADES 9-12

Students must achieve a 4.5 overall grade point average during two consecutive
semesters in secondary school. For determining awards for 9th grade, students in the
Freshman class of 2012-2013 and beyond must achieve a 90 or above overall average
in the spring semester of their 8th grade year in the core subjects of English, Math,
Science, Social Studies, and Foreign Language, and a 3.5 overall grade point average
the fall semester of their 9th grade year. The entering Freshman class of 2012-2013
would then be required to achieve a 3.5 overall grade point average during two
consecutive semesters in secondary school. For consideration for an academic award,
students new to MISD must present verifiable documentation that they have met all
requirements.

Revised April 2013
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ACADEMIC ACHIEVEMENT:
PROMOTION, RETENTION, AND PLACEMENT
EIE (REGULATION)

RETENTION OF STUDENTS PROCEDURES
The administrative procedures for retention of students are as follows:

1. The decision making process for possible retention of a student
should begin when it becomes apparent that the student is
consistently experiencing academic difficulty.

2. Conferences and communication with parents relative to the
school’s concerns over the lack of progress of a student should
begin immediately. The following steps will be followed:

a. The parents or guardians will be called to a conference to
inform them of the fact that their child is not progressing
satisfactorily. The principal, teachers, and parents should
be involved in this conference.

b. Each six weeks following the initial conference, the teacher
will contact the parent concerning the child’s progress and
a written documentation of the contact will be provided to
the principal by the teacher. This will be in addition to the
report card. Any documentation should be filed in the
student’s cumulative folder.

c. In cases of questionable progress, a conference to
recommend the grade placement of the student for the next
school year will be called by the principal as soon as test
data reflecting the student’s progress is available in May.
Included in the conference will be the principal and the
student’s teachers.

d. A follow-up conference with the parent, to determine proper
student placement, will then be conducted by the principal
before a final decision is made.

e. Students not passing TAKS reading and/or math in grades
three and five (and eight beginning in 2008) will be subject
to the ruling of the grade placement committee.

CLASSIFICATION AND ASSIGNMENT OF PUPILS

The principal of each school shall be responsible for the classification and
assignment to classes of all pupils enrolled. In instances in which there is
a question about the classification of pupils, an evaluation may be
completed to determine proper classification.
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REPETITION OF COURSES

Once credit has been granted for a course (e.g., Algebra I), a student may
not repeat that course during a regular school term.

If a parent feels that a student’s level of knowledge is insufficient to
proceed to the next level, the parent may pay tuition for the student to
repeat the course in summer school in an audit capacity or the parent may
enroll the student in Midland College or in a correspondence course from
Texas Tech or contact the campus administrator for further options. In any
of these circumstances, the course will not be reflected in any way on the
AAR nor will the grade be substituted for the original grade earned.

Under state law, a student may not receive state graduation credit twice in
the same course unless indicated in Chapter 75. Band, choir, and debate
are such classes. All others may be taken for credit only once.

Students who have failed a course must repeat that course or a
comparable course which meets the graduation requirement. The
repetition of a failed course may be done during the regular school year or
by alternative methods noted above. However, in the case of a failed class,
both grades are recorded on the AAR, and both are factored into the GPA.

The GPA is a grade point average. That means it is derived by adding the
total number of grade points earned and dividing that total by the total
number of grade point courses attempted. Thus, if a student takes five
classes and fails one, the total number of grade points earned is divided by
five rather than four. As a consequence, when the course is recorded on
the academic record with a grade below 70 and no credit is noted, that
course continues to be used as a part of the total courses attempted in
determining student’s GPA.

Approved — October 2006
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ACADEMIC ACHIEVEMENT:
EARLY HIGH SCHOOL GRADUATION
EIF (REGULATION)

EARLY HIGH SCHOOL GRADUATION

Students who decide to graduate at the end of their junior year, and desire
to participate in their graduation ceremony must, with their parents,
indicate in writing the intention to graduate early no later than October 1%
of the graduation year. This must be approved by the school principal.

All credits earned by alternate methods (such as credit by exam and
correspondence courses) must be completed two weeks prior to end of
semester.

Honors and elections, such as valedictorian and salutatorian, class favorite,
and court, will not be open to early graduates; however, they may apply for
scholarships for which they meet the qualifications.

For students who graduate on or after 9/1/2005:

If graduated in 36 months or less with the recommended
curriculum, students may receive $2000. If he/she also
graduated with at least 15 hours of college credit, he/she may
receive an additional $1000.

If graduated in 36 months or less without the recommended or
advanced curriculum, student may receive $1000. There is no
college hour bonus.

If graduated in more than 36 months, but less than 42 months,
student may receive $500. If he/she also graduated with at least
30 hours of college credit, he/she may receive an additional
$1000.

If graduated in more than 41 months but less than 46 months,
the student receives no “early graduation” award, but if he/she
also graduated with at least 30 hours of college credit, he/she
may receive an additional $1000.

Students graduating on or after 9/1/2005 have six years of
eligibility in which to use their award.

Approved — October 2006
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ACADEMIC GUIDANCE PROGRAM
EJ (REGULATION)

GUIDANCE SERVICES

Guidance and counseling services shall be provided at all levels to assist
pupils and their parents in becoming informed of the educational
opportunities available in the Midland Public Schools. Course description
booklets which include course offerings, graduation requirements, and a
description of the high school program will be made available annually to
all secondary students and parents.

In scheduled conferences, teachers, counselors, and/or administrators
shall advise all eighth grade pupils and their parents concerning choices of
programs and courses and the completion of a four-year plan for high
school graduation which defines the student's education plan. Staff
members at freshman and senior high schools shall be available to confer
with pupils and their parents concerning adjustments in the four-year plan
for high school graduation.

Guidance counselors shall provide counseling to pupils and their parents
regarding the pupil's performance in course work and shall offer assistance

regarding future educational and vocational plans, testing for admissions to
postgraduate institutions, and available financial assistance.

Approved — October 2006
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TESTING PROGRAMS:
STATE ASSESSMENT PROGRAM
EKB (REGULATION)

The campus principal of each MISD campus has been designated as the
"Campus Test Coordinator" for all state-mandated testing. On campuses
where other full-time administrative personnel are available, the principal
of that campus may designate another administrator, such as an assistant
principal, to serve as the "Campus Test Coordinator". This person will be
the "Campus Test Coordinator" for all state-mandated tests given on the
campus.

The administration of state-mandated testing in MISD is considered to be
an administrative activity. It is the sole responsibility of the principal or
another administrator designated by the principal to perform these duties.
Principals (K-12) should not assign classroom teachers, interns, and
counselors, reading recovery teachers, librarians or other teaching or
guidance personnel to the duties of "Campus Test Coordinator."

As a matter of procedure in MISD, all materials relating to state-mandated
testing will be sent directly to the campus principal. All questions from
each campus relating to state-mandated testing should be directed to the
district test coordinator by the principal or the designated campus test
coordinator.

Approved — October 2006
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ADMISSIONS
FD (REGULATION)

VERIFICATION OF AGE

The principal must verify the age of each student enrolling in the District for the first
time. If a birth certificate is not available, the principal may accept other documents as
specified in the Texas Education Code as proof of a student's age.

PROOF OF RESIDENCE

At the time of registration, the parent, guardian, or other person having lawful control
of the student under order of a court must present proof of residence in the District
and attendance zone in the form of one or more of the following:

1. Acurrent lease agreement.

2. A current utility bill indicating address and the adult's name.

3. Other documents as approved by the Executive Director of Administrative
Services.

For a student living separate and apart from his or her parent, guardian, or other
person having lawful control under order of a court, the adult District resident with
whom the student resides must provide proof of residence in the same manner as a
parent.

VERIFICATION OF RESIDENCE INFORMATION

District staff in charge of enrollment procedures may require additional documentation
when a student's residence status is in question. Other verification of a student's
residence information may be approved by the Executive Director of Administrative
Services. |n addition, a District attendance officer or another District employee may
visually inspect/visit the residence for evidence that the student indeed lives there.

EXCEPTION

In accordance with law, the District will waive this requirement in the case of a student
who is homeless. [See FD(LEGAL)]
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ADMISSION INFORMATION

The District requires completion of a form containing information on each student
seeking admission. If the student is not living with a parent, guardian, or other person
having lawful control of the student, the District will verify the student's reason for
establishing a residence separate and apart from the student's parent, guardian, or
other person having lawful control of the student under order of a court.

DESIGNATION OF PERSON STANDING IN PARENTAL RELATION

The District will request that a Power of Attorney be provided for any student not
currently residing with a parent or guardian. The District will establish a timeline for
the completion and return of the Power of Attorney and a procedure for waiving this
request when the Superintendent or designee determines that a student's
circumstances preclude compliance. Generally, Powers of Attorney are not accepted
for students who have a parent or guardian residing in the District.

CHILDREN UNDER 11 YEARS OF AGE

When a child under the age of 11 years old is enrolled for the first time, the District will
request previous school records (or verification of previous school records if records
are provided by the person enrolling the child). If the person enrolling the child does
not provide the valid prior school information and a certified copy of the child's birth
certificate or other reliable proof of the child's identity, the principal or designee will
notify the appropriate local law enforcement agency.

FLAGGING RECORDS OF MISSING CHILDREN

School records of all children reported to the District as missing by law enforcement
authorities will be flagged so that law enforcement can be notified if there is a
subsequent request for those records. If a request for a flagged record is made in
person, the school will require the person to fill out a form stating the person's name,
address, telephone number, the relationship to the child, and the name, address, and
birthdate of the child, copy the person's driver's license, and immediately notify law
enforcement. When a missing child under 11 is returned and law enforcement notifies
the school, the flag will be removed.

Approved — October 2006

FD Regulation Page 2 of 2





ADMISSIONS:
INTERDISTRICT TRANSFERS
FDA (REGULATION)

HARDSHIP TRANSFERS

Hardship or emergency transfers may be requested by the parents at the office of
the Executive Director of Administrative Services.

Eligibility for hardship transfers will be based on one or more of the following
circumstances:

1. The student wishes to take academic courses needed for graduation and
not offered in the District of residence.

2. The student has attended school in the receiving district for at least the two
previous years and will be eligible for graduation this school year.

3. The student is under ten years of age, both parents (or one parent in a
single parent household) work, and no child-care facility is located within
the sending district.

4. The student's health is involved, as certified by a medical doctor; or the
student's safety is involved, as certified by the Superintendent of the
sending district and the Superintendent of the District.

5. The parent or guardian of the student is employed by the District [see
DEB(LOCAL)].

6. The receiving school is more than 20 miles closer to the student's home
than the school of residence.

Transfers may be rejected for the following reasons:
1. Admission of the student would cause overcrowding of classes.
2. The student's prior conduct record.
3. The student's prior attendance record.

4. Other lawful reasons determined by the Superintendent.

Approved — October 2006
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STUDENT WELFARE
FFA (REGULATION)

The Campus School Health Advisory Council (CSHAC) team will serve as
the primary health and wellness communication link from campuses to the
district School Health Advisory Council (SHAC). The CSHAC teams will
develop site-based guidelines that advance student health and are included
in the Campus Improvement Plan and evaluated at the end of each year.
The following are general regulations that apply throughout the District.

NUTRITION

1.

Every CSHAC will establish age-appropriate guidelines for food and
beverages at classroom parties or school celebrations that advance
student health.

. Every CSHAC will provide teachers with education and guidelines on

the use of food as a reward in the classroom.

Every CSHAC will establish guidelines for school-sponsored fund-
raising activities that involve serving or selling food.

Every CSHAC will suggest that healthy food and beverage options be
included at concessions at school-related events outside the school
day.

NUTRITION EDUCATION

1.

2.

Students shall receive nutrition education that fosters the
adoption and maintenance of healthy eating behaviors.
Nutrition education will be a District-wide priority and will be
integrated into other areas of the curriculum, as appropriate.
Staff responsible for nutrition education will be adequately
prepared and will participate in professional development
activities to effectively deliver the program as planned.

The child nutrition staff, teachers and other school personnel will
coordinate the promotion of nutrition messages in the cafeteria,
the classroom and other appropriate settings.

Educational nutrition information shall be shared with families
and the general public to positively influence the health of
students and community members.

(See MISD Regulation CO for additional information concerning Child
Nutrition Services)
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PHYSICAL ABILITY

1. The District will provide an environment that fosters safe and
enjoyable fitness activities for all students, including those who
are not participating in competitive sports.

2. Physical education classes will regularly emphasize moderate to
vigorous activity.

3. The District will encourage teachers to integrate physical activity
into the academic curriculum where appropriate.

4. Before-school and after-school physical activity programs will be
offered and students will be encouraged to participate.

5. Teachers and other school staff will receive training to promote
enjoyable, life-long physical activity for themselves and students.

6. The District will encourage parents to support their children’s
participation, to be active role models, and to include physical
activity in family events.

OTHER SCHOOL-BASED ACTIVITIES

1. Sufficient time will be allowed for students to eat meals in
lunchroom facilities that are clean, safe and comfortable.

2. Wellness for students and their families will be promoted at
suitable school activities.

3. Employee wellness education and involvement will be promoted
at suitable activities.

IMPLEMENTATION

The Midland ISD SHAC Chairman will oversee the implementation of this
policy and will develop administrative procedures, as needed, for
periodically measuring the implementation of the wellness policy. The
MISD SHAC will conduct an annual review of campus education
improvement plans to insure that the local Wellness Policy is developed,
implemented and improved on each campus.

Approved — October 2006
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STUDENT SAFETY:
BICYCLE/AUTOMOBILE USE
FFFD (REGULATION)

PARKING PERMITS
Any student wishing to park a vehicle in District parking lots should request a
parking permit at the beginning of the school year. A parking fee, determined by

the Superintendent or designee, may be assessed. So long as space is available,
parking permits may be issued throughout the year.

PARKING GUIDELINES
Students will not be permitted to:
1. Speed in any District parking lot.
2. Double-park or back-in park.
3. Park across a white or yellow line.
4. Park in a fire lane.
5. Loiter or sit in parked cars during school hours.
Students may be subject to parking citations and/or disciplinary action in

accordance with the Student Code of Conduct for violation of this regulation. Cars
may be towed away at the owner's expense for violation of this regulation.

Approved — October 2006
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STUDENT WELFARE:
CHILD ABUSE AND NEGLECT
FFG (REGULATION)

ABUSE

As defined in the Family Code, Section 261.001, abuse includes the following
acts or omissions by a person:

1.

Mental or emotional injury to a child that results in an observable and
material impairment in the child's growth, development, or psychological
functioning.

Causing or permitting the child to be in a situation in which the child
sustains a mental or emotional injury that results in an observable and
material impairment in the child's growth, development, or psychological
functioning.

Physical injury that results in substantial harm to the child, or the genuine
threat of substantial harm from physical injury to the child, including an
injury that is at variance with the history or explanation given and excluding
an accident or reasonable discipline by a parent, guardian, or managing or
possessory conservator that does not expose the child to a substantial risk
of harm.

Failure to make reasonable effort to prevent an action by another person
that results in physical injury that results in substantial harm to the child.

Sexual conduct harmful to a child's mental, emotional, or physical welfare.

Failure to make a reasonable effort to prevent sexual conduct harmful to a
child.

Compelling or encouraging the child to engage in sexual conduct as defined
by Section 43.01, Penal Code.

Causing, permitting, encouraging, engaging in, or allowing the
photographing, filming, or depicting of the child if the person knew or
should have known that the resulting photograph, film, or depiction of the
child is obscene (as defined by 43.21, Penal Code) or pornographic.
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NEGLECT
As defined in the Family Code, Section 261.001, neglect includes:

1. The leaving of a child in a situation where the child would be exposed to a
substantial risk of harm, without arranging for necessary care for the child,
and the demonstration of an intent not to return by a parent, guardian, or
managing or possessory conservator of the child.

2. The following acts or omissions by a person:

a. Placing the child in or failing to remove the child from a situation
that a reasonable person would realize requires judgment or actions
beyond the child's level of maturity, physical condition, or mental
abilities and that results in bodily injury or a substantial risk of
immediate harm to the child.

b. Failing to seek, obtain, or follow through with medical care for the
child, with the failure resulting in or presenting a substantial risk of
death, disfigurement, or bodily injury or with the failure resulting in
an observable and material impairment to the growth, development,
or functioning of the child.

c. Failing to provide the child with food, clothing, or shelter necessary
to sustain the life or health of the child, excluding failure caused
primarily by financial inability unless relief services had been offered
and refused.

d. Placing a child in or failing to remove the child from a situation in
which the child would be exposed to a substantial risk of sexual
conduct harmful to the child.

3. The failure by the person responsible for a child's care, custody, or welfare
to permit the child to return to the child's home without arranging for the
necessary care for the child after the child has been absent from the home
for any reason, including having been in residential placement or having
run away.

REPORTS

The principal must establish campus procedures for reporting child abuse or
child neglect. Each employee is directed to comply with these procedures and is
under independent statutory obligation to report any suspected child abuse or
neglect within 48 hours of first suspecting that a child has been abused or
neglected.

FIRST REPORT

An employee will make the first report of suspected abuse and/or neglect by
telephone or through the Web site for the Department of Family and Protective
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Services (DFPS). The principal or designee may assist the employee in the
reporting process. Reports should be made to one of the following agencies:

1. Department of Family and Protective Services (DFPS) Child Protective
Services (CPS) 24-hour Hotline - (800) 252-5400 Web site -
http://reportabuse.ws/

Users will be prompted for a login and a password. The login is:
professional. The password is: reportl.

The Web site should not be used for reporting a life-
threatening/emergency situation.

2. Alocal law enforcement agency:
Midland ISD Police Department at 432-689-1059.
Midland Police Department at 432-685-7149.

In some cases, CPS intake staff may direct the caller to report to local law
enforcement as well.

When a report is made by telephone or through the Web site, the employee
should describe the situation and express any concerns about the urgency of the
situation.

The individual should be prepared to give known family information, e.g., names
of other family members and where siblings attend school.

WRITTEN REPORT

A written report may also be sent to the CPS office. Such a written report will give
the name and address of the student, the name and address of the person
responsible for the care of the student, if available, and any other pertinent
information regarding the alleged or suspected abuse or neglect.

SCHOOL INTERVIEW WITH CHILD

Legal authorities investigating an allegation of child abuse or neglect, including
employees of CPS, are authorized to interview, examine, videotape, and
photograph children at school, without parental permission, if in their opinion,
contact with the child is necessary.

The principal will require the representative from CPS or other legal authority to
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show identification, sign in at the office, and state the purpose of the campus
visit.

The principal may request, but cannot require, that the interview be conducted in
his or her presence or that of a designee, e.g., other administrator, helping
teacher, counselor, or nurse. The representative from CPS or other legal authority
will determine who is to be present during the interview. The principal will ensure
that the interview is conducted in a place that respects the privacy and ensures
the safety of the student.

Legal authorities may take the child from the campus, if they have provided the
principal with adequate explanation of the need for removal and assurance that
the parent/guardian will be notified as soon as possible.

Approved — October 2006
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STUDENT RECORDS
FL (REGULATION)

DISCIPLINE RECORDS
Student discipline records will include the following:

1. Instances of the student being referred to the office for disciplinary
reasons.

2. Calls or conferences held with a parent regarding the student's behavior.
3. Assignments to detention and the number of days the student is assigned.

4. Assignments to in-school suspension and the number of days the student is
assigned.

5. Instances of corporal punishment, administered according to District
policy; the name of the person administering it, and the name of the
witness.

6. Instances of out-of-school suspension and the number of days the student
is suspended.

7. Placements in a disciplinary alternative education program (DAEP) and the
length of the placements.

8. Instances of expulsion and the length of the expulsions.

RECORDS OF DISTRICT’S POLICE

Records maintained by the District's police force will be maintained in a place
separate from a student's academic records, in accordance with federal law.

NOTICES FROM LOCAL LAW ENFORCEMENT
Information received by the District about a student, under Article 15.27, Code of
Criminal Procedure, will be maintained separately from the student's permanent

academic file. The District will destroy all such information at the end of the
school year in which the information was received.

Approved — October 2006
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STUDENT ACTIVITIES
FM (REGULATION)

SCHOOL SPONSORSHIP

School sponsorship of student activities will apply only to curriculum-related groups
or clubs sponsored and promoted by the school.

GUIDELINES FOR SCHOOL-SPONSORED ORGANIZATIONS
The following guidelines will apply to all school-sponsored organizations:
1. The sponsor must be a District employee.

2. All financial accounts and files will be kept in the principal's office, in
accordance with Board policy.

3. An annual budget, detailing revenue and expenditures, will be filed with the
principal.

4. All activities must have prior approval from the principal and will be placed
on the activities calendar.

5. Each sponsor must file a report with the principal at the beginning of each
school year listing membership and officer requirements for the organization.

6. Any constitution or bylaws, and subsequent amendments, require approval
from the principal and Superintendent.

NO PASS, NO PLAY EXEMPTIONS

A student may request an exemption from the “no pass, no play” rule for a failing
grade in a course identified in policy. (The Office of Student Development will
compile the list of applicable courses.) The student may only receive one
exemption per course per school year. The exemption may not be granted if the
student has been assigned to DAEP or expelled during that school year. The
student must request the exemption from the campus principal.

The principal (or other campus administrator designated by the principal in his/her
absence) should grant the exemption unless the student has failed to turn in
assignments in a timely fashion or the student has failed to attend tutorials or
otherwise seek outside help. The principal may grant the exemption if one of the
above-listed factors exists if the classroom teacher failed to contact a parent
concerning the student’s performance or there are extenuating circumstances (e.g.,
health or family situations) that impacted the student’s performance.

Revised — August 2009
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STUDENT ACTIVITIES:
TRAVEL
FMG (REGULATION)

All requests for approval of trips must be made at least 30 calendar days prior to
the date of departure.

Each student must submit a form signed by a parent, giving permission to
participate in trips sponsored by a specific school organization.

OVERNIGHT TRIPS

Requests for overnight trips must be submitted for approval in accordance with
FMG(LOCAL) and must contain the following information:

1. Dates of departure and return.
Events to be attended.
Location of events.

Names of sponsors.

ok wp

Number of students attending.

6. Number of chaperones attending.

CHAPERONES

The expenses of chaperones for student trips must be incorporated in the trip
budget. Chaperones will be recruited at the earliest possible date and may
participate in the fund-raising activities to offset their expenses. The number and
gender of the chaperones must reflect the student membership (i.e., sufficient male
or female chaperones for the group). A recommended ratio of chaperones would be
one chaperone for every 10 students. Chaperones must be employees or approved
District volunteers.

School-sponsored trips must be supervised by at least one District employee. When
both male and female students participate in a school-sponsored overnight trip,
they will be accompanied by at least one male and one female sponsor.

Approved — October 2006
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STUDENT CONDUCT: DRESS CODE
FNCA (REGULATION)

STANDARD ATTIRE/SCHOOL UNIFORMS

The Superintendent may approve a request to implement standard attire/school
uniforms upon a recommendation from the campus principal. The principal’s
recommendation must include a description of the process used to obtain
staff/parent input and a description of the proposed attire. The process must
include meetings with the CEIC and PTA Board, along with at least one (1) general
parent meeting. The Superintendent will seek final approval from the Board of

Trustees as required by policy.

If approved, the campus must notify parents of the standard attire/school uniform
requirements at least 90 days prior to implementation. The campus must be certain
that federal and/or local funds are available for students who cannot afford to
purchase the uniforms and implement procedures for students/families to request

such assistance.

All campuses with school uniforms should align their requirements with other
uniform campuses so that students transitioning from one campus to another may

expect similar rules and utilize some of the same garments.

A parent or guardian may request that his/her child be exempted from the uniform
requirement by submitting to the campus principal a written statement of a religious
or philosophical objection on a form which is available at each uniform campus. The
written request shall be submitted no later than August 1 of the applicable school
year. If the student is not enrolled in that school as of August 1, the written request
shall be submitted no later than the 10™ calendar day after the date of enroliment.

The Board will consider the exemption request, on the basis of the written

FNCA (Regulation)





objection(s), at the next available Board meeting. If the Board grants the request,
the student will not be required to wear the campus uniform. Alternatively, the
student may be eligible for transfer to a non-uniform campus based on space
availability. If the Board denies the request, the student must begin compliance with
the uniform requirement no later than the 10" calendar day after the date the
parent is notified of the denial. Once a request is approved or denied, such
approval or denial remains in effect for the duration of the child’s enrollment in any

school that requires uniforms.

Revised — May 2012

FNCA (Regulation)





STUDENT RIGHTS AND RESPONSIBILITIES:
INTERROGATIONS AND SEARCHES
FNF (REGULATION)

NONRANDOM SEARCHES OF STUDENTS

A particular student may be singled out to be searched with a magnetometer only
if there exists a reasonable suspicion that the individual to be searched possesses
a prohibited weapon.

SEARCHES OF STUDENTS - REASONABLE SUSPICION

A search of a student may occur only when the student is on District premises, or
while the student is attending a school-sponsored or school-related event, either
on or off school property.

The following rules will apply when the Superintendent, a principal, or other
authorized personnel detain and search a student:

1. Authorized personnel may search a student whenever the student consents
to such a search; however, consent will not be obtained through threats or
coercion.

2. In the absence of consent, a search may occur when an authorized person
has reasonable suspicion that the student may be in possession of:

Alcohol;

A prohibited weapon;

Controlled substances or illegal drugs as defined by law;

Stolen property, if the property in question is reasonably suspected

to have been taken from a student, a school employee, or the school

during school or school activities;

e. Any other item that has been or may reasonably be expected to be
disruptive of school operations; or

f. Any other item for which possession by a student is listed as a
violation of the Student Code of Conduct.

Qo0 oo

3. If the search yields contraband, authorized personnel have the authority to
detain the student and to preserve any contraband seized.

4. Any search of a student will be conducted by an authorized person who is
of the same sex as the student and will be witnessed by at least one other
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authorized person who is of the same sex as the student.

5. Strip searches are prohibited. No clothing, except cold weather outer
garments and shoes, will be removed before or during a search.

DISCIPLINARY ACTION

Any student found to be in possession of an item prohibited in the Student Code
of Conduct will be subject to disciplinary action in accordance with the Student
Code of Conduct.

Approved — October 2006
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PUBLIC INFORMATION PROGRAM:
ACCESS TO PUBLIC INFORMATION
GBA (REGULATION )

REQUESTS FOR INFORMATION

Persons desiring to review documents maintained by the District and
classified as Public Information may submit their requests, in writing, on
forms provided by the District [see GBA (EXHIBIT)], or in any other written
manner that sets forth the required information. The request must properly
identify the document, or documents, to be inspected.

The requestor's name and address must appear on the request. A photo
identification card, such as a driver's license, may be required to verify the
person's identity.

Requests will be handled in the order in which they are received.
FEES

A schedule of charges for any requested copies of records will be made
available to all persons requesting records. If the cost of copies will exceed
$40, the District will prepare a written estimate of charges and the
availability of any less expensive method for viewing the information. If an
estimate of charges is necessary, the copies will be made available only if
the requestor responds in writing within ten days to indicate that he or she
modifies the request or is willing to accept the charges and still wants the
copies as originally requested. Payment must be made to the officer for
public records.

DOCUMENTS UNAVAILABLE

In the event the requested documents are in active use or in storage and,
therefore, are not available at the time the request to review documents is
submitted, the Superintendent or designee will notify the requestor in
writing and set a date and hour when the requested materials will be
available for inspection. If the requested documents cannot be made
available within ten business days after receipt of the request, the
Superintendent or designee will notify the requestor of that fact in writing
and set a date and hour within a reasonable time when the information will
be available.
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DESIGNATED INSPECTION AREA AND HOURS

Persons inspecting documents may do so only in a designated inspection
area, with a District employee available for assistance. Documents may be
inspected during regular school hours.

COPY LIMIT

The Superintendent or designee may limit the number of pages that can be
copied and supplied during a person's visit if the number of copies
requested is beyond the reasonable capacity of the available personnel and

machines. Copies in excess of the number available during a single visit will
be made and mailed to the requestor.

Approved — October 2006

GBA Regulation Page 2 of 2





RELATIONS WITH PARENT ORGANIZATIONS
GE (REGULATION)

Parent organizations and booster clubs may be formed to promote the
school program or to complement a particular student group or activity,
with the approval of the campus principal.

Each such organization must submit the following to the campus principal
for approval:

1. The governing documents of the organization.
2. Alist of all activities and fund-raisers, annually.
3. The budget of the organization, annually.

Such organizations must agree to abide by all applicable UIL, District, and
campus rules.

LIAISON

The faculty sponsor of a student group will serve as the liaison between any
organization formed in connection with that student group and the District.
If no specific student group is involved, the principal will serve as the

liaison.

A current list of officers of each organization will be kept on file in the
principal's office of the school involved.

FUND-RAISING ACTIVITIES
Parent organizations or booster clubs that conduct fund-raising activities
must submit to the principal or designee a monthly report containing the
following information:

1. Purpose of the fund-raising.

2. Type of activity.

3. Dates and times of the activity.

4. Name of the person who is responsible for handling the money.

5. Name of the sponsoring organization and representative.
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6.

Estimated amount of money raised or to be raised.

BOOSTER CLUBS

District booster clubs will:

1.
2.

Coordinate all activities with the principal or designee.
Be voluntary and support student activities of the school.

Use school facilities only with the prior approval by the principal or
designee.

Not attempt to influence District employees in the administration of
duties.

Comply with administrative regulations, Board policy, and any
applicable UIL rules when offering money or gifts to the District. [See
CDC]

Pay all taxes and other debts incurred by the organization.

Provide evidence of adequate insurance coverage for activities
conducted on school premises. The District cannot provide insurance
coverage for the booster club.

Submit to an audit and/or supply copies of its audited financial
statements to the Superintendent or designee annually as requested.

Assume liability for any and all personal injuries or property damage
arising from their activities.

Approved — October 2006
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COMMUNITY RELATIONS:
CONDUCT ON SCHOOL PREMISES
GKA (REGULATION)

CROWD CONTROL

The District will implement the following crowd control procedures at school athletic
and extracurricular events, as applicable:

1.

The designated administrator will ensure the safety of the event officials by
providing escorts to their dressing area, to and from the playing field or court,
and to the exit of the playing facility. Officials will be notified of the identity of
the designated administrator and where he or she will be located during the
event.

The athletic director will provide uniformed police at high school athletic
events and security personnel at other school athletic events, as needed, and
will inform the designated administrator of any home contest for which police
are provided.

At the beginning of each UIL event, the announcer will read a prepared
statement concerning UIL regulations and the necessity for good
sportsmanship.

At the end of the event, the announcer will read a prepared statement showing
appreciation for the good sportsmanship displayed on the part of all fans and
indicate the hope that they will travel home carefully.

The lights on the playing field will be dimmed as soon as feasible after the
event to encourage the crowd to leave.

The parking lot will be monitored at least once during each period of the event.

The designated administrator will be responsible for meeting with the officials
after the event and for informing both schools by phone the next school day of
any unsportsmanlike conduct of fans, players, or coaches and of any
unprofessional behavior on the part of officials. Written reports will be sent to
the Superintendent and principal of each school as soon as possible.

The principal will be responsible for initiating disciplinary measures against
students guilty of violations. The Superintendent will initiate bringing charges
against any nonstudents, if necessary.

Approved — October 2006
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COMMUNITY RELATIONS:
VISITORS TO THE SCHOOLS
GKC (REGULATION)

GENERAL RULES FOR VISITORS

The following guidelines apply to visitors to the schools:

1.

10.

Persons wishing to visit a classroom, either during instruction or for a
parent/teacher conference, must make arrangements in advance with the
principal and/or the teacher.

The school will provide a designated waiting area in the front hallway for
parents to pick up children at the end of the school day; passes are not
required while in this area.

Anyone needing to go beyond the waiting area must register at the office
and receive a pass.

All visitors to the campus, including parents, guardians, relatives, university
students, student observers and district personnel, must register at the
office unless expressly provided otherwise in this regulation.

Visitors may not be required to obtain a pass if they are visiting in the office
area and not proceeding further into the building.

Visitors who are taking children from the campus must wait in the office.
Students should be called to the office to be dismissed.

Passes must be worn by visitors at all times and returned to the office when
the visitor signs out.

All school employees will assist in the enforcement of the requirement for
visitors to wear passes.

When the principal or designee deem it necessary for a visitor to meet
immediately with a classroom teacher without being issued a pass, the
visitor will be escorted to and from the classroom by a member of the office
staff designated by the principal or designee.

In an emergency, when it is necessary for a visitor to meet with a student,
the principal or designee will call or bring the student to the office.

ASSEMBLY PROGRAMS

Any visitor attending an assembly program must check in at the office before
processing to the assembly or program.
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ACADEMIC OBSERVERS

University students or professors, or other persons wishing to observe instruction
for academic purposes, must make arrangements in advance with the principal
and the teachers whose classrooms will be observed.

ELECTIONS

No visitor passes will be required for voters proceeding only to and from the

polling stations; however, school personnel will monitor and assist the flow of
voting visitors.

Approved — October 2006
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NONSCHOOL USE OF SCHOOL FACILITIES:
DISTRIBUTION OF NONSCHOOL LITERATURE
GKDA (REGULATION)

In addition to the provisions set out in Policy GKDA Local, the following guidelines
apply to requests by individuals or groups not associated with the District to
distribute materials that are not sponsored by the District or by a District-affiliated
school-support organization. This regulation does not apply to distribution of

nonschool materials by students (see Policy FNAA Local).

NONSCHOOL LITERATURE INTENDED FOR DISTRIBUTION TO STUDENTS

1. Materials will only be allowed to be distributed if the group is identified by the
Internal Revenue Service as a nonprofit 501(c)(3) or 501(c)(4) organization and
the materials involve age and/or developmentally appropriate activities for
students.

2. Materials must be submitted to the Superintendent’s designee for approval.

3. Materials must contain the following disclaimer: “Midland ISD is not
responsible for, and does not endorse, the content of any nonschool literature
that may be distributed on Midland ISD campuses as a service to students and
families.”

4. Materials will not be distributed directly to students. After approval by the
Superintendent’s designee, the materials may be delivered to campuses for
placement in a designated area that may be accessed by students and parents.
Campuses must confirm that the material has been approved.

5. Materials should not be sent to campuses electronically. District employees
are not permitted to print or copy nonschool literature for students.

6. Campuses may notify students and parents of the availability and location of
approved materials through announcements or other means at the discretion

of the campus principal.
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7. Approved materials will be available to students and parents through the date
of the event, if applicable, or a maximum of thirty (30) days from the date of

approval.

NONSCHOOL LITERATURE INTENDED FOR DISTRIBUTION TO EMPLOYEES

1. Materials will only be allowed to be distributed if the content indicates that a
clear and direct benefit is being offered to District employees.

2. Materials must be submitted to the Superintendent’s designee for approval
(unless excepted by Policy GKDA Local).

3. Materials must contain the following disclaimer: “Midland ISD is not responsible
for, and does not endorse, the content of any nonschool literature that may be
distributed as a service to Midland ISD employees.”

4. Materials will not be distributed directly to employees. After approval by the
Superintendent’s designee, the materials may be forwarded to campuses and
departments for placement in employee breakrooms and other common areas.

5. Hand-delivery of approved materials to the campus or department is preferable.
At the discretion of the campus principal or departmental supervisor, materials
may be sent electronically, but District employees may not make or post more
than 5 copies. Campuses and/or departments must confirm that the material has
been approved.

6. Approved materials will be available to employees through the date of the event,

if applicable, or a maximum of thirty (30) days from the date of approval.

Approved — October 2011

GKDA Regulation Page 2 of 2





COMMUNITY RELATIONS:
SCHOOL VOLUNTEER PROGRAM
GKG (REGULATION)

PURPOSE OF THE PROGRAM
Volunteers may be used in the District to:

1. Relieve the professional staff of noninstructional duties to provide more
time for instruction, planning, or other responsibilities;

2. Offer individual assistance to students who may not be working
successfully in a group situation;

3. Enrich the school program by making available the talents and resources
of the community; and

4. Increase community support for District programs and policy.

REQUIREMENTS FOR VOLUNTEERS
Volunteers in the District will:

1. Attend orientation and training sessions appropriate to the type of
volunteer service to be given;

2. Receive information regarding:
a. General job responsibilities and limitations;
b. School facilities, routines, and procedures;
c. Work schedule and place of work; and
d. Expected relationship to the regular staff.

3. Work under the direction and supervision of a teacher or other member of
the school staff; and

4. Work within the rules of the school, as established by the principal.
Teachers or other staff members will meet with their assigned volunteers

periodically to evaluate services rendered and determine whether changes need
to be made in assigned duties.
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ROLES OF VOLUNTEERS
Volunteers in the District will:

1. Serve in the capacity of helpers and not be assigned to roles requiring
specific professional training;

2. Refrain from discussing the performance or actions of any student except
with the student's teacher, counselor, or principal; and

3. Refer any observed instructional, social, emotional, or medical problem of
a student to an appropriate District employee.

APPLICATION

Individuals interested in serving in volunteer positions with the District must
complete an application before beginning volunteer activities. [See
GKG(EXHIBIT]

APPROVAL

The campus principal has the authority to approve volunteers and volunteer
activities. [See GKG(EXHIBIT]

Approved — October 2006
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RELATIONS WITH EDUCATIONAL ENTITIES:
COLLEGES AND UNIVERSITIES
GNC (REGULATION)

STUDENT TEACHERS

COORDINATION WITH THE COLLEGE

The Superintendent or designee is authorized to negotiate and approve an
agreement with a college or university to establish a student teacher program in
the District.

The Superintendent or designee will coordinate with principals the institution's
requests for placement of student teachers, to determine whether placements
are possible in the grade levels or subject areas requested. The college
supervisor will be notified of accepted placements.

ASSIGNMENTS

Assignments of student teachers will be made with the approval of the principal.
No teacher in the District will be assigned a student teacher without giving
consent and completing whatever supervisory training is required by the college
or university.

A student teacher may not be assigned to a teacher with fewer than three years
of teaching experience unless authorized by the Executive Director of Human
Resource Services.

A supervising teacher will not be assigned more than one student teacher per
school year unless authorized by the Executive Director of Human Resource
Services.

A supervising teacher will be responsible for the class and will not delegate
responsibilities until the student teacher has displayed the proficiency to accept
them.

A student teacher will assume the same working conditions as the supervising
teacher, in terms of the length of workday, responsibilities for supervision of
student activities, and requirements for attendance at staff meetings and staff
development sessions.

All student teachers will be required to consent to a criminal history background
check.

Approved — October 2006
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