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Forward
The purpose of this staff handbook is to assist in providing quality and
effective campus programs and services. The Patriot Learning Community has high
expectations that communication, collaboration, and collegiality will be exhibited
as the school’s mission and goals are accomplished in an effective manner.
We are committed to being an effective school and addressing our Campus
Improvement Plan, the District Strategic Plan, Goals, and providing opportunities
for all students to meet state TEKS and Mission CISD commencement goals.
This handbook and the Campus Improvement Plan will be avenues of
communication that will provide us with clear rules, policies, and expectations. The
guidance provided shall assist the staff in meeting and conquering the challenges
faced throughout the year.
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Mission CISD Board of Trustees
Petra B. Ramirez, President
Charlie Garcia, Vice-President
Minnie R. Rodgers, Secretary
Veronica “Betty” Mendoza, Member
Patricia O’Caña-Olivarez, Member
Dr. Sonia Treviño, Member
Jerry Zamora, Member

Administrative Staff
Dr. Carolina “Carol” G. Perez, Superintendent of Schools
Vacancy, Assistant Superintendent for Human Resources & Student Services
Vacancy, Assistant Superintendent for Curriculum & Instruction
Rumalda Ruiz, Assistant Superintendent for Finance
Ricardo Rivera, Assistant Superintendent for Operations

MISSION CONSOLIDATED INDEPENTDENTSCHOOL DISTRICT
1201 BRYCE DRIVE
MISSION, TEXAS 78572
(956) 323-5500
www.mcisd.net
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Mission Consolidated
Independent School District
No person shall on the basis of race, religion, national origin, age, color, handicap or sex
be excluded from participating in, be denied the benefits of, or be subjected to discrimination
under the educational program or activity of the Mission Consolidated Independent School
District, as required by Title IX of the US Office of Civil Rights, and the above requirements
extended to the employment by the Mission CISD and to admission thereto.
Mission CISD does not discriminate on the basis of disability in admission to its programs,
services, or activities, in access to them, in treatment of individuals with disabilities, or in any
aspect of their operations,. Mission CISD also does not discriminate on the basis of disability in its
hiring or employment practices
This notice is provided as required by Title II of the Americans with Disabilities Act of 1990
and Section 504 of the Rehabilitation Act of 1973. Questions, complaints, or requests for
additional information regarding the ADA and Section 504 may be forwarded to the designated
ADA and Section 504 compliance coordinators.
Section 504 Coordinator * ADA Coordinator * MCISD Central Office * 1201 Bryce Drive Mission,
Texas 78572 * Mission * Mon – Fri 8:00 – 5:00 * 956-323-5500
Ninguna persona a base de raza, religion, origen nacional, edad, color, impedimento fisico
o sexo debera ser excluida de participar en, negarsele beneficios de, or ser sujeta a discriminacion
bajo el programa educacional o actividades del distrito escolar de Mission, segun requisite del
Titulo IX de la Oficina Federal de Derechos Civiles y los requisitios ya mencionados, extendidos
por el distrito escolar de Mission para admision o empleo.
El distrito escolar de Mission no discrimina a base de incapacidad (fisica o mental) para
admision a sus programs, servicios, o actividiades, acceso a ellos, tratemiento para individuos con
incapacidades, o en ningun aspect a sus operaciones. El distrito escolar de Mission tamposco
discrimina a base de incapacidad en sus practicas de empleo.
Este aviso se proporciona segun la provision del Titulo II de la Acta de Americanos
Incapacitados de 1990 y la Seccion 504 del Acta de Rehabilitacion de 1973. Preguntas, quejas, o
informacion adicional acerca de la Acta de Americanos Incapacitados y la Seccion 504 deberan ser
remitidas a las personas responsables en la coordinacion y cumplimiento.
Coordinador de la Seccion 504 * Coordinador de la Acta de Americanos Incapacitados * MCISD
Central Office * 1201 Bryce Drive * Mission, TX 78572 * Mon. – Fri. 8:00 – 5:00 *
(956) 323-5500
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Student Vision Statement
I will graduate from Veterans Memorial High School prepared and equipped to
excel in the college and career of my choice, dominate 21st century skills in
leadership, knowledge, language, and technology to compete in a global economy
and serve as a successful citizen in my community.

MCISD Collective Commitments
We believe that we have the duty to foster opportunities for each student to
build a legacy of success. We, therefore, collectively commit to:
 Putting students first and inspiring innovation
 Taking ownership of a collaborative, educational partnership through
student, parent, and civic engagement
 Understand cultural diversity with the ability to relate effectively amidst
varied cultures within a global economy
 Learning professionally for continuous improvement
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MCISD Mission Statement
Mission CISD will ensure a quality and equitable education for our community of
learners by providing the necessary academics, social, physical, and technological
knowledge and skills to become successful lifelong learners and productive citizens.

District Goals
•

Mission CISD students demonstrate academic success through a curriculum
that is well-balanced, appropriate, and relevant to the real world.

•

Parents and the entire school community understand the mission of our
District and are actively involved in the education of our students.

•

Mission CISD has a plan that addresses District growth and development.

•

A process is in place that assures qualified and highly effective personnel will
be recruited, developed, and retained.

•

School campuses will maintain a safe and disciplined environment conducive
to student learning.

•

Technology will be implemented and used to increase the effectiveness of
student learning.

•

Pursue options to equitably distribute resources to ensure a quality
education for all students while ensuring fiscal responsibility.
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Veterans Memorial High School
Administrative Staff
Fidel Garza, Jr., Principal
Laura Flores, Dean of Instruction
Annette Martinez, Assistant Principal/Master Scheduler
José Mejía, Assistant Principal
Imelda Jaramillo, Assistant Principal
Stacie del Angel, Assistant Principal
Veterans Memorial High School Motto

The Quest to be the best……and nothing less!

VMHS MISSION STATEMENT

The mission of the Veterans Memorial High School staff is to meet the needs of
every student and provide each with an excellent education.
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VETERANS MEMORIAL HIGH SCHOOL
FACULTY & STAFF
2018 - 2019
GOOOOOO PATRIOTS!
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ADMINISTRATION
GARZA, JR.
FLORES
MARTINEZ
JARAMILLO
MEJIA
DEL ANGEL

FIDEL
LAURA
ANNETTE
IMELDA
JOSE
STACIE

PRINCIPAL

TESTING
LLANAS
VILLARREAL

DESIREE
DENISE

TESTING STRATEGIST

COUNSELORS
AVENDANO
GALLARDO
GARZA
GUTIERREZ
HILL-VARLACK
SANCHEZ
VILLARREAL
GARZA
MADRIGAL

EMMA
DINA
JESUS
CRISTINA
DAWNE
SYLVIA
SELENE
LIZETTE
RUBY

COUNSELOR, AT-RISK

DEAN OF INSTRUCTION
ASSISTANT PRINCIPAL/SCHEDULER
ASSISTANT PRINCIPAL
ASSISTANT PRINCIPAL
ASSISTANT PRINCIPAL

TESTING STRATEGIST

COUNSELOR, CCR
COUNSELOR
COUNSELOR (HEAD)
COUNSELOR
COUNSELOR, CTE
COUNSELOR
COUNSELOR, TPAP
TPAP TEACHER
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GRANTS
RAMOS

ELDIFONSO

CIS COUNSELOR
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LIBRARY
OCHOA

SANDRA

LIBRARIAN

CONQUEST
GARZA
ESPINO
RAMOS

CARLO
JEFFREY
JOSE

Conquest TEACHER

CTE
ALAMILLA
ALANIZ
ALVARADO
AMARO
BAZAN
BURGOA
CANTU
CHAVEZ
FLORES-GARZA
GALVAN
GARZA
HANDKE
HURST
LANGLEY
LONGORIA
LOPEZ
LOZANO
LUKE
MEDINA

CHELSEA
RUBEN
GILBERT
VIVIANA
IRMA
VERONICA
LEONOR
YVETTE
ESPERANZA
MELISSA
DANIEL
MITCHELL
KAREN
AARON
EDNA
ADELA
SHEILA
SCOTT
MARTHA

CTE TEACHER
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Conquest TEACHER
Conquest TEACHER
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MORRIS
MUNOZ
PENA
PENA
PEREZ
PEREZ
SANCHEZ
TREVINO
VASQUEZ
VILLALPANDO
VILLANUEVA
ELECTIVES
DE LA CRUZ
GARZA
GUERRA
HODGSON
VACANCY
MITCHELL
MOLINA
ORTIZ
PENA
REYES
RODRIGUEZ
SIERRA
VASQUEZ
VELA
WAY
ENGLISH
BARREIRO
BILLINGS

MARK
BEATRIZ
RENE
VANESSA
FERNANDO
MARYTZA
GIGLIOLA
ARMANDO
MICHAEL
MANUEL
ROY

CTE TEACHER

GUILLERMO
RICARDO
MARIA LETI
JAMES

Elective TEACHER BAND

CTE TEACHER
CTE TEACHER
CTE TEACHER (HEAD)
CTE TEACHER
CTE TEACHER
CTE TEACHER
CTE TEACHER
CTE TEACHER
CTE TEACHER
CTE TEACHER

Elective TEACHER CHOIR
Elective TEACHER ART
Elective TEACHER DRAMA

Elective TEACHER ROTC

CHRISTOPHER
GABRIEL
YAJAIRA
ESAU
ISAI
VANESSA
LAURA I.
ISSAC
FRANCISCO
ELIZABETH

Elective TEACHER ROTC

ALFREDO
DANYELLE

AVID/ENG TEACHER

Elective TEACHER BAND ASST.
Elective TEACHER DANCE
Elective TEACHER ART
Elective TEACHER BAND ASST.
Elective TEACHER CHOIR
Elective TEACHER DRAMA ASST.

Elective TEACHER BAND
Elective TEACHER MARIACHI (HEAD)
Elective TEACHER ART

ENG. TEACHER

12

3
4
5
6
7
8
9
10
11
12
13
14
15
16

1
2
3
4
5
6

1
2
3
4
5
6
7
8

CANO
CANTU
CASAS
GARCIA
GOMEZ-GUERRERO
GUERRERO
LEIJA
ORTIZ-PANIAGUA
PACHECO
RODRIGUEZ
SANCHEZ
SEGOVIA
VACANCY
LERMA

MIMI
RAFAEL
EMILIO
GEORGE
NATALIE
MELISSA
LEONARDO
SOLEDAD
JUDI
MABELINE
LETICIA
ELIZABETH

ENG. TEACHER
ENG. TEACHER
ENG. TEACHER
ENG. TEACHER
ENG. TEACHER
ENG. TEACHER
ENG. TEACHER
ENG. TEACHER
ENG. TEACHER (HEAD)
ENG. TEACHER
ENG. TEACHER
ENG. TEACHER
ENG. TEACHER

BELINDA

DYSLEXIA TEACHER

FOREIGN LANGUAGE
BARREIRO
GODINEZ
MARTINEZ
MERAZ
RODRIGUEZ
SEPULVEDA

MARIA
ANGELICA
ALMA
DANIEL
NIDIA
MAYRA

Foreign Lang. TEACHER (HEAD)

SOCIAL STUDIES
AYALA
CORDONIER
DANIELSON
FLORES-RAMIREZ
HERRERA
KALIFA
LONGORIA
LOPEZ

ANDRES
ROBERT
GREGORY
NAILA
AARON
KAHLIL
DAVID
ROGELIO

Social Studies TEACHER

Foreign Lang. TEACHER
Foreign Lang. TEACHER
Foreign Lang. TEACHER
Foreign Lang. TEACHER
Foreign Lang. TEACHER

Social Studies TEACHER
Social Studies TEACHER
Social Studies TEACHER
Social Studies TEACHER
Social Studies TEACHER
Social Studies TEACHER
Social Studies TEACHER
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MALDONADO
MENDOZA
PACHECO
SANCHEZ
SEGUNDO
VAZQUEZ

MILADY
SIMON
EDRIC
YVETTE
JOSE
LIBBY

Social Studies TEACHER

PE/HEALTH
ESPINO
FERREN
GILPIN
GONZALES
HOWELL
LEAL
LERMA
RAY
REYNA

TRACIE
TIMOTHY
DAVID
BEN
KATHRYN
AMANDA
DIANA
VIVIAN
MELISSA

PE TEACHER (HEAD)

MATH
ALANIS
ALEJOS
AMARO
GARZA
GONZALEZ
LONGORIA
MASSO
MONTOYA
NUNEZ
SALINAS
SIFUENTEZ
TORRES
TREVINO

CORNELIO
DAVID
RUBEN
MARCELA
DIANIRA
JORGE
MIKE
JESUS
KENAN
ADRIAN
FABIAN
JORGE
DANIEL

Math TEACHER

Social Studies TEACHER

Social Studies TEACHER (HEAD)
Social Studies TEACHER
Social Studies TEACHER
Social Studies TEACHER

ATHLETIC TRAINER
PE/ HEALTH COORD ATHLETICS

PE TEACHER
PE TEACHER
ATHLETIC TRAINER
PE/Health TEACHER
PE TEACHER
PE/Health TEACHER

Math TEACHER
Math TEACHER
Math TEACHER
Math COACH
Math TEACHER
Math TEACHER (HEAD)
Math TEACHER
Math TEACHER
Math TEACHER
Math TEACHER
Math TEACHER
Math TEACHER
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WATT

NATHANIEL

Math TEACHER

SCIENCE
CAVAZOS
FUENTES
GUERRA
LOPEZ
MARQUEZ
MARTINEZ
MUNOZ
NAVARRO
PULLEY
RESENDEZ
SALDAÑA
SMITH
VILLARREAL
YZAGUIRRE

JAVIER
JAVIER
OLIVIA
PEDRO
ABRIL
MARCELO
CARMEN
ANNA
PATRICK
SERGIO
C. YVETTE
JAMES
JOSEPH
BENSAVIO

Science TEACHER

SPECIAL EDUCATION
CERVANTES
CRUZ-MUNOZ
DIAZ
DURAN
ELIZONDO
GARZA
HINOJOSA
JAUREGUI
LONG
MAYES
MORALES
MORENO
PIZANA

DELFINO
MARICELA
ANDREA
LAURA
MARIA
AARON
MARIA ISABEL
OLGA
MONROE
CAROLYN
ELISA
JUAN
RITA

Special Ed. TEACHER

Science TEACHER
Science TEACHER
Science TEACHER
Science TEACHER (HEAD)
Science TEACHER
Science TEACHER
Science TEACHER
Science TEACHER
Science TEACHER
Science TEACHER
Science TEACHER
Science TEACHER
Science TEACHER

Special Ed. TEACHER
DIAGNOSTICIAN
Special Ed. TEACHER
LSSP
Special Ed. TEACHER
Special Ed. TEACHER
Special Ed. TEACHER
Special Ed. TEACHER
Special Ed. TEACHER
Special Ed. TEACHER
Special Ed. TEACHER (HEAD)
DIAGNOSTICIAN
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15
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ROJAS
SANCHEZ
VALDEZ
VACANCY
YOUNGBLOOD
SECURITY
RODRIGUEZ
CABRERA
GARZA
GUERRERO
HERNANDEZ
VACANCY
VENEGAS
ZUNIGA
AIDES
CANALES
CAVAZOS
CERDA
CHAPA
CORDONIER, III
DE LEON
HERNANDEZ
LOPEZ
PEREZ
PEREZ
PIÑA
RINCON
RODRIGUEZ
RODRIGUEZ
ROJANO

LEONIDES
ISAAC
RACHAL

Special Ed. TEACHER
Special Ed. TEACHER
Special Ed. TEACHER
LSSP

MELINDA

Homebound TEACHER

RAFAEL
AMANCIO
ANTONIO
JESSICA
SALVADOR

SEC OFFICER, CERT
SEC OFFICER, CERT
SEC OFFICER, CERT
SEC OFFICER, CERT
SEC OFFICER, CERT
SEC OFFICER, CERT

ROBERTO
ALVARO

PROCESSOR

JERRY
IVAN
MARIA
ARMANDO
ROBERT
FERNANDO
ENRIQUE
CLARISSA
JOSE
SANDRA
IRIS
MAGDALENDA
JOANN
GILBERT
JAIME

INSTRUCTIONAL AIDE, CTE

SEC OFFICER, CERT

INSTRUCTIONAL AIDE, Sped
INSTRUCTIONAL AIDE, Sped
INSTRUCTIONAL AIDE, Sped
INSTRUCTIONAL AIDE, Sped
INSTRUCTIONAL AIDE, Sped
INSTRUCTIONAL AIDE, Sped
INSTRUCTIONAL AIDE, Sped
INSTRUCTIONAL AIDE, Sped
INSTRUCTIONAL AIDE, ISS
INSTRUCTIONAL AIDE, Sped
INSTRUCTIONAL AIDE, Sped
SPED FACILITATOR
INSTRUCTIONAL AIDE, CTE
INSTRUCTIONAL AIDE, Sped
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16
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17

TORRES
YBARRA

DARLENE
ALBERTO

INSTRUCTIONAL AIDE, Sped

NURSING DEPT
BARROSO
RODRIGUEZ
HERNANDEZ

ELIZABETH
RAMONA
BEATRIZ

NURSE AIDE

TECHNOLOGY
LOPEZ
VARLACK

ROBERTO
JAMES

COMP TECH, CERTIFIED

CLERKS/SECRETARIES
BECHO
FALCON
GAONA
GARCIA
GARCIA
GARZA
GOMEZ
LOPEZ
MADRIGAL
MONTALVO
MORENO
OCHOA
ORTIZ
PARRAS
RODRIGUEZ
VEGA
VELIZ-GONZALEZ

AURORA
IRIS
RUTH
ANNA
PRISCILLA
JESSICA
BETTY
MIREYA
PATRICIA
EVONNE
LISA
ALICIA
HERMELINDA
ILIANA
MIRIAM
BELMA
SHEREE

REGISTRAR (HS)

INSTRUCTRIONAL AIDE, ESL

NURSE LVN
NURSE RN

CAMPUS TECHNOLOGIST

CLERK, ATHLETIC
SEC, COUNSELOR
LIAISON, HOME/SCHOOL
SEC, PRINCIPAL
CLERK, ACTIVITY ACCTS
SEC, COUNSELOR
LIBRARY CLERK
CLERK, ATTENDANCE
REGISTRAR (HS)
SEC, CTE COUNSELOR
SEC, DEAN OF INST
CLERK, ATTENDANCE
CLERK, OFFICE
CLERK, PAYROLL (HS)
PIEMS CLERK
CLERK, ATTENDANCE/FRONT

CAFETERIA STAFF
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BALLEZA
CHAPA
FLORES
FUENTES
HERNANDEZ
HERNANDEZ
HERNANDEZ DE PEREZ
LEAL
LEAL
MORENO
MARTINEZ
MORENO
PONCE
RODRIGUEZ
RODRIGUEZ
TREVIÑO

SABINA
ROSARIO
HELEN
MARIA D-V
CORINA
GUILLERMINA
ELVIA
OLGA
SOLEDAD
SILVIA
NELDA
SILVIA
MARIA
MAGDALENA
MARISOL
VIVIANA

COOK/SERVER

CUSTODIAL STAFF
BAZAN
BRAVO
DELGADILLO
FAJARDO
GIL
GILIFUS
GONZALEZ
GONZALEZ
LUNA
MARTINEZ
MEDINA
MORIN
MUNOZ RDZ

LARRY
ELIGIO
OMAR
VICENTE
ROSALBA
JAMES
ALFREDO
EPIFANIO "JOE"
JUAN
ESTHELA
GRACIELA
MARIO
JOSE

CUSTODIAN

COOK/SERVER
COOK/SERVER
COOK/SERVER
COOK/SERVER
COOK/CASHIER
COOK/SERVER
COOK/SERVER
CAFETERIA MANAGER
COOK/SERVER
COOK/SERVER
COOK/CASHIER
COOK/CASHIER
COOK/CASHIER
COOK/SERVER
COOK/SERVER

CUSTODIAN
CUSTODIAN
CUSTODIAN
CUSTODIAN
CUSTODIAN
CUSTODIAN LEAD
OPERATOR, HS PLANT
CUSTODIAN
CUSTODIAN
CUSTODIAN
CUSTODIAN
CUSTODIAN
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NIETO
RODRIGUEZ
RODRIGUEZ
SALAZAR
SALINAS
URBINA

MANUEL
OLGA
TOMAS
ADRIANA
JOSE
JUAN

CUSTODIAN
CUSTODIAN
CUSTODIAN
CUSTODIAN
CUSTODIAN
CUSTODIAN
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Alma Mater

Veterans Memorial,
Patriots all are we!
Standing together side by side,
Standing proud and free.
Raising our colors
Up high for all to see!
Silver, red, blue…
Beautiful and true,
We lift our hearts to thee!
Silver, red, blue…
Beautiful and true,
We lift our hearts to thee!

Tune: Chester
Lyrics: Paula Brewer and Leticia Rodriguez, VMHS Choir Directors

Fight Song

Patriots Fight, Patriots Fight,
‘Cause we know we’re number 1!
Patriots Fight, Patriots Fight,
We’ll Show ‘em before we’re done!
Patriots Fight, Patriots Fight,
For it’s Patriots that we love best.
And it’s “Hail, hail the gang is all here”,
And it’s good-bye to all the rest!
Tune: University of Texas Fight Song
Lyrics: Paula Brewer and Leticia Rodriguez, VMHS Choir Directors
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2017-2018 VMHS Administrative
Duties & Responsibilities
Fidel Garza, Jr., Principal

Departments: Administrators, Science, Foreign Language, Athletic
Coordinator, Office Staff (Secretary/Activity Clerk / Payroll)
PLC Member
Budget/Student Activity Fund
Commencement Exercises
Baccalaureate Services
PTO/Parental Involvement
CIP/CNA
Faculty Duty Schedule
TBSI: Schoolwide PBS Provide (Behavior
Initiative)
Grade Waivers
Requisition / Travel / Supplement
Approvals
Maintenance Requests/Work Orders

SBDM
Extra-Curricular Activity Duty
Facilities & Operation
UIL Academics & Athletics Chairperson
Walk-Throughs
Monitoring Instructional Protocols
Hall Duty / Lunch Duty
PLC Meetings / Faculty Meetings
Monthly Calendar
Identification & Monitoring Sheets
Marquis Announcements update

Laura Flores, Dean of Instruction

Departments:, Social Studies, Conquest, 3 College Readiness
Teachers, Testing Strategists, Office Staff (Dean’s Secretary,
Technologist , Technician)

PLC Member
Assessments & Accountability
(State/Local)
Faculty Handbook
School Messenger Announcements
Curriculum & Instruction
Extra-Curricular Activity Duty
Hall Duty / Lunch Duty
Staff Development Days
Tutoring/Saturdays
Walk-Throughs
T-Tess Timeline

Pre - Registration
College Readiness Assessments

Instructional Labs
RTI Monitoring & Implementation
Grade Promotions
AP Liaison/AP Budget
Update website – use Technologist
CILT Chairman
Open House/Meet the Teacher
Cheerleaders
Other duties as Assigned by Principal
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Annette Martinez, Assistant Principal/
Master Scheduler

Departments: Math, Counselors, Office Staff (Counselor’s Clerks,
Registrars, PEIMS Clerk)
PLC Member
Discipline/ AEP F-Li
Extra-Curricular Activity Duty
Hall Duty / Lunch Duty

Master Scheduler/Schedule Changes &
Approvals
Monthly Parent Newsletter
Windows :Report Cards & Progress
Reports
Grade Audit Sheets / Posting Grades
At-Risk Contact Coordinator
TSI Testing

Walk-Throughs
Credit Denials
Online Registration
Coordinator for Registrar’s Office/Student
Records
New Student Enrollment Approval
Student Ranking
Tech. Prep/S-Team Coordinator
Parent Contact Logs
PEIMS Coordinator
Other duties as assigned by Principal

José Mejía, II, Assistant Principal

Departments: CTE Department, Dept. Aids, Electives, Fine Arts,
Custodians, Securities, Police

PLC Member
Discipline/ AEP A-E
Extra-Curricular Activity Duty
Walk-Throughs
Hall Duty / Lunch Duty
Security Procedures
Fire Drills / Lock Down Procedure &
Evacuation Routes
Homecoming Procedures
Transportation
VMHS Stars

Textbook room organization
TELPAS Administration
Facilities/Operations
Teacher of the Month
Sexual Harassment Contact (Males)
Safety Committee
LPACing

EL Assignment & Monitoring
Other duties as assigned by Principal
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Stacie Del Angel, Assistant Principal

Departments: English Department, Library, Nurses, Truant Officer,
EL Instructional Aide, Office Staff (Attendance Clerks, Nurse Clerk,
Library Clerk, Parent Liaison)
PLC Member
Student Excuses for school activities
Attendance Reporting
Discipline /AEP Lj-Re
Approval Of Student Withdrawal
Extra-Curricular Activity Duty
Hall Duty / Lunch Duty
Keys
Truancy Court

Walk-Throughs
Attendance Meetings
Dropout Recovery , Leavers
Sexual Harassment Contact (Females)
TxBess Mentoring Program
504 monitoring & implementation
Textbooks Admin (ELA/Social Studies/
CTE)
Other duties as assigned by Principal

Imelda Jaramillo, Assistant Principal

Departments: Special Ed, Dept. Aides, PE, Health, Athletics, Office
Staff ( ISS Aide, SP Ed clerk, Athletic Clerk)
PLC Member
Review & Print all testing accommodation
pages for Sp. Ed. students
ARD’s
Walk-Throughs
Hall Duty / Lunch Duty
Discipline/ AEP Rf-Z
Extra-Curricular Activity Duty
Substitute Procedures

Security Procedures
ISS Procedures

Inclusion Visitation Logs
Migrant Protocols
Textbook Admin (Science / Math (with
strategist)/ Foreign Languages)
Discipline Contact
Other duties as assigned by Principal
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Counselors’ Duties and Responsibilities
Freshman/Sophomore &
Junior/Senior Handbook

Cristina Gutierrez, Lead Counselor
Lj-Re
Jr. High Course
Selection & Registration

Personal Graduation
Plans/Endorsements
Commencement Exercise

High School Course
Selection & Registration
Baccalaureate

Graduation Program

District Credit by Exam

Dual/Concurrent Enrollment (contact person)

Jesus Garza,
Counselor
Rf-Z
UTRGV
Concurrent
Enrollment
Liaison

Mission
Excellence
Coordinator

Mission Junior
Service
League

TexPREP
Summer
Program @
UTRGV
Freshman
Camp

PSAT
Coordinator
10th
Junior High &
High School
Course
Selection

Personal
Graduation
Plans/
Endorsements

Classroom Presentations/
Orientation (2016-2017 Cohort)
*Other duties as assigned by
admin

Freshmen
Texas Graduate
Orientation
Center University
coordinator
Tours Program
Mission Excellence
College Day Assist
Assist. Coordinator
Coordinator
Foreign Exchange
Graduation
Program
Practice
Senior Awards
SAT/ACT Site
Social
Coordinator
Coordinate 9th–12th Classroom
Presentations/ Orientations

Dawne Hill-Varlack,
Counselor
A-E

Selene Villarreal,
Counselor
F-Li

Classroom
Presentations/
Orientation
(2016-2017
Cohort)
LDZ-National
Hispanic Institute

“The Monitor”
Student of the
Week

Rotary Club
Coordinator

Senior
Checklist/
Checkout
Lead

HB 121
Presentations

Graduation
Newsletter

Border Patrol
Head of the
Class

PSAT Assist
Coordinator
10th

Boys & Girls State

Texas Success
Initiative (TSI)
Coordinator

Junior High &
High School
Course
Selection
PSAT Assistant
Coordinator
11th

STC Dual
Enrollment
Lead (nonCTE)
Assist senior
counselor

Anti-bullying
Initiative

Personal
Graduation
Plans/
Endorsements
Classroom Presentations/
Orientation (2017-2018 Cohort)
*Other duties as assigned by
admin

Personal
Graduation
Plans/
Endorsements

Classroom Presentations/
Orientation (2018-2019 Cohort)
*Other duties as assigned by
admin
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Sylvia Sanchez
CTE

Emma Avendano
At – Risk

CTE Career Day

At-Risk Identification & PEIMS

Program Coordinator for all CTE
Programs on campus

ESL/LEP LPAC

RGV Lead

Summer School Liaison

CTE Career Center

Red Ribbon Week

STC CTE Dual Enrollment
Coordinator
CTE Endorsement Pathway
Presentations (Junior High & High
School)
CTE Coding Process Lead

Jr High ESL Course Selection
At-Risk Behavior Prevention/Class
Presentations
Suicide Prevention

CTE Teacher Coordinator

Violence & Gang Involvement

CTE Programs of Study Lead

Drug Prevention

CTE Scholarship Application
Completion

Student Assistance Program-RTI
Lead
Options Academy Applications

*Other duties as assigned by
admin or lead counselor

Dina Gallardo
College & Career, Go Center
FAFSA/TAFSA Completion

Scholarships and Scholarship Night
Coordinator
University/College/Military Recruitment

ACT Accommodation Documentation
College Day Coordinator
Apply Texas/Common App/College
Application Completion

Financial Aid Night
South Texas College Dual Academies Lead

PSAT Coordinator 11th
TSI Student Score/Data Tracking
Monthly “Junior/Senior Playlist”

*Other duties as assigned by
admin or lead counselor

Lizette Garza
TPAP Counselor

Coordinate with personnel to provide services
for student parents
Counseling/follow up with student parents
PEIMS coding for program
Case file maintained for audit purposes
Coordination with Childcare Facilities
Monthly Billing
Coordination with Transportation for student
parents
Coordinate Compensatory Education Home
Instruction services.
*Other duties as assigned by supervisor

*Other duties as assigned by admin or lead
counselor
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ADMINISTRATOR AND COUNSELOR LIST

Assignment
Principal
Dean
A-E
F-Li
Lj-Re
Rf-Z

Administrator
Fidel Garza
Laura Flores
Jose Mejia
Annette Martinez
Stacie Del Angel
Imelda Jaramillo

Ext
3114
3017
3116
3023
3020
3025

Assignment
A-E
F-Li
Lj-Re
Rf-Z
At-Risk
CTE
Go Center
TPAP

Counselor
Dawne Hill-Varlack
Selene Villarreal
Cristina Gutierrez
Jesus Garza
Emma Avendaño
Sylvia Sanchez
Dina Gallardo
Lizette Garza

Ext
3022
3002
3006
3032
3027
3073
3160
3019

Migrant Dept
Migrant Strategist

Migrant Personnel
Cynthia Gonzalez

Ext
3059
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Department Chair Responsibilities
The role of the department chairperson is critical to student achievement and
school climate. They serve as teachers, as instructional leaders, as a liaison
between teachers and administration, as coordinators, and as adaptable
facilitators of the status quo and of change. The responsibilities of a
department chairperson include:
 Gather data and disseminate that which is relevant to department
business.
 Report to the principal needs in the department of materials and
equipment.
 Organize and preside over departmental meetings.
 Coordinate department through the assistant principal.
 Attend district level curriculum meetings.
 Develop and review departmental budget request and allocate district
funds for the department.
 Monitor implementation of improvement strategies.
 Organize demonstration lessons for teachers of the department.
 Provide input in the development of the master schedule and teacher
assignments.
 Maintain inventory of department instructional materials and equipment
and complete fixed assets report.
 Assist department members in areas of individual concern.
 Sign off on all financial requests.
 Work with teachers in improving their procedures for student evaluation.
 Attend department chair meetings with the principal.
 Work cooperatively and positively with administration and faculty.
 Exercise leadership in the development of departmental course
objectives, syllabi, and subject matter as well as in the development of
total school curriculum.
 Evaluate the achievement and activities of the department.
 Supervise the implementation of directives given to department
members.
 Perform other appropriate duties/tasks as designated by Principal
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VETERANS MEMORIAL HIGH SCHOOL
Campus Committees
Campus Instructional Leadership Team (All Department Heads)
Site Based Decision Making Committee (1 per department, 2 from
CTE)
Response To Intervention (1 per department)
Discipline Committee (15 people)
Safety/Supervision of Students (15 people)
Attendance/Truancy Committee (10 people)
Social Committee (15 people)
CNA/CIP (6 people on each team = 48 people)
• Demographics
• Student Achievement
• School Culture & Climate
• Staff Quality, Recruitment, & Retention
• Curriculum & Instruction
• Family & Community
• School Context & Organization
• Technology
All committees will select a captain and a secretary to record
minutes
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Veterans Memorial High School
Staff List
2018 – 2019
VETERANS MEMORIAL HIGH SCHOOL

Club and Organization Sponsors

Club/Organization
Senior Class

Sponsor
Mabeline Rodriguez

Club/Organization
Student Council

Junior Class

Melissa Guerrero/
Natalie Gomez-Guerrero
Martha Medina

DECA

Sophomore Class
Freshmen Class
Anime
Football
Boys Basketball
Baseball
Girls Basketball
Volleyball
Girls Runner
Softball
Wrestling
Golf
Swimming
Boys Soccer
Boys Runner
Girls Soccer
Tennis
Power Lifting
NHS
HOSA
HOSA
HOSA
Cheerleading
Cheerleading
Art

Adela Lopez
David Gilpin
Jose Ramos
Ben Gonzalez
Ralph Cantu
Diana Lerma
Kathy Howell
Vivian Ray
Ben Yzaguirre
Jorge Longoria
Melissa Reyna
Mike Espinoza/Adrian Salinas
Ralph Cantu
Kenan Nuñez/ Ruben Amaro
/Maria Barreiro
Edric Pacheco
Greg Danielson
Martha Medina
Adela Lopez
Karen Hurst
Melissa Guerrero
Mimi Cano
Esau Peña

JROTC
JROTC
Auto Collision
FFA
FFA
FFA
Band
Choir
Drama
Stars
BPA
T.V. Production
Mariachi
Cosmetology
Law Enforcement
Lettermens
LRC
Yearbook
Mechanic Tech
UIL
SADA
French Club
Explorers
Team Unashamed
Leo Club

Sponsor
Marytza Perez/Libby
Vazquez
Sheila Lozano
Christopher Mitchell
Armando Treviño
Ruben Alaniz
Fernando Perez
Vanessa Peña
Alonzo Martinez
Vanessa Sepulveda
James Hodgson
Yajaira Ortiz
Esperanza Flores-Garza
Mark Morris
Frank Vela
Irma Bazan/Gigi Sanchez
Daniel Garza
David Gilpin
Sandra Ochoa
Aaron Langley
Rene Peña
Mabeline Rodriguez
Viviana Amaro
Mayra Sepulveda
Officer A. Alejandro
Betty Munoz
Leonor Cantu
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School Club and Organization Sponsors’ Responsibilities
Sponsorship of a club or organization demands great responsibility and commitment
by the staff members. Campus regulations require each student organization to have a
primary faculty/staff advisor. For financial authorization purposes, it is in the organization’s
best interest to have a secondary advisor in the event that the primary advisor is not
available.
Advisors can make a tremendous impact on students’ organizations. An advisors aid
in the area of program content and purpose by helping student officers and members
exercise good judgment in selecting programs and activities. Through facilitation of student
learning, advisors play a vital role in student organization.
Advisors must be a Veterans Memorial High School staff member and be a full-time
professional staff member assigned to V.M.H.S. It is important that the advisor be familiar
with activities of the organization and have (or be willing to obtain) an appropriate level of
experience, resources, and knowledge related to those activities and the mission of the
organization.
The advisor should meet with the officers of the student organization to discuss
expectations for roles and responsibilities. In order to stay connected with the organization,
the advisor should regularly attend general meetings and be available outside those
meetings for advice and consultation related to the operations of the organization.
Additionally, the advisor should assist the organization in developing realistic goals for the
academic year. This will contribute to the educational and personal development f the
students involved.
An advisor will regularly receive statements from the activity clerk and should be
aware of the organization’s financial status via review of these statements and approval of
expenditures. Completion of a training session from the District Budget Process is required
of all organization head advisors.
The organization-advisor relationship is not a one-way street. The student
organization and its leaders also have responsibilities. These responsibilities include
maintaining an appropriate level of communication as a whole. Both the advisor and the
students should spend time early in their relationship establishing a clear understanding of
the roles each will play.
Student participation in school clubs and organizations are highly encouraged.
Campus clubs and organizations must be officially recognized when formed for purposes that
are consistent with the district ad campus philosophy and goals. Approval for recognition is
granted by the campus principal, while the campus student council officially recognizes clubs
and organizations.
Each school year, student clubs and organizations must review their constitutions and
submit any changes to the student council advisor for consideration. After approval, a copy
of the final constitution must be submitted to the student council advisor by the end of the
fourth week of the first six weeks

30

General Instructions for Teachers
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Use TEMS for attendance documentation. If the system is not working, then use
attendance slips. Please make sure you include student’s legal name and ID number
when recording absence on attendance slips. No white out. Use ink. Sign forms.
Progress reports will be mailed at the end of each third week of a reporting period.
Teachers must stand by their classroom doorway between classes.
DO NOT ALLOW STUDENTS TO GRADE PAPERS except the exchanging of daily work
from time to time.
Students should not be permitted to call other students out of your classroom.
Instructional time is valuable. Students should be involved with meaningful tasks. The
focus should be on hands-on activities. Minimize lectures.
Group punishment is not permissible.
Use of tobacco and tobacco products is not permitted on school property.
Students should be encouraged to use the restroom facilities between classes unless
it is an emergency.
If you plan to keep a pupil after school, the parent must be notified by you the day
before the student is to stay after school. Limit time for detention to no more than
one hour.
Because of safety, students are allowed in classrooms only when a teacher is present.
Check regularly for writing or markings on tables, desks, walls and books. Constant
monitoring/supervision of the students will eliminate this potential problem.
Classrooms should always look neat, pleasant, and conducive to teaching and
learning.
Teachers must remain with their class during scheduled class time. This includes
library time, pep rallies and assemblies.
Teachers must be well prepared and maintain a positive learning environment to
minimize disruptive or unwanted behavior. They are responsible for handling student
disciplinary problems. Student and parent conference is a prerequisite to
sending a student to the office. Document all parent contacts.
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108908
EMPLOYEE STANDARDS OF CONDUCT
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EDUCATORS’ CODE OF ETHICS
The Texas educator shall comply with standard practices and ethical conduct toward students,
professional colleagues, school officials, parents, and members of the community and shall safeguard
academic freedom. The Texas educator, in maintaining the dignity of the profession, shall respect and
obey the law, demonstrate personal integrity, and exemplify hones-ty. The Texas educator, in
exemplifying ethical relations with colleagues, shall extend just and equitable treatment to all members
of the profession. The Texas educator, in accepting a position of public trust, shall measure success
by the progress of each student toward realization of his or her potential as an effective citizen. The
Texas educator, in fulfilling responsibilities in the community, shall cooperate with parents and others
to improve the public schools of the community. 19 TAC 247.1
1

Professional Ethical Conduct, Practices, and Performance
Standard 1.1. The educator shall not intentionally, knowingly, or recklessly engage in deceptive
practices regarding official policies of the District, educational institution, educator preparation
program, the Texas Education Agency, or the State Board for Educator Certification (SBEC) and
its certification process.
Standard 1.2. The educator shall not knowingly misappropriate, divert, or use monies,
personnel, property, or equipment committed to his or her charge for personal gain or
advantage.
Standard 1.3. The educator shall not submit fraudulent requests for reimbursement,
expenses, or pay.
Standard 1.4. The educator shall not use institutional or professional privileges for personal or
partisan advantage.
Standard 1.5. The educator shall neither accept nor offer gratuities, gifts, or favors that impair
professional judgment or to obtain special advantage. This standard shall not re-strict the
acceptance of gifts or tokens offered and accepted openly from students, parents of students, or
other persons or organizations in recognition or appreciation of service.
Standard 1.6. The educator shall not falsify records, or direct or coerce others to do so.
Standard 1.7. The educator shall comply with state regulations, written local Board policies, and
other state and federal laws.
Standard 1.8. The educator shall apply for, accept, offer, or assign a position or a responsibility
on the basis of professional qualifications.
Standard 1.9. The educator shall not make threats of violence against District employees,
Board members, students, or parents of students.
Standard 1.10. The educator shall be of good moral character and be worthy to instruct or
supervise the youth of this state.
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Standard 1.11. The educator shall not intentionally or knowingly misrepresent his or her
employment history, criminal history, and/or disciplinary record when applying for sub-sequent
employment.
Standard 1.12. The educator shall refrain from the illegal use or distribution of con-trolled
substances and/or abuse of prescription drugs and toxic inhalants.
Standard 1.13. The educator shall not consume alcoholic beverages on school property or during
school activities when students are present.
2.

Ethical Conduct Toward Professional Colleagues
Standard 2.1. The educator shall not reveal confidential health or personnel information concerning
colleagues unless disclosure serves lawful professional purposes or is required by law.
Standard 2.2. The educator shall not harm others by knowingly making false statements about
a colleague or the school system.
Standard 2.3. The educator shall adhere to written local Board policies and state and federal laws
regarding the hiring, evaluation, and dismissal of personnel.
Standard 2.4. The educator shall not interfere with a colleague’s exercise of political, professional,
or citizenship rights and responsibilities.
Standard 2.5. The educator shall not discriminate against or coerce a colleague on the basis of
race, color, religion, national origin, age, gender, disability, family status, or sexual orientation.
Standard 2.6. The educator shall not use coercive means or promise of special treatment in order
to influence professional decisions or colleagues.
Standard 2.7. The educator shall not retaliate against any individual who has filed a complaint
with the SBEC or who provides information for a disciplinary investigation or proceeding under
this chapter.

3.

Ethical Conduct Toward Students
Standard 3.1. The educator shall not reveal confidential information concerning students unless
disclosure serves lawful professional purposes or is required by law.
Standard 3.2. The educator shall not intentionally, knowingly, or recklessly treat a student or
minor in a manner that adversely affects or endangers the learning, physical health, mental
health, or safety of the student or minor.
Standard 3.3. The educator shall not intentionally, knowingly, or recklessly misrepresent facts
regarding a student.
Standard 3.4. The educator shall not exclude a student from participation in a program, deny benefits
to a student, or grant an advantage to a student on the basis of race, color, gender, disability, national
origin, religion, family status, or sexual orientation.
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Standard 3.5. The educator shall not intentionally, knowingly, or recklessly engage in physical
mistreatment, neglect, or abuse of a student or minor.
Standard 3.6. The educator shall not solicit or engage in sexual conduct or a romantic relationship
with a student or minor.
Standard 3.7. The educator shall not furnish alcohol or illegal/unauthorized drugs to any person under
21 years of age unless the educator is a parent or guardian of that child or knowingly allow any person
under 21 years of age unless the educator is a parent or guardian of that child to consume alcohol or
illegal/unauthorized drugs in the presence of the educator.
Standard 3.8. The educator shall maintain appropriate professional educator-student relationships
and boundaries based on a reasonably prudent educator standard.
Standard 3.9. The educator shall refrain from inappropriate communication with a student or minor,
including, but not limited to, electronic communication such as cell phone, text messaging, e-mail,
instant messaging, blogging, or other social network communication. Factors that may be considered in
assessing whether the communication is in-appropriate include, but are not limited to:
a.

The nature, purpose, timing, and amount of the communication;

b.

The subject matter of the communication;

c.

Whether the communication was made openly or the educator attempted to conceal the
communication;

d.

Whether the communication could be reasonably interpreted as soliciting sexual contact or a
romantic relationship;

e.

Whether the communication was sexually explicit; and

f.

Whether the communication involved discussion(s) of the physical or sexual attractiveness or the
sexual history, activities, preferences, or fantasies of either the educator or the student.

19 TAC 247.2
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Mission CISD Extracurricular Overnight
Travel Supervision Protocol Procedures
Travel Arrangement:
•
•

•

Parent Permission Slip – Requires parents and student signatures for travel approval.
Travel Information – An agenda will be provided with the information regarding purpose of the trip, travel time,
destination, and Hotel information. Copy of Travel Information must be submitted to Campus Principal

before web travel can be released.

Checking of bags and personal items – Administration, sponsors and/or coaching staff reserve the right to check bags,
luggage and personal items since the trip is a school related/sponsored activity.
Student Behavior/Expectations:
• All students are expected to follow timelines, agenda and/or instructions as provided by the coach/sponsor.
• All students are expected to adhere to rules and policy as set by the Student Code of conduct. This includes but is not
limited any conduct which contains the elements of an offense under the Texas Penal Code.
• No Swimming at hotel swimming pools.
• Visit to Malls or any Public Entities must be accompanied by a sponsor/coach. Students must travel in groups of 2 or
more.
• Restaurants – Students are expected to conduct themselves with proper manners at all times when eating at any
restaurant or food court.
• Hotels – Rooms will be kept intact. No hotel room souvenirs will be brought home.
• Students must remain in rooms unless otherwise approved by coaches/sponsors.
• Failure to comply with the student behavior expectations will result in disciplinary action up to

and including removal from the team.

Coach/Sponsor Supervision Expectations:
•

•
•
•
•

•
•
•
•
•

The Coach/Sponsor must be aware of students on prescribed medication and must keep and monitor the
administration of the prescribed medication while on the trip. The sponsor must have a signed copy of the student’s
medication permit which can be obtained by the school nurse.
At least one coach/sponsor will be assigned for every 10 students.
While traveling to and from destination, supervision must be distributed throughout the bus. (Must place
coaches/sponsors in front, middle and rear areas of the bus)
Trips involving both male and female students must be separated while traveling in the bus. (Females in the front of
the bus, males in the back with a coach(s)/sponsor(s) sitting in the middle for supervision.
Room Assignment – Room assignments will be determined by the Head Coach/sponsor.(Factors such as grade level,
age, relationships, etc. will be taken into consideration. In Co-ed trips every effort should be made to separate male
and females by either housing them in separate hotels, or separate floors/areas of the same hotel.
If student/athletes are allowed to visit a mall, store, movie, etc., a coach/sponsor must be there to monitor activities
and to make frequent head counts to account for everyone.
No student is allowed to be in the room with a member of the opposite sex.
Once all students have been instructed to remain in their room, roll call will be done for each room.
Once role call is done, a designated lights out will be instructed to the student/athletes by the coach/sponsor.
Once lights out has been executed, a coach/sponsor will supervise the hall area(s) where the rooms are. (Be sure to
make periodic room checks throughout the night. It is preferred when 4 or more coaches/sponsors are available, a
rotation of an all-night hall supervision must be planned.)

Leaving School sponsored Trip with Someone other than Coach/Sponsor:
• Release to Parents or Legal Guardians – Everyone is expected to return as a group. However, if you wish to pick up
your son/daughter after the activity/event you must submit a written request for such arrangements. Your
son/daughter’s coach will have a form for you to fill out.
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Dear Parents:
The participation in extracurricular programs is a privilege that carries additional expectations for
acceptable conduct. A school-sponsored trip is being planned and we are requesting your consent
for your child’s participation. It is felt that your son/daughter will benefit through this educational
experience and every precaution will be taken to insure the safety of all students involved in this
activity. Below are specific details of this trip.
Date of Trip: ___________________________
Purpose: ________________________________________________________________
Departed time: _________________

Date_________________ From ________________

Return Time: __________________

Date_________________

Destination: ___________________________ Transportation: _________________________
Coach/Sponsors: _______________________________________Phone #______________
Hotel Information: ___________________________________________________________
____________________________________________________________________
____________________________________________________________________

Please note:

Everyone is expected to return as a group. However, if you wish to pick up your son/daughter after the
activity/event you must submit a written request for such arrangements. Your son/daughter’s coach
will have a form for you to fill out.

*Students failing to comply with the student behavior expectations will

result in Disciplinary action up to and including removal from the team.
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My son/daughter, ___________________________________________ has permission of the
undersigned to participate in the above trip. We have read the Mission CISD Extracurricular Overnight
Travel Procedures and agree to abide by this policy. We further authorize the coach/sponsor(s) of such
trip to obtain emergency medical attention, in our behalf, for the above-named child in such sponsor’s
sole judgment medical attention deemed necessary. It is further agreed that Mission Consolidated
Independent School District, its Trustees, Employees, and Agents are hereby released from any liability
for any damages which our child or which we might sustain resulting from the above activity.

_______________________________
Student’s Signature

_____________
Grade

_______________________________________
Telephone Number

______________________
Date

________________________________
Parent’s or Guardian’s Signature

Please note:

Everyone is expected to return as a group. However, if you wish to pick up your son/daughter
after the activity/event you must submit a written request for such arrangements. Your son/daughter’s
coach will have a form for you to fill out.
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My son/daughter_____________________________________ will
be leaving with (his/her) (parent/legal guardian) from the game,
tournament, or meet. I understand that neither Mission CISD nor
its employees will be held responsible/liable while
my(son/daughter) is under my care.
Parent/Legal Guardian Signature:
Print: ___________________________
Signature:_______________________Date:____________
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Veterans Memorial High School
Fundraising Procedures
1). Fundraiser Form must be submitted with all the signatures required (Sponsor and Principal); if
you are a Coach - you will need additional signatures from Mr. Gilpin and Athletic Director (Mr.
Sanchez)
2). At anytime that you are collecting money for other than fees and dues, a fundraiser form must
be submitted. Examples: T-shirts sale with no profit, ads, yearbook, book sale, etc.
A report must follow at the end of collection.
3) A campus requisition must be attached to the fundraiser form with all the information, account
and signatures. You get the dollar amount from the fundraiser form where you have stated the
cost of the fundraiser. If you are using more than one vendor, make sure that you have attached all
the campus requisitions needed to pay out all the vendors with all the information needed on the
requisition for each vendor.
Reminder: a campus requisition must have all the information on it.
Vendor, Bid, discount, shipping and handling, signatures and the 5 w’s (who, what, when, where
and why).
The bid is very important- Bids are on the system under purchasing department, make sure that
you always check to see if they have changed when you enter a requisition, they tend to change
during the year.
If you are using MP as the bid for a vendor, then you must submit three quotes for this bid. The
only exception would be for food.
When using your Student Activity account for a trip and you plan to fundraise for this trip- your
travel must be approved before fundraising-as per the auditor.
You are not to fundraise for a trip without the trip being approved.
Depositing and/ or Collecting from Students:
All money collected from students must be deposited. A collection form must be filled out with the
student’s name and dollar amount, it must be added up by the Teacher/Sponsor. Deposit should
be competed with a grand total-do not bring in paperwork incomplete. If you have collected
checks make sure that your club number is on the checks. Please verify your deposit before bring in
to clerk. Clerk should balance to the dollar amount that the teacher brings in for deposit.
Money should be collected and deposited with clerk by 2:00-2:15pm daily.
(Suggestion: Students should be told by sponsor to bring in money in the morning, so sponsor can
make the deposit before 2:00pm). If you want to take money from the students after school,
please come by the clerk’s office and check out a night drop bag for your money that is being
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collected after school hours. Please do not collect money and give to Secretary, or front office
clerk, or even a Principal to hold for the next day-it is against MCISD Policy-you need to plan ahead
and get a night drop bag.
Money should never be left unattended or slipped under the clerk’s door. Money should always be
deposited the day that it is collected, so again please plan ahead. There are time lines that must be
followed, so make arrangements to make sure that the deposit is turned in on time. If Teacher/
Sponsor need to get a hold of the clerk you can call direct 323-3031 or leave a message, or email; if
clerk is not in- check with the front office to see if they know who can help you with your deposit
for the day.
Note: If Student Activity Clerk is not in, check with Secretary to see who will be taking deposits for
that day.
If donations are being donated to your club, whether it is merchandise or monetary a donation
form must be submitted. When donations are merchandise for a fundraiser, a fundraiser form with
an attachment of items must be turned in, and at the end of the fundraiser the fundraiser report
must submitted to the auditor.
As a sponsor of a club you should always keep copies of the deposits. In order to refund money to
a student, the parent of the student must first become a vendor by downloading the forms off the
purchasing department with a W-9 and a master vendor form; all forms must be typed with only
the signature of the individual-attach a copy of the receipt where it shows that you deposited with
clerk and also the collection form where you as the sponsor turned in the money. Once all
paperwork is put together in a package attach it to a campus requisition with all the informationaccount and signatures.
(These documents must be typed and submitted along with a copy of the deposit slip indicating the
students name and the campus requisition with all the information needed).
Summed up:
A fundraiser report follows a fundraiser. A fundraiser form must always be turned in when
collecting money from students whether there is a profit or not. A collection report with names of
students must be turned in every time you deposit money.
Deposit must be added up before bringing into clerk for deposit. Deposits must be made before
2:00-2:15pm. Call clerk, or e-mail clerk if you need assistance before collecting money from
students to make sure that you are following MCISD procedures.
All sponsors are expected to follow the procedures that have been put in place by the district at all
times.
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Teacher Work Day Duties

Reporting time is 7:45am. Teachers must be in their classroom before the tardy bell
rings.
Classes must not be left unattended at any time. If any emergency arises and you
find it necessary to leave the room, you need to call the office through the intercom
system, and we will send someone to cover your classroom.
When teachers leave the classroom, lights should be turned off, and the door
closed/locked.
Windows in the classroom doors are placed there for teacher’s safety. These
windows will be left unobstructed.

Classroom Keys

All classroom keys will be issued to each teacher by Mrs. Stacie del Angel. Please, be
careful with your keys as you are being held responsible for them. DO NOT lend your
keys to a student. Do not issue your key(s) to another staff member. KEYS ARE NOT
TO BE DUPLICATED. If you should lose your key(s), contact Mrs. Stacie del Angel
immediately. A replacement fee will be charged for lost keys.






First time lost key
Second time lost key
Third time lost key
Master key
Great Grand Master key

$15.00
$30.00
$50.00
$100.00
$500.00

Announcements

Morning announcements will be made during enrichment on the television monitors.
All teachers are expected to insure all students view announcements daily. All
announcements must be turned in to campus secretary (front office) for principal’s
approval the day before the announcement is to be made. On occasion, we will
experience technical difficulties and announcements will be made by administrator
over the intercom.
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VMHS Announcement Form
Name of Organization: ________________________________________
Sponsor Submitting Announcement Request:______________________
Date of Submission:___________________________________________
Announcement to be read: ______________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
Dates to be read: ______________________________________________
____________________________________________________________
For Office Use Only:
Principal’s Approval
Approved

Not Approved

Signature:____________________________________________________

45

Faculty Mailboxes
Please check your mailboxes twice daily; telephone messages, mail, and memos will
be placed in your boxes. Students are not to be sent to pick up teacher mail.
Mailboxes are located in the office area of the building; please clean out your
mailboxes daily.

Electronic Mail
Teachers are asked to check their e-mail on a daily basis at least twice a day; before
first period and at the end of the day. Important information and dates will be
forwarded by administration and/or central office personnel.

Hall Passes/Supervision
 Teachers will stand outside the door and greet students.
 Students are not allowed out of the classroom the first or last ten minutes of
the period.
 Hall Pass Rules:
o Students must have a hall pass every time they leave their classroom.
o Student signs Hall Pass with name, destination, and time out before leaving
the room.
o Student takes the Hall Pass from room to destination and back, which
allows teacher, hall monitors or administrator in the hall a chance to verify
the student is in the proper place.
o When student movement is checked by a teacher, hall monitor or
administrator, hall pass should be initialed in the proper place.
o If student is found out of route the teacher, hall monitor, or administrator
should circle their initial and will redirect the student to their proper place.
o Teacher records the time when student returns to class and documents it
on the pass.
o Discuss violation with student when convenient.

46

 Hall Pass Replacement - When the hall pass card is full, teacher must replace it
with a new card. Return used hall pass card to Priscilla Garcia who will in turn
give you a new one. NOTE: Hall pass holders and cards are mandatory. $10
replacement fee
 Hall Rules for students:
o Walk and talk
o Walk only, no running
o Stay on the right side of the hall
o Always have the hall pass with you
o No cell phones usage
 Color Coded Zones
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Emergency Procedures
Quick Reference Guide
Teacher Edition

EVACUATION

Fire / Explosion/ Smell of Smoke/ Gas Odor/ Fire Alarm /Bomb Threat

LOCKDOWN

Intruder/Weapon/Hostage/Active Shooter/Hostile Individual/Criminal
Activity/Dangerous Animal

TORNADO/SEVERE WEATHER
Tornado Watch or Warning
REVERSE EVACUATION

Suspicious/threatening person or hazardous chemical spill outside
building

SHELTER IN PLACE

Hazardous chemical spill outside building
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EVACUATION

Fire / Explosion / Smell of Smoke / Gas Odor / Fire Alarm / Bomb Threat

EVACUATION – CAMPUS TEACHERS & OTHER STAFF
1. When you hear the fire alarm or other emergency announcement, begin campus
building evacuation and student accountability procedures.
 Instruct students to calmly leave the building. If purses and backpacks are
within arm length, students may take these items outside with them.
 Check room for any suspicious items.
 Take class roll, go-kit and emergency status cards with you.
2. Assemble class at assigned evacuation location.
 Take roll to account for all students.
 If all students are accounted for, hold up Green status card.
 Hold up RED status card if you cannot account for all students, have a medical
emergency, or have noted something suspicious.
 Keep students quiet and calm.
 Do not let any student leave without proper authorization.
3.Follow instructions given by Principal.
 Do not reenter building until directed by the Principal
4. If relocation is necessary, account for all students before they get on the bus and
again when they get to the new location.
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LOCKDOWN

*Intruder / Weapon / Hostage / Active Shooter / Hostile Individual /
Criminal Activity / Dangerous Animal

LOCKDOWN – CAMPUS TEACHERS & OTHER STAFF
1. A campus administrator will announce lockdown.
 If anyone hears or sees a situation* that requires lockdown, immediately
begin procedures and call the front office to report emergency.
 Get students out of hallways and into classrooms.
 Close classroom door and turn off lights.
 Make sure all windows are closed.
2. All doors should be locked, but if you cannot lock classroom door:
 take students to the neighboring classroom that can be locked
 join that class and follow teacher’s instructions.
3. Keep students quiet and out of view. If necessary, cover door window.
4. Take roll to account for all students.
5. Keep students silent and calm.
 Do not let any student leave without proper authorization.
6. Phones (including cell phones) are not to be used unless communicating
critical information to front office.
7. Remain in locked classrooms until campus administrator announces lockdown
is over.
If confronted by a suspicious person, be courteous and confident. Keep a distance between yourself
and the individual and avoid confrontation. Provide law enforcement with as much detail as possible
about incident. Quickly and specifically, follow law enforcement instructions.
(Note: If students are outside the building, supervising staff should move them to the nearest room within
the building or to a portable and follow the instructions above. If students cannot be moved safely into a
secure area, they should be evacuated a safe distance off campus and the police and/ or principal notified of
their whereabouts as soon as possible.)
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TORNADO / SEVERE WEATHER
TORNADO / SEVERE WEATHER

TORNADO – CAMPUS TEACHERS & OTHER STAFF
TORNADO WATCH or WARNING

1. Announcement will be made to initiate campus tornado/severe weather
procedures.
 Based on the severity of the storm and current weather conditions,
portable building occupants will be instructed to move inside to the
main building.
 If instructed, move class to pre-designated safe areas:
2. Initiate accountability procedures.
 Upon reaching designated area, teachers should check class rolls.
 Staff will check all areas to ensure every student has been located.
 If all students are accounted for, hold up GREEN status card.
 Hold up RED status card if you cannot account for all students or have a
medical emergency.
3. Follow instructions given by campus administrator.
4. Seat students in one row whenever possible, facing
rows facing the same direction.
5. Maintain control, keeping students and staff quiet and calm.
6. Do not let any student leave without proper authorization.
If you are notified that a tornado has been sighted in the immediate area --- do the following:
 Have students and staff assume a protective posture—kneel facing the interior
protecting the back of the neck and head.
 Be aware that electrical power and phone service may be disrupted.
 Follow campus administrator instructions until danger has passed.
 Sheltered areas should be 30 feet or more away from exterior glass doors.
 Avoid gyms or large areas with high walls and roofs.
 The best shelter is on the first floor in a multi-floor structure, away from exterior
windows.
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REVERSE EVACUATION
Suspicious/threatening person or hazardous chemical spill outside building
REVERSE EVACAUTION – CAMPUS TEACHERS & OTHER STAFF
1.
A campus administrator will initiate reverse evacuation and instruct staff
members to bring all people that are outside into the building.
 If time and situation permits, bring portable building occupants into the
main building. If not, portable building occupants should lock portable
doors and initiate lockdown procedures.
2. Check hallways and bring students into classrooms. Lock classroom doors.
3. Report the location of any suspicious person to the front office.
4. Take class roll to account for all students and initiate student accountability
procedures using the emergency status cards.
 If all students are accounted for post GREEN status card in door
window.
 Post RED status card in door window if you cannot account for all
students, have a medical emergency, or have noted something
suspicious.
 If there is no door window, slide the card under the door into hallway.
5. No student or staff member should be released until accountability is
complete.
6. Do not let any student leave without proper authorization.
7.
Follow instructions given by campus administrator.
8.
Limit classroom and cell phone usage until campus admin
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SHELTER IN PLACE

Hazardous chemical spill outside building

SHELTER IN PLACE – CAMPUS TEACHERS & OTHER STAFF
1.
Announcement will be made to initiate Shelter in Place procedures.
2.
Close doors and shut off air intake system for classroom if possible.
3.
Find a way to seal any gaps in doors or windows that might allow air to
infiltrate classroom.
4.
Take class roll to account for all students and initiate student accountability
procedures using the emergency
status cards.
 If all students are accounted for post GREEN status card in door
window.
 Post RED status card in door window if you cannot account for all
students or have a medical emergency
 It there is no door window, slide the card under the door into hallway.
5. Do not let any student leave without proper authorization.
6. Follow instructions given by campus administration.
7. Limit classroom and cell phone usage until campus administrator
communicates that it is safe to use phones.

53

TEACHERS’ RESPONSIBILITIES
1. Teachers shall use as much time deemed necessary to teach care and respect for the school
building and properties.
2. Teachers are responsible for the proper care and use of all school equipment committed to
their charge.
3. Teachers shall cooperate in maintaining hygienic conditions and practices in their
classrooms. Unsanitary conditions and needed repairs must be reported to the office.
4. An accurate physical equipment and furniture inventory must be kept throughout the
school year. Changes to such inventories must be approved by an administrator. All
furniture should have the assigned room number in marker underneath.
5. Teachers must address safety education. Teachers must report all accidents of a serious
nature to the principal. Proper forms for reporting accidents may be obtained from Mrs.
Brenda Chavarria-Fuentes.
6. Progress reports must be sent out to parents as scheduled. Deadlines must be met. Copies
must be kept on file.
7. List of individual names or addresses of pupils or teachers must not be released to anyone.
Commercial advertising in classrooms or use of school time to interview sales people or
others for personal business is prohibited.
8. Field trips and similar activities involving motor transportation or departure from the school
campus shall be planned with full knowledge and approval of the principal. The same is true
for any activity sponsored by the school before and/or after school hours. A form of
parental consent must be signed by the child’s parents prior to departure and must be kept
on file.
9. Close supervision of halls, rooms, cafeteria, parking lot and school grounds is the
responsibility of all faculty and staff. All teachers shall accept the responsibility of correcting
inappropriate behavior from any student at all times.
10. Teachers will be responsible for maintaining a phone log reflecting all phone calls made to
parents. The phone log will be submitted to parental liaison on a monthly basis.
11. Teachers are not to have cell phones during the instructional day. They must be kept nonvisible. If you need to conduct any personal/school business using your cell phone, please
use your conference period to do so.
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Teacher Duty
•

Duty will be in the morning from 7:45am – 8:05am

•

Teachers are expected to be prompt

•

Teachers are to remain on duty for the entire 20 minutes assigned

•

Teachers are to monitor students vigilantly

•

In the case that students need redirection or to be corrected for their actions, teachers are to
address the students

•

Rules for after school that need to be enforced are:
o Bus students will wait in the bus pick up area
o Drivers need to make their way to the student parking lot immediately after the school
bell
o Students being picked up in the front need to move to the front of the building
immediately after the school bell
o Any students staying for after school activities including Conquest and Tutoring need
to be in the building and in the correct classroom ten minutes after the bell
o Courtyard needs to be clear by 4:30. Students should not be sitting on benches or at
tables

•

In the case that after school duty is called, all teachers should report to their duty stations to
enforce after school rules and clear the courtyard. Teachers that normally report to the
cafeteria will help clear halls and follow students out to the courtyard and assist with clearing
at that time.

•

If you should need to switch your duty week with someone, please inform administration as
soon as possible.
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Group A: Aug 27-31, Oct 29-Nov 2, Jan 21-25, Apr 1-5
1 ALAMILLA
CHELSEA
2 ALANIZ
RUBEN
3 ALVARADO
GILBERT
4 AMARO
VIVIANA
5 BAZAN
IRMA
6 BURGOA
VERONICA
7 CANTU
LEONOR
8 FLORES-GARZA
ESPERANZA
9 GALVAN
MELISSA
10 GARZA
DANIEL
11 HANDKE
MITCHELL
12 HURST
KAREN
13 LANGLEY
AARON
14 LONGORIA
EDNA
15 LOPEZ
ADELA
Group B: Sept 4-7, Nov 6-9, Jan 28-Feb1, Apr 8-12
1 LOZANO
SHEILA
2 LUKE
SCOTT
3 MEDINA
MARTHA
4 MORRIS
MARK
5 MUNOZ
BEATRIZ
6 PENA
RENE
7 PENA
VANESSA
8 PEREZ
FERNANDO
9 PEREZ
MARYTZA
10 SANCHEZ
GIGLIOLA
11 CHAVEZ
YVETTE
12 TREVINO
ARMANDO

CTE TEACHER
CTE TEACHER
CTE TEACHER
CTE TEACHER
CTE TEACHER
CTE TEACHER
CTE TEACHER
CTE TEACHER
CTE TEACHER
CTE TEACHER
CTE TEACHER
CTE TEACHER
CTE TEACHER
CTE TEACHER
CTE TEACHER

CTE TEACHER
CTE TEACHER
CTE TEACHER
CTE TEACHER
CTE TEACHER
CTE TEACHER
CTE TEACHER (HEAD)
CTE TEACHER
CTE TEACHER
CTE TEACHER
CTE TEACHER
CTE TEACHER
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13
14
15

VASQUEZ
VILLALPANDO
VILLANUEVA

MICHAEL
MANUEL
ROY

Group C: Sept 10-14, Nov 12-16, Feb 5-8, Apr 15-17
1 DE LA CRUZ
GUILLERMO
2 GARZA
RICARDO
3 GUERRA
MARIA LETI
4 HODGSON
JAMES
5 VACANCY
6 MITCHELL
CHRISTOPHER
7 MOLINA
GABRIEL
8 ORTIZ
YAJAIRA
9 PENA
ESAU
10 REYES
ISAI
11 RODRIGUEZ
VANESSA
12 SIERRA
LAURA I.
13 VASQUEZ
ISSAC
14 VELA
FRANCISCO
15 WAY
ELIZABETH
Group D: Sept 17-21, Nov 26-30, Feb 11-15, Apr 23-26
1 BARREIRO
ALFREDO
2 BILLINGS
DANYELLE
3 CANO
MIMI
4 CANTU
RAFAEL
5 CASAS
EMILIO
6 GARCIA
GEORGE
7 GOMEZ-GUERRERO
NATALIE
8 GUERRERO
MELISSA

CTE TEACHER
CTE TEACHER
CTE TEACHER

Elective TEACHER BAND
Elective TEACHER CHOIR
Elective TEACHER ART
Elective TEACHER DRAMA

Elective TEACHER ROTC
Elective TEACHER ROTC
Elective TEACHER BAND ASST.
Elective TEACHER DANCE
Elective TEACHER ART
Elective TEACHER BAND ASST.
Elective TEACHER CHOIR
Elective TEACHER DRAMA ASST.

Elective TEACHER BAND
Elective TEACHER MARIACHI (HEAD)
Elective TEACHER ART

AVID/ENG TEACHER
ENG. TEACHER
ENG. TEACHER
ENG. TEACHER
ENG. TEACHER
ENG. TEACHER
ENG. TEACHER
ENG. TEACHER
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9
10
11
12
13
14
15

LEIJA
ORTIZ-PANIAGUA
PACHECO
RODRIGUEZ
SANCHEZ
SEGOVIA
VACANCY

LEONARDO
SOLEDAD
JUDI
MABELINE
LETICIA
ELIZABETH

Group E: Sept 24-28, Dec 3-7, Feb 18-21, Apr 29 – May 3
1 AYALA
ANDRES
2 CORDONIER
ROBERT
3 DANIELSON
GREGORY
4 MALDONADO
MILADY
5 FLORES-RAMIREZ
NAILA
6 HERRERA
AARON
7 KALIFA
KAHLIL
8 LONGORIA
DAVID
9 LOPEZ
ROGELIO
10 MENDOZA
SIMON
11 PACHECO
EDRIC
12 SANCHEZ
YVETTE
13 SEGUNDO
JOSE
14 VAZQUEZ
LIBBY
15 BARREIRO
MARIA
Group F: Oct 2-5, Dec 10-14, Feb 25-Mar 1, May 6-10
1 ESPINO
TRACIE
2 FERREN
TIMOTHY
3 GILPIN
DAVID
4 GONZALES
BEN

ENG. TEACHER
ENG. TEACHER
ENG. TEACHER (HEAD)
ENG. TEACHER
ENG. TEACHER
ENG. TEACHER
ENG. TEACHER

Social Studies TEACHER
Social Studies TEACHER
Social Studies TEACHER
Social Studies TEACHER
Social Studies TEACHER
Social Studies TEACHER
Social Studies TEACHER
Social Studies TEACHER
Social Studies TEACHER
Social Studies TEACHER

Social Studies TEACHER (HEAD)
Social Studies TEACHER
Social Studies TEACHER
Social Studies TEACHER
Foreign Lang. TEACHER (HEAD)

PE TEACHER (HEAD)
ATHLETIC TRAINER
PE/ HEALTH COORD ATHLETICS

PE TEACHER
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5
6
7
8
9
10
11
12
13
14

HOWELL
LEAL
LERMA
RAMOS
RAY
REYNA
GARZA
ESPINO
GODINEZ
MARTINEZ

KATHRYN
AMANDA
DIANA
JOSE
VIVIAN
MELISSA
CARLO
JEFFREY
ANGELICA
ALMA

Group G: Oct 8-12, Dec 17-21, Mar 4-8, May 13-17
1 ALANIS
CORNELIO
2 ALEJOS
DAVID
3 AMARO
RUBEN
4 GARZA
MARCELA
5 GONZALEZ
DIANIRA
6 LONGORIA
JORGE
7 MASSO
MIKE
8 MONTOYA
JESUS
9 NUNEZ
KENAN
10 SALINAS
ADRIAN
11 SIFUENTEZ
FABIAN
12 TORRES
JORGE
13 TREVINO
DANIEL
14 WATT
NATHANIEL
Group H: Oct 15-19, Jan 9-11, Mar 18-22, May 20-24
1 CAVAZOS
JAVIER
2 FUENTES
JAVIER
3 GUERRA
OLIVIA

PE TEACHER
ATHLETIC TRAINER
PE/Health TEACHER
PE/Conquest TEACHER
PE TEACHER
PE/Health TEACHER
Conquest TEACHER
Conquest TEACHER
Foreign Lang. TEACHER
Foreign Lang. TEACHER

Math TEACHER
Math TEACHER
Math TEACHER
Math TEACHER
Math COACH
Math TEACHER
Math TEACHER (HEAD)
Math TEACHER
Math TEACHER
Math TEACHER
Math TEACHER
Math TEACHER
Math TEACHER
Math TEACHER

Science TEACHER
Science TEACHER
Science TEACHER
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4
5
6
7
8
9
10
11
12
13
14

LOPEZ
MARQUEZ
MARTINEZ
MUNOZ
NAVARRO
PULLEY
RESENDEZ
SALDAÑA
SMITH
VILLARREAL
YZAGUIRRE

PEDRO
ABRIL
MARCELO
CARMEN
ANNA
PATRICK
SERGIO
C. YVETTE
JAMES
JOSEPH
BENSAVIO

Group I: Oct 22-26, Jan 14-18, Mar 25-29, May 28-31
1 CERVANTES
DELFINO
2 DURAN
LAURA
3 GARZA
AARON
4 JAUREGUI
OLGA
5 LONG
MONROE
6 MAYES
CAROLYN
7 MORALES
ELISA
8 MORENO
JUAN
9 ROJAS
LEONIDES
10 SANCHEZ
ISAAC
11 VALDEZ
RACHAL
12 MERAZ
DANIEL
13 RODRIGUEZ
NIDIA
14 SEPULVEDA
MAYRA

Science TEACHER
Science TEACHER (HEAD)
Science TEACHER
Science TEACHER
Science TEACHER
Science TEACHER
Science TEACHER
Science TEACHER
Science TEACHER
Science TEACHER
Science TEACHER

Special Ed. TEACHER
Special Ed. TEACHER
Special Ed. TEACHER
Special Ed. TEACHER
Special Ed. TEACHER
Special Ed. TEACHER
Special Ed. TEACHER
Special Ed. TEACHER (HEAD)
Special Ed. TEACHER
Special Ed. TEACHER
Special Ed. TEACHER
Foreign Lang. TEACHER
Foreign Lang. TEACHER
Foreign Lang. TEACHER
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Lesson Plans
Lesson plans should be guided by the district curriculum outlined in each departments file manager
on the district website. Specifics for modified/accommodated instruction for special populations
must also be evident. Lesson plans are required for all teachers and need to be submitted weekly
via electronic upload using Google Classroom.

ISS Assignments
All teachers are responsible for submitting assignments for students placed in ISS. The ISS aide,
Sandra Perez, will request work for students via email. Her email address is SSPERE75@mcisd.org.
ISS Hours will be from 8:10am – 4:45pm.

Posting Grades
It is important that all grades be posted on a timely manner. Refer to the MISSION CISDInformation Systems Progress/Report Card Grade Posting Schedule on page 67 in this handbook.

Posting Attendance
It is important that all attendance is posted timely and accurately. Attendance should be taken at
the beginning of the period and posted as soon as possible. Waiting until after the period is over to
post attendance is not acceptable. If a student comes in tardy, it is imperative that their absence be
changed to a Tardy.
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Grade Book Guidelines
Grade and attendance records must be maintained and up to date each grading period. Teachers
are required to keep a hard-copy of the grading and attendance documentation and will be asked
to submit it to administration periodically. It is very important that grades be posted as they are
issued to students to assure that the Parent Portal is accurate at all times and that the grade
book posting deadlines are adhered to. All NG’s and I’s must be cleared by the following six
weeks and before submitting the grade book when clearing at the end of the year.

MCISD Grading For Grades 6-12
Mission CISD recognizes that the individual needs of each student should be fulfilled and that each
student matures and develops according to his/her own unique growth pattern. Thus, our teaching
techniques are patterned so that each student receives instruction at the appropriate level of
difficulty, complexity and specificity; and our grading procedures reflect this as well.
Grades:
Instructional personnel are to utilize numerical grades in marking papers, tests and other
assignments completed by students. Numerical grades earned will then be recorded in the grade
book.
Grades 6-12 use:
Numerical Grades in the Report Card
A (90 – 100)
B (80 – 89)
C (70 – 79)
F (Below 70)
Determiners for Grades:
Grades should reflect the academic progress of a student. They should also reflect the student’s
knowledge and understanding of the material taught.
Grades 6-12 will require at least two grades per week with a total of at least twelve grades per six
week grading period.
The following will be used to determine six weeks grades:
45%
45%
10%

Daily Work
Formative tests such as weekly tests and quizzes
Summative tests such as Unit tests and semester exams
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The following will be used to determine semester grades:
90%
10%

Average of the three six weeks
Semester Exam

Graded assignments will include but are not limited to the following:
Daily Work (45%)
Writing samples
Daily class assignments
Group activities
Notebooks
Journals
Speeches and debates
Participation in discussions
Performance-based activities or tasks
Posters
Science Lab Activities/Reports
Accelerated Reader
Homework
Specific to curriculum standards and elements
Meaningful practice
Mini projects
Extension of the daily lesson
Remediation and/or enrichment
Family activities or projects
*Formatives Assessments (45%)
Multiple choice
Oral exams
Short answer
Textbook curriculum correlated
Teacher designed
Student generated
Student/teacher designed rubrics
Chapter test
Performance-based
Teacher observation
Projects
Performance-based
Portfolios
Models
Multimedia
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Presentations (oral, dramatic, written)
Plays
Videos
Research
Diorama
Poetry
Technology-based
*Minimum of four formative assessment grades per six-weeks
Summative Assessments (10%)
Unit Tests/Six Weeks Tests
Semester Exams
EOC Exams
For grading purposes credit will not be awarded for attendance at Open House, PTO meeting,
participating in fund raising activities, etc.
Unexcused Absences:
Unexcused absences will be addressed as per Mission CISD board policy.
Reteaching and Retesting
Reteaching is an integral part of the instructional process and must occur as needed. Reteaching
must be accompanied with a different instructional strategy from the original presentation. When
reteaching is necessary, the teacher will indicate this in the lesson plan book by writing re-teaching.
The material/strategy used for teaching will be appropriately labeled, dated and filed.
Students will be given an opportunity to retest if the student:
-Makes below a 70 on the weekly test
Students will be permitted to be retested one time only. In addition for students who are retested,
the highest grade to be recorded will be a 70. For students who are retested and score below a 70,
the grade recorded will be the higher of the two grades.
Homework:
If homework is to have value, its purpose and relation to what has been learned in the classroom
just be clearly understood by the student. Students shall understand not only what to do, but also
how to do it independently. Every homework assignment must be properly evaluated and
feedback must be given. Homework should be an integral part of the classroom activities; it should
never be busy work nor construed to be punishment. Homework will not be given on Wednesday.
Extra Credit Work:
Students will be permitted to complete extra work at the end of the six weeks only when a
student’s academic grade requires additional help to pass. The extra credit work should be
assigned the last week before the closing of a six weeks grading period. It shall not be assigned to
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students wanting to improve their overall class average unless all students are provided the same
privilege. The opportunity for extra credit points for a group of students shall be at the discretion
of the teacher but shall not include grades for Open House or fundraisers. Extra credit work shall
strictly be used to help struggling students experience success in school.
Modified Grades:
Only Special Education students may receive modified grades, if this was recommended by the ARD
committee and it is stated on their IEP. Modified grades must be indicated as such on the teacher’s
grade book.
Progress Reports:
All students will receive a progress report at the end of the third week of the grading period.
Progress report grades will reflect at least half of the grades required for the six weeks period.
Progress reports will indicate the true grade! (Even if it is below 55) A progress report may be sent
home anytime in addition to the three-week period. A parent conference is required when the
progress report is sent home with a failing grade.
Schedule for Sending Report Cards Home:
Generally, report cards will be sent home on the week after the close of the grading period.
Academic Grades/Percentage of Failure:
Students who fail at least one or more classes in a grading period will have his/her parents
scheduled for a meeting. Interventions for these students must be documented by the teachers.
School Administration will monitor failure rates by teachers, so staff is encouraged to work with
parents and students throughout the year.
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Veterans Memorial High School
2018-2019 Bell Schedule

1st Bell – 8:05
1

8:15 AM

9:02 AM

Enrichment

9:02 AM

9:25 AM

2

9:30 AM

10:17 AM

3

10:22 AM

11:08 AM

4

11:13 AM

11:58 AM

5

12:03 PM

12:48 PM

6

12:53 PM

1:38 PM

7

1:43 PM

2:30 PM

8

2:35 PM

3:22 PM

9

3:27 PM

4:15 PM
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Reporting Time
Teacher reporting time on teaching days is 7:45am. Teacher reporting time on nonduty days (such as a workday or in-service day) is 8:00am. If you are running late due
to unforeseen circumstances, you are expected to call the assistant principal
assigned to your department. Teachers are expected to provide a minimum of 90
minutes tutorial time for their students weekly. Please be available in the morning
to accommodate students who are unable to attend after school.
Paraprofessionals must clock in and out according to their assigned workday.
Absolutely no adjustment of working hours to accumulate comp time. Any comp
time accrued must first be approved by the principal.

Conference Period

All teachers have been assigned a conference period for preparation, parent-teacher
conferences, evaluation of students’ work, and planning. Occasionally, situations
may arise that require you to leave campus during your conference period. Teachers
are expected to notify their assigned assistant principal, fill out the Emergency
Absence From Duty form, sign out before leaving campus, and sign in upon their
return at the front office.

PLC

PLC planning period has been assigned for the purpose of professional development.
Departments have a common planning period to:
 establish goals
 plan effective lessons
 share teaching strategies
 produce common formative assessments
 review results of assessments and analyze individual student work
 identify areas of need
 plan interventions/differentiated instruction
 revise curriculum, instruction, and assessments as needed
PLC will also be utilized for instructional technology training by our technician
and other professional development opportunities scheduled by the principal.
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Classroom Supervision of Students

Teachers must be in their classroom before the tardy bell rings.

Classes must not be left unattended at any time. If any emergency arises and you find it necessary
to leave the room, you need to call the office through the intercom system. Someone will be sent
to cover your classroom.
Lights should be turned off when leaving a classroom and doors must be closed. Door are set to
lock automatically, so please secure that you have your classroom key at all times.

LRC Information for Teachers

Staff: Sandra M. Ochoa, Librarian
Mireya Lopez, Assistant
Telephone Numbers: 323-3067
323-3015
LRC HOURS:

7:30 a.m. - 4:45 p.m.

Absent from Duty

If you find that you must be absent, please follow the Frontline reporting procedure and
call/email/text your supervisor. Please, keep in mind that it may be difficult to find a substitute if you
call in the night before or after 7:00 am and you may be required to report until a substitute teacher is
secured for the day. Administrator phone numbers are being provided for your convenience.
 Fidel Garza
212-6047
 Laura Flores
451-3214
 Stacie Del Angel
561-8236
 Jose Mejia
207-4180
 Imelda Jaramillo
648-5881
 Annette Martinez
975-9913
You need to advise your immediate supervisor PRIOR to submitting an absence through
Frontline. Payroll clerk, Miriam Rodriguez, will facilitate the substitute assignments for each day.
However, she will not approve ANY absence or covering of classes. Please contact your supervisor if
you should have an emergency situation. In addition, there are some dates in which staff is not
allowed to be absent; these include state testing days, inservice, workdays, and other days as
determined by the principal.
School Related Absences: Any school related absences must be approved by principal PRIOR to
submitting a Frontline request. Failure to do so, may result in the denial of those requests.
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FRONTLINE

Creating a Basic Absence
In most cases, you can create an absence right from the home page under the "Create
Absence" tab.

Select the Date (or Dates)
When selecting your absence date, simply click on the single day and it will be highlighted
in blue.
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You can also click on multiple days to create a multi-day absence. The days do not have to
be consecutive.

If you've got a larger number of consecutive days you'd like to select, simply click and drag
your cursor to select the days.

Entering Absence Details
Once you've chosen the date(s) of the absence, it’s time to enter the rest of the absence
details.

Substitute Required: This option may already be predetermined for you but you may have
the option to choose if a substitute is needed for this absence. To change the option
from Yes to No, just click to move the slider.
Absence Reason: Choose your absence reason from the drop-down list.
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Time: Choose what type of absence this is. Is it a Full Day Absence? Is it a Half Day
Absence? Depending on your district's setup you may have the option to choose a custom
absence as well.
If you do need to enter custom times, choose Custom from the drop-down and then enter
the custom times in the boxes provided.

Operational Details
There are a couple of optional things you can do as well before saving the absence.
Notes: You have the ability to leave notes for your administrator and for the substitute who
will be filling in for you. The notes you leave for the administrator will not be visible to the
substitute. The notes you leave for the substitute will be visible to the administrator.
Attach a File: Frontline gives you the ability to attach files to your absence for your
substitute to see, such as lesson plans or seating charts. You can attach Word, Excel, and
PDF files.

To attach a file, click the Choose File button and browse your computer for the file you
want to attach. If you are using a web browser like Chrome or Safari, you may also be able
to drag the file right into the drop area you see in the example below.

Once you have added a file, you will see the name of the file in the File Attachments area.
To delete, the file use the trash can icon.
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Saving the Absence
Once you have filled in all the required fields, click the Create Absence button at the
bottom right corner.

Once the absence is saved, you will see a message at the top of your screen which will
include the confirmation number. The absence will also show up under the "Scheduled
Absences" tab.

76

Emergency Absence from Duty Procedures
Occasionally emergencies occur and you may find that you need to be absent from duty for a very
short time or during your conference period. Such absences must be cleared through your
administrator. You are not to leave campus unless you have been authorized to do so. If a substitute is
required to cover your class, there may or may not be one available. Miriam Rodriguez might be able
to assign someone if a substitute happens to have conference during the time that you need. If not, an
administrator will need to be advised and a plan of action will be created at that time.
In any case, an Emergency Absence From Duty Form will need to be filled out, signed by your
administrator or their designee, and given to Priscilla Garcia in the front office before you may leave.

Emergency Absence From Duty Form
Name: __________________________________________ Date:_________________________
Describe the emergency that will cause you to miss duty:________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
Estimated time you are leaving: ______________ Estimated time you will return: _____________
Employee Signature: ______________________________________ Date: ___________________
Administrator Signature: ___________________________________ Date: ___________________
Return to Front Office with Priscilla Garcia
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Preparation for Substitutes

Preparation is essential when it is necessary to be out of the classroom. Whether you know days in
advance that you will be absent, or it is due to unexpected illness, you owe it to your students and to
the substitute to leave organized plans so that instruction can continue in your absence. Including
 A detailed lesson and enough copies for all of your students. Ex. of unacceptable lesson
instructions: “students will complete next chapter”
 Rosters for your classes with pictures to assist the substitute as much as possible
 Folder with Emergency Instructions and Red/Green Card
These plans must be left either in your classroom (if the sub is to report there first) or with Miriam
Rodriguez (if you have an athletic period).
Also, every teacher on campus needs to submit an emergency substitute folder to the front office with
Miriam Rodriguez by August 24, 2018. This folder is to include the following information:
 Teacher’s name & room #
 Daily schedule
 Established routines/expectations (ex. Daily Journal/Problem of the Day)
 Three general/emergency assignments

Parental Contact Log

The school is required by law to show that parental contact has been made as a follow-up on
students who show that they have problems in school. Teachers must to keep a log of parent
contacts including the method of contact, name of parent and student, date, and purpose of the
contact. This information must be logged in the communication log of Tyler and
submitted monthly to Anna Garcia, Parental Liaison.

Meet the Teacher & Open House

Meet the Teacher Night is tentatively set for Thursday September 13, 2018 from 6:30 – 7:30
Information about Open Houses will be provided as it becomes available. All teachers are expected
to plan accordingly and be present.

Faculty Meetings

Faculty meetings are an integral part of the communication process of a school. They help to
disseminate information while also addressing the concerns of the faculty. Faculty meetings are
mandatory and there should be no scheduled tutoring or extra-curricular activity that is scheduled
on these dates after school. Meetings will begin at 4:30pm and are expected to last one hour.
Monthly Faculty Meetings will be scheduled as follows:
September 19, 2018
January 16, 2019
October 17, 2018
February 20, 2019
November 14, 2018
March 20, 2019
December 12, 2018
April 16, 2019
May 15, 2019
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Assemblies
 A student’s conduct in assemblies must meet the same standard as in the classroom.
 A student who is tardy or who does not abide by the district rules of conduct during an
assembly shall be subject to disciplinary action.
 A number of assemblies will be held throughout the school year. Assemblies will be
scheduled in advance to assure that proper planning occurs.
 An administrator or designee will call your classroom via intercom to inform you to escort
your students to the assembly.
 We ask that all teachers assist us in the supervision throughout all assemblies.
 Students are to enter and exit the building in an orderly fashion.
 An administrator will release the students in an orderly manner. Your assistance is needed
to ensure that students follow directions.
 Teachers will sit with their students.
 Students will respect school property at all times.
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Student Assessment Testing Calendar
2018-2019

Test Dates/Windows
December 3 (Mon)
December 4 (Tues)
December 5 (Wed)
December 6 (Thurs)
December 7 (Fri)
February 25 – April 5
April 9 (Tues)
April 11 (Thurs)
May 6
May 7
May 8
May 10
June 24
June 25
June 26
June 27
June 28

Assessment
English I
Algebra
English II
Biology
US History
All Makeups Done by this day
TELPAS (Reading, Listening, Speaking, Writing)
English I
English II
Biology
US History
Algebra I
All Makeups Done by this day
English I
Algebra
English II
Biology
US History
All Makeups Done by this day

A complete list of state assessments and testing dates is available at
http://www.tea.state.tx.us/student.assessment/calendars
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Textbooks
•

State approved textbooks are provided free of charge for each subject or class.

•

A class set of textbooks will be issued to teachers that request them using the Textbook
Request Form found in the VMHS Employee Handbook.

•

Teachers are expected to number the books issued to them and keep them on a shelf in their
classroom so that they are easily accessible and so that the numbers of the books are visible.

•

Students may borrow a book provided that they check it out from the teacher and return in
the next morning before class begins. If a student will need a book for more than one night, it
will be the discretion of the teacher to issue the book or not.

•

Any student wishing to have a textbook for the entire year will have the book issued by an
administrator. It will be issued to the student directly.

•

Accountability of books will be enforced. Therefore, students withdrawing from school will
have to clear with the LRC and all teachers before they are withdrawn. Teachers need to
provide a student grade on the withdrawal form as well as a notation if the child is not “clear”
from books, materials, equipment, etc.

•

Students that have lost a textbook will be required to pay for the cost of the book before
having any additional books issued to them. Any student failing to return a book issued by
the school loses the right to a free textbook until the book is returned or paid for by the
parent. However, a student will be provided textbooks for use at school during the school
day.
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Veterans Memorial High School
The Quest to be the best…..and nothing less!
CLASSROOM TEXTBOOK REQUEST FORM
Name: ___________________________ Room #: ________ Date: ______________
Subject

Textbook Title(s)

Quantity

Signature of Teacher upon delivery: ________________________________
Submit form to: VMHS Assistant Principal
Textbook Coordinator

EDUCATION CODE 31.1031
Each student or his or her parent or guardian shall be responsible for all books not
returned by the student, and any staff failing to return all books shall forfeit the right
to free textbooks until the books previously issued but not returned are paid for by
the student, parent, or guardian.
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Veterans Memorial High School
The Quest to be the best…..and nothing less!
STUDENT TEXTBOOK REQUEST FORM
Only turn in one form per student
Name: ________________________________________ ID #: ______________ GL: __________
Parent Name:_____________________________ Phone Number: ________________________
Parent Signature:________________________________ Date: __________________________
Subject

Textbook Title

EDUCATION CODE 31.1031
Each student, or the student's parent or guardian, is responsible for each textbook not

returned by the student. A student who fails to return all textbooks forfeits the right to

free textbooks until each textbook previously issued but not returned is paid for by the
student, parent, or guardian. If a textbook is not returned or paid for, the district or
school may withhold the student's records.

Submit form to: Front Office
c/o VMHS Assistant Principal/Textbook Coordinator
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Veterans Memorial High School
The Quest to be the best…..and nothing less!
Fidel Garza, Jr., Principal

Dean of Instruction:

Assistant Principals:

Laura Flores

Jose Mejia
Imelda Jaramillo
Stacie Del Angel
Annette Martinez

LOST TEXTBOOK FORM
Student’s Name:
Student’s I.D. #:
Name of Book:
Book #:
Cost of Book:

$

EDUCATION CODE 31.1031
Each student or his or her parent or guardian shall be responsible for all books not returned by the
student, and any staff failing to return all books shall forfeit the right to free textbooks until the
books previously issued but not returned are paid for by the student, parent, or guardian.
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Veterans Memorial High School
The Quest to be the best…..and nothing less!
Fidel Garza, Jr., Principal

Dean of Instruction:

Assistant Principals:

Laura Flores

Jose Mejia
Imelda Jaramillo
Stacie Del Angel
Annette Martinez

LOST TEXTBOOK NOTICE
Student I.D. #

To the parents of:
Please be aware that the above named student has failed to return the
following textbooks:
Name of Book

Book #

Book Price
$
$
$

Please make plans to return or pay for this textbook during registration for the
2017-2018 school year.
Thank you,
VMHS Assistant Principal
EDUCATION CODE 31.1031
Each student or his or her parent or guardian shall be responsible for all books not returned by the
student, and any staff failing to return all books shall forfeit the right to free textbooks until the
books previously issued but not returned are paid for by the student, parent, or guardian.

85

Attendance
Regular school attendance is essential for the student to make the most of his or her education in
order to benefit from teacher led activities, to build upon each day’s learning from the previous
day, and grow as an individual. Absences from class may result in serious disruption of a student’s
mastery of the instructional objectives; therefore, the student and parent should make every effort
to avoid unnecessary absences. Two state laws, one dealing with compulsory attendance, the
other with attendance for course credit, are of special interest to students and parents.
Attendance must be taken every period in a timely manner. It is imperative that attendance be
ACCURATE. Any student present during the class period should be counted as present.
A student who is not in class at the time the bell sounds but does show up, is to be marked tardy. If
tardiness becomes habitual, the teacher is expected to make parent contact.

Compulsory Attendance
The state compulsory attendance law requires that a student between the ages of 6 – 18 must
attend school and district required tutorial sessions unless the student is otherwise legally exempt
or excused. A student who voluntarily attends or enrolls after his or her eighteenth birthday is
required to attend each school day. If the student engages in any serious misconduct, the district
will revoke that student’s admission.
School employees must investigate and report violations of the state compulsory attendance law.
A student absent from school without permission from any class, from required special programs,
or from required tutorial will be considered truant and subject to disciplinary action.
Truancy may also result in assessment of penalties by a court of law against both the student and
his or her parents. A complaint against the parent may be filed in the appropriate court if the
student:
•

Is absent from school on ten ( 10 ) or more days or parts of days within a six month period
in the same year, or

•

Is absent on three (3) or more days or parts of days within a four week period.
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Attendance for Credit

A student who attends fewer than 90 percent of the days the class is offered shall lose credit
and be referred to the Attendance Review Committee (ARC) regardless of the grade earned in
the course. The ARC will evaluate each case to determine if the absences were due to
extenuating circumstances. Furthermore, the ARC will, if the student qualifies, establish a
means by which credit may be regained. To qualify to regain credit in a class, a student must
have been in attendance at least 75 % of the days the class was offered. In reviewing the
student’s absences, the Attendance Review Committee will use the following guidelines
•
•
•
•
•
•
•
•

All absences shall be considered in determining whether a student has attended at least 75% of the
days the class was offered. If make-up is completed, absences for religious holy days and required
court appearances shall be considered days of attendance for this purpose.
Documented appointments with a health care professional will be considered days of attendance
only if the student is present for one or more class periods on the day of the appointment.
A transfer or migrant student incurs absences only after his or her enrollment in the district. For a
student transferring into the district after school begins, including the migrant students, only those
absences after enrollment will be considered.
In reaching consensus about a student’ absences, the committee will attempt to ensure that its
decision is in the best interest of the student.
The committee will consider the acceptability and authenticity of documented reasons for the
student’s absences.
The committee will consider whether the absences were for reasons over which a student or
student’s parent could exercise any control.
The committee will consider the extent to which the student has completed all assignments,
mastered the essential knowledge and skills, and maintained passing grades in the course or subject.
The student or parent will be given an opportunity to present any information to the committee
about the absences and to talk about ways to earn or regain credit.

The student or parent may appeal the committee’s decision to the District’s Board of Trustees by
filing a written request with the superintendent in accordance with policy FNG. The actual number
of days a student must attend in order to receive credit will depend on whether the class is for full
semester or for full year.
When a student must be absent from school, the student – upon returning to school – must bring a note,
signed by the parent that describes the reason for the absence. (Notes brought in after 5 days by parents
will not be accepted). A note signed by the student, even with parent’s permission, will NOT be accepted
unless the student is 18 years or older.

NOTE:

TEA requires that an accurate record of absences be kept in the grade book when a central
accounting system is used. Furthermore, it is necessary for teachers to have a record of absences
for make-up purposes. It is imperative that you record absences and tardies neatly and accurately
in your grade book.
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After a student has been absent at least two times in the same week or 4 times in the six weeks,
teachers should call parents to notify them of their child’s absence. If a student is absent for 3
consecutive days, please contact parent and notify the attendance/administrator immediately.

Tardy Sweeps

Tardy Sweeps will be conducted randomly by administration. Students that are swept
will be processed for detention and will return to class with a tardy pass. This is the
only occasion in which a student will present you with a pass. If a student is late, but
not swept in a tardy sweep, do not send students to the front office for a tardy pass.

Dress Code Sweeps

Dress Code Sweeps will be conducted randomly by administration. Students that are
in violation of dress code will be escorted to the front office and will return to class
when they are compliant with the dress code.
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VMHS Discipline/Referral Procedures
•
•
•
•
•
•
•
•
•
•

Level 1
Running
Yelling
Off-task behavior
Name calling
Noise making
Insubordination
Out of seat
Missing
homework
Disruptive
Breaking
classroom rules

•
•
•
•
•

Level 2
Lying/cheating
Indirect,
inappropriate
language/gestures
Inappropriate dress
Spitting
Fourth Level 1
Offense with
documented action
taken by teacher

Teacher-handled
The teacher addresses
the behavior using
classroom
management
strategies.
(Verbal reprimand,
student conference).
Contact parent.

Teacher-handled
The teacher addresses
the behavior using
logical consequences
(apology of action, take
a break, detention, or
loss of privilege,
conference).
Parent/Teacher/Student
Conference.

No referral form
needed
Document on
Individual Student
Behavior Log.

No referral form
needed
Document on
Individual Student
Behavior Log.

Level 3
• Direct, inappropriate
language/gestures
• Fighting/physical aggression
• Harassment/bullying
• Overt defiance
• Property destruction/misuse
• Theft/Forgery
• Internet
misuse/cyberbullying
• Skipping class/Truancy
• Fifth Level 1 Offense with
documented action taken by
teacher
• Third Level 2 Offense with
documented action taken by
teacher
• Reference in conversation,
writing or pictures to
weapons or acts of violence
• Taking pictures/video
without consent
Office-managed
Assistant Principal (with
assistance of Mission Police
Officers if necessary) addresses
the behavior using logical
consequences (warning,
behavior contract, ISS, OSS,
detention). Mission PD
determines any applicable
criminal charges.

Referral form needed
Submit a completed referral
form to front office with Belma
Vega. Attach a copy of the
Individual Student Behavior
Log. Assistant Principal will
address referral with student and
parents. If immediate attention is
needed (example: fight in the
classroom), teachers may push
security button and wait for
security to inform them of the
situation or send a trustworthy
student to the front office for
assistance.

•
•
•
•
•
•
•

Level 4
Drug
use/possession
Weapon
use/possession
Arson
Bomb threat
Extreme property
damage/vandalism
Combustibles
Assault/threats

Office-managed
Assistant Principal with
assistance of Mission
Police Officers
addresses the behavior
using logical
consequences (behavior
contract, detention, ISS,
OSS, DAEP, JJAEP).
Mission PD determines
any applicable criminal
charges.
Referral form needed
Assistant Principal will
submit a completed
referral form to front
office with Belma
Vega. Teachers may be
asked to fill out an
incident report for
documentation purposes.
Teachers may push
security button and wait
for security to inform
them of the situation or
send a trustworthy
student to the front
office for assistance.
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Individual Behavior Documentation Sheet
Teacher’s Name: ____________________________ Period: ___________
Student Name:__________________________________________________________________
Parent(s) Name(s):_______________________________________________________________
Home Phone #:______________________________ Work Phone:________________________
Address:_______________________________________________________________________
Date:_______________________ Time:_________________Place:______________________________________
Description of Problem/Incident:_______________________________________________________________________________
___________________________________________________________________________________________________________
Action Taken:_______________________________________________________________________________________________
___________________________________________________________________________________________________________
Student Signature: __________________________________________________________________________________________
Date:_______________________ Time:_________________Place:______________________________________
Description of Problem/Incident:_______________________________________________________________________________
___________________________________________________________________________________________________________
Action Taken:_______________________________________________________________________________________________
___________________________________________________________________________________________________________
Student Signature: __________________________________________________________________________________________
Date:_______________________ Time:_________________Place:______________________________________
Description of Problem/Incident:_______________________________________________________________________________
___________________________________________________________________________________________________________
Action Taken:_______________________________________________________________________________________________
___________________________________________________________________________________________________________
Student Signature: ___________________________________________________________________________________________
Date:_______________________ Time:_________________Place:______________________________________
Description of Problem/Incident:_______________________________________________________________________________
___________________________________________________________________________________________________________
Action Taken:_______________________________________________________________________________________________
___________________________________________________________________________________________________________
Student Signature: ___________________________________________________________________________________________

Date:_______________________ Time:_________________Place:______________________________________
Description of Problem/Incident:_______________________________________________________________________________
___________________________________________________________________________________________________________
Action Taken:_______________________________________________________________________________________________
___________________________________________________________________________________________________________
Student Signature: ___________________________________________________________________________________________
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Student Records
Both federal and state laws safe guard students records from unauthorized inspection or use and
provide parents and “eligible” students certain rights.
For purposes of student’s records, an “eligible” student is one who is 18 or older OR who is
attending an institution of post-secondary education.
The law specifies that certain general information about Mission CISD students is considered
“Directory Information” and will be released to anyone who follows procedures for requesting it.
That information includes:
•
•
•
•

A student’s name, address, telephone number, and date and place of birth.
A student’s photograph, participation in officially recognized activities and sports, and
weight and height of members of athletic teams.
The student’s dates of attendance, grade level, and enrollment status, honors received in
school, and most recent school previously attended.
The student’s e-mail.

Release of any or all directory information regarding a student may be prevented by the parent or
an eligible student. This objection must be made in writing to the principal within ten (10) school
days of the child’s first day of instruction for this school year.
Virtually all information pertaining to student performance, including grades, test results, and
disciplinary records, is considered confidential educational records. Release, is restricted to:







The parents – whether married, separated, or divorced- unless parental rights have been legally terminated and if the school is given a court copy
terminating these rights.
-Federal law requires that as soon as the student becomes eligible, control of the records
goes to the student.
- However, the parents may continue to have access to the records if the student is a
dependent for tax purposes.
District staff members who have what federal law defines as a “legitimate educational
interest” in the student’s records. Such persons may include school officials (such as board
members, the superintendent, and principals), school staff members (such as teachers,
counselors, and diagnosticians), or an agent of the district (such as a medical consultant).
Various governmental agencies or in response to a subpoena or court order.
A school to which a student transfers or in which he or she subsequently enrolls.

Release to any other person or agency – such as a prospective employer, or for a scholarship
application – will occur only with parental or student permission as appropriate.
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The district must comply with the request by military recruiter or an institution of higher education
for students’ names, addresses, and telephone listings, unless parents have advised the district not
to release their child’s information without prior consent.
The principal is the custodian of all records for currently enrolled students at the assigned school.
The principal is the custodian of all records for students who have withdrawn or graduated.
Records may be inspected by a parent or eligible student during regular school hours. If
circumstances effectively prevent inspection during these hours, the district shall either provide a
copy of the requested records, or make other arrangements for the parents or student to review
the requested records.
The records custodian or designee will respond to reasonable requests for explanation and
interpretation of the records. The address of the Superintendent’s office is 1201 Bryce, Mission,
Texas 78572. The address of the principal’s office is 1201 Bryce, Mission, Texas 78572.
A parent (or the student if she or he is 18 or older or is attending an institution of postsecondary
education) may inspect the student’s records and request a correction if the records are considered
inaccurate or otherwise in violation of the student’s privacy rights.
If the district refuses the request to amend the records, the requestor has the right to request a
hearing. If the records are not amended as a result of the hearing, the requestor has 30 school days
to exercise the rights to place a statement commenting on the information in the student’s records.
Although improperly recorded grades may be challenged, contesting a student’s grade in a course
is handled through the general complaint process defined by policy FNG. [see Student or Parent
Complaints and Concerns for an overview of the process
Copies of student records are available at the cost of ten cents per page, payable in advance. If the
student qualifies for free or reduced-price lunches and the parents are unable to view the records
during school hours, one copy of the records will be provided at no charge upon written request of
the parent.
Please note: Parents or eligible students have the right to file a complaint with the U.S.
Department of Education if they believe the district is not in compliance with federal law regarding
student records. The district’s policy regarding student records is available from the principal’s or
superintendent’s office.
The parent’s or eligible student’s rights of access to and copies of, student records do not extend to
all records. Materials that are not considered educational records- such as teachers’ personal notes
about a student that are shared only with substituted teacher- do not have to be made available to
parents or students.
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Exemption Policy

Below is the EIAA (Local) District policy for exemptions. Creating your own exemption policy for
your classes is not permissible.
EXEMPTIONS CRITERIA

A student in the 11th or 12th grade may request a waiver for the final examination of a course if:
1.

He or she has no more than three absences and a minimum average of 90 for the second
semester; or

2.

He or she has no more than two absences and a minimum average of 85 for the second
semester.

Absence is defined as being out of the classroom for any reason other than a school-related activity.
[See FM(LOCAL)]
PROCEDURES

The following procedures shall be observed:
1.

Each teacher of 11th and 12th grade students shall keep a record of student absences for
exam waiver purposes.

2.

Students shall request exemptions by submitting a form to the appropriate teacher by the
declared deadline. No requests shall be considered after the deadline.

Report Cards

Computerized report cards indicating each six-week average and information on attendance are
issued at the end of each six weeks period. The six-week report cards will be mailed to parents at
the end of each reporting period.

Student Withdrawals

A student under 18 may be withdrawn from school only by a parent. The school requests notice
from the parent at least three days in advance so that records and documents may be prepared. A
withdrawal form may be obtained by the parent from the principal's office.
On the student's last day, the withdrawal form must be presented to each teacher for current
grade averages and book clearance; to the librarian to ensure a clear library record; to the clinic for
health records; to the counselor for the last report card and course clearance; and finally, to the
principal. A copy of the withdrawal form will be given to the student and a copy placed in the
student's permanent record.
A student who is 18 or older, who is married, or who has been declared by a court to be an
emancipated minor, may withdraw without parental signature.
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Veterans Memorial High School
Fidel Garza, Jr., Principal

Assistant Principals:
Laura J. Flores
Jose Mejia
Imelda Jaramillo
Stacie Del Angel
Annette Martinez

ACADEMIC WAIVER
2018-2019
Date: _____- _____ - _____

Student’s Name: ___________________ ID#: __________ Grade: ________

(Print)

Course: ____________________________________
Class Grade: ____________

Six Week Period: __________

I understand that it is our District Policy to be in compliance with “no pass, no
play”. A student may only receive one waiver per semester in a Pre AP/AP course.
The grade earned cannot be lower than a 60.
Sport participating in now: ___________________________________________
Student’s Signature: _______________________________________________
Parent’s Signature: _________________________________________________
Coach/Sponsor Signature: ___________________________________________
Principal’s Signature: ______________________________________________
Get Signatures in order and submit to Principal’s Secretary
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Veterans Memorial High School
Request for Film/Video/DVD in the Classroom

Any movie used in any class should first be viewed by the teacher to determine the appropriateness of subject
matter and relevance to instruction. ONLY movies that have an instructional purpose will be approved.

Teacher: _________________________________________________ Date: _________________
Subject: ________________________________ Grade: ____________ Student Count _________
COPYRIGHT LAW prohibits the use of videos/DVDs for recreational purposes, entertainment, or rewards
in educational institutes & requires their use to relevant teaching activities.
Unit of Study: ____________________________________________ Film Length: _________________

Film/Video Title: _________________________________________________________________
Date film will be shown: ______________ Amount of class time: _________________________
Resources needed from LRC: _______________________________________________________
TEKS/Objective(s) Addressed: ______________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________

Lesson Plan must be ATTACHED for Approval
Purpose of film/video:
 To introduce a unit
 For individual projects
 To reinforce a unit
 For seminar or committee
 To review a unit
 To provide visual experience
 To summarize a unit
 To provide background
 To accompany reading/writing lesson
 To develop basic concepts
 Other _____________________________________________________________



Approved

_________________________
Principal/Dean of Instruction



Not Approved

_________________________
Date
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Veterans Memorial High School
Incident Report
Date: ________________________

Grade: ____________________

Student Name: ______________________________________ ID#: _____________

Other Witnesses (if Applicable): ___________________________________________
_______________________________________________________________________
_______________________________________________________________________
Student Signature: ____________________________________ Date: _____________
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VMHS Doing Something Good Documentation Form
You’ve been caught doing something good!
Student Name: ____________________________________ ID#: ________________GL: ______
Was caught being good by :________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
Action Taken by Staff:
_____ Called parent

_____ Use as example for class

_____ Other (fill below):

_____ Praised student

_____ Student given reward

_____________________

Staff Signature: __________________________________ Date: __________________________
Copy:

Student (White)

Teacher (Yellow)

Administrator (Pink)

VMHS Doing Something Good Documentation Form
You’ve been caught doing something good!
Student Name: ____________________________________ ID#: ________________GL: ______
Was caught being good by :________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
Action Taken by Staff:
_____ Called parent

_____ Use as example for class

_____ Other (fill below):

_____ Praised student

_____ Student given reward

_____________________

Staff Signature: __________________________________ Date: __________________________
Copy:

Student (White)

Teacher (Yellow)

Administrator (Pink)
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MCISD Telephone Directory
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Notes:
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