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School Safety 

Electrical appliances such as microwave ovens, refrigerators, convection ovens, hot plates, 

coffee pots, and space heaters are prohibited inside the classroom.  The use of these items will 

cause circuit overloads and can lead to fires.  Student medical supplies that require 

refrigeration are kept in the main office.  

The use of open flame items, such as candles and incense, is prohibited by the fire department. 

Plug-ins, aerosol sprays, or chemical fragrances cannot be used in classrooms, office areas or 

other spaces.  These items can cause respiratory problems for students and staff. 

Smoking is prohibited on school property.  This applies to students, employees and visitors. 

Ladders or safety step stools should be used to access high areas.  Standing on chairs, tables, 

desks, countertops, file cabinets, sinks, etc. is hazardous and can result in accidents. 

Chemicals removed from labs and classrooms must be picked-up and disposed of in accordance 

with environmental regulations.  This includes old office supplies such as duplicating fluid. 

Please contact Risk Management or the Plant Manager for proper removal of these chemicals. 

Vehicles parked or standing in fire lanes create a dangerous safety concern for all individuals in 

the building. 

If you have any questions or concerns, please contact Plant Manager. 
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Millington Middle School 

Lunch Schedule 

 

 

 

 

 

 

 

Lunch Time Lunch Duty 

A 10:20 – 10:55 Administration  
 

B 11:00 – 11:35 Administration 
 

 

Teachers are not required to eat lunch with their students on a regular school day; however, teachers 

are encouraged to spend quality time with their students during assigned lunch times.  All teachers are 

required to escort students into the cafeteria for lunch and pick up students inside the cafeteria after 

lunch.

 

Student Lunch Prices 

Breakfast & Lunch is NO 

CHARGE for all students! 

Teacher Lunch Prices 

Lunch Tray 

$4.50 

Teachers can also 

purchase items a la carte.  
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Middle School Philosophy 

Middle schools strive to address the physical and intellectual needs of young adolescents.  Through a 

planned program of guidance and hands-on learning, active and integrated learning experiences, 

middle schools bridge the gap between elementary and high school.  Millington Middle School 

provides high-level content, high expectations, and high support to ensure student success. 

Through staff dedication and commitment, we will strive to cultivate a positive school environment 

where teachers work collaboratively with students, parents and community members. 

 

Mission Statement 

Our mission at Millington Middle School is to educate our students in a safe and positive environment, 

to recognize and encourage development of their unique abilities, and to prepare them to compete 

globally in the 21st century.  

 

Vision Statement 

All stakeholders will ensure that: 

• Students are taking ownership of their own learning 

• Students are actively engaged at higher levels of learning as determined by their abilities 

• Students are preparing for college and/or career readiness 

 

CORE BELIEFS 

At Millington Middle, we believe: 

• Students are our future 

• Data drives instruction and learning 

• All students can learn 

• Teachers are life-long learners 

• All students are unique individuals 

• School provides a safe place where students can be successful 

• We are a cohesive staff and student body 

• Stakeholders are a valued part of the school 

• Trust and honesty are our core values 

 

 

 

 



 

 

Policies and Procedures 

Teacher Attendance 

Work Day 

The teacher’s workday is from 6:40 a.m. to 2:15 p.m. (seven hours and thirty minutes).  Teachers are 

expected to sign themselves in and out using the Tru Time system in the main office.  Teachers are 

expected to sign in and be at their morning post by 6:40 a.m.  If the teacher arrives after 7:00 a.m. 

and a substitute has been assigned to the classroom, the teacher will be sent home.  All teachers 

should be in the gym for Morning Meeting by 6:55 a.m. 

 

Absences From School—Teachers 

Teachers who are unable to report to school should call the principal and/or assistant principal - Mr. 

Poyner at 604-5236 or Dr. Gordon at 490-5939.  If Mr. Poyner and or Dr. Gordon are out of town or 

unable to be reached, contact Mrs. Sparkman at 359-5355.  Whenever possible, this call should be 

made the night before.  However, when this is impossible, teachers must call by 6:00 a.m. the morning 

of the absence.  

When teachers and other school personnel are absent from school for any reason(s), they must fill out 

a Report of Absentee Form.  This form must be filled out and given to the Financial Secretary 

immediately after returning to work. 

To prevent abuse of the sick leave policy, teachers may be required to bring a doctor’s statement 

when they are out for personal illness or illness of the immediate family.  If this is not turned in, you 

will be considered absent without cause and reported to payroll accordingly. 

The principal must approve personal leave days and request must be made well in advance. No 

personal leave will be approved at the end of either semester.  It is essential that all regular personnel 

be in attendance during these closing periods.  NOTE: If personal leave days are not used, they will be 

converted to sick days at the end of the school year. 

No personal days will be approved prior to or during TN READY testing.   

Teachers are requested to leave a lesson plan, roll book and other necessary 

materials for the substitute teacher. 

• Teachers are required to leave a substitute folder in their classroom.  This should include: 

lesson plans, seating charts, schedule of classes/lunch/duties, student escort schedule, 

classroom rules, emergency procedures, school map and any other materials the substitute 

will need—for five consecutive days.  These activities should be updated after use. 



 

 

• If a teacher is absent from school and plans to return to work the following day, it is the 

responsibility of that teacher to notify the principal on or before 2:00 p.m.  If the teacher 

does not call, the substitute teacher will be instructed to return another day. 

• If a teacher is going to be late in the morning, administration must be notified.  First call Mr. 

Poyner at 604-4236, then Dr. Gordon at 490-5939.  If the teacher is unable to reach Mr. 

Poyner or Dr. Gordon, then Mrs. Sparkman at 359-5355 and/or the Financial Secretary must 

be notified prior to 7:00 a.m. so that classes may be covered. 

 

Leaving Campus 

If you need to leave the school campus at any time during the school day, you must notify an 

Administrator.  Teachers must also sign-out and sign-in with the Financial Secretary.  This includes 

leaving for off-site professional development, or any other reason that requires that you leave the 

campus during the regular workday.  It is the teacher’s responsibility to notify the Principal or Asst. 

Principal upon return to campus.  

Lesson Plans, Data & Assessments 

 All lesson plans, weekly data, and weekly assessments are due to Mrs. Pyland by 10:00 p.m. each 

Sunday night.  Lesson plans are vitally important and will be reviewed by the Administration weekly.  

They serve to indicate the teacher’s organization and preparation for themselves and substitutes.  A 

current and complete seating chart should also be available.  These can be emailed to Mrs. Pyland at 

jpyland@millingtonschools.org submitted via Google docs, or as a hard copy in Mrs. Pyland’s box. 

 

Professionalism 

Adults should model the same speaking tone and problem solving skills that we want our students to 

use.  Students are to be treated with RESPECT at all times.  It should not be necessary for any adult to 

raise his/her voice in class.  Using appropriate and effective procedures in the classroom will make this 

possible.  Students should never be humiliated, ridiculed, or the subject of sarcasm.  Neither teachers 

nor teaching assistants should physically grab a student by body or article of clothing.  Our aim is to 

de-escalate incidents by using our own calm reasoning rather than emotional reactions. 

As educators, we serve as role models for students and adults of the community.  Our behavior should 

reflect respect for everyone.  This includes positive support for co-workers in conduct and 

conversation and adherence to school rules. 

It is extremely important that every teacher maintain a good rapport with parents by making every 

effort to communicate effectively and by responding promptly and accurately to their questions and 

concerns.  If you cannot answer a question, refer it to the administration.  

 



 

 

If you have information regarding specific children (i.e. abuse, neglect, etc.) you must by law report 

this information to the Department of Children’s Services (DCS) at 1.877.237.0004.  The information 

should also be given to the Principal or Guidance Counselor. 

* It is an expectation that teachers check their boxes daily and distribute all materials that are 

required to be sent home to students by the office. 

 

Student Confidentiality 

It is vital that teachers safeguard documents that contain personal student information.  Permanent 

records, grade books, etc. should never be left unattended. 

 

Cumulative Records 

All information contained in a student’s folder is confidential.  Teachers are encouraged to review 

student information.  Individual documents should not be removed.  Cumulative records must remain 

at school; these records are housed in the Records Office. 

Personal Appearance 

Teachers should take a professional attitude toward their personal appearance and are expected to 

dress in that way.  Apparel, such as jeans, warm-up suits, low cut/tight/revealing/short outfits, etc. are 

not appropriate.  Your appearance will greatly influence that of our students.  

 

Professional Growth and Development 

Millington Middle School is committed to implementing a dynamic community of learners.  Therefore, 

ongoing staff development will be conducted at school.  PLCs will meet weekly and Faculty Meetings 

are also scheduled for Mondays from 2:15 - 3:15 p.m.   Make sure that you properly sign in on these 

days. Keep a record of your attendance of any additional professional development.  An up-to-date 

copy of this record should be retained for your records.  This should be kept on the Record of 

Professional Development Form.   

 

Teacher Cell Phones 

Telephones should be used only for educational and professional purposes consistent with MMS goals. 

 

 



 

 

Progressive Discipline 

Millington Middle School employees are expected to maintain the highest standards of personal 

conduct, integrity, and performance. If these standards are not maintained, the principal will take the 

following disciplinary steps: 

Step 1: Verbal Warning—The principal will acknowledge the problem/concern with the teacher. 

[Documented Counseling] 

Step 2: After the Verbal Warning—The principal will allow the teacher the opportunity to correct the 

behavior/concern. The oral reprimand will be documented. 

Step 3: Second Offense: Oral Reprimand—A letter will be placed in the Teacher’s File and sent to 

Human Resources. 

Step 4: Third Offense: Written Reprimand—A letter will be placed in the Teacher’s File and sent to 

Human Resources. 

Step 5: Fourth Offense—The teacher will be referred to Human Resources. 

Disciplinary Offenses 

(Behavioral and/or Job Performance Related) 

Disciplinary Offenses (Behavioral): 

• Attendance problems 

• Dishonesty and related problems 

• Behavior problems 

• Violation of Work Rules Policies 

Disciplinary Offenses (Performance Issues): 

• Failure to complete work assignments (Lesson plans, required Title I documentation, etc.) 

• Producing substandard products or services 

• Failure to meet established performance standards 

The Department of Human Resources will be notified IMMEDIATELY if the following violations occur: 

• Allegations of abuse of students, and any other inappropriate conduct with students, staff, or 

parents 

• Assault or any type of workplace violence 

• Possession or under the influence of alcohol or illegal narcotics while at work 

• Cheating Allegations on State Test 

 

 



 

 

ATTENDANCE EXPECTATIONS 

Board Policy #5.602 

 

All employees are expected to be present during all work hours. Absence without prior approval, 
chronic absences, habitual tardiness or abuses of designated working hours are all considered neglect 
of duty and will result in disciplinary action up to and including dismissal.  

 

Email for Teachers 

Email is available for all teachers.  This is the preferred form of communication from Administration. 

Staff should check their e-mail a minimum of three times daily (morning, planning period and after-

school).  All Board Policies apply to use of e-mail and all staff will be asked to sign an Acceptable Use 

Agreement with the District.   

 

Hall Passes for Students 

Absolutely no students should be allowed out of the classroom during the first or last fifteen minutes 

of a class period. 

All students must use the Official Hall Passes issued to Teachers.  If a teacher allows a student out of 

the classroom, the teacher is responsible for that student until he/she returns.  Please use professional 

judgment as to “emergency” situations. 

 

MMS Board Policy Handbook 

The policy book published by the Board of Education is a recommended read for all teachers.  Visit 

www.millingtonschools.org to read MMS Board policies. 

 

Sodas and Food 

Do not send students to the lounge or cafeteria to purchase items for you.  The Teacher’s Lounge & 

PLC rooms are for faculty and staff only. 

Smoking 

Smoking is not permitted anywhere on the school’s campus.  That includes the front AND side of the 

buildings, as well as the parking lot. 

http://www.millingtonschools.org/


 

 

Staff Parking 

Teachers should use the South parking lot.  Staff should not park in the in the front of the school in 

the fire lane at any time.  This creates a serious problem for access of other MMS and emergency 

vehicles. The first row is for admin parking only. 

 

PLC / Faculty Meetings 

PLC and/or faculty meetings will be held on Mondays.  Please do not schedule appointments on this 

day. Meetings will start promptly at 2:15 p.m.  Let’s model the behavior we expect of our students 

during faculty meetings.  Norms will be established at the start of each meeting. 

Faculty meetings may be structured as general, grade level, subject area, or committee.  The principal 

will determine the type and frequency of the meetings.  All teachers will be expected to attend 

Monday meetings. Please do not schedule doctor’s appointments or ask to leave early on Monday 

afternoons. 

 

Media Center 

Faculty members may check out books from the media center and keep them as long as they need 

them.  The media specialist will put on reserve any appropriate group of books for exclusive use of a 

certain group of students if requested by a teacher. 

 

Technology 

Equipment may be obtained for teacher use by making arrangements with the Media Specialist in 

advance of the date it is to be used.  Teachers are not permitted to use laptops for personal use in 

their classrooms.  Laptops must remain with the mobile lab for instructional purposes only.  Each 

teacher will be issued a teacher laptop and other requested technology at the beginning of the year.  

Smart Boards are available in most classrooms as well.  Teachers are expected to utilize this 

technology daily.  

Textbook Inventory 

Textbooks are a large expense for the district, and textbook accounting procedures are a professional 

responsibility of each teacher.  There are almost always disputes over responsibility for lost 

textbooks—and the classroom teacher should take steps to avoid accounting errors for the main 

office.   Teachers will be responsible for conducting periodic book checks throughout the school year.  

Textbooks will be issued by the Librarian.   Procedures to be announced soon. 

 



 

 

Copy Machine 

The school has three copy machines located in the library, teacher workroom, and seventh grade 

lounge.  Teachers will be given a supply of paper for instructional use.   Should you have trouble with a 

machine, do not attempt to make an adjustment.  Consult one of the office secretaries. 

 

Outside Speakers 

All outside speakers that you invite into your classroom must be cleared through the principal before 

final confirmation. 

 

Care of Rooms 

When a teacher leaves his/her room in the afternoon, he/she is to see that the room is neat and 

orderly. Clever and attractive bulletin boards help contribute to the atmosphere of learning.  Students 

do appreciate a clean and attractively decorated classroom.  Please edit and sort materials often to 

keep the classrooms neat and free of clutter.  Use only Board approved adhesive, such as Command 

Strips, may be used to adhere items to the walls. DO NOT tape posters, etc. to the classroom doors.  

This violates Security/Fire Codes.  The administrative staff and team administrators will conduct 

scheduled classroom visits to ensure that classrooms are neat and orderly.  

 

Personal Valuables 

It is highly recommended that teachers not bring large sums of money, personal cell phones, or 

anything of extreme personal value to school.  The school is not responsible for the loss of personal 

property of teachers or students.  It is the individual’s responsibility in the case of loss or theft to 

submit a written report to the principal.  It is also the individual’s responsibility to notify the principal if 

the Police Department is to be contacted.  Care should be taken to ensure that all items are secured. 

 

Teachers Out of Classroom 

Teachers are never to leave their classes unattended.  If an emergency occurs, notify the teacher 

whose room is nearest yours and immediately inform the main office. 

Do not leave your class unattended to bring a student to the Discipline Office.  Call Administration if 

you need assistance.  Failure to properly supervise students is grounds for referral to Human 

Resources, and this will be strictly enforced. 

 



 

 

Retaining and/or Releasing Students from Class 

Students will not be excused from class to work for another teacher.  Teachers are responsible for 

planning ahead so that students are dismissed from class on time.  Students should be released from 

class for emergencies only and must have a school issued hall pass filled out and signed by the teacher.  

 

Students Leaving Campus for Teacher Errands 

Students are not permitted to leave campus to run errands for teachers.  It is illegal.  In the case of an 

accident, the school and teacher would be held liable. 

 

Class Parties/Movies 

Please notify the administration in advance when planning a class party or showing a full-length movie. 

 

School Calendar 

All special events must be cleared through the principal.  Approved events will be placed on the school 

calendar.  Head Coaches are asked to give complete schedules to the Financial Secretary to post, as 

soon as determined. Please do not schedule activities when other school-wide events are happening. 

Student Discipline 

Students Referred to the Office for Disciplinary Action 

Teachers should keep in mind the responsibility for maintaining order in the classroom.  Effective 

classroom management is expected of all teachers.  The responsibility of the school administrators is 

to assist the teachers in maintaining order and control. 

Teachers should observe the procedures listed below before referring students to the office.  If 

students are causing minor disciplinary problems in the classroom, the teacher should call the parent, 

discuss the problem, and ask for the parent’s assistance in solving the problem.  The conference 

should be documented using the parent contact form.  Each team is responsible for designing a 

behavioral intervention plan (BIP) for students who have chronic behavior problems. 

The School Counselor should be consulted for students who have chronic behavior problems. The 

School Counselor will assist each team in creating a Behavior Intervention Plan.  If the student is 

receiving Special Education services, his/her case manager should be notified as well. 

If students are causing major problems, they should be referred to the Discipline Office immediately 

via an office referral and a telephone conference should be held with the parent later that day.  The 

conference should be documented using the Parent Contact Log.  

 



 

 

Student Discipline 

Students shall obey all rules and regulations of Millington Middle School.  Failure to obey the rules 

shall result in appropriate measures being taken by the teacher or principal.  This authority extends to 

all games, public performances of athletic teams, trips, and other school activities.  Any action by a 

student that does not reflect credit on the whole school program should be corrected immediately by 

the best means possible.  Discipline is a means of protecting the interests of the entire school and at 

the same time assisting student improvement.  Students are expected to conduct themselves 

appropriately at all times. 

Measures which may be used by school officials for disciplinary reasons may include, but are not 

limited to the following: 

• Redirect student 

• Move students location 

• Call parent 

• Conferences (student/teacher) concerning the offense 

• Parent Shadowing (Spend the day with students) 

• Referral to guidance counselor and/or principal 

• Written assignment 

• Detention after school 

• Conference with parents 

• Corporal Punishment (must have written approval) 

• In-school suspension 

• Suspension 

• Expulsion 

 

The method of discipline employed depends on the nature of the offense and past disciplinary record 

of the student, as well as other pertinent factors. 

This list includes, but is not limited to the following: 

• Gang activities 

• Possession and/or threatening to use knives or other dangerous weapons 

• Leaving campus without permission from the principal or assistant principal once the student 

arrives at school 

• Fighting for any reason. 

• Having visitors at school 

• Bringing personal radios, tape recorders, MP3 players, etc. to school for entertainment 

purposes 

• Damaging or destroying school property 

• Possession of drugs, or being under the influence of any drug, alcohol, or foreign substance. 

Any use of the above prior to school, or at a school function will be considered a violation. 



 

 

• Threats and extortion 

• Profanity and indecent language 

• Refusal to follow legitimate requests made by teacher or school administrators 

• Stealing 

• Excessive tardiness or absenteeism 

• Possession of fireworks 

• Misbehavior which will cause bodily harm to another student or self 

• Striking a school employee 

• Running in the halls 

• Gambling and card playing 

• Being in undesignated area(s) at lunch time 

• Smoking (State Law prohibits smoking on public school campus. Punishment for violation of 

this law will be consistent with the offense.) 

Millington Middle will follow the rules, policies, and mandates of Millington Municipal Schools. 

Office Discipline Referrals 

All teachers are required to follow the discipline sequence before a student is referred to the main 

office. Please refer to your Student Code of Conduct Handbook for further detailed information.  All 

fights must be referred immediately to the main office. Please use your professional judgment when 

referring students to the main office.  All referrals are submitted via the Grade Level Google Doc form. 

Please do not place students with discipline problems to the hallways unsupervised.  Call for an 

administrator to escort the student from your room.   Only an administrator can place a student in 

ISS. 

Tiered Discipline Program 

Millington Middle School is implementing a new-tiered discipline program for the 2018-2019 school 

year.  It is the school’s goal to promote positive student behavior as well as provide support to those 

students in need.  Below you will find each tier and an explanation of each tier’s restrictions.  Attached 

is also a calendar for the rewards and celebrations for Tier 1 students.  

 

 

 

Tier 1 

• 0-2 office referrals  

• No restrictions 
• Will participate in scheduled celebrations.    



 

 

 

Tier 2 

• 3-5 office referrals 

• Not eligible for athletics 

• No dress down days 

• No field trips 

• Progress monitoring required 

• Student will receive a faculty mentor. 

• Student will receive a behavior plan. 

• Student will meet with administration and set a goal to advance to Tier 1. Once a student is 
moved to Tier 1 all restrictions are removed. 

• Students will be allowed to participate in select school celebrations. 
 

Tier 3 

• More than 5 office referrals 

• Not eligible for athletics 

• No dress down days  

• No field trips 

• No field day 

• No school dances (during or after school) 

• May not attend any home games  

• Assigned seat in the cafeteria 

• May not attend any other events specified by administration 

• Progress monitoring required  

• One day a week the student will be required to attend a character development class during 
their exploratory period. 

• Student will receive/keep faculty mentor. 

• Student’s behavior plan will be adjusted.  
 
All students will have the opportunity to progress to the next tier by meeting with administration, 

completing a goal sheet, and reaching their goal. 

Students that fail to meet their goal will remain in their current tier or could be moved to a lower 

tier. Students will have the opportunity to meet with administration and set a new goal.  

 

 

Suggestions for Teachers 

Discipline is based on the overall school climate and program.  A strong instructional program geared 

toward individual student needs is the foundation for good discipline.  However, it is hoped that the 

following brief suggestions will serve as a useful guide for teachers and principals: 



 

 

• Plan and conduct a program of instruction that will capture the interest of each student and 

make him/her eager to learn 

• Teach discipline (define limits and directives) by establishing and teaching conduct rules in 

your classroom 

• Give students assigned seats, perhaps in alphabetical order, to separate potential 

troublemaker 

• Praise for effort and acceptable conduct, as well as for performance 

• Be sure that praise is sincere.  Students are quick to sense counterfeit compliments 

• Remember that non-verbal communication is important.  A smile, nod, stare, frown, or the 

raising of an eyebrow is an effective silent signal 

• Don’t keep punishing for the same offense.  If a student keeps repeating an offense, it is wise 

to look for the cause and change the approach 

• Call parents to inform them of good behavior or academic achievement 

Avoid group punishment.  Some pupils are usually innocent, and a group “suffering” together has a 

certain cohesiveness and camaraderie which enables it to “shrug off” otherwise effective disciplinary 

measures.  

 

In-School Suspension Program 

ONLY the Principal or Assistant Principals have the authority to assign students to the In-school 

Suspension program in lieu of issuing Home Suspensions.  Do not send students directly to ISS from 

your classroom for any reason.  Students who are assigned to the In-School Suspension Center must 

complete all assignments.  ISS is not considered “Absence” from class for attendance purposes. 

ISS assignments will typically range from one to three days.  Students must comply with all entry and 

exit rules before being readmitted to class.  A student who refuses to attend and/or cooperate will be 

issued a home suspension.  Upon clearing the home suspension, the student will be assigned to the In-

school Suspension Program Center. 

All assigned days will be completed in succession or the student has to start over in ISS.  Students in 

ISS are not considered absent for attendance purposes. 

 

Suspensions 

In-School Suspension 

There should not be any absences since the student has been issued an In-School Suspension.  

Therefore, if the student is absent, all absences will be unexcused. 

Home Suspension 

The principal has the authority to designate the length of a home suspension up to 10 school days. 

Students will be allowed to make-up all missed assignments. 



 

 

 

Expulsion 

The Central Office will determine how many days of excused absences prior to returning students to 

school. The principal, assistant principal, or attendance secretary following the clearance of the 

suspension will issue an admission to class to students. 

Suspensions 

• Student having in their possession at school any instrument that could be classified as a 

weapon 

• Students involved in school break-ins or causing malicious damage to school property 

• Students accused of any insubordination toward a faculty member, administrative personnel, 

or classified personnel—such as striking, using abusive language, or in any way showing 

disrespect (misconduct) 

• A suspension will be issued if a parent or guardian fails to respond to a home suspension 

(Students are encouraged to clear suspensions as soon as possible) 

• Students involved in the possession or use of drugs or alcohol 

• Fighting or creating a disturbance in the classroom or on campus 

• Any truancy, following return to school from a Home Suspension for truancy. 

• Third offense for class cutters 

The principal or assistant principal may issue a home suspension at their discretion.  The suspension 

may be cleared by the Principal, Assistant Principals, or an administrative staff member following a 

personal conference with the parent or guardian. 

 

Guidance Philosophy 

Guidance is a planned program available to all students; services are delivered by and through a 

professionally competent counselor.  The counselor will provide guidance curriculum, individual 

planning, responsive services, and system support components through direct services.  The guidance 

counselor will provide indirect services via support to other educational programs.  They also assist the 

administration and teachers by providing counseling for all of our students and parents when needed. 

Specific counseling/guidance activities include, but are not limited to the following: 

• Individual counseling, small group and classroom counseling/guidance 

• Career Development Clubs/Mentoring Program 

• Field trips 

• Resource speakers 

• Career Awareness/Exploration Seminar 

• Job Readiness Workshops 

• Job Placement 

• Four-year Plan/Course Selection 



 

 

• Crisis Counseling 

• Consultation (Students, Parents, Teachers, other Educators and community agencies) 

• Referrals/Support Services 

• Parent Education/Staff Development 

 

 

Assemblies 

You are expected to be present at each assembly and to sit with your students.  If you do not have a 

class at the time of the assembly, you are expected to assist with the monitoring of students.  At the 

beginning of each assembly, check carefully to make sure that all members of your class are present.  

We must control students during assembly programs.  Any misconduct should be discussed with team 

members and handled appropriately and in a timely manner to prevent future infractions.  



 

 
 

 

Injury/Illness of Students or Teachers 

Procedures for Handling Sick Students 

When a student tells you he/she is ill, please send the student to the main office to contact a parent.  

The Front Office Secretary will verify in the main office that the parent or guardian will pick-up the 

student.  Only parents or designated adults listed on the registration form may check out students.  

If the student receives permission from his/her parent, the secretary will give the student a dismissal slip 

and see that he/she signs out for the day.  If, in the Front Office Secretary’s judgment, the child is not 

sick or if he/she is unable to reach his parent/guardian, the secretary will give the student an admit to 

return him/her to class. 

Students should be checked out for emergencies only.  They should be encouraged to schedule doctor 

and dentist appointments after school hours whenever possible. 

Be sure all students understand these procedures. 

 

Medication for Students 

Teachers or any other school personnel cannot give medicine to students for internal use.  If students 

bring medicine to school, it must be given to Mrs. Hutchinson.  Medicine must be taken under the 

supervision of the trained designated representatives. 

 

Student Accident Reports 

Any accident to students which occurs on property of the Board of Education and which requires the 

service of a doctor or which could conceivably have any further complications should be submitted in 

writing to the Superintendent’s Office within 48 hours.  In the event of a serious accident, the 

Superintendent’s office should be notified by telephone immediately.  Forms may be obtained from the 

Financial Secretary. 

 

Teacher Accident Reports 

Any accident to teachers should be reported immediately to the Principal/Assistant Principal.  Employee 

Accident Forms may be obtained through the Financial Secretary.  



 

 
 

 

Recordkeeping and Attendance 

Record Keeping 

It is very important that all records be kept neatly, legibly, and accurately.  Deadlines for turning in 

records should always be observed.  Those to whom your records are turned in to, have deadlines to 

meet, so be courteous and polite and always have them in on time.  Use black ink for all markings on 

permanent records.   

Official Hours for Opening School Building to Pupils 

Students arriving before 6:55 a.m. must report to the cafeteria or the gym for Morning Meeting.  

Students should be encouraged to arrange their schedule so as not to arrive prior to 6:40 a.m.  This will 

allow time for staff and administrative personnel to be available to supervise. Students reporting for 

breakfast will be allowed to enter the cafeteria at 6:40 a.m.  All other points are off-limits. 

After School Activities 

All students are to leave the building immediately upon dismissal unless a scheduled activity approved 

by the principal requires their presence.  No meeting is to be held longer than 3:00 p.m. without special 

permission from the office.  All meetings after school must be cleared through the office before taking 

place.  Please be aware that the office closes at 3:00 p.m. 

 

Individual and Group Conferences for Parents 

If a parent conference is requested, it will be arranged through the Guidance Office.  Matters of a more 

serious nature may be held in the Principal’s Office.  Teachers should schedule parent conferences for 

their planning period, or before or after school. DO NOT leave your class unattended, or allow parents to 

disrupt your class instructional time. 

 

Office Procedures 

Teacher Mail 

Teacher mailboxes should be checked daily for communications, flyers, etc.  Please do not send students 

to collect your mail. 

 



 

 
 

Accountability of Keys 

In order to maintain an accurate account of all keys, the accountability and issuance of keys will be as 

follows: 

• Keys will be obtained from the Financial Secretary. Should a new key have to be made, this 

request must be made to the Plant Manager.  

• In the event the key is used only for a short period of time, it should be returned promptly to 

the office. 

• Loss of keys must be reported to the Plant Manager immediately. 

• Please keep doors locked at all times to ensure your safety and your students’ safety. 

Visitors 

Visitors are to be directed to the office before entering a classroom and must have a visitor’s badge.  If a 

visitor does not come to the office, notify the office at once.  This includes parents, spouses, friends and 

all other visitors to the school.  Visitors must be kept at a minimum so as not to impact the instructional 

program. 

Announcements 

Announcement forms are available in the office. They must be filled out—with dates—and approved by 

an administrator before the announcement can be made via the intercom.  Announcements will be 

made during morning meeting and at the end of the day, except in the case of an emergency. 

 

Office Items and Supplies 

A requisition should be filled out and submitted to the Financial Secretary one day in advance for items 

that are kept in the supply room. 

 

Assistance from Plant Manager 

All requests or complaints concerning the building maintenance are to be put on the Plant Manager 

Request Form and given to the principal in the office.  He/She will see that the building engineer is 

notified as quickly as possible. All requests MUST be entered into the School Dude system. 

 

 

 



 

 
 

Break-In and Theft Report 

If a break-in occurs in your room, an inventory of the equipment should be taken immediately to 

determine if anything is missing.  A written report of your finding is to be filed with the Principal for 

further appropriate response. 

Classroom doors should be secured during the day when the teacher is out of the room.  Please lock 

your door at the end of the day.  These procedures will reduce thefts.  

 

Teacher Responsibilities Outside the Classroom 

All teachers MUST assume responsibility of seeing that students are orderly in the places outside the 

classroom, such as in the halls, the campus and laboratories.  This is the teacher’s assignment.  All 

teachers should remain in the hall until the area is clear of students.  Please stand at your door during 

the passing of classes.  Students are not to fight on school premises or while under school supervision.  If 

a teacher sees a fight in progress or about to begin, he/she should do what he/she can to break it up. 

The students fighting should then be escorted to the office. 

Teachers should attend or take part in the outside activities of the school, such as athletic contests and 

school programs.  These activities are important to the overall development of the students and deserve 

your support. 

 

Field Trips 

Please refer to Field Trip Checklist in the Teacher Financial Reference Guide. 

 

 

 

 

 

 

 

 

 



 

 
 

Electronic Grade Book - Board Policy #4.600 

 

Instructors are expected to maintain an electronic grade book that clearly reflects the academic 

progress of each student. The grade book should include detailed information concerning tests, daily 

grades, and other pertinent information. Numerical grades are to be used in all grade books. Students 

are to be made aware of the grading system.  The administration will provide the scoring expectations. 

Academic: 
 
Excellent  A 93-100 (Excellent) 
Good   B 85-92 (Good) 
Average  C 75-84 (Satisfactory) 
Below Average  D 70-74 (Poor, but passing) 
Failure   F 0-69 (Failure) 
Incomplete  I Not to be left as a final grade; becomes an F if not made up. 

Incomplete (I) is Not a Final Grade 

Incomplete grades, usually given because of student absences, should be changed to a regular academic 

grade by the end of the following nine (9) weeks period or quarter.  Incomplete grades are not to be 

left as final grades.  An incomplete grade will be changed to reflect the average supported by 

documentation if the assignments are not completed within the specified time frame. 

Conduct: 

Excellent  E 

Satisfactory  S 

Needs Improvement N 

Unsatisfactory  U 

Conduct grades take into consideration the following: 

• Actual behavior of the pupil in the classroom 

• Respect for teacher authority 

• Prompt response to teacher direction 

• Attitude in classroom 

• Respect for property related to classroom activity 

• Report to class on time 

Weights:  
 
Test – 30 points 
Quiz – 20 points 
Projects – 25 points 
Classwork – 15 points 
Homework – 10 points 

 



 

 
 

Special Education 

All students receiving special education services will receive regular grade reports as well as quarterly 

progress reports addressing the goals of their Individualized Education Program (IEP).   If the student is 

receiving consultation services, the general education teacher will collaborate with the student’s case 

manager in the process.    

All teachers are to review and sign the IEP file of any special education student under their direction; 

this includes APEX and consultation students.  Teachers will be provided with an IEP at a Glance binder 

in order to insure that appropriate accommodations and modifications are being made.  When a new 

IEP is written, the case manager will provide the appropriate teachers with an updated IEP at a Glance 

form. 

Monitoring Student Progress 

The school shall inform parents of a student’s academic progress and seek active support from parents 

when a student’s academic performance is not at the proficient level.  All students will be provided with 

enrichment or remediation intervention as appropriate.  The progress of students shall be monitored 

carefully to ensure that they have received the appropriate placement and that they are continuously 

provided with instructional programs and services designed to help them achieve academically.  The 

school shall inform parents of the need for intervention and of the student’s progress under it. 

Reporting Student Progress to Parents 

Curriculum guides shall be provided to parents upon request and kept on file at the local school.  It is 

crucial that parents be informed of dates for issuance of report cards, progress reports, and parent 

conferences.  Progress reports may be issued at any time, either for commendation purposes or for 

providing notice that a student is not being successful.  Report cards shall be issued each nine (9) weeks 

and shall include information about students’ academic performance, attendance, and conduct.  Parents 

of students in grades K-12 are expected to sign notices or report cards, return them to the school, and 

schedule a meeting with the teacher if necessary. 

At least two (2) times during the school year, parent/teacher conferences shall be scheduled to provide 

parents and teachers an opportunity for a mutual exchange of information and ideas concerning the 

welfare of the child.  Teachers are also expected to request additional conferences with parents as 

needed.  Parents shall be advised no later than the third reporting period if a student’s academic 

performance puts him/her at risk of not meeting academic proficiency by the end of a course.  Teachers 

must request a meeting with the parents of students who are at risk of not meeting proficiency. 

Documentation shall be provided to support this concern and must be reviewed with the parents.  If a 

student is failing the teacher must show documentation of contacting parents and create a support plan.  

 

 



 

 
 

Millington Middle School 

 

Teachers’ Morning Duty  

2018-2019 

 

Teachers are expected to report to morning duty by 6:40 am during the week (sign-in in the main office 

before 6:40 am to ensure you at your post by 6:40 am).  Students and teachers are expected to report to 

the gym at 6:55 am for Morning Meeting.  At the conclusion of the meeting, students will be dismissed 

with their first period teachers for morning locker break. 

 

Students will only be allowed in the building with the supervision of your team each morning, so it is 

very important that we arrive promptly at 6:40 am. 

No students will be allowed to go to the restroom unsupervised. 

Afternoon Duty Schedule 

2:00-2:15 p.m. 

All teachers will escort students out of the building at 2:00pm.  After escorting students out of the 

building, teachers need to report to their duty posts. Please be present at your duty post daily. If you 

are absent, please include your before and after school duty assignments in your substitute folder.  

The administration will provide teachers with a detailed a.m./p.m. duty roster. 

 

 

 

 

 

 

 

 

 

 



 

 
 

Millington Middle School 

Fire Safety Drill Procedures 

(Evacuation Procedures) 

Instructions 

1. Teachers, explain your assigned exit(s) to your students. 

2. If the exit is blocked, the teacher will decide on an alternate (pre-determined) route. Don’t 

Panic! Stay with the teacher, if at all possible. 

3. Take your Attendance Books, Emergency Manual, and all your students with you. Have a buddy 

system. This will enable us to be accountable for each other. 

4. No Talking. 

5. The last student out should close the door. Doors should be unlocked from the outside. 

6. Team Administrators will be notified by the Principal/Assistant Principal when all is clear. At this 

time, all students will be cleared to re-enter the building in an orderly fashion. 

 

Millington Middle School 

Lock Down Procedures 

 

 

Secure the facility from intruders 

• Announce lockdown 

• Lock classroom door 

• Cover all windows 

• Move students so they can’t be seen 

• Shut off lights 

• Remain Quiet 

• Wait for further instructions 

• It is safest for no one to enter or exit the building—including parents. 

• Take attendance 
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Introduction 
 

This handbook represents a good faith effort to present you, in writing, the policies, 

expectations, and procedures for faculty members at Millington Middle School.  

Additions and amendments may be given to you during the school year when change is 

deemed necessary.  The administration assumes that each faculty member will follow 

the guidelines outlined in this handbook.  Please keep your handbook and refer to it 

throughout the year. 

 

* Your signature below acknowledges that you have both read and understood the 
policies and procedures contained in this handbook and agree to abide by these 
guidelines set forth by Millington Municipal Schools and Millington Middle School. 

 

 

_________________________________   ___________________ 

Teacher Signature      Date  

 

_________________________________   ___________________ 

Administrator Signature      Date  
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