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Liberty Eagle Staff, 
It is indeed a pleasure to welcome you to the 2024-2025 school year at Liberty Middle School, an Authorized International Baccalaureate (IB) World School.   Today, the Liberty Staff accepts into our outstretched arms the most precious commodity anyone can receive, our community’s children. We accept this awesome responsibility with humility, vigor, compassion and courage. We pledge to you our passion for the individual security, safety and success of each child. We offer our unfailing desire to serve our students and our community and to give them the necessary skills to become competent problem solvers and outstanding citizens!  
The Liberty staff, parents, and surrounding community share a common vision. High quality classroom instruction, students who are highly motivated to learn, a warm and nurturing learning environment, and a supportive and encouraging parent community that make Liberty Middle School a wonderful place to learn and work. It is our goal that all students will leave Liberty ready to compete and excel in today’s global society. To ensure this success, Liberty staff are dedicated to the use of sound instructional practices and high-quality instructional materials, including the integration of the sustainable development goals and the IB essential elements throughout the curriculum. Students have the ability to go beyond the walls of their classrooms and integrate technology, student agency, choice and ownership through an intentional focus on meeting the needs of each individual student. 
I am excited to be working with such a talented and dedicated staff in a school where teamwork and customer service is our common practice. We take our responsibility seriously to nourish, protect and develop children to their fullest potential.  

Let’s inspire global learners by thinking globally and acting locally! 
 
Ms. Michelle Fox 
[image: Image may contain: text that says 'EAGLES FAGLES LIBERTY']




“LIBERTY STRONG”
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VISION
“Our vision at LMS is to help develop and inspire students to be caring, principled, knowledgeable, well-rounded members of society who continue to be life-long learners.”

MISSION
“Our mission at LMS is to provide a safe and healthy community that fosters a well-balanced, multicultural experience; to prepare students with the 21st-century [Approaches to Learning (ATL)] skills required to succeed globally.”

	
Liberty Forward
“Building Bridges in Middle School and Beyond” 
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2024-2025
LIBERTY MIDDLE SCHOOL PERSONNEL ROSTER

			
											    Updated: 8/05/2024
PRINCIPAL  						PARAPROFESSIONALS
Michelle Fox 						Pedro Barrera			
							Maria Rodriguez
ASSISTANT PRINCIPALS 				Maria Garcia
Vianey Villegas		 				Marie Zamarripa
Miguel Salinas						Randy Enriquez
Leonel Avila         				              Andrea De La Rosas
						              Abelino Gonzalez 
DEAN OF INSTRUCTION				
Julia A. Mason																			                                                                                       
COUNSELORS 						PARENT EDUCATOR
Sonia Arce					               Priscilla Salinas
Anabelle Jaime 						
Maria Lujan				                            CAFETERIA		
LIBRARIAN						Sorina Briseno
Danica Simons 						Ana Rodriguez
							Nilda Gongora
NURSE							Ida Sanchez 
Bianca Cardenas	
			
OFFICE PERSONNEL
Aleyda Robles						CUSTODIANS
Anna Anzaldua					               Alfredo Salazar – Head Custodian
Arlene Padilla						Ubaldo Elizondo
Erlinda Rivera                                                                              Maria Sanchez
Sandy Sepulveda						Maria Basanez   						               
							Andres Silva
SECURITY GUARDS 					Joe Vega
Gabriel Ruiz		 				Alicia Flores Sanchez			
Mario Martinez					
CIT                                                                                             DIAGNOSTICIAN
Sarah Serrano						Myrna Trevino
CROSSING GUARDS                                                             SAFE SCHOOLS ADVISOR
Omar Soto	                                                                       Eddie Tapia                                               
Juan A. Hernandez
CLL
Andrea Gutierrez



Teachers
	English Language Arts
	Math
	Electives

	6th Grade: Frida De La Garza
	6th Grade: Ruben Trevino
	Band: Arturo Rocha

	Abraham Martinez
	Fanny Espinosa
	Quentin Donalson

	Cynthia Hinojosa
	Debbie Martinez
	Drama: Raven Woods

	Maria Nava
	Estefania Vega
	Dance: Melissa Ruiz

	7th Grade: Jacqueline Estrada
	7th Grade: Martin Chavez
	Art: Steven Rios

	Emma Bermudez
	Audias Gamez
	Orchestra: Aldo Peralta

	Maria Velasco
	Guadalupe Perez
	Choir: Priscilla Garza

	Claudia Hernandez
	Janneth Quintero
	Physical Ed.: Manny Martinez

	8th Grade: Naudia Hernandez
	8th Grade: Samantha Esquivel
	Rigoberto Rodriguez

	Samantha Garcia
	James Hampton
	Carina Vecchio

	Norma Corpus
	Alfonso Garza
	Jaime Garza

	Debra Villarreal
	Jaime Sloss
	CATE: Rogelio Garcia

	Inclusion Support: Ana Perez
	Inclusion Support: Marti Gonzalez
	Accelerated Math: Rene Cabrera

	Francisca Ibarra
	Jessica Martinez
	

	Melissa Rodriguez
	
	Self Contained Unit: Tiffani Garza, Ruth Zamarripa

	Social Studies
	Science
	Spanish Language Arts:

	6th Grade: Jaime Villarreal (Dual)
	6th Grade: Alejandro Casas
	6th Grade: Maria Martinez

	Esther Zarate
	Miguel Vargas
	7th and 8th Grade Dalia Cantu

	7th Grade: Antonio Monrreal (Dual)
	7th Grade: Peter De La Garza
	7th Grade: Gerardo Monrreal

	Cynthia Parrao
	Erasmo Teran
	8th Grade: San Juanita Rivera

	8th Grade: Alfredo Espinosa
	8th Grade: Nicole Cavazos
	Swimming: Daniela Santos

	Robert Peterson
	Argelia Colby
	Folklorico/Dance: Jose Hinojosa

	
	Dalia Lopez
	

	
	Elisama Perez
	



Liberty Middle School
Staff Responsibilities
2024-2025
1. Reporting time for Paraprofessionals-- (please see schedule)
2. Paraprofessionals must clock in front office
3. Paraprofessionals are instructional assistants.
a. Utilize them effectively
b. Teachers must keep a daily sign-in sheet. 
4. ALL PARAPROFESSIONALS have a 30 minute lunch period
5. Teachers work day will be from 7:35 am-3:50 pm.
6. Students will have breakfast from 7:00 am to 7: 45 am in the cafeteria
7. Instructional Time will be from 7:45 am – 3:25 pm.
8. If you are not sure about something – ask for help.
9. ALL staff must be on time, vigilant and proactive at all times … especially during duty.
10. All Staff is accountable for all students. Being late to any duty is unacceptable and will merit a write-up.
11. All staff members will be required to take an ID tag picture w/the school emblem. They must wear it daily. 
a. Classes are not to be left unattended at any time. Call office if you have an emergency.
12. Check your e-mail BEFORE you leave for the day.  Empty inbox periodically.  
13. You will not be called out of your room for phone messages, unless it is an emergency.
14. Staff members who are late without calling may be subject to docking half a day to get a substitute to cover.  Staff members arriving after 7:35 must sign in in the front.
15. Cell phones must be put away during instructional time.  
a. Do not text during school hours – especially in front of the students.
b. Turn off ringers before staff meetings at all school and district meetings or in-services.
16. Staff members are not to leave campus except during their lunch period.  If you leave during your conference you must sign a form. Go to our Bookkeeper for the form. 
a. If an emergency arises, sign out in front office.
b. You will be asked to take a half day for appointments earlier than 2:00p.m.
17.  All staff will actively monitor transition period by their door or assigned area. Secure Campus Procedures are included in Emergency Procedure Manual. Manual is posted on Liberty Middle School website. 
18. Committee meeting will be on Wednesdays.  Planning meetings will be held from 3:35 - 4:20 pm..  BE PROMPT!  Sign in sheets will be provided at staff meetings.  (Day may be adjusted)
19. Team Leaders and Department Heads must keep a binder with respective documentation of meetings, sign in sheets, and items discussed. 
20. These regulations are not limited to the above listed.  This handbook is a working document and can change.  Any changes or additions will be addressed via Memo’s.
21. You will have designated Fundraising weeks. Student Activity Binder must be kept updated and all funds must be deposited daily. Please follow the calendar.  You are not authorized to sell during someone else’s week.  
22. When you are going to show a movie in your classroom, you must provide the designated form to your Administrator and have it approved and signed.  Make sure you post the form by your door on the day you show the movie.  The movie must be included in your lesson plans.
Eagles College Ready, College Connected

Liberty Middle School Committees
2024-2025

     Department Heads		     
  	
ELA- Debra Villarreal                                        		                          
MATH-Martin Chavez			     						
SCIENCE- Miguel Vargas 									  
SOCIAL STUDIES-Cynthia Parrao								  
												  


Team Leader Representatives
 		
TEAM GLORY- Debbie Martinez
TEAM LEGACY- Estefania Vega

TEAM VALOR-Erasmo Teran			
TEAM VIGILANCE- Janneth Quintero	

TEAM SPIRIT- Jaime Sloss	
TEAM ADVENTURE- Samantha Esquivel








Liberty Middle School
Grade Placement Committee & 
Site Based Decision Making Ballot for Nominees
2024-2025



Please vote for one 7th and one 8th grade teacher to be part of the Grade Placement Committee and return this slip to an assistant principal.  Thank You!



1._________________Fanny Espinosa__________________                 6th grade


2.__________________Alfredo Espinosa________________________ 8th grade


Please vote for nominate one teacher from each grade level (6th, 7th and 8th grade) and one paraprofessional to be part of the Site Based Decision Making Committee.  
Keep in mind that department heads and team leaders are automatically SBDM members.


1._____________         _Alejandro Casas                                                     6th


2.___________________Erasmo Teran__________________________  7th


3.___________________Alfredo Espinosa________________________  8th


4.___________________Andrea De La Rosa_________________Paraprofessional






Site Based Decision Making Committee – 2024-2025

                                        District SBDM Representative: Vanessa Garza, M.S Coordinator           Michelle Fox -Principal

Campus --Site Based Decision Making Committee

	

	
	
	

	1
	Michelle Fox 
	
	Principal

	2
	Vianey Villegas
	
	Assistant Principal 

	3
	Leo Avila
	
	Assistant Principal

	4
	Julie Mason
	
	Dean of Instruction

	5
	Sonia Arce
	
	Counselor

	6
	Anabelle Jaime
	
	Counselor

	7
	Eddie Tapia
	
	Advisor

	8
	Bianca Cardenas
	
	Nurse

	9
	Aleyda Robles
	
	Secretary

	10
	Erlinda Rivera
	
	PEIMS

	11
	Danica Simons
	
	Librarian

	12
	Sandy Sepulveda
	
	Attendance

	14
	
	
	6th grade

	15
	
	
	7th grade

	16
	
	
	8th grade

	17
	Steven Rios
	
	Electives

	18
	Myrna Trevino
	
	Special Education

	19
	
	
	Para-Professional

	20
	
	
	Para-Professional

	21
	Alfredo Salazar
	
	Custodian

	22
	Roni Cantu
	
	Community Member

	23
	
	
	Parent


 
Liberty Staff Duty Responsibilities




	Lunch Duty Responsibilities:

Teachers will make sure students get to the cafeteria in an orderly manner.

Staff assigned to duty needs to be at their assigned station before the students arrive to the cafeteria.

Staff needs to monitor students do not share drinks or food brought from home. We need to follow Foods of Minimal Nutritional Value 			(FMNV) Guidelines.

Staff is not to have any food, drinks, or use cell phones while monitoring students.

























Liberty M.S. 
Lunch Duty Schedule
2024-2025

	6th Grade Lunch
10: 49 – 11: 35
	7th Grade Lunch
11:35 – 12: 21
	8th Grade Lunch
12:21 – 1:07

	Miguel Salinas (8th 12: 52 – 1: 07)
	Vianey Villegas(11: 21 – 12: 21)
	Leo Avila (12: 07 – 1: 07)

	A. Jaime
	S. Arce
	Julie Mason (12:07 – 1: 07)

	                      A. Anzaldua
	A. De La Rosa
	M. Lujan

	
	A. Anzaldua
	A. De La Rosa

	
	R. Enriquez
	A. Gutierrez

	
	
	R. Enriquez

	
	    
	

	
	
	

	Security Staff
	Security Staff
	Security Staff
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Liberty Middle School Staff Duty Responsibilities



Afternoon Duty Responsibilities:

All teachers will walk their class to the cafeteria and all school activities.

If you sponsor clubs or tutoring, provide a pass and make sure students are signed out by parents when picked up.

Monitor students and redirect any inappropriate behaviors.

Staff on afternoon duty will stay until 3:45 PM; this includes bus and pick up area.

If you are unable to cover your station, it is your responsibility to find a substitute for your duty station. If no one covers your station, it is an automatic write-up issued to the person scheduled for duty.

Staff is not to have cell phones in use while monitoring students.




















Administrative Organizational Chart
	Dr. Michelle Fox, PRINCIPAL

	Julia Mason, Dean of Instruction
	Miguel Salinas 6th Grade Administrator
	Vianey Villegas 7th Grade 
Administrator
	Leo Avila 8h Grade Administrator

	· Math Department
· Curriculum & Instruction
· Academic Success Team
· Targeted Improvement Plan
· GT
· Accreditation Lead
· PEIMS/Grades and Failures
· PD/Instructional Calendar
· Grants
· Dual Language
· AP Coordinator
· Master Schedule
· Counseling Department
· UIL Coordinator
· TTESS
· Staff Growth Plans
· Master Schedule
· CIF & Sheltered Instruction
· Dept. Head
· SBDM/CIP
· Student Growth
· 504/RTI
· Intervention Coordinator
	· 6th Grade Admin.
· Social Studies Department
· Safety/Attendance Team
· Securities/Custodial/ Cafeteria
· ARP Coordinator
· Attendance/Liason
· Staff Duty Schedule
· School Operations
· Staff Duty
· Crisis Team
· Nurse
· Office Clerks
· CIT/ Technology
· CIF & Sheltered Instruction
· CLF
· TTESS
· Staff/Student Handbook
· Walk throughs
· Department Head
· Team Leaders
· Intervention Plans
	· 7th Grade Admin.
· ELA/SLA Department
· Literacy Team
· Testing Coordinator
· LPAC Coordinator
· AVID Coordinator
· ESL/EL
· Librarian (Library – AR)
· CLL
· Blended Learning Initiatives
· Fundraiser Supervisor
· Migrants
· CIF & Sheltered Instruction
· CLF
· TTESS
· Staff Growth Plans
· Department Head
· Team Leaders
· Intervention Plans
	· 8th Grade Admin.
· Science/Electives
· Fine Arts Dept.
· TELPAS
· AVID Tutoring
· Inclusion Dept.
· High School Registration
· Summit K 12
· Extra Curricular Calendar
· Fundraiser Supervisor
· Parental Involvement 
· Prom
· Pre -SAT
· T-Class
· CIF & Sheltered Instruction
· TTESS
· Department Head
· Team Leaders
Intervention Plans

	Other Assigned Duties
	Expectations

	Discipline -  AM/Lunch/PM Duty
	97.5% Daily Attendance

	Monitor Grade Level Subgroups
	Six Week Grade/PR goal of 90% Passing Rate

	Game Supervision
	Administrative Learning Walks (1 x week)

	Tutoring Supervision
	Walk Through (10 due Friday)

	Lesson Plans Reviews/Feedback
	Teacher Feedback Session 

	ARD’s
	Attend CCLC and CLC Planning Meetings

	Manifestation/Hearing
	Coach 2 Techers

	TTESS Teacher Evaluations
	Progress Monitor  CBA’s, and Benchmark Data

	Any other duty assigned by Principal
	Support District & Campus Goals, Vision, and Mission




COUNSELORS RESPONSIBILITIES

A.Jaime, S. Arce, M. Lujan

Morning/Lunch/Transition/Bus Duty 
Monthly Student Activity Calendar 
Turn in Log of classes visited per month and presentations covered
Turn in log of individual conferencing with students
ARDs and 504’s
Business Partnerships (Career Day)
Conflict Resolution (beg. Of year)
Counseling (individual and group)
Drug Education (at least one school wide activity per month)
Promote Anti-Bullying daily (thru announcements, sessions,  etc.)
Honor Roll/ Star of the Six Weeks
Instructional Guidance Minor Individual Counseling Referral
LPAC
PEIMS
Scheduling/Registration
Open House
5th Grade Orientation
College Awareness Day 
College Fair
End of Year Awards 
TSI
Kuder Assessment
LAS
STAAR ELL Accommodations
HB5
End of High School Orientation
End of Year (Organizing, Receiving, and Delivering Cumulative folders)
PGP’s
College for Every Student Grant
Other Duties Assigned by Principal





TEACHER WORK DAY
7:35 A.M. till 3:50 P.M.

Teachers who leave the campus during conference period are asked to sign out at the office.  Administrator must approve when leaving during conference.  This is not intended to restrict teachers, but only to better serve them in case of emergencies, meeting needs of parents and students, etc.  Any scheduled meetings will be an extension of the workday and attendance will be required.  Teachers assigned to after school duty need to be at their duty station on time.


KEYS

Each teacher is issued keys to the room in which he/she is teaching.  The teacher is responsible for all keys issued and should take steps to ensure that they are not misplaced.  
No teacher should ever give a key to a student for any purpose.  


TECHNOLOGY
Each teacher is required to sign out technology equipment.  The teacher is responsible for all technology issued and should take steps to ensure that they are not misplaced.  



FACULTY MAILBOXES

Each faculty member should check his/her mailbox/email at least twice a day.  Telephone messages, mail and memos will be placed in the boxes as soon as possible.  If your mailbox is too full, everything will be disposed of.  Teachers should not send students to get mail.


SCHOOL PROPERTY

The equipment in a classroom is the responsibility of the teacher.  Supplies, maps, desks, etc. should be taken care of.  Do not place student desks close to any room walls. Any cutting or marking on desks should be reported to the office at once.  School board policy states that school owned equipment is to be used only on school premises. 






ANNOUNCEMENTS

The Pledge of Allegiance and Texas Pledge will be recited each day.  Faculty and students are to listen when they hear the phrase, “Good Morning Liberty Middle School”, on the intercom.  It will not be the habit of the administration to use the public address system at other times during the day except for items needing immediate attention. 
1. Announcements should be brief and to the point.  In general, announcements should not be longer than 20 – 30 seconds.  Lengthy announcements will be returned to the sponsor for condensing purposes. 
2. Because we feel that student achievement is important to the whole student body, individual names may be announced if there are five or fewer per organization.  If there are more than five, only the group achievement will be recognized.
3. The administrator in charge of screening announcements may spread out the announcements over a several day period if there are too many announcements on any particular day.
4. Announcements relating to election of officers, club business or meetings will be addressed as determined by the administrator in charge.


ROOM CARE

Rooms should be kept clean.  Students respond positively to an attractive environment.  Please adhere to the following:
1. At the end of the day, leave the classroom in the best possible condition.  Floors should be clear of all paper, books, etc.
2. All lights and equipment should be turned off and the doors locked at all times when the room is not in supervised use.
3. If you share a room with another teacher, please respect his/her materials left there by other classes.  Do your part also to see that the room is left in good order for the other classes.
4. Be sure there is ample light at all times.  Report any window breakage, burned out light bulbs or needed repairs to the assistant principal in charge of maintenance 
5. Teachers should make frequent inspections of the equipment, desks, walls and floors in their rooms.  Our building can be kept free from damage only through the earnest cooperation of all teachers and students.
6. Teachers are asked to help create pride in this school and encourage good citizenship on the part of the students.   
7. Blinds in the classrooms are not allowed to be pulled down.  











HALL PASSES

 NO STUDENT IS OUT OF CLASS WITHOUT A HALL PASS and should not take place during the 1st 10 minutes of class.  If a student is sent from one of the offices, that student will have the pass that was given to him/her.  If he/she leaves a room for any other reason, he/she must be issued a hall pass.  Establish from the first day that trips to the restroom and drinking fountain are to be made between classes and NOT DURING CLASS TIME.  The hall pass should be used for EMERGENCY PURPOSES ONLY, AND ONLY ONE STUDENT AT A TIME.   Please be responsible with your pass. 


CLASSROOM AND HALL CONDUCT

Teachers are directly responsible for proper discipline in the classroom and for the conduct of students in the halls around their room.  Teachers must be in the hall before school, between classes and after school.  Do not allow students to loiter in the halls or around doorways.  If another teacher uses your room during your conference period, you should remain at your door until he/she arrives.  Also, you need to return to your room at the end of your conference or lunch period in time to supervise the entry of your class.


CLASSROOM RULES

Be sure that all students in your classes are aware of the rules in your classroom.  It is good policy to involve them in setting your guidelines as it gives them some ownership and responsibility.



LEAVING THE CLASSROOM

Since both Administrative and School Board Policies recognize the importance of constant classroom supervision and control, you must not leave the classroom.  If some emergency arises and you find it necessary to leave the room, please send someone to the office or ask a teacher who may be off that period to step in during the emergency.


CONFERENCE PERIOD

Teachers are reminded that the period without a class is not an off period.  It is a planning period and should be used effectively.  Teachers may leave the building for emergencies only with Mrs. Fox’s permission.  This time is for conferences with administration, parents, students, counselors, etc.  If a teacher leaves the campus during their conference time, we ask that you sign out at the office.  Leaving campus should be for school and not personal reasons. 


FACULTY MEETINGS

The day for meetings will be chosen at the beginning of the year.  An important goal of this administration is constant communication with the faculty.  If no major items are to be covered, the meeting will be short and you will be released.  Attendance will be required at these meetings; it will be considered part of the school day.  Teachers will be responsible for any information covered.  Please note that at times Emergency Meetings will be necessary and attendance will be important


TEAM LEADER/CAMPUS PERFORMANCE OBJECTIVES COUNCIL (CPOC) MEETINGS

Team leader/CPOC meetings will be scheduled throughout the school year to share, receive information and make decisions.  The day and time will be chosen at the beginning of the year.


FACULTY LOUNGE

We are family.  Maintenance and upkeep of the lounge is everyone’s responsibility.  Please help us keep it neat and clean.

HOME CONTACTS

We encourage you to make POSITIVE home contacts throughout the school year.  You are asked to make phone calls, send positive notes and send other certificates each week.  These contacts should be for congratulating, praise, etc.  Keep documentation of all your home contacts through designated phone/home visit logs. 


CAMPUS SAFETY

Some campus regulations are necessary to maintain an atmosphere of learning and to fulfill the school’s responsibility for the welfare of the students.  Campus rules, such as “CLOSED CAMPUS”, no students in the parking area or in parked cars, no smoking and requirement of hall passes are adopted for these purposes.  Since every faculty member directly or indirectly benefits from an orderly campus, the responsibility for campus life is shared by all staff members.  The professional teacher, who turns his head the other way, in full-view of a campus violation, is not fulfilling his contract of employment and is subject to consultation about the matter.  With regard to campus violations, the responsibility of the teacher is to escort the violators to the principal’s office or if that is not feasible, to report the violation.  The school administration will be responsible for following up on the offense.




PERSONAL PROPERTY

Take care in bringing personal property to school.  The school cannot take responsibility for any theft or damage.  Be sure to turn in all money for club activities, fees, etc. every day.  Don’t leave money in your room.  No money should be left inside a desk at any time.  Also, lock your classroom any time you leave.

ABSENCES

Professional Leave

Teachers are to notify the principal of professional leave requests as soon as possible.  Please fill out a Professional Leave Form each time you are out and submit it to secretary

Personal Leave

Every professional employee shall be entitled to take at least two days of personal leave each school year.  Professional personnel will be docked teacher’s substitute salary for each day of personal leave, whether or not a substitute is employed.  Personal leave time will not count against sick leave time.  Persons desiring to take personal leave under this policy should notify the school principal or immediate supervisor as early as possible (preferably a day in advance).  Additional personal leave days with a substitute teacher’s salary dock may be secured if, in the opinion of the superintendent, the leave is of an emergency nature.  If, in the opinion of the superintendent, the additional personal leave days requested is not of an emergency nature, a deduction of the employee’s daily dock rate will be made for each day of absence. Requests for additional personal leaves must be submitted in writing to the superintendent of schools. This policy in not intended to take the place of any other leave time allowed by the district.


Comp Time

There will be NO comp time for any Staff member unless assigned by the Principal.  Comp time will be used the same way a personal day is taken.  This means that there has to be approval of the date ahead of time.  Only with proper request forms will this be allowed by the principal only. 














Sick Leave

State Sick Leave
A state minimum sick leave program consisting of five days per sick leave, with no limit on accumulation and no restrictions on transfer among districts, shall be provided for every person regularly employed in the District.  Each employee may use two sick days as personal business days.  The board shall establish a sick leave plan and shall administer the program to ensure that, other than leave approved as a personal business day; sick leave is used only for:

1) Illness of the employee

2) Illness of a member of employee’s immediate family.

3) Family emergency.

4) Death in the employee’s immediate family.

Local Sick Leave
The district may provide additional sick leave beyond the state minimum sick leave program—six days.

Business Personal Leave
If you have sick leave days available, the District is allowing you five days to take as Business Personal Leave.  


Maternity Leave

A full-time certified employee who becomes pregnant may continue working and do so until the employee’s condition interferes with the performance of regular duties.  The employee shall submit to the Superintendent a request for leave of absence for maternity reasons.  The request must be accompanied by a physician’s statement confirming the employee’s inability to work, the date upon which the employee has requested that the leave begin, and the probable date of the employee’s return.  Upon presentation of a statement of good health signed by her physician following delivery, an employee may resume her duties.  A certified full-time employee covered by the state sick leave program is entitled to utilize accumulated state and local sick leave when leave is granted due to pregnancy.  The employee shall not be removed from the Foundation Program roster until such accumulated leave is exhausted.  Violations of the maternity policy shall be recorded on the employee’s evaluation form. Personnel shall be required to perform all their duties regardless of and without consideration of their condition, and that, if unable to perform their duties, they will be required to request a temporary disability leave for maternity reasons.




WHAT TO DO IN CASE OF EMERGENCY ILLNESS

If for any reason you cannot make it to school and have not made prior arrangements in the office, be sure to call the person in charge of getting a substitute for you.  
JURY DUTY

Jury service may be performed by employees of the District if the service is mandatory or if the employee chooses to serve.  The employee shall receive full pay for the days missed for jury duty. Money received for jury duty in any court in Hidalgo County shall be retained by the employee.


PREPARE FOR SUBSTITUTE TEACHERS

It’s a rare teacher who doesn’t miss a day or so of school during the year.  Whether you know days in advance that you will be absent, or whether you get sick during the night, you owe it to your students and to your replacement to leave a situation he/she can step into easily.  The substitute teacher is a versatile person, but his/her effectiveness is lowered every time something unexpected arises that could have been foreseen or prevented.  Discuss substitute teachers with your students early in the year.  Emphasize the necessity for adhering to established routines on days when you are absent.  If you have a scheduled student helper each day, include special duties for him/her on the days a substitute is in the room.  The helper could be responsible for taking roll and other routine duties you might normally do yourself.  Days when you are absent are days that students can use to discover how far along they have gone in the development of self-discipline, how well they can carry on without your physical presence and how courteous they can be to someone who has taken on the difficult assignment of filling-in for you with little notice.  
If you know several days in advance that you will be absent, adjust your scheduled work so that much of the day’s work can be done with little guidance from the teacher.  Review lessons, individual and group project work periods, tests, and one-day projects are easiest for a substitute to handle.  Invite your substitute to sit in your class the afternoon before so you can introduce him/her to your class, and discuss the next day’s work after school.  Adjust your schedule to take advantage of your substitute.
Most absences can’t be predicted in advance; therefore, you should always consider the possibility, when you leave in the afternoon that you might not be back in the morning.  You might be able to decipher chicken tracks in your plan book, but can a substitute?
Lesson plans should be visible on your desks and easy to understand.  Worksheets and/or handouts should be run off in advance.  Not doing this, could create chaos in your class resulting in student misbehavior.  











LATE ENTRIES
If a student transfers from another school during the semester, his withdrawal grade will serve as the class average at the time of entry.  If this withdrawal information does not include withdrawal grades, the student’s grades will begin from the date of entry at Liberty Middle School

REPORT CARDS

Report cards will be issued every six weeks, and all grades will be given a numerical value.  A student entering late to receive a grade for any reporting period will be issued report cards the following reporting period.  If a student is in school for two weeks during a grade-reporting period, the student must receive a grade.

GRADING SYSTEM

The purpose of grading is to communicate directly to students the extent to which they have demonstrated both mastery of the Texas Essential Knowledge and Skills (TEKS) of a course and mastery of concepts and skills above the TEKS.
Students appreciate guidance at the beginning of every semester regarding the way in which you grade.  You should give students informative papers which answer questions they most surely have in their minds as soon as they come into the classroom the first week of school:

1) What will we be doing/learning in this class?

2)  On what kinds of things do you base grades?

3)  How many major tests will we have?

4)  Do you give pop quizzes?

5)  Will there be a term paper?  If so, how long will it be?

6)  Will we have homework?

7)  How much weight is given to tests, to homework, to term papers?

8)  What will happen if I turn in a late paper?

9)  Are you available for help if I need it?


Communicating early can save you many questions and concerns as the semester draws to a close.

LIBERTY MIDDLE SCHOOL GRADING SYSTEM
The grading system for the Pharr-San Juan-Alamo Schools shall be on a numerical scale with the lowest passing grade at 70.  The numerical grades shall be transposed into letter grades in the following manner:
					A = 90 to 100
					B = 80 to 89
					C = 75 to 79
 					D = 70 to 74 
					F = 69 or below
In the secondary schools of the district, “D” shall extend credit for the course.


SIX WEEKS GRADE AVERAGING

	The following standard for averaging 6 weeks grades will be followed in 6th, 7th and 8th grade:
· Each student should have a minimum of 10 daily grades.
· Ensure every student has a minimum of 2 weekly grades.
· Quizzes, assignments and notebooks are considered daily grades.
· Homework can count as only 1 of the 10 daily grades.
· Each student should have at least 2 major test grades.
· Major test grades include unit evaluations, major projects based on clearly defined criteria, performances, etc.
· Six weeks exams are optional.  If given, they shall have the same weight as other major test grades.

Weight of daily work and major test:

Daily work will count 80%, homework 10%, and test grades will count 10%.


HIGH SCHOOL CREDIT GRADING SYSTEM

	In high school credit courses, mastery for the reporting period will be measured by averaging student work in accordance with the following guidelines:
		Tests:				40% (At least two per reporting period)
		Quizzes:			15% (At least two per reporting period)
		Classwork/Homework:	20% (At least six per reporting period)
		Projects			10% (At least one per reporting period
		Six-Week Exam		15% (One per reporting period)


PROGRESS REPORTS

At the end of the third week of each six weeks period, teachers shall send a progress report to parents of all students. If the student begins to fail after the third week of any six weeks period, teachers shall be expected to contact the parents by telephone or personal note.  These contacts need to be logged.
A student failing a course is a hard event to justify to a parent when the parent has never received a notice of failing or near failing work being done by that student.  While it is easy to shrug this off with the saying, “The student knew he/she was failing; he/she wasn’t doing his work,” is not consistent with our purpose which is to make every effort to help the students.
Teachers will be asked to turn in documentation on the students that failed and must list three interventions they will use to help the students improve.


HONOR ROLL

All “A” Honor Roll
A student must make 90 or above in all his/her subject areas.

“A and B” Honor Roll
A student must make more A’s than B’s in all his/her subject areas.

ATTENDANCE REPORTING

Funds to operate our school come mainly from the state of Texas based on the current AVERAGE DAILY ATTENDANCE.  It is imperative that teachers report accurately every student absence.  All teachers must record the absences during every class period on the computer (TAC) and/or their grade books.  Teachers should print the absences or keep a manual record throughout the year; this is to be turned in at the end of the school year.  A computerized attendance sheet/folder will be used as needed; it should be returned to the attendance office promptly after roll call.












PROMOTION

To be promoted from one grade level to the next, a student shall attain an overall average of 70 or above for the year in all courses taken.  The overall average shall be derived by averaging the final numerical score for all courses taken.  In addition, students shall attain an average of 70 or above in three of the four core academic areas:
1) Language Arts (including reading improvement if required)

2) Mathematics

3) Social Studies

4) Science

Campus assignment shall be at the discretion of the Principal in the event a student passes some, but not all, courses in the eighth grade.
The parent or guardian of each student who has not successfully completed a subject or course for any semester shall be notified by the District as soon as practical of any summer program available in the District that may permit the student to complete successfully the failed subjects or courses.

RETENTION

No student may be retained more than one time in grades 5 through 8.
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2024-2025 Progress Report and Report Card Schedule
SIX WEEKS Reporting Period
	First Six Weeks
	August 26,2024 – October 4, 2024 (30 Inst. Days)

	Second Six Weeks
	October 7, 2024 – Nov. 8, 2024 (24 Inst. Days)

	Third Six Weeks
	Nov. 11, 2024 – December 20, 2024 (25 Inst. Days)

	Fourth Six Weeks
	January 7, 2025 – February 21, 2025 (33 Inst. Days)

	Fifth Six Weeks
	February 24, 2025 – April 17, 2025 (34 Inst. Days)

	Sixth Six Weeks
	April 21, 2025 – June 6, 2025 (34 Inst. Days)



                    Progress Reports and Report Cards will be distributed on the following Wednesday after the end of the reporting period. 

Progress Report Schedule
(3-week schedule)
	ENDING DATES
	SEND HOME DATES

	September 13, 2024
	September 18], 2024

	October 25, 2024
	October 30, 2024

	December 6, 2024
	December 11, 2024

	January 24, 2025
	January 29, 2025

	March 14, 2025
	March 26, 2025

	May 9, 2025
	May 14, 2025



Report Card Schedule
(6-week schedule)
	ENDING DATES
	SEND HOME DATES

	October 4, 2024
	October 9, 2024

	November 8, 2024
	November 13, 2024

	December 20, 2024
	January 8, 2025

	February 21, 2025
	February 26, 2025

	April 17, 2025
	April 23, 2025

	June 6, 2025
	June 6, 2025



TEXTBOOK PROCEDURE

1) The total number of books checked out will be the responsibility of each teacher during the school year.  The teacher will be held accountable for his total count.

2) Be sure to add to your total any number of additional textbooks that are requested and received.  No books should be returned to the book room without first clearing it with Mr. Miguel Salinas.  Forms for requesting books are available in the office.  

3) The teacher will write (in ink) the student’s name, the teacher’s name and the year in the front of the book.

4) Each teacher that issues books to students will use the “Student Textbook Number Sheet” to record the student’s name and book number.  Do not lose these Sheets.   Also, enter these book numbers in your grade books. 

5) Subject area teachers should give students their book number when they lose their book.  If a student cannot find his/her book, give him/her the book price and send him/her to the office to pay for the book.  We will issue the student and teacher a paid receipt.  Teachers, keep your receipts for accountability and book reassurance purposes.

6) Do not sign “cleared” on a withdrawal slip unless you have checked in or received a paid receipt.  The counselor will record all withdrawal slips not cleared.

7) Take up a student’s textbook before you sign a schedule change form.  Receiving teachers should not accept a schedule unless the releasing teacher has signed the schedule change form.

8) Periodically, check to see that students keep their books covered.

9) It is important and necessary that book checks be made every six weeks.

10) At the end of the school year, textbooks, receipts and not clear drops should add up to the total number of books assigned or checked out to you.  If not, the teacher will be responsible for the balance.

11) No book will be accepted with an altered number or without a number.

12) All teacher editions should be returned to the team leader or Mr. Miguel Salinas if you leave our staff; you may be charged for editions not returned.






BOOKKEEPING AND FINANCIAL REGULATIONS

When a student has to pay for textbooks or other items, he should pay the secretary/bookkeeper and get a receipt.  This receipt should be shown to the teacher in order to get another book, etc.  Teachers must keep their copy of textbook receipts until check out time at the end of the year.  The office is not responsible for money left unattended by staff on the secretary’s desk.  Deposits must be made by an adult—not students.  The money has to be counted, wrapped and given to the secretary.  Deposits should be made before 12:00 P.M. to allow the principal to make the bank deposit on time.































TEAMING CONCEPT
The teaming concept has proven to be a latchkey to success with middle school
youngsters.  The expectation is that together, as a family, the teams collaborate and make decisions in the areas of discipline, homework studies, parent/student conferences, grades, conduct, attendance and scheduling.  In addition, the teaming concept affords teachers an excellent vehicle to becoming viable team players.  Each team member must give 100% participation to all team activities.

Teaming:
· is an instructional organization, in which several teachers pull their resources,
interests, expertise and knowledge of students and jointly take the responsibility
for meeting a significant part of the instructional needs of the same group of 
students.

· offers support and aid in attempts to provide better instruction and classroom 
management.

· allows for wider use of expertise and the special talents of different teachers.

· gives students and teachers the feeling of belonging to a small group which has 
common goals and whose members are supportive of each other.

· requires a common group of students who are assigned to a common group of
 teachers who share a common planning time.

· improves school discipline and student behavior.

· holds the instructional program together on a day-to-day operational basis.

· results in a more productive classroom/school environment.  It has potential 
for dealing with affective areas (human relations, responsibility, citizenship, etc.) 
in which middle school students have needs.

· permits the correlation of subject matter content and concepts through planned 
repetition and reinforcement.

· provides the opportunity to share ideas, plans, student information and 
classroom observations a provides opportunity for students to be competitive in areas that promote 
high levels of academic learning.


COMMON PLANNING TIME GUIDELINES

Our expectation is that all teachers utilize their planning periods to maximize time to coordinate the total educational program. Teachers must meet in Room 300.  Please ensure these guidelines are followed:

1) Does your team work from an organized agenda?

2) Do team members have specific responsibilities?

3) Do you coordinate homework assignments?

4) Do you coordinate test assignments?

5) Do your team members participate in all activities?

6) Do you change grouping patterns?

7) Do you give each other tips on classroom management?

8) Do you record your team meetings?

9) Do you invite specialists to your meetings?

10) Do you visit your students when they are in an elective class?

11) Do you brainstorm interdisciplinary units?

12) Does each member have time to talk about his or her subject goals?

13) Do you develop team policies together?

14) Do you do reports together?

15) Do you invite parents to your sessions?

16) Do you handle disciplinary problems together?

17) Do you invite administrators to your sessions?

18) Do you invite counselors to your sessions?





LIBERTY MIDDLE SCHOOL
UNIFORM POLICY

 	Basically, the control of student grooming is a parental matter; however, it is essential that some school rules exist so that the learning atmosphere will not be disrupted by fads that may lead to disruptions and distractions.
	
The policy governing campus dress and groom shall be enforced uniformly and fairly by the faculty and administration.  It shall be the responsibility of the professional staff to determine the appropriateness of proper dress for school occasions.
	The District prohibits pictures, emblems or writings on clothing that:

1) Are lewd, offensive, vulgar or obscene.

2) Advertise or depict tobacco products, alcoholic beverages, drugs or any other substance prohibited under FNCF (L).

Students should abide by the mandatory uniform policy as follows:
· 6th grade will wear a BLUE T-shirt with LMS logo 
7th grade will wear a GRAY T-shirt with LMS logo
8th grade will wear a RED T-shirt with LMS logo
· Only white undershirts are allowed, shirt must be tucked in unless the shirt is not longer than the wrist
Shirts that are too large or long will not be allowed.  Students must wear their size 
of shirt.
· Only blue denim fitted jeans, pants, “knee-length” shorts will be allowed, as well as blue denim capri pants or “knee-length” skirts for the girls (No writings or designs of any kind allowed) Clothing that is torn, too baggy or more than 2 sizes too large will not be allowed.  Pants/trousers and shorts must be worn to the waist.
· Shirts shall be worn inside jeans, slacks, shorts, or skirts, unless the shirt itself is not longer than the wrist length.
· Shirts that do not cover the stomach area or midriff will not be allowed.
· Clothing that is torn, ripped, frayed, or cut on or above the knee is prohibited
· Girls shall wear appropriate undergarments which should not be visible.
· Long overcoats during warm weather, bandanas, any head gear (hats, caps, etc.) and sunglasses are prohibited.  Earrings or studs for boys are also prohibited.  Body piercing or body clips on males and females is not allowed.   
· Footwear shall be worn to school. Shoes with metal taps or noise-making devices are prohibited.  No flip-flop type sandals are allowed.
· Over-sized buckles and belts; chain or metal belts; chains on wallets; inappropriate lettering on belts or buckles; and stripes, checks, or designs on belts are prohibited
· Hair must be clean and neatly combed.  Boys’ hair shall not extend beyond the bottom of the collar.  Spiky hairstyles, including mohawks, hair tails, shaved designs, letters and numbers are prohibited. Administrator will determine if hair 141170 is disruptive or distracting to the learning environment. Sideburns shall not extend beyond the bottom of the earlobe.  Mustaches shall be neatly trimmed.  Beards are not permitted. 

The uniform policy is mandatory and students must wear the required uniform.  If the principal or assistant principal determines that a student’s grooming violates the uniform policy, the student shall be given an opportunity to correct the problem at school. If not corrected, the student shall be assigned to Team Detention for the remainder of the day or until a parent or designee brings an acceptable change of clothing to the school.
Repeated offenses may result in more serious disciplinary action.  Appropriate discipline procedures shall be followed in all cases.




STAFF DRESS CODE (see board policy for updates)
Monday        	 Professional Dress
Tuesday       	 Professional Dress
Wednesday	Professional Dress
Thursday      	 Professional Dress
Friday         	Team shirt/High School shirt, College shirt, Centennial shirt, or School shirt w/blue jeans (not torn, not faded, no hipsters) 
Please note that we will order shirts that you can wear everyday with slacks.
Employees shall act as role models by exemplifying the highest standards of professional appearance for the educational purposes of teaching community values, proper grooming and hygiene.  Therefore, the dress and grooming of District employees shall be in a manner appropriate for their positions and in accordance with the following standards:

1) Employees shall be properly attired with regard to their specific teaching/work assignments.

2) Employees’ hair should be clean, neatly trimmed and well groomed.  Moustaches and beards are to be neatly trimmed.

3) Use of jewelry that requires body piercing, other than earrings on women, shall not be permitted.

4) Clothing or jewelry with symbols, phrases or slogans advertising tobacco products, alcohol products or any controlled substance shall not be permitted.

5) Knee-length shorts or any other items of clothing resembling shorts shall not be permitted except for field trips, field days, teacher workdays or special events such as “Spirit Days”, as sanctioned by the principal/supervisor.

6) Head coverings such as hats, caps or the like shall not be worn inside any building.

7) Female employees shall not wear the following types of clothing:  halter tops, bare midriffs, cropped tops, and any attire with bare backs, low-cut necklines and any transparen141170

8) 14t clothing.  The hemlines or slits of in skirts or dresses shall be not shorter than two inches above the knee.

9) Leg warmers, warm-ups and leggings shall not be permitted.

10) Adult volunteers, substitutes, student teachers or interns working with the District shall follow the personnel dress code as well.

11) Tattoos must not be visible


12) Any item of clothing or jewelry that attracts unfavorable attention or causes comments that would disrupt classroom instruction is in violation of this section of the dress code.  The sole discretion of determining whether or not any of these items would attract unfavorable attention or be disruptive shall rest with the building principal/department supervisor.



EMPLOYEE STANDARD OF CONDUCT
SETTING AN EXAMPLE
“A picture paints a thousand words.”
“A child learns from examples.”

As a professional, you should set the professional example.  If we require something from someone, we should set the example.	

1) Respectful with others
2) Proper language—proper conversations
3) Not being late to class
4) Dress
5) Neatness—school work, desk, grade books
6) Not sitting on top of tables or desks
7) Not drinking soft drinks in the classroom while students watch … especially during duties.

Do not place yourself in a position where parents will come in to complain about your 
language and your unethical conversations in class.














SUSPENSION AND EXPULSION OF STUDENTS

Students in the Pharr-San Juan-Alamo schools are expected to conduct themselves as acceptable members of society.  Regular attendance in school, politeness in conduct, serious application to school work, due consideration of the rights of others are measures of culture and refinement and are standards which our students are required to meet.
Any student known to unlawfully have controlled substances and/or dangerous drugs, as defined by the laws of the State of Texas or known to be under the influences thereof while in school or while participating in school sponsored activity will be suspended from school.  
If a student’s presence in school adversely affects the welfare of the school and the best interests of the other students, he will be expelled from school.  Any student known to have in his possession or known to have used tobacco in any form, either while participating in a school sponsored activity may be suspended from school.
Any student who shall be insubordinate, disorderly, vicious or immoral in conduct or who persistently violates the reasonable rules and regulations of the school he attends or who otherwise persistently misbehaves therein so as to render himself an incorrigible, will be suspended from school.
The principal shall suspend students for a period not to exceed six school days per semester.  If in the opinion of the principal, the student should be suspended for a longer period of time or expelled, he shall send his recommendations to the superintendent for consideration by the School Board.
If a student is suspended, the student’s absence shall be an excused absence if the student satisfactorily completes the assignments for the period of suspension within a reasonable time determined by the district.  A district may impose a grade adjustment on the work made up by a student who has been suspended.

PREVENTIVE MEASURE OF DISCIPLINE

Two principles are basic in any program of discipline.  One, “an ounce of prevention is better than a full office of students”.  Secondly, “positive rewards strengthen positive behavior”.
Since the teacher is primarily responsible for discipline in the classroom, the teacher must have not only the responsibility of discipline but also, the authority to control privileges.  This balance of responsibility and authority may be achieved through extending privileges to students on the basis that they are mature young adults who are capable of self-discipline and the proper use of free time.
The procedure works on the assumption that every student in the middle school is capable of proper behavior and self-discipline; he had privileges accordingly.  However, when a student demonstrates that he is unable to exhibit self-control and discipline to the degree that classes may function normally, then he must have someone else determine when, where and how he is to spend his time.  He must be treated as a child, not as a young adult.  His freedom is directly related to his demonstration of self-discipline.  When self-discipline fails, coerced discipline is required.  Another assumption in this same procedure is that every teacher will plan and carefully fulfill his teaching assignment.  The teacher will be responsible for providing an atmosphere of purposeful learning which will minimize the possibilities of offensive behavior by students.  The teacher may be both the key to preventive, as well as corrective, discipline.  The personal maturity and professional effectiveness of the teacher are assumed in this program of discipline.  Well-planned, interesting lessons with a lot of relevant questioning, will keep discipline problems to a minimum.






IMPORTANCE OF ANECDOTAL RECORDS
Any classroom or campus violation, which leads to some disciplinary action, is important enough to require a written record.  Anecdotal records of specific infractions should be made consistently to provide the proper information for any comprehensive program of correction or discipline.  If it is not important enough to be put in writing, then it is not important enough to be called an offense.  Records of accumulated offenses will be the very basis of administrative action toward habitual offenders.  Proper records will facilitate corrective conferences aimed at improved self-discipline; they will also protect the teacher, administration and School Board from unfounded criticism should a student be expelled. 


INCIDENT INTERVENTION PROTOCOL

MAJOR INFRACTION
1. Write Office Referral
2. Administration Determines Consequences
3. Incident Consequences
a. Administration / Student Conference
b. Administration / Student / Parent Conference
c. Refer to Rethinking Cohort
d. Refer to Guidance
e. Detention / Afterschool / Lunch
f. Parent Shadow student
g. OSS
h. DAEP
i. JJAEP

MINOR INFRACTION
1. 1ST Incident – Verbal Warning
2. 2nd Incident – Discipline Management Report / Student / Teacher Conference
3. 3rd Incident – Discipline Management Report / Student / Team Conference
4. 4th Incident – Discipline Management Report / Student / Team / Parent Conference
5. 5th Incident – Refer to Counselor
6. 6th Incident – Write Office Pre-Referral / Referral








COUNSELORS
The counselors represent a strong line of communication between the teacher and pupil, and between home and the school.  Teachers will find a wealth of information from working closely with the counselors and from a study of the cumulative folders kept in file in the counselors’ office.  This information, however, must be handled confidentially, and the counselors will help you use this information discretely.  
Students with special needs or potential problems are encouraged to see the counselors.  Teachers should feel free to refer discipline students to the counselor for guidance.
Students may make appointments by making arrangements with the counselors’ secretary ahead of time.  This must be done, however, at other than class time except in cases of emergency.  The counselor will then send a slip to the teacher requesting the student to come to the counselor’s office at the most appropriate time.
Counselors are available for class presentations at teacher’s request.  I am highly recommending that all teachers take part in involving the Counselors in their classrooms.  Please see them ahead of time to make arrangements.

NURSE
We have a school nurse on duty all day.  The nurse is not an attendance officer.  Her duties will be to act as consultant to the teachers about the health of the students.  She may be asked to discuss certain touchy subjects with the students, look in on bed patients and do leg work between teachers, doctors and parents.  Teachers should be on the constant alert for any symptoms in a student that may be endangering their or other students’ welfare.  Report any unusual symptoms.  If you are sending a student to see the nurse, a NURSE REFERRAL must accompany the student.  The nurse will provide you with a referral, and you will have to make copies.




















SCHOOL LIBRARY:  POLICIES AND PROCEDURES

Hours and Attendance
	The Liberty Middle School Library will be open from 7:15 A.M. to 3:45 P.M. each school day.  On occasion, the library may be closed and a notice will be given to the teachers and students.
	During regular class periods, a student must present a hall pass to library staff in order to enter the library.  During this time, they may check out books, do research or work on special assignments.

Class Visits
	The following procedures will be followed when scheduling classes:
1) Classes scheduled into the library will have first priority for its use.  Teachers may reserve the library by making arrangements with the librarian who checks the calendar and enters the scheduled date and periods
2) Teachers must accompany their classes to the library and stay with them throughout their library period.  Since the library period is an extension of the classroom, it is intended to be a part of the curriculum.  Therefore, for effective library use, the teacher is responsible for providing a definite objective relating to the class work when scheduling a library period.  Also, teachers are not to grade papers, work on lesson plans or any other kind of paperwork while in the library as they are responsible for their class discipline.  
3) If the service is requested, the librarian will suggest supplemental books and materials for teaching units.  Teachers may put materials on reserve for the purposes of a class visit.  
4) If a library period is missed due to a scheduled field trip, a holiday, test taking or a scheduled teacher's meeting in the library, the missed library period will not be made up.  However, teachers may reschedule to use the library on the first available period.
Pass Slip System
Teachers, going to the library should be a happy experience for students; therefore, sending students to the library for study hall detention or sending students to the library as punishment should not be practiced.
When sending students to work in a group, no more than 3 students should be sent in at one time.  More than 5 students must be accompanied by an instructional assistant.  Students should have an assignment to work on.
Audio-Visual Materials
Teachers are urged to make use of our audio-visual material which can enhance presentation to the students.  These aids are not a “cure all” to easy teaching, but properly used are an invaluable enrichment to the subject being presented.  Plan your use of videos and equipment well ahead to assure full utilization of the cooperative video library as well as the school owned equipment.
Movies, videos, etc. must be cleared through the office before showing them to the students.  You must get a TV/VCR REQUEST FORM from the library and take it to the office to get it cleared.  Parents should be informed ahead of time if any material is to be presented which is not for general audiences.
Audio-Visual Equipment
The audio-visual equipment will be stored in the library.  All A-V equipment will be checked out prior to it being used.  A sign-out sheet will be provided, and all teachers will sign up for items desired.  Return all A-V equipment to its storage upon completion of its use.  Teachers having signed up for A-V equipment will have priority over one who is not signed up.  Please do not send students to transport equipment for you.  Report to the library any A-V equipment not functioning properly, so that it may be repaired.  Also, please place a note on the equipment indicating “Out of Order”.  Teachers needing information should contact the librarian. 
Loan of Materials	
Teachers and students may check out 2 books for two weeks.  A student should not have more than 2 books out at any one time.  Due dates will be stamped inside the book cover of each book. Video tapes may be checked out for 2-3 days.  Other A-V materials may be checked out for a week.  It is best to return materials to the library as soon as you are through using them to avoid losses.


CUSTODIAL STAFF

All work requiring the use of the custodians is to be requested through Mr. Miguel Salinas.  In a school this size, it is always necessary to schedule the work of custodians with preference for the immediate need.  
If your classroom is not consistently clean, please inform Mr. Miguel Salinas who will inform Mr. Luis Adame (Head Custodian).


FIRE DRILL OR EMERGENCY BELLS  

	Fire drills are conducted for two purposes:
1) To train occupants to leave the building orderly and quickly in case of an emergency.
2) To teach self-control in times of emergencies.

Fire drills will be conducted at least once a month.  	
Pupils must:
Walk. – Not run.
Be quick. – Not talk.
Keep calm – Not push.

	Military discipline is essential in order to accomplish these aims.

Fire Alarm will be pulled (Fire Dept., Argus Security, Mr. Romeo Garza w/ Safety Dept. and Arianna Vasquez will be notified)—Fire Drill or Emergency
			   March out of building to a safe distance in an orderly manner.
		1 bell—Halt
			  Stand in line, where you are.  Do not talk; listen for further instructions.

		2 bells—Return
			   March back into the building in an orderly manner.

	A school plan showing exits should be posted in your room.  Be sure your pupils are familiar with the directions and procedures given pertaining to your particular room.  All fire drills will be spontaneous.


PHASE CODES

PHASE 1 – Secure all gates and doors leading into campus. Only one entry and exit point into the campus.  Assign someone to investigate. Call campus security to dispatch security personnel to assist.
School continues to operate normally.

PHASE 2 – Secure all gates and doors leading into the campus.  Call 911 if law enforcement is not on scene.  Call campus security to dispatch security personnel to assist.  No one is allowed out of the campus.  Student and teachers are not allowed to leave their classrooms until the all clear is given

	PHASE 3 – Order and immediate school “LOCKDOWN”
Secure all gates and doors leading into the campus. No one is allowed to leave classrooms. Lights turned off in classrooms.  Classrooms are locked.  Students and teacher take cover. Call 911 if law enforcement is not on scene.  Call campus security to dispatch security personnel to assist.

SCHEDULING ACTIVITIES ON CALENDAR
Use of cafeteria, gym and building

Due to heavy demand on our school facilities for use by school and community alike, it is necessary that we keep an accurate record of dates that are in use.  See Mrs. Vanessa Ayala to be sure that the function is posted on this calendar.  All school activities must be on the calendar well in advance of the date they are to take place.  Fund raising activities must be cleared by the principal.  No clubs are to be formed without principal approval.


SCHOOL PARTIES

There shall be “NO PARTIES” only for the sake of celebration.  Any “special” time/food/music must be related to the Texas Essential Knowledge and Skills (TEKS) for a course, and must have administration approval.  If a “special” event is approved:

a)  noise should be kept to a minimum;

b) no food/drinks/materials from the event should leave the classroom;

c) the room should be cleaned-up, so as not to place a burden on our custodians.

Teachers violating the above will no longer receive approval for any “special” activities.

SMOKING

Smoking is prohibited by state law on any school campus.  This includes the parking lot or any place else on campus.

INTERSCHOLASTIC LEAGUE COMPETITION

In order for a student to take part in any UIL contest or event, a student must have passed all subjects the previous 6 weeks reporting period with a grade of no less than 70.  If a student fails to maintain this standard, he or she will NOT BE ELIGIBLE for competition or practice (except for time during accelerated P.E. classes) for a three week period.  If at the end of this 3-week period the student passes all subjects, then he or she will become eligible again, but if the student fails a subject or subjects, he or she will remain ineligible.  A student receiving an “incomplete” for a grading period has a 7-day grace period to complete all work; if this is not done within the 7 days, the student will become ineligible.


BOARD POLICIES

There is a copy of the policies and regulations of the Board of Trustees in Mr. Vela’s office.  This copy can be checked out at any time.  They are also available through our campus website as well as the district website


TEACHER ASSOCIATION

Membership in TSTA, CTA, ATPE and AFT is not mandatory, but imperative if you as a teacher will be providing service to students.  Each organization offers benefits which will protect you while on the job, plus keep you well-informed on new ideas and concepts, as well as financial and legislative laws that affect the teaching profession.




TEACHER JOB DESCRIPTION
Responsible to: Principal
Qualifications: Bachelor’s Degree and certified by the Texas Education Agency
Duties:
1. Planning
a) Plans classroom instruction to meet curriculum standards as set forth by the TEA   
and the PSJA Board of Education
b) Plans and organizes instructional activities to fit the needs of the students
c) Prepares each lesson thoroughly

2.   Teaching Performance
a) Employs a variety of instructional materials and equipment relevant to the lesson  
      objectives and sequence of instruction
b) Provides a classroom environment which fosters security and satisfaction; promotes self-discipline; encourages creativity; develops values and provides opportunity for democratic living

3. Provides for Individual Differences
a) Groups students with the classroom as sees advisable for effective teaching
b) Keeps grouping flexible in order to meet the individual differences and changing needs


4. Classroom Management
a) Discipline within the limits of the Board Policies of PSJA
b) Maintains an environment conducive to learning and provides for the safety and welfare of students 
c) Performs all required student and teacher record keeping tasks such as attendance, grade reporting, etc.

5. Interpersonal Relationships
a) Provides individual guidance to class members as needed
b) Respects the dignity and worth of each class member

6. Effective Evaluation
a) Evaluates lessons effectively
b) Supports the development of improved teaching materials and cooperates in testing and evaluating the latest curriculum ideas
c) Continually evaluates own teaching techniques and procedures and revises accordingly

7. Teacher/Staff Relationship
a) Maintains a workable relationship with all school personnel
b) Notifies the principal as far in advance as possible when it is necessary to be absent
c) Adheres to the Code of Ethics and Standard Practice for Texas Educator
d) Performs special assignments as may be required by the principal to take care of emergencies

8. General School Services
a) Communicates with parents as needed to maintain beneficial relationships
b) Serves on curriculum development and other school-related committees








LESSON PLANS:
WHY ARE THEY NEEDED?

	The tangible product developed as a result of specifying a lesson is the lesson plan.  Lesson plans are to the teacher what drawings, specifications and bills of material are to the furniture builder.  They should be complete enough so that any qualified person can teach from them.  They should not be too brief.  They should include a systematic form and all important components.  There are several practical reasons for including certain details in lesson plans.  

1. Improvement of Preparation.  The lesson provides a well-thought out, detailed plan for conducting a class.  REMEMBER A WELL ORGANIZED, ENGAGING, AND PROPERLY PLANED LESSON WILL DRASTICALLY REDUCE THE CHANCES OF MISBEHAVIOR!!

2. Time.  Keeping up with lesson plans will ensure that you keep up with district time lines and will better prepare students for state exams.  

3. Facilitation of Improvement.  If there is no record of a previous lesson, it is difficult to remember what occurred and to make course improvements.  The lesson plan can help.

4. Ease in Ordering Supplies.  The materials list on the lesson plan facilitates requisitioning equipment and materials.

5. Guide for Substitute Teacher.  Lesson plans enable the substitute teacher to carry on the regular class activities.  Without them, the substitute may be able only to “BABYSIT”.

6. Protection Against Liability.  If the teacher can offer proof that safety procedures are taught in certain classes, it is more difficult to show negligence on the teacher’s part.  A lesson plan, which includes safety content, is one way to help establish such proof.


The Principal will determine the timeline for turning in lesson plans – which is every week.  Turn in lesson plans every Friday to your Department Head.










TIPS FOR WORKING WITH PARENTS

1) Greet parents with a smile and welcoming manner.

2) Speak to parents in the language they prefer.  If you do not know how to speak their language, have someone with you to translate your message.


3) Make it clear to the parents that you are interested in their child’s success.


4) Make it clear to the parents that you accept them as advocates for their child.


5) Use words that are easily understood when possible.


6) Explain terminology that may not be familiar to the parents.


7) Explain your school’s programs or services available to parents and students.


8) Temper difficult messages with positive introductions and conclusions.


9) Try to diffuse potential problems by remaining calm and positive in all communications with the parents.


10) LISTEN to and look at parents when they speak to you.


11) Be open-minded to the parents’ communications with you.


12) Let parents know that you are accessible to them by giving them the time(s) during the school day that you can be reached and the school’s phone number.


13) Minimize interruptions and other distractions when talking with parents.


14) Send positive messages home often.


15) Strive to provide all communications with the home in English and Spanish.


16) Invite parents to visit the school and to participate in parental involvement activities.


17) Use “Open House”, “Meet the Teacher Night” and other parent meetings to give positive and informative messages to parents, leaving discussions on problems with individual students for parent-teacher conferences.











         




 Team E.L.I.T.E.
                                             (Eagle Leaders Inspiring Team Excellence)
      Safe & Civil Schools

Committee Members
· Dr. Michelle Fox , Principal
· Mr. Miguel Salinas, 8th Grade Administrator
· Mrs. Anabelle Jaime, Counselor
· Ms. Eddie Tapia, Advisor
· Mr. Miguel Vargas, 6th Grade Teacher
· Mr. Antonio Monrreal, 7th Grade Teacher
· Mr. Steven Rios, Elective Teacher
· Mr. Alfonso Garza, 8th Grade Teacher
· Mr. Abraham Martinez, 6th Grade Teacher
· Mr. Gabriel Ruiz, Security

                 GOAL
The Campus of Liberty Middle School will increase instructional time by reducing tardiness every passing period and to create a safe and civil environment.
							           Eagle Expectations

	At Liberty Middle School, I will do the following to help myself and others succeed:

· Be Safe
· This means that I walk calmly on the right side, stay in my own personal space, and remain in assigned areas.
· Be Peaceful
· This means that I listen to all staff members as well as my peers.  I will also solve problems respectfully.
· Be Caring
· This means that I use kind words, think of others’ feeling and help others in school, within our community while being globally mindful.
· Be Responsible
· This means that I make good choices that help me learn and do my best work.  I am on-time and prepared for success each day.
· Be Respectful
· This means that I use positive body language, facial expressions, and appropriate tone of voice, I will refrain from vulgar language

Liberty Middle School
Morning and After School Duty
2024-2025

Teachers, you will be expected to report to duty at 7:15 in the morning and immediately after school on your scheduled days.
Everyone will have duty the first day and last week of school (whole week).
If you can’t be at your assigned duty, please have someone cover for you.  This is nonnegotiable; someone must cover your duty station. If do not have someone cover for you, the teacher will be assigned a make up day. 
This year you will have an assigned duty week.  


	7:15- 7:35 AM
	3:25- 3:45 PM

	
6th Grade Teachers report to the cafeteria
7th Grade Teachers report to the gym
8th Grade Teachers report to the cafeteria
Elective Teachers report to the cafeteria and gym
	
6th Grade Teachers report to the front of the school
7th Grade Teachers report to the front of the school
8th Grade Teachers report to the front of the school                                  
Elective Teachers report to the front of the school





	
	














     Liberty Middle School
2024-2025 Duty Roster

*******ALL STAFF MEMBERS ON DUTY Aug. 26, 2024  &  June 6, 2025 *******

	Content
	Duty Week
	1st Round
	2nd Round
	3rd Round
	4th Round
	5th Round

	Science
	Week of…
	Aug.26 – 30
	Oct. 15 – 18
	Nov. 18 - 22
	    Jan. 27 – 31
	April 21 - 25

	Social Studies
	Week of…
	Sept. 2 – 6
	Oct. 21 - 25
	Dec. 16 - 20
	Feb. 3 – 7
	April 28 – May 2

	Math 
	Week of…
	Sept. 9 - 13
	Oct. 28 - Nov.  1
	Jan. 7 – 10
	Feb. 11 - 14
	March 24-28

	ELA
	Week of…
	Sept. 16 - 20
	Nov. 4 -  Nov. 8
	Jan. 13 – 17
	Feb. 17 - 21
	March 31 – Apr. 4

	Math/ELA
	Week of…
	Sept. 23 - 27
	Nov. 11 - 15
	Jan. 20 - 24
	Mar. 10 - 14
	May 5 - 9

	Elective I
	Week of…
	Sept. 30  – Oct. 4
	Dec. 2 - 6
	Feb. 24 - 28
	April 7 - 11
	May 12 – 16

	Electives II
	Week of…
	Oct. 7 - 11
	Dec. 9 - 13
	Mar. 3  - 7
	April 14 - 17
	May 19 - 23

	
	
	 
	 
	 
	 
	 
	 

	
Zone
	Science
	Social Studies
	Math
	ELA
	Electives I
	Math/ ELA
	Electives II

	
1
	Ana Perez
	Robert Peterson
	Estefania Vega
	Abraham Martinez
	Ruth Zamarripa
	Maria Nava
	Dalia Cantu

	
2
	Alejandro Casas
	Jaime Villarreal
	Samantha Esquivel
	Frida De La Garza
	Quentin Donalson
	Cynthia Hinojosa
	Manny Martinez

	
3
	Miguel Vargas
	Esther Zarate
	Ruben Trevino
	Emma Bermudez
	Rigoberto Rodriguez
	Claudia Hernandez
	Maria Martinez

	
4
	Erasmo Teran
	Antonio Monrreal
	Janneth Quintero
	Jacqueline Estrada
	Raven Woods
	Martin Chavez
	   Priscilla Garza

	
5
	Peter De la Garza
	Cynthia Parrao
	Fanny Espinosa
	Deborah Villarreal
	Gerardo Monrreal
	Guadalupe Perez
	Steven Rios

	
6
	Nicole Cavazos
	Alfredo Espinosa
	Marti Gonzalez
	Naudia Hernandez
	Jaime Garza
	Debbie Martinez
	Arturo Rocha

	
7
	Argelia Colby
	Jessica Martinez
	Alfonso Garza
	Samantha Garcia
	San Juanita Rivera
	Rene Cabrera
	Rogelio Garcia

	
8
	Elisama Perez
	Melissa Rodriguez
	Jaime Sloss
	Norma Corpus
	Melissa Ruiz
	Audias Gamez
	Carina Vecchio

	
9
	Dalia Lopez
	Francis Ibarra 
	James Hampton
	Maria Velasco
	
	
	

	
10
	
	
	
	
	
	
	

	
	





D[image: Diagram

Description automatically generated]


	
	Liberty Middle School
Movie Request

Date:_________
Teacher:____________________  Grade:_________  Rm._____
Movie Title:__________________________________________

Educational Objectives:


Connections to TEKS/STAAR:

Follow-up Activities/Assessment:


Approved:_______               Not Approved:________

Administrator’s Signature:____________________  Date:_____
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