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August 2025 WILLI'S | SD February 2026
S M T W Th Fs 2025 - 26 SCHOOL CALEMDMRT W Th B
1 2 226 days August 16 - Augflst3 18 5 B
3 4 5 6 7 8 9 10 9 80 11 121413
10 11 12 {13 14 Phrih6éipals, Campus Secre2@riods, 17 18 12120
1 19 20 22322 Assoc. Princ, MS Dean, HS Reg@i3st2darr5 2B827
2425 26 27 28029 Asst. Athletic Director, Trainer,
31 At hl etic Coord, Strength/
_ Transportation: Dispatcher, Rt. Coordinator
September 2025 Software Spec, Superw slorW Th F S
S M T W Th F S Technol ogy Department, 17 12 3 4 5 @}
-2 3 4 56 District Receptionist, Out r8e 2 13 14
7 8 9 10 111322Xxlerks: A/ P, Energy, CN Fidadafgte,lPay8ol2lp 20
1415 16 17 182019 Secretaries to Directors, 2R®2MBi R 4AL5t s2,88 27
2122 23 24 2B726 Specialists: Communication29 3MWe®ila, State/Fed
2829 30 Comp., Auxillary, Person ub,
_ Payroll Supervisor, District-Level Coordinators,
October 2025 Accountant, Plannindg/ CMn$t W CcTthi ol SIngr ,
S M T W Th F S Asst SpEd Director, Directors, Exlec.2 Mdector s,
1 2 34 20Assistant Superintendent3]1 Supe7i ndt emdd elndt
5 6 7 8 9 1naj} 123 14 15 16817
1213 145 16 17 1} Inservice / Work Days01@1 22 23524
19{20 21 22 2235 24New Teacher Orientatiorn JuR629- R8g 2B 30
2627 28 29 30 31|Campus In-Service: ]
_ Aug 4-12; Oct 13-14 Ma 'y 2026
November 202%an 5-6; Feb 16; Apr 6;] May 26-28 S M
s M T W Th F S 20 »
1 Hol i days 3 4 5 6 7 8
2 3 4 5 6 8 15 Labor Day Septémbéep 13 1216015
9 10 11 12 13514 Fall Break Octob#8 19-20 22322}
1617 18 19 2@221| Thanksgiving Nov 26 24-283®9 24 25
2_27 2B 29 Christmas Break Dec 22 - Jan 2
30 M L King Day
_ Spring Break March Pune 2026
December 20249Good Friday April 3 S M T W Th F
S M T W Th F S Memori al Day May2 25 245 56
1 2 3 4 6 Independence Day JBul 9 4t0h 12 13
7 8 9 10 1113215p 15 16 17 19820
1415 16 17 12019} Incl ement Weather| Day23122 23 24 2B527
2 25 2p 27 Day| # 1 226 St {ff *29 30 May 30 28
2 31 Day # p 226 staff | « I MUSETEKE NonDuty
Codes July 2026
January 2026 8 hour day S M T W Th F S
S M T W Th F S 10 hour day 22.53 4
-2 3 Inservice /Student Hol 6dary 8 a0 11 5
4 5 6 {7 8 19 1- School Holiday (No Work3 14 151761812
1112 13 14 183716 { 9 Wks Begins 20 21922 22325
1 0 21 22223 } 9 Wks Ends/ Early Rplease27 28 29 30281
25 26 27 28 23130 Start/ End Dates _
_ Semester 1 = 81 days August 2026
Semester 2 = 153 days S M T W Th
100 133 1
233 possible work dalyds 23 4 5 6 g
226required work days 9 10 11 12143
7 non-duty days




August 2025

s M T W Th F S

1 2
3 4 5 6 7 8 9
10 11 12 {13 14 15 16
17 19 20 21 22 23
24 25 26 27 28 29 30

|w
—

September 2025

S M T W Th F S
2 3 4 5 6

7 8 9 10 11 12 13 21

14 15 16 17 18 19 20 [l

20 2 23 4 25 26 27

28 29 30

October 2025

S M T W Th F S
1 2 3 4 22 Unpaid Non-Workdays
5 6 7 8 9 10} 11 Labor Day September 1
12 13 14 15 16 - 18 Fall Break October 17
19 {20 21 22 23 24 25 Thanksgiving November 27-28
26 27 28 29 30 31 Christmas Break Dec 25-26 and Jan 1
D |MkingDay January 19
November 2025 Spring Break March 13
S M T W Th F S Good Friday April 3
1 Memorial Day May 25
3 4 5 6 7 8 18 |Independence Day July 3
10 11 12 13 14 15 -
16 17 18 19 22
23 24 25 26 ﬁ 29
30
]
December 2025 Codes
S M T W Th F S Non Work Day
1 2 3 4 5 6 8 hour day
7 8 9 10 11 12 13 21 10 hour day
14 15 16 17 18 19} 20 {1} Reporting Period Begins/Ends
21 22 23 24 i 27 IStart/End Dates
28 29 30 31
]
January 2026 119 146
S M T W F S
ﬁ 2 3
4 5 6 {7 8 9 10 20 248 work days
11 12 13 14 15 16 17 - 13 unpaid, non work days
18 20 21 22 23 24
25 26 27 28 29 30 31
I

WILLIS ISD
2025 -26 SCHOOL CALENDAR

10 260 days August 16 - August 15

Part-Time Custodial Dept

February 2026
S M T W Th F S
3 4 5 6 7
8 9 10 11 12 13 14
20 15 16 17 18 19 20 21
23 24 25 26 27 28

—_
[

March 2026

T W Th F S
4 5 6} 7
11 12 14
18 19 20 21
25 26 27 28

21

[ ]
(3]

{16
23
30

22
29

April 2026
S M T W Th S
1 2 4

21 5 6 7 8 9 10 11

Bl o5 16 17 18

20 21 22 23 24 25
26 27 28 29 30

May 2026
S M T W Th F S

20
Bl: « s 6 7 s

10 11 12 13
17 18 19 20
24 26 27
31

21
28

June 2026
S M T W Th F S
2 3 4 6
9 10 11 13
16 17 18 20
23 24 25 27
30

22

B -

21
28

L

22
29

July 2026
S M T W Th F S
22 1 2 4
- 5 6 7 8 9 11
12 13 14 15 16 18
19 20 21 22 23 25
26 27 28 29 30 31

August 2026
S M T W Th F S
1
10 2 3 4 5 6 7 8

13 14f 15

9 10 11 12




August 2025

WILLIS ISD

February 2026

S M T W Th F s 2025 - 26 SCHOOL CALENDAR S M T W Th F s
) 1 2 3 4 5 6 7
3 4 5 6 7 8 9 10 260 days August 16 - August 15 8§ 9 10 11 12 13 14
10 11 12 {13 14 15 16 20 15 16 17 18 19 20 21
17 19 20 21 22 23 Maintenance Dept 22 23 24 25 26 27 28
24 25 26 27 28 29 30 Facilities Dept. Custodial Dept
31 Trans Mechanics _
] March 2026
September 2025 Holidays M T W Th F S
S M T W Th F S Labor Day September 1} ' 21 1 2 3 4 5 6} 7
- 2 3 4 5 o6 Fall Break October 17 - 8 9 10 11 12 14
7 8 9 10 11 12 13 21]Thanksgiving November 27-28 15 {16 17 18 19 20 21
14 15 16 17 18 19 20 .Christmas Break Dec 25-26 and Jan 1 22 23 24 25 26 27 28
21 22 23 24 25 26 27 M L King Day January 19 29 30 31
28 29 30 Spring Break March 13 D
_ Good Friday April 3 April 2026
October 2025 Memorial Day May 25 S M T W Th F S
S M T W Th F S Independence Day July 3 1 2 - 4
1 2 3 4 22 21 5 6 7 8 9 10 11
5 6 7 8 9 100 11 Unpaid Holidays 112 13 1415 16 17 18
12 13 14 15 16 - 18 19 20 21 22 23 24 25
19 {20 21 22 23 24 25 26 27 28 29 30
26 27 28 29 30 31 _
_ Inclement Weather Days May 2026
November 2025 Day # 1 260 Staff * May 30 S M T W Th F S
S M T W Th F S Day #2 260 Staff * Must take Leave] | 20 1 2
1 13 4 5 6 7 8 9
2 3 4 5 6 7 8 18 Codes 10 11 12 13 14 15 16
9 10 11 12 13 14 15 Paid Holiday (No Work) 17 18 19 20 21 22} 23
16 17 18 19 20 21 22 Unpaid Holiday (No Work) 24 - 26 27 28 29 30%
23 24 25 26 29 8 hour day 31
30 10 hour day ]
D e o wksBegins June 2026
December 2025 } 9 Wks Ends/Early Release S M T W Th F S
S M T W Th F S IStart/End Dates 22 1 2 3 4 5 6
1 2 3 4 5 6 7 8 9 10 11 12 13
7 8 9 10 11 12 13 21 14 15 16 17 18 19 20
14 15 16 17 18 19} 20 . 21 22 23 24 25 26 27
21 22 23 24 - 27 28 29 30
28 29 30 31 ]
] July 2026
January 2026 S M T W Th F S
S M T W Th F S 22 1 2 4
- 2 3 - 5.6 7 8 9 10 11
4 5 6 {7 8 9 10 20 12 13 14 15 16 17 18
11 12 13 14 15 16 17 . 1920 21 22 23 24 25
18 20 21 22 23 24 26 27 28 29 30 31
25 26 27 28 29 30 31 _
_ 248 work days August 2026
12 paid holiday days S M T W Th F S
260 total days 1
10 2 3 4 5 6 7 8
9 10 11 12 13 15

120

140



August 2025

S M T W Th F S
1 2
3 4 5 6 7 8 9 |13
10 11 12 {13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
31
. 1
September 2025
S M T W Th F S
2 3 4 5 6
7 8 9 10 11 12 13 21
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30
October 2025
S M T W Th F S
1 2 3 4 18
5 6 7 8 9 11
19 {20 21 22 23 24 25
26 27 28 29 30 31
November 2025
S M T W Th F S
1
2 3 4 5 6 7 8 15
9 10 11 12 13 14 15
16 17 18 19 20 21 22
» B DR »

30

December 2025

S M T W Th F S
1 2 3 4 5 6
7 8 9 10 11 12 13
14 15 16 17 18 20
21 27

28

15

WILLIS ISD
2025 -26 SCHOOL CALENDAR

August 13 - May 22
Substitute
Holidays
Labor Day September 1
Fall Break October 15-17
Thanksgiving November 24-28
Christmas Break Dec 22 - Jan 2
M L King Day January 19
Spring Break March 9-13
Good Friday April 3
Memorial Day May 25
Codes
Inservice Day (No Work)

- School Holiday (No Work)
{1} Reporting Period Begins/Ends

Student Early Release - 2 hours

Semester 1 = 82 days

Semester 2 = 89 days

82 89

January 2026

S M T W Th F S
XD

17 4 CDEO 7 8 9 10
11 12 13 14 15 16 17

18 20 21 22 23 24

25 26 27 28 29 30 31

February 2026
S M T W Th F S
1 2 3 4 5 6 7
8 9

10 11 12 13 14
19 15 ® 17 18 19 20 21
2 23 24 25 26 27 28

March 2026
M T W Th F S
7 1 2 3 4 5 7
14
15 {16 17 18 19 20 21
22 23 24 25 2 27 28
20 30 31
]
April 2026
S M T W Th F S
1 2 4
20 s 7 8 9 10 11
2 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30
May 2026
S M T W Th F S
16 1 2
3 4 5 6 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 23

June 2026
S M T W Th F S
1 2 3 4 5 6
7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30




WILLIS ISD
PAYROLL HANDBOOK SCHEDULE

2025-2026
MONTH PAY PAY
DAY DATE
September-25 Friday August 29, 2025
Monday September 15, 2025
October-25 Wednesday October 1, 2025
Wednesday October 15, 2025
November-25 Friday October 31, 2025
Friday November 14, 2025
December-25 Monday December 1, 2025
Monday December 15, 2025
January-26 Thursday January 1, 2026
Thursday January 15, 2026
February-26 Friday January 30, 2026
Friday February 13, 2026
March-26 Friday February 27, 2026
Friday March 13, 2026
April-26 Wednesday April 1, 2026
Wednesday April 15, 2026
May-26 Friday May 1, 2026
Friday May 15, 2026
June-26 Monday June 1, 2026
Monday June 15, 2026
July-26 Wednesday July 1, 2026
Wednesday July 15, 2026
August-26 Friday July 31, 2026
Friday August 14, 2026

1/1/26 BANK WILL POST DAY BEFORE THE FEDERAL HOLIDAY
DENOTES PAY DAY OCCURS ON DATE OTHER THAN THE 1st or 15th

Supplemental & Substitute Pay:

Days Worked from the 1st thru the 15th of the month are paid on the 1st

of the following month.

Days Worked from the 16th thru the end of the month are paid on the 15th of the following month.

A5



Willis ISD Human Resources

612 N. Campbell, Willis, TX, 77378
Phone 936.856.1215 Fax 936.856.1338

EMPLOYEE COMPLAINT FORM - LEVEL ONE

To file a formal complaint, please fill out this form completely and submit it by hand delivery, by
electronic communication including email and fax, or by U.S. mail to the appropriate administrator
within the time established in DGBA (LOCAL). All complaints will be heard in accordance with DGBA
(LEGAL) and (LOCAL) or any exceptions outlined therein.

Name

Address

Telephone

Position Campus/Department

If you will be represented in voicing your complaint, please identify the person representing you.

Name

Address

Telephone

Please describe the decision or circumstances causing your complaint (give specific factual details.

What was the date of the decision or circumstances causing your complaint?

Please explain how you have been harmed by this decision or circumstance.

A6



Please describe any efforts you have made to resolve your complaint informally and the response to
your efforts.

With whom did you communicate?

On what date?

Please describe the outcome or remedy you seek for this complaint.

Employee Signature

Signature of employee’s representative

Date of filing

Complainant, please note:

A complaint form that is incomplete in any material way may be dismissed, but may be refiled with all
the require information if the refiling is within the designated time for filing a complaint.

Attach to this form any documents you believe will support the complaint; if unavailable when you
submit this form, they may be presented no later than the Level One Conference. Please keep a copy
of the completed form and any supporting documentation for your records.
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Willis ISD Human Resources

612 N. Campbell, Willis, TX, 77378
Phone 936.856.1215 Fax 936.856.1338

LEVEL TWO APPEAL NOTICE

To appeal a Level One decision or the lack of a timely response after a Level One Conference, please
fill out this form completely and submit it by hand delivery, by electronic communication including email
and fax, or by U.S. mail to the Superintendent or designee within the time established in DGBA
(LOCAL). Appeals will be heard in accordance with DGBA (LEGAL) and (LOCAL) or any exceptions
outlined therein.

Name

Address

Telephone

Position Campus/Department

If you will be represented in voicing your appeal, please identify the person representing you.

Name

Address

Telephone

To whom did you present your complaint at Level One?

Date of Conference

Date you receive a response to the Level One conference?

Please explain specifically how you disagree with the outcome at Level One.

Attach a copy of your original complaint and any documentation submitted at Level One. Attach a copy
of the Level One response being appealed if applicable.

Employee signature

Signature of employee’s representative

Date of filing
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Willis ISD Human Resources

612 N. Campbell, Willis, TX, 77378
Phone 936.856.1215 Fax 936.856.1338

LEVEL THREE APPEAL NOTICE

To appeal a Level Two decision, or the lack of a timely response after a Level Two Conference, please
fill out this form completely and submit it by hand delivery, by electronic communication including email
and fax, or by U.S. mail to the Superintendent or designee within the time established in DGBA
(LOCAL). Appeals will be heard in accordance with DGBA (LEGAL) and (LOCAL) or any exceptions
outlined therein.

Name

Address

Telephone

Position Campus/Department

If you will be represented in voicing your appeal, please identify the person representing you.

Name

Address

Telephone

To whom did you present your appeal at Level Two?

Date of Conference

Date you receive a response to the Level Two conference?

Please explain specifically how you disagree with the outcome at Level Two.

Do you want the Board to hear in open session?

Please be aware that the Texas Open Meetings Act may prevent the Board from granting a request for
open session.
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Attach a copy of your original complaint and any documentation submitted at Level One and a copy of
your Level Two appeal notice.

Attach a copy of the Level Two response being appealed if applicable.

Employee signature

Signature of employee’s representative

Date of filing
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BlE MEINIARY C AMPUISES

1. AR TURNER ELEMENTARY 2.CANNAN ELEMENTARY

3. CCHARDY ELEMENTARY

10575 HWY 75 N 7639 COUNTY LINE RD
WILLIS, TX 77378 WILLIS, TX 77378
(936) 856-1289 (936) 890-8660

4. LAGWAY ELEMENTARY
11505 PINE VALLEY DR
CONROE, TX 77304
(936) 228-7715

5. MEADOR ELEMENTARY
10020 FM 830
WILLIS, TX 77318
(936) 850-7550

7. ROARK EARLY EDUCATION CENTER
103 WILDKAT DR
WILLIS, TX 77378
(936) 890-1400

701 GERALD ST
WILLIS, TX 77378
(936) 856-1241

6. PARMLEY ELEMENTARY
600 N CAMPBELL ST
WILLIS, TX 77378
(936) 856-1231

SECONDARY CAMPUISES

8. BRABHAM MIDDLE
SCHOOL
10000 FM 830
WILLIS, TX 77318
(936) 890-2312

9. CALFEE MIDDLE
SCHOOL
7373 LONGMIRE RD.
CONROE, TX 77304
(936) 701-5300

11.WILLIS HIGH SCHOOL
10005 HWY 75 N
WILLIS, TX 77378
936-856-1250

207 PHILPOT ST
WILLIS, TX 77378
(936) 856-1302

10. LYNN LUCAS MIDDLE
SCHOOL
1304 N CAMPBELL ST

RIS TERIGEE A @i
AGRICULTURAL SCIENCE BERT E
CENTER STADIUM
44 FM 830 1304 N CAMPBELL ST
WILLIS, TX 77378 WILLIS, TX 77378
(936) 890-7408

BLYTHE CALFEE TENNIS
CENTER

702 GERALD ST
WILLIS, TX 77378
(936) 718-2800

SHARON HILL JENNETTE
ADMINISTRATION

612 N CAMPBELL ST
WILLIS, TX 77378
936-856-1200

WILDKAT RESOURCE
CENTER

204 W ROGERS RD
WILLIS, TX 77378
(936) 890-3227

CARE ECHNOLOGY
EDUCATION CENTER

40 FM 830

WILLIS, TX 77378

(936) 890-7408

WILLIS ISD
MAINTENANCE
707 GERALD ST
WILLIS, TX 77378
(936) 856-1218

WILLIS ISD
TRANSPORTATION
215 PHILPOT ST
WILLIS, TX 77378
(936) 856-1220

WILLIS, TX 77378
(936) 856-1274

12. STUBBLEFIELD & HOPE ACADEMY
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Employee:

Willis Independent School District
Overtime Agreement

Emp. #

Supervisor:

Department/School

Overtime Reason:

Anticipated Hours of Overtime:

Check One:
[ 1 Compensatory Time
[ ] Overtime Pay

Employee Signature

Date(s) to Occur:

Date:

Supervisor Signature

Date:
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TRANSFER *Ext# for voicemail
Long Distance Calls: 01 (then phone #)

updated 07/10/25
After Dialing, Press: 987#

AD B D 612 N. Campbell Street 856-1200 1200

FAX - Business Office 856-4042

FAX - Operations 856-1404

FAX - HR / Personnel 856-1338

FAX - Special Programs 856-1548

FAX - Superintendent 856-5182

FAX - Technology 856-7513
TESTING ROOM 3269
Alexander, Lucy Registrar Specialist 856-1210 1210
Ammons, Becky Admin. Asst. Support Services & Construction 890-1425 1425
Arrnaud, Erica Accountant 856-1205 1205
Baker, Delia State & Federal Compliance Specialist 890-7256 7256
Ballard-Arthur, Meghan Director of Federal Prog. / Compliance & Grants 890-3884 3884
Ballew, Sarah Exec. Director of Teaching, Leaning & PD 890-3146 3146
Blakelock, Sarah Communications Director 856-1217 1217
Brenner, Denise Payroll Coordinator 856-1204 1204
Brocato, Kayla Communications Specialist 890-7756 7756
Brown, Courtney Digital Integration Coord. 890-6514 6514
Carter, Michelle Accounts Payable Clerk 856-1209 1209
Clardy, Susan Exec. Dir. Accountability, Research & Eval. 890-7208 7208
Craig, Damekia Health Insurance / Payroll Clerk 856-1206 1206
Daniels, Mary Leave & Substitute Specialist / Workers Comp 890-3187 3187
Davis, Michelle Admin Asst. Innovation, Teaching & Learning 856-1214 1214
Del Rio, Erika Bilingual ESL Coordinator 890-1488 1488
Diggs, Jessica Admin. Asst. Human Resources 856-1215 1215
Dilosa, Dashianna Admin. Asst. Superintendent 856-1216 1216
Eaton, Robert Chief of Operations & Construction 890-4866 4866
Fossler, Michael Network Operations Mgr. 890-7766 7766
Gattinger, Heather PEIMS Director 890-7534 7534
Gay, Randi Director of Special Education 856-1225 1225
Hollander, Noah Executive Director of Secondary Education 890-7206 7206
Lt. James Hook Security 856-1340 1340
Hughes-Shropshire, Kelly Purchasing Coordinator 890-7295 7295
Jackson, Tracy Assessment Coordinator 890-7688 7688
James, Kimberley Superintendent 856-1216 1216
Johnson, Madison Superintendent Office Clerk 890-7116 7116
Kazsuk, Amanda Personnel Specialist 856-1207 1207
Kelley, Cheryl ELAR Coordinator 890-6410 6410
Guidry, Tara Buyer 701-5214 5214
Lenoir, Alexandria Senior Buyer 890-1112 1112
Locke, Kelly Director of Guidance & Counseling 856-1335 1335
Long, Lisa Asst. Director of Special Education 856-1248 1248
Mangiameli, John Support Specialist 890-4437 4437
Matej, Garrett Chief Financial Officer 856-1311 1311
Maxwell, Gabrielle Construction Coordinator 710-5193 5193
Mclintyre, Amber Accounts Payable Clerk 890-7279 7279
Merik, Jason District Instructional Coordinator 890-6228 6228
Miller, Samantha Admin. Asst. Technology 890-6921 6921
Musella, Melissa Media Specialist 890-3140 3140
Perry, Melissa Admin. Secretary Human Res 890-1463 1463
Powell, Robert Support Specialist 890-2012 2012
Rockwell, Jon Systems Manager 890-5655 5655
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AD B » 612 N. Campbell Street 856-1200 1200
Rodriguez, Gina Business Manager 856-1203 1203
Rodriguez, Kayla PEIMS Clerk / Records - Special Prog 856-1223 1223
Shannon, Stephen Director of Technology 856-1212 1212
Silva Ledea, Yamilah District Receptionist 890-1202 1202
Skains, Angela District Instructional Coordinator- Math 856-1266 1266

Admin. Assist. Special Prog 856-1222 1222
Touchet, Trevor Software Analyst 890-7722 7722
Utecht, Travis Exec.Director of Human Resources 856-1211 1211
Vaglienty, Juan Chief Academic Officer 890-7752 7752
Vallejo, Monica Help Desk / Support Specialist 890-4484 4484
Velasco, Ivan Executive Director of Elementary Education 890-3165 3165
Vernon, Crystal Student Services Secretary/Instructional Materials 890-2062 2062
Walker, Deborah Director of Special Programs 856-1224 1224

CARGILL BUILDING

204 W. Rogers

Wildkat Resource Center

Alley, Sharon District Outreach Assistant 701-5219 5219
Wildkat Resource Center Wildkat Resource Center 890-3227 3227
CARGILL BUILDING Education Foundation
Bischof, Michelle |Community Involvement Liaison 890-7767 7767
FAX School Nutrition 890-4851 4851
Bauer, Lori Supervisor 890-5468 5468
Chance, Mandy Secretary 890-7730 7730
Jones, Sharon Menu & Compliance Supervisor 890-7729 7729
Northey, Michael Director of Child Nutrition 890-1208 1208
Transue, Alyssa Financial Clerk 890-4568 4568
FAX Custodial 890-7988 7988
Guzman, Lisa Custodial Director 890-2380 2380
Holt, Manda Custodial Supervisor 890-2370 2370
Valdez, Ruth Custodial Secretary 890-1443 1443
FAX - Office 890-7268 7268
FAX - Energy Specialist 890-6776 6776
Grimm, Bryan Maintenance Director 856-1219 1219
Nichols, Cassie Energy Management Clerk 890-7878 7878
Nichols, Shelby Secretary 856-1218 1218
Shop Maint Shop Maint 890-1442 1442
VanderBerg, Mark Facilities Supervisor 890-1347 1347
Yohner, Richard Assistant Director of Facilities 890-1348 1348
215 Philpot 856-1220 1220
Arrizola, Brandon Field Trip coordinator 890-7276 7276
Gamaz, April Supervisor 890-8751 8751
Gantt, Kalley Driver Trainer 890-7248 7248
Haggerty, Michael Director 890-6705 6705
Ingelido, Rachael Software System Clerk 890-1344 3521
Jones, Stormy Dispatcher 890-7248 7248
Ortiz Aguinaga, Isabel Secretary 856-1350 1350
Smith, Brad Shop Foreman 856-1287 1287
Smith, Robin Route Coordinator 890-3521 3521
Transp Extra #'s 7219 & 6772 FAX Transportation 856-1307 1307




103 Wildkat Dr. 890-1400 1400
FAX - Nurse 890-1342 1342
Barahona, Adriana Registrar 890-1418 1418
Bruce, Ana Campus Secretary 890-7245 7245
Ennis, Kristin Nurse / Clinic 890-7275 7275
Foli, Margaret Custodial Office 890-7259 7259
Frederick, Isis Assistant Principal 890-1407 1407
Glasgow, Norma Receptionist 890-7249 7247
Lewis, Calandra Principal 890-6064 6064
Pipes, Maria Cafeteria Manager 890-7205 7205
Rosenbaum, Alane Speech Therapist 701-5215 5215
606 N Campbell St
Collins, Kristy PT 890-6937| 6937
Farrow, Tyler APE 890-6229] 6229
Kaigler, Brittny Occupational Therapist 890-1401| 1401
Neighbors, Kathy Visually Impaired Teacher 890-6288| 6288
FAX - Office 890-0312 5312
Adkison, Cindy Counselor 856-1341 1341
Maddin, Tanya Principal 856-1288 1288
Mcgee, Max Security 890-6665 6665
Tedder, Rachael Secretary 856-1302 1302




7639 County Line Rd. 890-8660 8660
FAX Office 890-2616 2616

FAX Nurse 890-1489 1489

Case Management Clerk 2358

Hanks, Kristine Campus Security 856-1053 1053
Hesse, Kimberly Cafeteria Manager 890-8653 8653
Hock, Chastity Registrar / Attendance Clerk 890-8679 8679
Fishback, Jennifer Asst. Principal 890-7301 7301
Johnson, Gene Custodial Office 890-7794 7794
Kreitz, Richard Nurse 890-8670 8670
Lopez, Zulema Receptionist 890-7241 7241
Paulson, Brooke Principal 890-8639 8639
Rangel, Maria Campus Secretary 890-8662 8662
Soniat, Hillary Counselor 890-2688 2688
Special Education Special Education 890-5893 5893
Library 890-7096 7096

Warren, Cody PE 890-8678 8678
waro ELemenTary  [EIERE 856-1241 | 1241
FAX Office 856-1242 1242

FAX Nurse 890-1466 1466

Brandenberger, Brittany | Counselor 856-1247 1247
Clark, Alicia Assistant Principal 856-1304 1304
Cornell, Charity Secretary 856-1244 1244
Epple,Dakota Assistant Principal 890-7304 7304
Espericueta, Berenice Receptionist 890-7240 7240
Fossler, Susan Principal 856-1243 1243
Montes, Norma Custodial Office 856-4777 4777
Morgan, Melissa Registrar 856-1245 1245
Arnaud, Shia Sped office Clerk 890-7397 7397
Scholer, Renae Cafeteria Manager 856-1249 1249
Vaughn, Nicholas Campus Security 890-1185 1185
Library 856-7513 7513

Nurse 856-1246 1246




11505 Pine Valley Dr. Conroe

FAX - Nurse 228-7736
Douglas, Timothy Library 228-7737 7737
Fuentes, Marina Custodial 228-7742 7742
Hudson, Amanda Campus Secretary 228-7716 7716
Lopez, Jessica Receptionist 228-7746 7746
Murray, Kennisha Counselor 228-7724 7724
Navarette, Teresa Cafeteria Manager 228-7734 7734
Neal, Lisa Registrar 228-7733 7733
Perkins Franta, Krista Case Management Clerk 228-7739 7739
Ubel, Brittni Nurse 228-7726 7726
Velasco, Adriana Assistant Principal 228-7719 7719
Wilder, Kameron Principal 228-7718 7718
10020 FM 830 890-7550 7550
FAX Office 890-7540 7540
FAX Nurse 890-7546 7546
Allen, Kimela Registrar 890-7542 7542
Barnard, Renee Library / Tech Innovation Coach| 890-2615 2615
Cantarero, Lisa Receptionist 890-7544 7544
Cade, Jacqueline Truancy 890-6665 6665
Draper, Tamara Cafeteria Manager 890-7554 7554
Elias, Ana Custodial Office 890-7482 7482
Good, Tamara Principal 890-7555 7555
Gilliland, Jessica Counselor 890-7543 7543
Hernandez, Michelle Campus Secretary 890-7541 7541
Perkins Franta, Krista Case Management Clerk 890-2358 2358
Snoe, Tara Nurse 890-7565 7565
Stephenson, Brandi Speech Therapist 890-7557 7557
Surface, Micah Assistant Principal 890-6277 |890-6277




FAX - Office 856-1239 1239

FAX - Nurse 890-1345 1345

Brannon, Kathy Registrar 856-1235 1235
Eppinette, Rebecca Campus Secretary 856-1232 1232
Guy, Jennifer Diagnostician 856-5733 5733
Loney, Emily Assistant Principal 856-1221 1221
Pinder, Kristy Receptionist 856-1231 1231
Rademacher, Jennifer Library / Tech Innovation Coach| 890-6510 | 6510
Sanchez, Marcia Cafeteria Manager 856-1240 1240
Schalk, Eileen Nurse 856-1236 1236
Skillern, Holly Counselor 856-1237 1237
Sherbenou, Candice Resource Officer 890-1104 1104
Vandenberg, Branden Custodial Office 890-6637 6637
Wilkins, Alyson Principal 856-1233 1233
10575 Highway 75 N 856-1289 1289
FAX Office 856-1677 1677

FAX Nurse 890-1487 1487

Alguire, Carlee Registrar 856-1292 1292
Bardwell, Lisa Nurse 856-1295 1295
Eberhardt, Christina Case Management Clerk 890-6791 6791
Hall, Michelle Principal 856-1291 1291
Hooks, Melanie Campus Secretary 856-1290 1290
McKinney, Shanice Custodial Office 856-7955 7955
Munaretto, Cari Receptionist 890-7238 7238
Murrell, DeAnna Library / Tech Innovation 890-6511 | 6511
Posey, Lauren Counselor 856-1296 1296
Snow, Paula Assistant Principal 856-1294 1294
Teacher's Workroom Teacher's Workroom 856-1293 1293
Travis, Bambi Cafeteria Manager 856-1300 1300
Zarella, Keira P.E. 856-1299 1299




10000 FM 830 890-2312 2312
FAX Office 856-2910 2910

FAX Nurse 890-7227 7227

FAX Nurse Coord 890-6922 6922

Grade Level Secretary 890-7239 7239

Alley, Marsha Campus Secretary 890-2781 2781
Allison, Elizabeth Band 890-4101 4101
Attaya, Sarah Nurse 890-2102 2102
Barrett, Bob Security 890-1486 1486
Blanco, Kimberly Assistant Principal 6th;8th grade A-L 890-2543 2543
Cook, Chelsie Registrar 890-1045 1045
Kennedy, Kristine Receptionist 890-7223 7223
Nixon, Ashley Case Management Clerk 890-6517 6517
Lester, Sarah Choir 890-3520 3520
McDuffie, Shanice Counselor 890-4073 4073
Padilla, Jacqueline Grade Level Secretary 890-2686 | 2686
Pearson, Angel Cafeteria Manager 890-1163 1163
Pineiro, Elizabeth Head Band Director 890-4101 4101
Roberts, Anthony Principal 890-2895 2895
Robinson, Shae Tech Innovation Coach 856-6512 6512
Simon, Chastity Dean 890-3488 3488
Slider, Joy Attendance Clerk 890-1084 1084
Stuksa, Raeginna Girls PE / Girls Athletic Coord 890-1168 1168
Tatum, Mosecke Assistant Principal 6th;8th grade M-Z | 890-2653 2653
Suarez, Alma Custodial Office 890-4085 4085
Wilson, Dyann Counselor 890-2758 2758
York, B.J. Boys PE / Boys Athletic Coord 890-2359 2359




CALFEE MIDDLE SCHOOL 7373 Longmire Rd

701-5300 5300
Alexander, Michel Resource Officer 701-5322 5322
Bostic-Williams, Erica Asst. Principal 701-5307 5307
Emerson, Natalie Campus Secretary 701-5302 5302
Evans, Melissa Asst. Principal 701-5308 5308
Hooker, Lee Dean 701-5304 5304
Hutchinson, Jena Counselor 701-5309 5309
Johnson, Kathalene Nurse 701-5315 5315
O'Morrow ,Crystal Receptionist 890-7246 7246
Schattle, Gerald Principal 701-5203 5303
Smith, Tiffany Attendance Clerk 701-5306 5306
Trevino, Nereida Registrar 701-5305 5305
Witham, Michelle Counselor 701-5310 5310
Szepesi, Angela Grade Level Secretary 701-5311 5311

Nelson, Michael

P.E./ Coach

McKinney, Shanice

Lead Custodian




1304 N. Campbell 856-1274 1274
FAX - Office 856-1065 1065
FAX - Nurse 890-7226 7226
FAX - Special Ed. 890-6638 6638
Case Management Clerk 856-1275 1275
Beller, Jessica A/P Secretary 856-1383 1383
Best, Victoria Choir Room 890-1484 1484
Cermak, Christopher Band Hall 856-1324 1324
Cheatman, Amanda Counselor 890-6923 6923
Nurse 856-1284 1284
Daily, Kathleen Counselor 856-1276 1276
Dilosa, Zhane Campus Secretary 856-1364 1364
Elmore, LeighAnn Mentor Coordinator 890-3483 3483
Gilcrease, Laura Middle School Dean 856-3487 3487
Green, Tressa Art Class/ Voc. Bldg. 856-1335 1335
Hernandez, Danielle Receptionist 890-7242 7242
Montes, Norma Custodial Office 856-1277 1277
Moore, Kelley Principal 856-1280 1280
Nicks, Makinzie Library / Tech Innovation Coach 856-6513 6513
Owens, Katelyn Dean 890-3487 |890-3487
Petty, Kissy Cafeteria Manager 856-1285 1285
Press Box at Stadium Press Box 890-1447 1447
Dilosa, Natyia Attendance Clerk 890-1417 1417
A/P Secretary 890-6965 6965
Soose, Ashley Assistant Principal 6th;7th grade J-Z | 856-1353 1353
Valencia, Adaena Registrar 856-1279 1279
Walton, Tomell Assistant Principal 856-1274 1274
Assistant Principal 7th;8th grade A-l 856-1278 1278




10005 Highway 75 N 856-1250 1250

FAX - Registrar 890-7215

FAX Special Ed. 890-7289

FAX Attendance 890-3391

FAX Office 856-3391

FAX Nurse 890-7277
Alley, Emma Secretary S-Z 890-6673 | 6673
Alvarado, Cesilia Registrar 856-1272 1272
Arrington, Lisa Case Management Clerk 890-6441 6441
Barker, Kimberly Campus Secretary 856-1314 1314
Jefferson, Colonel ROTC 856-2394 2394
Breed, Shaquille Assistant Principal A-C 856-1485 1485
Campus Security Matt Wiese 856-7224 7224
Campus Security Wayne McCaffrey 856-6722 6722

Campus Security

Ashton Childers

Cell 936-444-8179

Cole, Elizabeth Receptionist 856-1251 1251
Denson, Christel Secretary Me -R 856-7305 7305
Dittfurth, Joseph Band Director 856-1267 1267
Dufour, Ray Special Education, LIDS 856-1318 1318
Douglas, Timothy Assistant Principal D - Herm 890-1268 1268
Ellisor, Kryshelle Assistant Principal Me -R
England, Virgina Dean Secretary 856-1251 1251
Garcia, Aracele Counselor Me -R 856-1250 6957
Giroux, Kathryn Dance / Drill Team 856-1325 1325
Gray, Michelle Counselor A-C 856-1252 1252
Harris, Latoya Secretary A-C 890-6721 6721
Henderson, Amanda PEIMS Clerk 856-1413 1413
Asst. Principal, College Career, A-Be 890-1259 1259




10005 Highway 75 N 856-1250 1250

FAX - Sweethearts 890-6713

FAX - JROTC 890-3220

FAX - 9th & 10th GLO 890-7216

FAX - 11th GLO 890-7286

FAX - 12th GLO 890-7303
Ingram, Connie Cafeteria Manager 890-1186 1186
Jackson, Teresa Associate Principal's Secretary 890-1414 1414
Jimenez, Chelsea Choir 890-7112 7112
Kelly, Katherine Assistant Principal S-2 856-1415 1415
King, Eric Principal 890-7235 7235
Lacox, Tonya ESL Coordinator 856-7305 7305
Lottinger, Candace Nurse 856-1270 1270
Layton, Brooklyn Nurse Aide 890-6429 6429
Madea, Maranda Custodial Office 856-1263 1263
Mathews, Tonya Counselor J - Mo 856-1384 1384
Counselor / College & Career A -Be| 890-3278 3278
Assistant Principal Sc-Z | 856-1415 1415
Schwalbach-Goemans, Cary | Associate Principal 890-1262 1262
Library Manager 856-1261 1261
Reiter, Maria Attendance Clerk 890-1260 1260
Library / Tech Innovation Coach 856-1330 1330
Smith, Karol Counselor Sc-Z | 856-1255 1255
Snitker, Joanna Secretary D-Hern 890-3485 3485
Stone, Jenny Assistant Principal Hern - Mc| 856-3166 3166
Dance/Drill Team 856-1325 1325
Wheaton, Brittany Counselor Fe -1 | 890-3142 3142




ATHLETICS
DEPARTMENT

Athletics Conference Room Athletics Conference Room 890-7058] 7058
Basketball Office Basketball Office 890-1119] 1119
Football Coaches Football Coaches 890-7323| 7323
Gonzales, Jordan Assistant Trainer 890-1184| 1184
Mcclatchy, Scott Athletic Trainer 856-1269] 1269
Miller, Trent Athletic Director 890-7288| 7288
Miller, Trent Football Office/Athletic Director 856-1317| 1317
Mizell, Kenneth District Athletic Coordinator 890-7366| 7366
Nickerson, Virginia Athletic Admin Assistant 856-1315] 1315
Press Box at Stadium LLMS Stadium- Press Box 890-1447| 1447
Shelly, Stephanie Assistant Athletic Director 890-6149]| 6149
Swim Office Swim Office 856-1271] 1271
Terrell, Jordan Assistant Trainer 890-6509| 6509
Track and Soccer Office Track and Soccer Office 890-6712| 6712
40 FM 830 890-7408 7408
AGRICULTURAL SCIENCE 44 FM 830
CENTER
FAX - CTE 890-7989 7989
Anz, Joseph CTE - Architect / Construction
Berrigan, Emily CTE - Cosmetology 856-7421 7421
Burnett CTE - CAMPUS POLICE 890-6516 6516
Carver, Jennifer CTE - Family Consumer Science 856-7453 7453
CTE - Ag Science 856-7443 7443
Culver, Darren CTE- Automotive 7538
Dobraski, Hailey CTE - Director of Nursing 890-7484 7484
Evans, Johnathon CTE - Audio Visual 856-7475 7475
Gehovak, Cheryl CTE- Marketing / Business 7536
Hammond, Allen CTE - Auto Mechanics 856-7422 7422
Hernandez, Carla CTE - Cosmetology 856-7421 7421
Ingram, Tamara CTE- Health Science 7445
Jefferson, Sandra CTE - Culinary Arts 856-7419 7419
Junco, Jennifer CTE- Internet Working/Comp Programmin 856-7477 7477
Kennedy, Brian CTE- Law Enforcement 7537
King, Katrina CTE - Health Science 856-7456 7456
Labonski, Ken CTE - Director of Fine Arts 856-7594 7594
Stranimier, Heather District Nurse
Mizell, Dean CTE - Criminal Justice 856-7414 7414
Muniz, Jessica Secretary 890-7411 7411
Parsons, Darlene CTE - Family Consumer Science 856-7418 7418
Price, Tanis CTE - Assistant Principal 890-7588 7588
Rhoden, Andrea CTE- Construction 7487
Scrimshire, Margie CTE - Cafeteria Manager 856-7488 7488
Simmons, DAlene Receptionist 890-7408 7408
Smith, Keith CTE - Custodial 856-7523 7523
Fuchs, Patrick CTE - Manufacturing 856-7440 7440
CTE - Media Technology 856-7476 7545
Traylor, Amanda CTE - Agriculture 856-7207 7207




PURCHASING FLOW CHART

Employee completes request for requisition &
submits to Principal/ Supervisor's office

[
-

{\x Requisition is NOT APPROVED and is
returned to originating employee.

Principal/ Supervisor's office APPROVES
and submits via
Frontline to Business Office

o -

Requisition follows workflow thru Frontline ]

| -

Requisition is Approved.

PURCHASE ORDER CREATED {\ﬁ‘ Principal/ Supervisor DENIES & returns to
Notification via email from Frontline originating campus or department

-

o -
PURCHASE ORDER is sent to
vendor by campus/ department l
L -
Delivery of order is verified by
campus/ department ] -
. -
Originator of the requisition marks
items delivered in Frontline l
and attaches the invoice ‘.
. -
Email OK TO PAY
sent to Accounts Payable staff 1
. -
Bill is paid
o -
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WILLIS INDEPENDENT SCHOOL DISTRICT

TRAVEL REIMBURSEMENT FORM

NAME: CAMPUS:
ONE THREE
DATE SUBMITTED: # OF DAYS: I:I I:I
[ ]Ttwo [ ] oTHER
PURPOSE OF TRAVEL: DESTINATION:
DATES OF TRAVEL: MODE OF TRAVEL:
|:| District Vehicle |:| Rental Vehicle OVERNIGHT |:|
BUDGETARY ACCT #: |:| Personal Vehicle |:| Rider DAY TRIP |:|
ITEMS TO BE EXPENSED:
MEALS DATE (Expenditures must be supported by itemized receipts) AMOUNT:
**MAX PER DAY $40.00** SUBTOTAL:
MILEAGE (Mileage Rate located on Back of Form) AMOUNT:
SUBTOTAL:
MISCELLANEOUS: (Parking Expenses, taxi, shuttles, car rentals) AMOUNT:
SUBTOTAL:
REQUIRED DOCUMENTS ATTACHED:
SIGNED TRAVEL PROOF OF ALL ITEMIZED GRAND TOTAL:
REQUEST: ATTENDANCE: RECEIPTS/MAP:
STAFF SIGNATURE: DATE:

EID#

PLEASE INCLUDE ALL RECEIPTS WITH DESCRIPTIONS OF PURCHASE.

Updated 09/2025

A1




WISD Travel Information Sheet

The following rules apply to all employees of the Willis Independent School District with reference to travel
expense reports.

1. The travel reimbursement form must be completed and entered into the finance system
within thirty (30) days after the trip. (Exception - August requests must be received in the Business
Office Que by Sept. 2nd to receive reimbursement.) The employee should keep a copy of the request for
their records. The claim must be itemized, with receipts attached, and signed by the employee

2. Itemized receipts must be submitted with the travel reimbursement form; as evidence of the
expenditure. The top of the form must be completed in its entirety including the proper budgetary
coding.

3. Automobile mileage reimbursement will be computed using .52¢ per mile. Roadmap mileage starting at
designated work location to and from the city of destination should be used. ** Map must be
attached**

4, Such items as miscellaneous incidentals, amusements, valet services, alcoholic beverages, room service,
laundry, telephone calls (unless relative to school business), or other unauthorized expenses will not be
approved and/or reimbursed.

a. Hotel expenses must be paid by WISD credit card and will only be considered for
reimbursement in emergency situations, every effort should be made to obtain the
most economical and practical accommodations available.

b. Registration fees must be paid by purchase order/check/or WISD credit card and will
only be considered for reimbursement in emergency situations.

5. In cases in which a spouse accompanies an employee, no expense for the spouse shall be
included. However, there is no objection to joint use of non-district vehicle and hotel facilities,
provided only single standard rates are listed as expenses.

6. Allowable reimbursements include:

a. Meals - $40.00/day maximum per employee. **Itemized receipts must be attached**
Meals within an hour from the home campus are not allowed for reimbursement.

b. Personal Vehicle-Mileage - .52 cents/mile. ** Map must be attached**OR Gas with
itemized receipt.

C. District Vehicle- Gas only with itemized receipt.

d. Miscellaneous Expenses - Parking expenses, taxi, shuttles, and car rentals may be
claimed as additional transportation expenses, but they must be documented with
receipts. (Car rentals must be approved before the trip.)



























WILLIS INDEPENDENT SCHOOL DISTRICT
Confidentiality and Access Agreement

| am currently an employee in the Willis Independent School District. Because of the nature of my position, |
may have access to certain sensitive student records and/or employee information. This Confidentiality and
Access agreement will remain in effect regardless of my position or location of employment within Willis ISD.

| understand that any unauthorized disclosure of confidential information regarding student is prohibited as
provided in the federal Family Educational Rights and Privacy Act of 1974 (FERPA), 20 U.S.C. 1232 eg. seq. and in
the federal regulations found in 34 CFR part 99, FERPA is specifically incorporated into the Texas Public
Information Act (formerly known as the Open Records Act). It is listed as an exception to records that are subject
to disclosure to the public.

| hereby affirm that any student data of which | have knowledge will be kept strictly confidential, and | will not
disclose any student’s confidential information to anyone other than a District employee with a legitimate
educational need to know.

| understand that any unauthorized disclosure of confidential information regarding employees is prohibited in
accordance with 19 TAC 247.2, Code of Ethics and Standard Practices for Texas Educators, and Board Policy DH
(Exhibit). In addition, | understand that any conversations among staff are confidential and are to be protected.
| will not repeat any sensitive information | may overhear regarding a student or staff member to any member of
the public without proper authorization.

| understand that any data or reports that | may generate are confidential and the data are to be protected. |
understand that transmitting or providing WISD data outside of our network is a breach of District policy and
may be a safety or identity threat to students and staff. | will not distribute to any unauthorized person any data
or reports that | have access to or may generate using confidential WISD data.

| hereby agree that failure to abide by the requirements of this agreement may lead to the immediate
revocation of my employment with WISD. | understand that any intentional, knowing, or negligent release of
confidential student and/or employee information to unauthorized persons may also subject me to a legal cause
of action for violation of an individual’s civil rights in addition to state or federal criminal penalties.

| hereby waive, release and discharge the Willis Independent School District, its trustees, officers and employees
from any claim, demand or cause of action arising out of my negligent use or misuse of confidential student or
employee information. | agree to hold the Willis Independent School District harmless from any and all liability
that the District may incur, including without limitation, damages of every kind and nature and out-of-pocket
costs and legal expenses, incurred by reason of my negligence or misuse of confidential student or employee
information.

This form will be signed electronically with the Handbook Acknowledgement or Substitute Renewal process.

A16





