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IMPORTANT INFORMATION 
 
 
In the event of a discrepancy between any of the information contained in our handbook and the Millington BOE Policy, 
the Board policy will govern. The purpose of this handbook is to provide information that will help with questions and 
enable our employees to have a successful career with MMSD. Not all Board policies and district procedures are contained 
in this handbook; however, those that are have been summarized.  
 
This handbook is neither a contract nor a substitute for the official Board policy. It is only meant to serve as a guide that 
incorporates MMSD policies and procedures. This handbook is not intended to alter the at-will status of any employee.  
 
Please be advised that Board policies and district procedures may change at any time. For more information, please refer 
to the online Board Policy Manual located at www.millingtonschools.org, confer with a supervisor, or contact the 
appropriate Central Office department. It is the employee’s responsibility to be knowledgeable of and adhere to all Board 
Policies and district procedures at all times.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.millingtonschools.org/


Millington Municipal Schools offers educational and employment opportunities without regard to race, color, creed, national origin, religion, sex, age, or disability 
and adheres to the provisions of the Family Education Rights and Privacy Act (FERPA). 

3 
 

Welcome from 

Superintendent, Dr. David Roper 
 

 
 
 
 
 
 
 
 

As we enter the fourth year of operation as Millington Municipal Schools, I want to welcome each one of you in our 
dedicated family of MMSD professionals. We have come such a long way in our first three years, but still have much work 
to be done as we strive to become the school system that we all want for our students. The MMSD Central Administrative 
Staff exists for the purpose of supporting you and ensuring that the conditions are in place that will facilitate the best 
student outcomes possible. Let us all never lose sight of our service role, and let us work with renewed determination to 
use the gifts that have been given to us in such a way that our students will ultimately be the beneficiaries. Have a great 
year! 
 
 
Dr. David Roper 
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DISTRICT INFORMATION 
 
BOARD OF EDUCATION  
 
The Millington Municipal Schools Board of Education is comprised of individuals representing the residents of Millington. 
The Board is elected to provide oversight and governance for Millington Municipal Schools. The members serve four year 
terms and they are responsible for setting district policy and selecting the Superintendent. The Superintendent is the only 
employee hired by the Board. The current members of the Board of Education are featured below.  
 

Board Members 
 
 

 
Roger Christopher, Position 1 

 
C.J. Haley, Position 2 

 
Mark Coulter Position 3 

 

 
Cody Childress, Position 4, (Chairman) 

 
Ronnie Mackin, Position 5 

 
Larry Jackson, Position 6 

 
Chris Denson, Position 7 

 
 

We are most thankful for this outstanding Board and for their leadership! 
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 SCHOOL DIRECTORY 
 
 

School Name                             Principal                             School Telephone 
 

 
                                

 
E. A. Harrold                            Amanda Compton               901-873-8165 

 
Millington Elementary                                        Kathy Wilson                901-873-8433 

 
Millington Middle                                                              Selina Sparkman                             901-873-8130 

 
Millington Central High                                        Donald Durley                             901-873-8100 
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2017 -18  Instructional Calendar  

Before School Begins 

    July 27-28, 2017  New Teacher Induction 

    July 31, 2017  (AM) PD (PM) Administrative Day* 

    August 1, 2017  Administrative Day & Student Registration Day 

    August 2, 2017  Professional Development Day* 

    August 3, 2017  Professional Development Day* 

    August 4, 2017  (AM) PD (PM) Administrative Day* 

First Semester  
Date Day Event Students Teachers 
August 7 Monday  1st day for Students In In 

September 4 Monday Labor Day Out Out 

September 14 Thursday Parent Conferences  
   (3-6 p.m. & 4-7 p.m.) 

In In 

September 15 Friday Professional Dev. Day Out In 

October 6 Friday End of the 1st Quarter In In 

October 9-13 Monday-Friday Fall Break Out  Out 

November 22-24 Wednesday-Friday Thanksgiving Break Out  Out 

December 18-20 Monday- Wednesday Semester Exams In In 

December 20 Wednesday End of 2nd Quarter In (1/2 Day) In (Full Day) 

December 20 Wednesday ½ Administrative Day Out (1/2 Day) In (Full Day) 

December 21- 29 Thursday- Friday Christmas Break Out Out 

January 1-2 Monday-Tuesday Christmas Break Out Out 

Second Semester  
Date Day Event Students Teachers 

January 3 Wednesday Administrative Day Out In 

January 4 Thursday Students Return In In 

January 15 Monday MLK Jr. Day Out Out 

February 15 Thursday Parent Conferences  
    (3-6 p.m. & 4-7 p.m.) 

In In 

February 16 Friday Professional Dev. Day Out In 

February 19 Monday Presidents Day Out In 

March 9 Friday End of 3rd Quarter   

March 12-16 Monday-Friday Spring Break Out  Out 

March 30 Friday Good Friday Out  Out 

May 22-24 Tuesday- Thursday Semester Exams In In 

May 24 Thursday End of 4th Quarter In (1/2 Day) In (Full Day) 

May 24 Thursday ½ Administrative Day Out (1/2 Day) In (Full Day) 

180 school days  PD    Admin  Conference 
Q 1=43 Days   July 31              (.5)   July 31         (.5)  September 14    (.5) 
Q 2=45 Days   August 2           (.5)   August 1        (1)  February 15        (.5) 
(S 1=88 Days)   August 3           (1)   August 2         (.5) 
    August 4           (1)   December 20         (.5) 
Q 3=44 Days   September 15 (1)   January 3         (1) 
Q 4=48 Days   February 16     (1)   May 24                       (.5) 
(S2=92 Days)   ===============    ===================  =================== 
                            5 Days               4 Days                              1 Day 
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STAFF ETHICS  
 
An effective educational program requires the services of men and women of integrity, high ideals and 
human understanding. To maintain and promote these essentials, all employees are expected to maintain 
high standards in their school relationships. These standards include the following:  
 

 
1. The maintenance of just and courteous professional relationships with students, parents, staff 
members and others; 

 
2. The maintenance of their own efficiency and knowledge of the developments in their fields of work; 

 
3. The transaction of all official business with the properly designated authorities of the school system; 

 
4. The establishment of friendly and intelligent cooperation between the community and the school 
system; 

 
5. The representation of the school system on all occasions that the contributions of the school system to 
the community are recognized; 
 
6. The welfare of children as the first concern of the school system when placing professional personnel. 
The use of pressure on school officials for appointments or transfers is unethical; 
 
7. Restraint from using school contacts and privileges to promote partisan politics, sectarian religious 
views or selfish propaganda of any kind; 
 
8. The responsibility to make any criticism of other staff members or of the school system directly to the 
particular school administrator who has the administrative responsibility for improving the situation and 
then to the director of schools, if necessary; and 
 
9. The proper use and protection of all school properties, equipment and materials. 
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EMPLOYMENT AND HIRING PRACTICES 
 
Equal Opportunity Employment:   
Opportunity for employment, as well as continuation and advancement in employment, shall be afforded 
equally to members of all races, creeds, colors, genders, religions, ages, national origins, and individuals 
with disabilities or veteran status with regard only for qualifications for the positions involved. Policy 5.104 
 
Job Postings and Application:  
All positions for Millington Municipal Schools will be advertised online for a minimum of five (5) business 
days through our website under Employment Opportunities at http://www.millingtonschools.org/. The 
application process requires an online application submitted through SearchSoft. For additional questions 
and clarifications, please contact Human Resources. Policy 5.105 
 
Criminal History Background and Pre-Employment Drug Check: 
To ensure the safety and welfare of students and staff, the district shall require criminal history 
background checks, pre-employment drug testing and fingerprinting of applicants for all positions. 
Knowingly falsifying information shall be sufficient grounds for termination of employment and shall also 
constitute a Class A misdemeanor which must be reported to the District Attorney General for 
prosecution. Any costs incurred to perform these background checks, pre-employment drug testing and 
fingerprinting shall be paid by the applicant. Policy 5.106 
 
Drug Free Workplace: 
The Millington Municipal Schools Board of Education and its employees share a commitment to create 
and maintain a drug-free workplace. Millington Municipal Schools Board of Education is responsible for 
the instruction and well-being of the students entrusted to its care. All new hire employees are subject to 
a pre-employment drug screening. Policy 1.804 & 5.403 
 
Personnel Records: 
Upon being selected and approved for employment with Millington Municipal Schools, a personnel file is 
established. Policy 5.114 
 
Employee records (except medical records, college transcripts, fingerprint background checks, and other security 

check information such as your SSN, personal phone number, address, etc.) are public records. As such, any 
individual or agency including the news media may request access to a personnel file. However, a record 
of the person inspecting the file and the date of the inspection shall be kept. 
Employees may view the contents of his or her personnel file which contains information pertaining to 
evaluations and other employment matters related to work history by making an appointment with 
Human Resources. The file must be reviewed in the presence of a Human Resources employee. If an 
employee wants to receive a copy of his or her records, a nominal fee per page may be assessed.  
 
Performance Evaluations:  
All newly hired classified employees shall be evaluated once during the first 90 days of employment and 
once more before the end of the first year to mark satisfactory or unsatisfactory performance. Support 
employees hired for more than one (1) year shall be evaluated at least once a year. Employees receiving 
a score of one (1) in any domain may be recommended for termination of employment. Policy 5.109 
 

http://www.millingtonschools.org/
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Annual evaluations are mandated by Tennessee’s First to the Top law for all teachers and other school-
based certified employees. The State Board of Education has launched the Tennessee Educator 
Acceleration Model (TEAM) and that is the model Millington Municipal Schools has adopted.  
 
During the first weeks of the school year, each employee shall become thoroughly familiar with the 
evaluation procedure and instrument(s).  
 
Progressive Discipline:  
Millington Municipal Schools follows a progressive discipline model and requires due process when 
dealing with issues of unsatisfactory performance. As such, employees receive notice of concerns and an 
opportunity to improve or correct behavior prior to receiving disciplinary action. The steps involved are 
as follows:  

¶ Conference of Concern – This is a conference between the employee and immediate supervisor 
during which there is initial discussion of behavior that does not meet performance standards. 
The conference will be followed-up by an email or memo summarizing the meeting discussion. 
This documentation remains at the school level.  

¶ Professional Communication – This is the next step of progressive discipline which indicates the 
employee did not correct the behavior after being discussed in the Conference of Concern or 
another type of infraction has occurred. A Memorandum of Understanding will be written by the 
Supervisor and placed in the employee’s file at the school. The employee will receive a copy as 
well.  

¶ Written Reprimand – This serves as a final notice that if specified behavior does not improve, 
disciplinary action will be taken. Board policy must be addressed in this reprimand. The employee 
shall receive a copy of this reprimand and the board policy and it will be placed in the employee’s 
personnel file in the Human Resources office. The employee may respond in writing to material 
placed in records.  

¶ Suspension – This is the first punitive action resulting from an employee’s continued disregard of 
prior notifications regarding work performance. Employees are placed on administrative leave 
without pay, as determined by Board policy.  

¶ Dismissal – Termination is the final action and typically taken after other options have been 
exhausted.  
 

 
Please note that depending upon the severity of employee misconduct or policy violation, he or she may 
be immediately recommended for punitive action, up to and including termination, at the discretion of 
the Superintendent.  
Employee Transfer Procedure:  
Any employee, regardless of tenure status or years of service, may apply for a transfer to a posted, full-
time position for which they qualify (interim jobs are not open for transfer). The employee must apply for 
the job through our online SearchSoft program and be selected for an interview by the school’s principal. 
For example, if a high school teacher would like to transfer to a middle school the teacher would apply for 
an opening just like a new candidate. No transfer applicant is guaranteed an interview and jobs will be 
filled based on mutual consent between the school’s principal and the applicant for the position.  
 
Positions for the upcoming school year may occur any time after March. Therefore, transfer applicants 
may apply for positions once jobs are posted. However, the transfer will not take place until the following 
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school-year. Transfers must be granted prior to the teacher’s first day to report for in-service each fall. 
Policy 5.115 
 
Reduction in Force:  
When reductions are necessary due to the reduction in student enrollment at a given school, the principal 
and/or a member of the Human Resources Department shall meet with the faculty regarding this process. 
Policy 5.116 

 

Licensed Personnel:  
Reductions in staff shall be made in an attempt to have the least detrimental effect on children. 
In general, this objective dictates a staff reduction policy which:  

1. Retains the most effective teachers;  
2. Avoids undue increases in class size; and  
3. Provides consideration for the exceptional teacher without exclusive emphasis on 

seniority. 
 

The elimination of a position does not necessarily mean the person occupying the position will be 
dismissed. When an employee is released, the Superintendent shall make the decision based upon 
a composite of the following criteria:  

1. Effectiveness in teaching and in related professional responsibilities evidenced by 
teacher evaluation;  

2. Adaptability to other assignments (academic and extracurricular);  
3. Evidence of professional growth as well as specialized or advanced training;  
4. Previous history of grade levels and subject areas taught; and  
5. Type, length and quality of service made to the teaching profession and the school 

system.  
 

When a teacher is released because of reduction in staff, the teacher shall be given written notice 
of release explaining the circumstances or conditions making dismissal necessary.  

 
Non-Licensed Personnel:  
When a non-licensed employee is released because of a reduction in the number of support 
positions, the Superintendent shall give the employee written notice of dismissal explaining the 
circumstances or conditions making dismissal necessary. 

 
 
 
 
KEY PERSONNEL STANDARDS AND POLICIES  
 
Cell Phones/Personal Communication Devices (PCD):  
Employees may use their cell phone or PCD during their scheduled planning time, assigned lunch/dinner 
time or designated break times as long as it is not used in the presence of students. Cell phones or PCD 
for non-educational purposes are not to be used during assigned work time.  
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Political Activities:  
Employees have the right to express their views on any issue, but must in each case make clear that the 
view expressed is not the official view of Millington Municipal Schools. Teachers may not express their 
personal views during academic classes except as allowed by law.  
 
Employees may, on their own time, campaign for or against any candidate or referendum, but they shall 
not use their classroom, school supplied computer or equipment, or system position as a political forum 
nor engage in any political promotion or solicitation during school hours.  
 
Complaints and Grievances:  
The Board believes that differences of opinions arising in the course of employment should be resolved 
as quickly as possible and at the lowest supervisory level. In instances of questions by an individual staff 
member concerning the interpretation of policies and procedures to that staff member, administrative 
practices within the staff member's particular school, and relationships with other employees, the staff 
member concerned must consult the administrative or supervisory personnel to whom they are 
responsible. If a satisfactory resolution of the problem cannot be reached after ample opportunity for 
consideration of the matter, the staff member concerned may discuss the matter with the next level of 
supervision up to and including the Superintendent or designee.  
 
The employee should notify Millington Municipal Schools Federal Rights Coordinators, if they believe the 
Board, its employees or agents have violated their rights guaranteed by the state or federal constitution, 
state or federal statute, or board policy. The names, addresses and telephone numbers of these 
coordinator shall be shown within the Human Resources section of the Millington Municipal Schools 
website (http://www.millingtonschools.org/). Policy 5.501 
 
Use of Technology:  
Please refer to the Acceptable Use Policy. 
  
Conflict of Interest:  
Employees of the Board will not engage in, or have financial interest in, any activity that raises a 
reasonable question of conflict of interest with their duties and responsibilities as members of the school 
staff. This includes but is not limited to the following:  
 

1. School employees may not purchase for sale to students any goods or equipment or 
render any service to the school system on a commission basis;  

2. Employees who have patented or copyrighted any device, publication, or other item 
will not receive royalties for use of such item in the school system;  

3. Employees will not engage in any type of work where the source of information 
concerning a customer, client, or employer originates from information obtained 
through the school system;  

4. The Board shall make no purchase of supplies, materials, or equipment from a 
school system employee; and  

5. Employees shall not solicit for the purpose of selling instructional supplies, 
equipment and reference books in a territory that includes the parents of the 
children of the school in which the employee is assigned.  

 

http://www.millingtonschools.org/
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Moreover, administrative and supervisory personnel, teachers, or any other school officer shall have no 
financial interest, directly or indirectly, in supplying books, maps, school furniture, or apparatus for the 
schools or to act as agent for any author, publisher, bookseller, or dealer in school furniture or apparatus.  
 
Non-School Employment:  
Employees shall be permitted to hold employment outside the school system so long as such activities do 
not (a) occur during the school day, or (b) interfere with regularly scheduled or appropriately assigned 
duties for the school system, or (c) reflect unfavorably on the school system.  
 
Teachers may tutor students for pay, but this must be limited to those children the teacher is not currently 
teaching or have administrative or supervisory responsibility over.  
 
Discrimination/Harassment:  
Employees shall be provided a work environment free from sexual, racial, ethnic and religious 
discrimination/harassment. It shall be a violation of this policy for any employee or any student to 
discriminate against or harass an employee through disparaging conduct or communication that is sexual, 
racial, ethnic or religious in nature. The following guidelines are set forth to protect employees from 
discrimination/harassment. Policy 5.500 
 
Employee discrimination/harassment will not be tolerated. Discrimination/harassment is defined as 
conduct, advances, gestures or words either written or spoken of a sexual, racial, ethnic or religious nature 
that:  
 

1. Unreasonably interfere with the individual's work or performance; or 
2. Create an intimidating, hostile or offensive work environment; or 
3. Imply that submission to such conduct is made an explicit or implicit term of employment; 
4. Imply that submission to or rejection of such conduct will be used as a basis for an employment 

decision affecting the harassed employee. 
 
Alleged victims of sexual, racial, ethnic and religious discrimination/harassment shall report these 
incidents immediately. This report should be made to the immediate supervisor, except when the 
immediate supervisor is the offending party. If the immediate supervisor is the offending party, the report 
may be made to the Federal Rights Coordinators.  
 
Allegations of discrimination/harassment shall be fully investigated (as set forth in Complaints and 
Grievances 5.501). An oral complaint may be submitted; however, such complaint must be reduced to 
writing to ensure a more complete investigation.  
 
Smoking or Tobacco Use:  
The Millington Municipal Schools Board of Education prohibits smoking or tobacco use by all staff, 
students, visitors, and guests on all school property, in all school buildings, and in all school vehicles 
(including schools, offices, warehouses, sports complexes, etc.). “Smoking” will mean all uses of tobacco 
(including all “smokeless” and chewing tobacco products), cigars, cigarettes, pipes, imitation tobacco 
products and electronic cigarettes. While on school property, employees are prohibited from possessing 
tobacco products that are visible to others. Policy 1.803 
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Employee Relations:  
Nepotism: No employee shall be under the immediate supervision of a member of the employee’s 
immediate family. Immediate family shall be defined as spouse, child, parent, parent-in-law, brother, 
sister, brother-in-law, and sister-in-law. A principal and an immediate family member shall not be assigned 
to the same building. Policy 1.108 
 
Student-Staff Relationships:  
Staff members shall maintain professional relationships with students at all times and develop wholesome 
and constructive relationships with them. Staff members shall be expected to regard each student as an 
individual and to accord each student the rights and respect that is due. Staff members shall promote a 
learning environment that encourages fulfillment of each student's potential in regard to their program, 
consistent with district goals and with optimal opportunities for students. This goal may be reached by 
adapting instruction to individual needs by: Policy 5.610  
 

1. Insisting on reasonable standards of scholastic accomplishment for all students; 
2. Creating a positive atmosphere in and out of the classroom;  
3. Extending courtesy and respect to students; and  
4. Treating all students with consistent fairness 

 
Staff members shall use good judgment in their relationships with students beyond their work 
responsibilities and/or outside the school setting and shall avoid excessive informal and social 
involvement with individual students. Any appearance of impropriety shall be avoided. Sexual 
relationships between employees and students shall be prohibited.  
 
STAFF TIME SCHEDULES: 
WORK SCHEDULES (CALENDARS) 
All full-time employees and most part-time employees will be assigned to a work schedule (calendar) for 
their position at the time of employment.  The work schedule will identify (if applicable) the scheduled 
work days, scheduled non-work days, hours per day, scheduled holidays, scheduled vacation days, the 
first day of work, and the last day of work.  The daily start and end times or the normal work day will be 
set annually by the director of schools. 
 
WORKWEEK DEFINED 
For purposes of compliance with the Fair Labor Standards Act, the workweek for school district employees 
will be 12:00 a.m. Monday until 11:59 p.m. Sunday.   Working hours for all employees, exempt or non-
exempt under the Fair Labor Standards Act3   will conform to federal and state regulations. The director of 
schools will ensure that job positions are classified as exempt or non-exempt and that employees are 
made aware of such classifications. Policy 5.602 
 
EXEMPT EMPLOYEES 
Teacher and Professional Staff- The workday for full-time licensed and professional staff will be a 
minimum of seven hours and thirty minutes and will continue until professional responsibilities to the 
student and the school are completed. Administrative meetings, curriculum development, student 
supervision, assigned duties, parent conferences, group or individual planning and extra-curricular 
activities may require hours beyond the stated minimum. Teachers shall be allotted a duty-free planning 
period of two and one-half (2 ½) hours each week to provide time for planning, preparation for effective 
teaching and attention to major program improvement.2 
Salary Exempt Staff- The normal work day hours will be set by the director of schools. Policy 5.602 
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NON- EXEMPT EMPLOYEES 
Hourly employees assigned to a work schedule (calendar) will have daily start and stop times for a normal 
work day.  The start and stop times will be determined each year by the director of schools. Regular part-
time hourly employees will be assigned a work schedule and normal work day start and stop times. Other 
part-time hourly employees may be assigned hours on an as needed basis.  Part-time employees are not 
authorized to work 30 hours or more in a single work week, except for Nutrition part-time employees who 
may be asked to work in place of a full-time employee who may have unscheduled absence. The approval 
for Nutrition part-time employees to work 30 hours or more in a week should be for unforeseen 
circumstances to prevent disruption of services, and approved by the school principal. Policy 5.602 
 
ALTERNATIVE WORK HOURS  
Alternative work hours are hours worked outside the normal scheduled work hours and time taken during 
the same work week.  For example:  1) a clerical person who normally works from 7am to 3:30pm (8 hours) 
has a teacher conference on Wednesday at 10 am.  The Principal or Central Office (CO) supervisor may 
allow that employee to work and extra hour on Tuesday to cover the time taken off Wednesday; 2) a 
principal needs a volunteer hourly employee to work 3 extra hours on Monday to help with a 
parent/teacher conference.  The employee takes off 3 hours on Friday afternoon.  The total normal weekly 
hours worked does not change. 
 
Alternative work hours are volunteer only, and must be approved by the principal or CO supervisor prior 
to working the hours or taking the time off.  Alternative work hours will be recorded on the time sheets 
as hours worked during the same week.  In example (1) above, the employee would record working from 
7 am to 4:30 pm (9 hours) on Tuesday and from 7am to 10 am and 11 am to 3:30 pm (7 hours) on 
Wednesday. Policy 5.602 
 
OVERTIME 

Exempt employees may sometimes work more than a 40 hour week. They are compensated for any 
overtime with their annual salary and no additional overtime compensation will be paid. Policy 5.602 
  
The Board discourages overtime work by non-exempt employees. A non-exempt employee will not work 
overtime without the express approval of their Principal or CO supervisor.  The principal or CO supervisor 
must request approval form the director of schools or his/her designee prior to allowing employees to 
work overtime.  Principals and CO supervisors will monitor employees' work, will ensure that overtime 
provisions of this policy and the Fair Labor Standards Act are followed and will ensure that all non-exempt 
employees are compensated for any overtime worked. Principals or supervisors may need to adjust daily 
schedules to prevent non-exempt employees from working more than their scheduled hours in a 
workweek. Policy 5.602  
 
COMPENSATORY TIME 
In lieu of overtime pay, non-exempt employees should receive compensatory time off.  Compensatory 
time will be calculated at a rate of one and one-half (1.5) hours for each hour of overtime worked above 
40 hours. As with overtime pay, a non-exempt employee will not work additional hours above their normal 
work week without the express approval of their principal or CO supervisor.  Employees will be allowed 
to use compensatory time within a reasonable period if the requested use of the compensatory time does 
not unduly disrupt the operation of the school.  Request for using compensatory time will be submitted 
in the same manner as request for personal for personal time off or vacation time off.  
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Compensatory time must be used within 26 pay periods from the time it is accrued.  Employees may 
accrue a maximum of 240 compensatory time hours. Additional overtime hours will be paid at the 
overtime rate.  Upon leaving the district, and employee must be paid for any unused compensatory time 
at the rate of not less than the higher of (1) the average regular rate received by the employee during 
his/her last three (3) years of employment, or (2) the final regular rate received by the employee. 
 
Compensatory and overtime will be recorded on time sheets. Overtime will be paid in the pay period 
earned.  A record of compensatory time accrual will be maintained in the same manner as vacation time 
or sick time.  
  
  
This policy shall be included in the staff handbook.  Employees will be provided with a copy of this policy 
and will be required to sign a statement to acknowledge their understanding of overtime and 
compensatory time provisions.  Such signed statement shall be placed in the employee’s personnel file 
and shall constitute the written agreement in this section. Policy 5.602 
  
ATTENDANCE EXPECTATIONS 
All employees are expected to be present during all work hours. Absence without prior approval, chronic 
absences, habitual tardiness or abuses of designated working hours are all considered neglect of duty and 
will result in disciplinary action up to and including dismissal. Policy 5.602 
 
Lunch Time:  
All classified employees shall be allowed a thirty (30) minute unpaid meal period. The employee shall be 
relieved of all work responsibilities for the purpose of eating a meal. The authorized meal period must be 
taken during the work shift and may not be used to alter arrival or departure time by not using the meal 
period or any part thereof. The principal or Department Supervisors sets the lunch schedule for 
employees.  
 
Rest Breaks:  
Principals and Supervisor heads, at their discretion, may allow their employees two (2) rest breaks during 
each workday. One (1) break may be allowed in the morning and the other in the afternoon for a period 
not to exceed fifteen (15) minutes each. These rest breaks are a privilege and not a right and should be 
taken at times that do not interfere with service to the public or to the students. If an employee chooses 
not to take advantage of rest breaks, this time may not be accumulated and added to lunch periods or 
any type of leave.  
A rest break may not be used to alter arrival or departure time or used in conjunction with the lunch hour.  

 
Daily Sign in/ Sign out 
Employees are expected to sign in and sign out each day, on time, using the designated computer station 
within each school building. The password used to check in and out will be each Employee’s ID number 
assigned by Human Resources. Reports are generated from this system to verify employee attendance 
and approve payroll. Employees are not to sign in coworkers as this is a violation of password use and can 
result in disciplinary action.  
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EMPLOYEE WELLFARE 
Emergency/Crisis Management:  
At each school, the principal shall develop a Crisis Management Plan for use in times of such things as, but 
not limited to, fire, tornados, intruders, suicides, shootings, and death of a student, parent or faculty 
member. Principals must send a copy of the emergency plan for the school to the Superintendent and 
Supervisor of Operations and Transportation each year, as required by the SAVE Act (Schools against 
Violence in Education) enacted by the state of Tennessee in 2007. The principal shall appoint a Crisis Team 
which shall deal with specific situations, make decisions, and disseminate information in the event of a 
crisis. Policy 3.203 
 
Training for all school employees in the crisis management procedures shall be conducted annually during 
in-service sessions prior or during the school year. In the event of a crisis, the principal shall notify the 
Crisis Team members, the Superintendent, and any necessary emergency services (police, fire, 
ambulance, etc.).  
 
Safety:  
All staff members shall report current and potential hazards to their immediate supervisors. At each 
school, the principal shall develop procedures for keeping school facilities safe and free from hazards. 
Each site’s safety program will include: Fire prevention; Accident prevention; Warning signals; Emergency 
drills such as, but not limited to, fire, severe weather, earthquake, bomb threat and intruders; Emergency 
closings; Traffic safety; Traffic and parking controls; Safety inspections; First aid; Disaster preparedness 
plan for major emergencies.  
 
Only persons with lawful and valid business on the school/site premises shall enter onto the grounds or 
into the buildings. All staff members shall report all persons appearing to be improperly on school 
premises. School security and/or law enforcement officials should be engaged, if necessary, to maintain 
order or security. All visitors must report to the school’s office to be received a badge and to sign-in.  
 
Worker’s Compensation:  
In order to qualify for any benefits, an employee must give notice of the accident to his immediate 
supervisor on the day the accident occurs unless the employee is prevented by disability from the 
accident from giving such notice. Policy 3.602 
 

PROCEDURES FOR REPORTING WORKER’S COMPENSATION 
 
¶ All claims must be reported the same day they occur. The injury should be reported to the 

immediate  
Supervisor. If the Supervisor is unavailable, report the injury to an administrator.  

 

¶ You must contact the Supervisor of Human Resources to complete a First Report of Work Injury and 
the Medical Waiver and Consent form no later than 24 hours after the injury. The Agreement 
between Employer/Employee Choice of Physician forms must also be completed. If these are not 
completed in a timely fashion your claim may be denied  

 

¶ Failure to complete these forms could result in your claims being denied!  
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¶ Unless the injury is life threatening, the employee must first go to one of the physicians on our panel. 
Employees should not go to any other minor medical clinic or their primary care physician unless 
he/she is listed on our panel of physicians.  

 

¶  If the injury occurs after hours and it is not life threatening the employee should wait until the 
following morning to seek treatment.  

 

¶ In the event the employee needs critical emergency treatment, and an ambulance is called, the 
employee should be taken to the nearest emergency room, preferably Methodist Hospital - North. 
Upon release, the employee shall follow up with the Human Resources office and direct the hospital 
to send the bill to the district Human Resource Department. The employee should not provide their 
personal medical insurance.  

 

¶  If the employee needs additional treatment from a specialist, the treating physician must send their 
order to Human Resources. Please scan the order and email it to Amy Jones at 
ajones@millingtonschools.org. That order must be sent to our insurance provider and they will 
assign a panel of specialists for you to choose from.  
 

¶ Any prescriptions must be filled at a pharmacy on the StoneRiver form. The employee shall advise 
the pharmacist they are a Millington Municipal Schools employee with an on the job injury and the 
bill should be sent to the Human Resources Department. There are no co-pays or deductibles for 
Worker’s Comp treatment of prescriptions and the employee should not use their own health 
insurance card.  

 

¶ Any bills for treatment or prescriptions obtained after a denial of a Worker’s Comp will be the 
responsibility of the employee. 

MILLINGTON MUNICIPAL SCHOOLS 

NOTICE TO EMPLOYEES IN CASE OF INJURY 
 
 

¶ Any employee injured while at work must report their injury to their supervisor immediately. 
 

PANEL OF PHYSICIANS 

¶ The Tennessee Worker’s Compensation Law (T.C.A. 50-6-204), allows Millington Municipal    
Schools to select a group of three or more physicians to provide treatment for these work 
related injuries. The approved physicians are listed below. 

 
 

BMG Family Physicians Group 
3091 Kirby Whitten Rd. Bartlett, TN 38134 

901-751-5519 
 

Dr. Janice Nazario 
8507 HWY 51 N. #107 Millington, TN 38053 

901-873-2555 
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Dr. Jeffery May (May Medical Group) 
99 Doctors Drive #700 Munford, TN 38004 

901-873-7200 
 

Baptist Minor Emergency Clinic 
7424 HWY 64 #111, Bartlett, TN 38133 

901-385-7817 
 

Methodist Hospital North (Emergencies ONLY) 
3960 New Covington Pike, Memphis, TN 38128 

901-516-5200 
 

¶ If the injury requires immediate emergency treatment, i.e. life-threatening condition, Methodist 
Hospital-North is approved. If your condition is not an emergency, please wait until the following 
day to request treatment through a panel physician.  

 

¶ Approved pharmacies are on the StoneRiver Pharmacy Solutions form attached to your worker’s 
compensation form. Cardholder’s ID is the employee’s social security number. DO NOT FILL YOUR 
WORKER’S COMPENSATION PRESCRIPTION ON YOUR HEALTH INSURACE CARD. Notify the 
pharmacy you choose that this is a Worker’s Compensation injury and no co-payment will be 
required.  

 

¶ Millington Municipal Schools has provided for the payment of benefits by insuring with:  
 

Tennessee Municipal League 
5100 Maryland Way 

Brentwood, TN 37027 
 

Employee Assistance Program:  
The EAP shall include: 
 

¶  Education and training for the employees regarding drugs and alcohol.  

¶  Education and training for supervisors regarding drugs and alcohol, including:  

¶  Effects and consequences of substance use on personal health, safety, and work;  

¶  Manifestations and behavioral causes that may indicate substance use;  

¶  Documentation of training provided; and  

¶  A written statement of file and available at the School Board office outlining the EAP.  
CONCERN EAP 

901-458-4000 or 800-445-5011 
www.concernonline.org 

 
Break Time for Nursing Mothers:  
An employee who needs to express breast milk for the nursing child shall be allowed a reasonable break 
time and a space to do so that is not a bathroom, is shielded from view, and is free from intrusion from 
coworkers and the public. Break time for nursing mothers shall be allowed in addition to other breaks 
provided for herein and shall not be used to alter the employee’s scheduled arrival or departure time 

 

http://www.concernonline.org/
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TIME AWAY FROM WORK  
 
Emergency Leave  
An immediate supervisor may grant a certificated employee emergency leave during the workday for a 
sudden, unexpected occurrence demanding immediate attention. Leave shall be taken as personal leave, 
sick leave or leave without pay. The employee who uses emergency leave shall confirm said leave on 
appropriate forms the day after returning to work. Principals or administrative supervisors shall keep a 
tally of the amount of time individual employees are released under this policy and when the total time 
reaches one (1) day, the employee shall be charged with one (1) day of applicable leave. Policy 5.301 
 
Jury Duty  
If a teacher summoned for jury duty is eligible for a postponement of jury service, that teacher shall 
request a postponement until a time outside the academic year so that disruption to the instructional 
year may be avoided. The following procedures shall regulate the leave for jury duty for teachers:  

1. The teacher shall present written evidence that s/he had been summoned to serve 
on a jury; and  

2. The teacher shall be entitled to the usual compensation, less the amount paid by the 
court.  

 
Court Appearances  
If a certified employee appears in state court because of a personal interest, whether as a plaintiff, 
defendant or witness or voluntarily appears in behalf of family or friends, or when a certified employee is 
required to appear in court either as a defendant or plaintiff in a civil case, personal leave or leave without 
pay shall be granted in accordance with the established board policies on leaves.  
 
 
 

Support Personnel  
Support personnel called for jury duty or who serve as court witnesses shall present the subpoena 
or other documents which give reporting instructions to the immediate supervisor. The employee 
shall obtain a form indicating the days served and the court pay to be received from the court's 
clerk for submitting to the payroll office. The employee shall receive the usual compensation less 
the amount paid by the court  

 
Military Leave  
Employees who are members of any reserve component of the Armed Forces of the United States shall 
be granted leave of absence for all periods of military service during which they are engaged in the 
performance of duty or training in the service of the state or the United States. Reservists who anticipate 
military duty during the school year must give written notice to the director of schools, within thirty (30) 
days of the beginning of the school year, of the dates of the anticipated duty. While performing such duty 
or training, the employee shall be paid his/her regular salary up to a maximum of twenty (20) working 
days in any one (1) calendar year, plus such additional days as may result from any call to active state 
duty. An employee called to active duty by the governor to enforce the laws of the state shall be paid 
his/her regular salary for such time as he/she is engaged in the performance of his/her duty, and any time 
spent in active state duty shall not count against the twenty-day period of leave allowed for military 
service. Policy 5.306 
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Request for leaves and extension of leaves shall conform to state law and board policy governing all leaves 
of absence. Failure to comply with applicable laws and policies shall constitute grounds for dismissal.  

 
The employee shall supply a copy of the orders for duty, including the dates of departure and return it to 
the director of schools prior to, or simultaneous with, requesting leave.  
 
Personal and Professional Leave  
Personal and professional leave shall be granted in accordance with the laws of the State of Tennessee 
and the rules and regulations of the State Board of Education. Certified employees shall earn personal and 
professional leave at the rate of one day for each half-year employed for a total of two (2) days per year. 
Any personal and professional leave remaining unused at the end of a year shall be credited to sick leave. 
If, at the termination of services, any employee has been absent for more days than leave has been 
earned, an amount sufficient to cover the excess days used shall be deducted from the employee’s final 
salary payment.  
 
Professional leave is a short, temporary absence for the purpose of attending workshops and other 
meetings relating to school business or serving on boards and commissions which meet during daytime 
hours when appointed by a mayor, city council, county executive or county commission. Requests shall 
be submitted to the principal at least five (5) days prior to requested leave of absence. Policy 5.303 
 
Sick Leave  
Professional personnel shall earn one (1) day of sick leave for each month employed during the school 
year, and these days shall accumulate for an unlimited number of days. Sick leave shall be defined as: 
illness of a certified employee from natural causes or accident, quarantine, or illness or death of a member 
of the immediate family of a teacher, including the certified employee's wife or husband, parents, 
grandparents, children, grandchildren, brothers, sisters, mother-in-law, father-in-law, daughter-in- law, 
son-in-law, brother-in-law, and sister-in-law. A signed statement listing the cause of absence shall be 
provided by the employee on forms furnished by the director of schools and shall promptly be given to 
the immediate supervisor in support of all claims for sick leave pay. A falsified statement shall be grounds 
for dismissal. Policy 5.302 
 
A certificate from the physician on forms furnished by the Board may be required in support of any claim 
for sick leave pay. The principal shall notify the Human Resources office at once if an employee is sick 
beyond the limit of his/her sick leave accumulation.  
 
Sick leave for maternity purposes may be taken during the period of physical disability only. A certified 
employee may use up to thirty (30) days of accumulated sick leave for the adoption of a child. If both 
adoptive parents are teachers, only one parent may request leave. Written verification from the adoption 
agency or other entity handling the adoption shall be required before the leave is granted.  
 
Job Abandonment  
Employees who do not show up for work, do not contact their supervisor about taking leave or do not file 
appropriate leave forms and/or put their absences into the substitute teacher system will be considered 
to have abandoned their job. This abandonment may be treated as a resignation and benefits will end in 
the same manner as if the person had turned in a resignation letter.  
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Long-Term Leave for Professional Personnel  
All personnel holding a position that requires a teacher's license shall be granted leave for military service, 
legislative service, maternity, adoption, recuperation of health, or visitation of a spouse, child or parent 
deployed for military duty out of the country who has been granted rest and recuperation leave. Such 
personnel may be granted leave for educational improvements or other sufficient reasons as determined 
by the Superintendent. If granted, such leave shall not result in the forfeiture of accumulated leave credits, 
tenure status or other fringe benefits. Policy 5.304 
  
All leaves shall be requested in writing at least thirty (30) days in advance on forms provided by the 
Superintendent. The 30-day notice may be waived or reduced by the Superintendent upon submission of 
a certified statement by a physician.  
 
Vacation Procedures:  
Any full-time twelve (12) month employee who is employed by Millington Municipal Schools will be 
granted vacation based on the following schedule: Policy 5.310 
 

 
Length of Service Vacation Accrued Monthly Basis 

 
Less than five (5) years............................. .84 

(Maximum of 10 days per year) 
 

Five (5) years, but less than ten (10) years..........................1.00 per month 
(Maximum of 12 days per year) 

 
Ten (10) years, but less that fifteen (15) years............................1.25 per month 

(Maximum of 15 days per year) 
 

Fifteen years or more..........................................................1.67 per month 
(Maximum of 20 days per year) 

 
 

All eligible employees may accrue up to a maximum of twenty-five (25) vacation days. 
 
TERMINATION OF EMPLOYMENT  
 
Classified Employees:  
All non-certified (classified) employees are employed at the will of the Superintendent. Superintendent 
may dismiss any non-certified employee during the year for any lawful reason. Policy 5.202 
 
Non-Tenured Teachers:  
The Superintendent may dismiss or suspend for more than three days any non-tenured teacher during 
the contract year for incompetence, inefficiency, insubordination, improper conduct or neglect of duty 
after giving the non-tenured teacher, in writing, due notice of the charges. The Superintendent shall give 
the non-tenured teacher an opportunity for a full and complete hearing before an impartial hearing 
officer. Policy 5.201 
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The Board will appoint an impartial hearing officer to conduct such hearings. The hearing officer will hear 
the case and the employee shall have the right to:  
 
               1. Be represented by counsel; 

               2. Call and subpoena witnesses; 

               3. Examine all witnesses; and 

               4. Require that all testimony be given under oath. 
 
Non-tenured teachers are subject to the same rules and regulations and are entitled to the privileges of 
employment enjoyed by tenured teachers except that they have no claim upon continuing employment 
or tenure protections.  
 
The principal is responsible for discussing deficiencies as part of the evaluation process with the non-
tenured teacher and providing assistance for overcoming these deficiencies.  
 
The Superintendent is under no obligation to re-employ non-tenured teachers at the end of their contract 
period. If the Superintendent determines not to renew the contract of a non-tenured teacher, the 
following action shall be taken:  
 
            1. The Board shall be notified at the next regular board meeting; and  

2. Written notice of non-renewal shall be hand delivered or sent to the employee by registered 
mail so that it will be received by the employee no later than five (5) days after the last date 
teachers report that year.  

 
Tenured Teachers/Certified Personnel:  
When charges are made against a tenured teacher, charging the teacher with offenses which may justify 
dismissal or a suspension greater than three days, the charges shall be made in writing, specifically stating 
the offenses which are charged and shall be signed by the party or parties making the charges. If, in the 
opinion of the Board, the charges are of such nature as to warrant the release or a suspension greater 
than three days of the teacher, the director of schools shall give the teacher a written notice of this 
decision, a copy of the charges against the teacher, and a copy of a form provided by the Commissioner 
of Education advising the teacher of his/her legal duties, rights and recourse. Policy 5.200 
 
RESIGNATIONS  
 
Classified Employees:  
Support personnel shall give the immediate supervisor written notice of resignation at least two (2) weeks 
(ten (10) working days) in advance of the effective date of voluntary termination. The ten (10) working 
days may be waived by the Superintendent for justifiable reason.  
 
The immediate supervisor shall forward copies the day received to the Superintendent’s office. The 
payroll office will prepare final payment for the next appropriate scheduled pay day.  
 
Teachers/Certified Employees: 
A teacher shall give the Superintendent notice of resignation at least thirty (30) days before the effective 
date of the resignation. The Board may waive the thirty (30) days’ notice requirement and permit a 
teacher to resign in good standing.  
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The conditions under which it is permissible to break a contract with the Board are as follows:  

1. The incapacity on the part of the teacher to perform the contract as evidenced by the 
certified statement of a physician approved by the Board;  

2. The release by the Board of the teacher from the contract which the teacher has 
entered into with the Board.  

 
Any teacher on leave shall notify the Superintendent in writing at least thirty (30) days' prior to the date 
of return if the teacher does not intend to return to the position from which he/she has taken leave. 
Failure to render such notice may be considered a breach of contract.  
 
Upon a breach of contract, the Board, upon a motion recorded in its minutes, may file a complaint with 
the Commissioner and request the suspension of a teacher’s certificate. After the Commissioner has 
provided the teacher an opportunity for defense during a hearing, the Commissioner may suspend the 
certificate for no less than thirty (30) and no more than three hundred sixty-five (365) days.  

 
 
RETIREMENT 
 
Classified Employees  
Retirement shall mean a termination of services under conditions which will allow the employee to draw 
benefits from retirement plans and/or social security benefits.  
 
Employees eligible for retirement benefits may elect to retire at any age according to the provisions of 
the retirement system. Central office personnel shall assist employees in securing retirement benefits; 
however, it shall be the responsibility of the retiring employee to obtain verification of eligibility in writing 
from TCRS to the central office. It shall be the responsibility of the retiring employee to file for eligible 
benefits.  
 
Employees who retire under TCRS may be employed up to one-hundred-twenty (120) days per year 
without loss of retirement benefits.  
 
 
 
Teachers/Certified Personnel  
Retirement shall mean a termination of services under conditions which will allow the employee to draw 
benefits from retirement plans and/or social security benefits. Employees eligible for retirement benefits 
may elect to retire at any age according to the provisions of the retirement system. Policy 5.205 
 
Central office personnel shall assist employees in securing retirement benefits; however, it shall be the 
responsibility of the retiring employee to provide verification of eligibility in writing from TCRS to the 
central office. It shall be the responsibility of the retiring employee to file for benefits.  
 
Employees who retire under TCRS may be employed up to one hundred twenty (120) days per year 
without loss of retirement benefits. Retired teachers may substitute teach for an additional ninety (90) 
days if the director of schools certifies in writing to the Board that no other qualified personnel are 
available to substitute teach. 
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EMPLOYEE HANDBOOK AGREEMENT SIGNATURE PAGE 
 
In the event of a discrepancy between any of the information contained in our handbook and the 
Millington Municipal Schools (MMSD) Board Policy, the MMSD Board Policy will govern. The purpose of 
this handbook is to provide information that will help with questions and enable our employees to have 
a successful career with MMSD. Not all board policies and procedures are contained in this handbook; 
however, those that are have been summarized.  
 
This handbook is neither a contract nor a substitute for the official MMSD Board Policy. It is only meant 
to be a guide for that Policy manual. This handbook is not intended to alter the at-will status of any 
employee.  
 
Please be advised that Board policies and district procedures may change at any time. For more 
information, please refer to the online Board Policy section located at www.millingtonschools.org, confer 
with a supervisor, or contact the appropriate Central Office department. It is the employee’s responsibility 
to be knowledgeable of and adhere to the Board Policies and district procedures.  
 
I have read and acknowledge understanding of overtime and compensatory time provisions according to 
the MMSD Board of Education Policies 5.602 and 5.604. 
 
 
DRUG AND ALCOHOL TESTING FOR EMPLOYEES 

I have read and agree to abide by the Millington Municipal Schools Board of Education policy governing 
Drug and Alcohol Testing for Employees. I agree to submit to drug and alcohol tests as a condition of my 
initial or continued employment with Millington Municipal Schools, and I further authorize any laboratory 
or medical provider to release test results to the Millington Municipal Schools Board of Education.  
 
I expressly authorize the Millington Municipal Schools to release any test-related information, including 
positive results, to any government agency investigating my employment of termination thereof.  
 
I understand that this agreement in no way limits my right to terminate my employment or to be 
terminated in accordance with federal and state law. In signing this form, I acknowledge and represent 
that I have read and fully understand the contents and effect of this provision, and I voluntarily agree to 
its terms and conditions. 
 
_________________________   _______________________ _________ 
Employee Print Name                Employee Signature   Date 
 
 
__________________________                 _______________________  
Principal or Supervisor     Date 
 

AFTER REVIEWING THE EMPLOYEE HANDBOOK, PRINT PAGE 27, SIGN AND RETURN TO YOUR 

PRINCIPAL OR IMMEDIATE SUPERVISOR FOR FILING - PLEASE RETAIN THESE IN PRINCIPAL’S OFFICE 

DURING THE SCHOOL YEAR. MAINTAIN FOR THREE (3) YEARS. 
 

http://www.millingtonschools.org/
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