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Employee Policies and Procedures 
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The policies and procedures in this manual are not intended to be 
contractual commitments by Muskogee Public Schools, and employees shall 
not construe them as such.  

The policies and procedures are intended to be guides to management and 
are merely descriptive of suggested procedures to be followed. Muskogee 
Public Schools reserves the right to revoke, change or supplement 
guidelines at any time without notice.  

No policy is intended as a guarantee of continuity of benefits or rights. No 
permanent employment or employment for any term is intended or can be 
implied from any statements in this manual.  
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Muskogee Public Schools 
One Team, One Vision, One Community 

Welcome Letter   
  

Welcome to Muskogee Public Schools! We are pleased to have you with us and hope that 
you find your new position rewarding and challenging. Muskogee Public Schools is a growing 
school district, and we feel that all of us have the opportunity to benefit. We want to maintain 
the benefits of our current environment as we expand and grow the district over the coming 
years.  

  

To reach our goal we must provide superior service to our children and this means employing 
the best people. As a member of the Muskogee Public Schools team, you are critical to our 
success. Through your success we can reach our goals.  

  

Muskogee Public Schools strives to bring the best education to the children of our 
community and a work environment that allows you to flourish. We want you to build a long 
and successful career with Muskogee Public Schools and be a happy and productive 
member of our team. Through your dedication, creativity, perseverance and efforts, our district 
will continue to give the children of our community the opportunity to go above and beyond 
their own expectations. 

  

Once again, welcome to Muskogee Public Schools.  We appreciate your confidence in our 
future. Let’s grow together.  

  

Regards,  

  

  

  

  

Martha Gore 

Human Resource Officer 
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School History  

When the first Board of Education was established in 1898, one of their initial duties was to 
create public schools for students of different races to replace the church school that had 
missionaries as teachers, thus creating Muskogee Public Schools. 

 
Muskogee had two high schools during this time, Central High School and Manual Training High 
School.  The first graduating class of Central High School was 1908.  In 1909, Central High 
School became the first school in the state to be accredited by the North Central Association. 
 
Manual Training High School goes back 61 years prior to integration.  Manual Training High 
School had its first graduating class in 1912.  
 
The last graduating classes from both Central and Manual were in May 1970. The following fall, 
all high school students integrated to what we know today as Muskogee High School.  This 
integration in 1970 marked the end of two historical institutions but also spawned a single 
school to carry on the best of both traditions. 
 
Muskogee Public Schools now consist of one high school, one junior high, 10 elementary 
schools, two magnet schools, and one early childhood center for four-year olds. 
 
Muskogee Public Schools employees 475 certified staff and 345 non-certified staff.  Together, 
we are working to make Muskogee Public Schools the best in Oklahoma. 
  
   
  
   

Departments 
 

Muskogee Campus Police Department 
 
 The Muskogee Campus Police Department and Security is dedicated to educating and 
training of staff and students in safety procedures that someday may save their lives. 
The police and security officers of this department patrol campuses, oversee security 
cameras, alarm calls, security for sporting events, proms, dances, graduation and any 
event that need security throughout the district.  
 
 
 The campus police department has officers placed at three major sites, throughout the 
district, Muskogee high School, Alice Robertson Jr. High, and the Rougher Alternative 
school. Each officer has an elementary site assigned to him or her as well; you may find 
which officer has adopted your school by contacting the director of security. This officer 
is responsible for safety education and any questions about safety of the school.      
 If you have any questions about security of your building and/or security for an event 
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you or your staff is having on school property you may contact the following people: 
 
 Director of Security:   918-869-2559  684-3700 ext 1629 
 MHS Campus        918-577-1597  684-3750 ext 1774 
 Officer #2          918-577-1371 
 Alice Robertson Jr. High 918-577-1197  684-3775 ext 2021 
 R.A.A             918-577-1758  684-3705 ext 4817 
 ALARM CALL        918-577-1597 
 
 

Transportation 
 
DISTRICT: The Muskogee Public Schools exist to create and provide educational 
opportunities in a success based educational environment to empower all students to 
become lifelong learners and participants in an ever changing world. 
 
TRANSPORTATION: The Muskogee Public Schools pupil transportation system strives to 
transport our students to and from school and activity trips in as safe and efficient 
manner as possible to help provide an atmosphere to enhance the educational 
opportunities of all students. 
 
 
The success of any pupil transportation system is dependent upon the quality of 
performance and the dedication displayed by its staff.  This handbook has been 
prepared to assist our personnel to achieve the highest standards of service possible for 
our students, patrons and community. 
 
All Transportation employees are to utilize this handbook as a guideline for our pupil 
transportation operations.  Questions regarding employee responsibility or duties which 
are not addressed in this handbook may be referred to the appropriate supervisor. 
 
Our transportation personnel are the first school staff to make contact with many 
children before they reach school and the last before they return home each school 
day.  The bus driver needs to possess the ability to relate to children, understand their 
needs, their behavior and help teach them daily lessons in manners, safety and good 
conduct.  Maintaining control of a bus situation can mean that the bus drivers help 
students to begin a productive school day and end it with a pleasant ride home.  The 
bus driver has an important role to fulfill in developing a good learning environment for 
a student as well as his/her attitude toward school. 
 
Bus drivers and bus assistants are some of the most visible of all school district 
employees.  It is imperative to project the school district to the public in the best 
manner possible.  The way in which one performs his/her daily job contributes 
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favorably or unfavorably to the public image of our district.  Building positive public 
relations is a continuous process which should be worked on daily no matter what the 
mood is of the employee, the conduct of the students, or the concern expressed by 
parents and public at large.  Public relations begin with each individual.  Any 
organization whose members have mutual friendliness, interest, and respect for others 
is well on its way to acquire and maintain good public relations.  By working on and 
improving our public relations we will all be more apt to receive the respect so 
deserved.  It is not automatically granted to us; it is something we must earn. 
 
Employee safety is an attitude by which we apply knowledge and skill to our everyday 
activities.  It is not sufficient to be only a requirement, but it must be fostered through 
one’s sincere interest in safety.  Pre-employment training and continual in-service 
activities will allow each of us to improve our ability to cope safely with a constantly 
changing environment. 
       
If you have any questions or need further information about the Transportation 
Department, contact: 
 
  Manager of Operational Services          918-684-3730 
  Secretary of Manager                  918-684-3730 
  Dispatcher                          918-684-3730 

 
Child Nutrition Services 
 
Our mission in the Child Nutrition Department (CND) is to partner in the education 
process of children, by providing nutritious, economical, appealing meals to all students 
while complying with local, state and federal regulations.  Many of the school sites offer 
not only reimbursable meals to students, but also a la carte foods and beverages for 
purchase.   

 

The Muskogee Public Schools, Child Nutrition Department (CND) operates under 
a signed agreement with USDA, the Oklahoma State Department of Education, and the 
Department of Human Services.  We participate in several federally funded programs, 
such as: National School Breakfast Program (SBP,) National School Lunch Program 
(NSLP,) After School Snack Program (ASSP,) Fresh Fruit and Vegetable Program (FFVP,) 
and Summer Food Service Program (SFSP.) 

 

The CND serves approximately 3,010 breakfast meals and 5,685 lunch meals 
each school day.  In the 2011-2012 school years, over 1.3 million breakfast and lunch 
meals were served district wide.  We employ approximately 80 people, and funnel over 
3.2 million dollars into the economy in the way of salaries, food, services, and 
equipment purchases. 

 

Child Nutrition offers breakfast at no charge to students Kindergarten through 8th 
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grade.  Eating breakfast increases student learning, and we want students to be more 
alert, make fewer errors and feel satisfied from a morning meal which can affect their 
behavior in a positive way.  We want the students of Muskogee Public Schools to have 
every opportunity to be successful, and this is one of many ways we partner in 
education. 

 

Families in the Muskogee Public School District have the opportunity to apply for 
Free/Reduced price meals all school year.  At any time, they can contact their school 
cafeteria Food Service Manager and/or the Child Nutrition Services office @ 918-684-
3765 for the application and assistance with the application process.  The free, reduced, 
and full pay eligibility status of students is VERY confidential.  Each student and staff 
member is given a pin number, and that pin number is linked to an account with the 
students’ eligibility.  The point-of-sale registers in the cafeteria do not allow students to 
be identified as a free, reduced or full pay, and the information is not given out without 
appropriate documentation.  Families and students can feel comfortable applying for 
assistance and will not be “labeled” or identified in anyway. 

 

Parents and staff are responsible for ALL meal costs incurred (aka charges.)  
Families ARE responsible for any meal charges which have accumulated prior to the 
approval of a Free and Reduced Meal Application.  The eligibility cannot be retro-back 
before the approval date of the application.  Elementary students are allowed to charge 
up to three lunch meals.  Secondary students are allowed to charge one breakfast and 
one lunch meal.  Once a student has exceeded the minimum charge limit, they will be 
offered a peanut butter and jelly sandwich with milk at no charge.  Food Service 
Managers will send low balance notifications, and charge letters home with students.  
Parents may also track student purchases and account balances at 
www.mealpayplus.com.   All they will need is the students’ identification number. 

 

If you have any questions about the Child Nutrition Program of Muskogee Public 
Schools you may contact: 

 
 
Director of CNS  918-616-0322  684-3700 Ext. 5212 
CNS Supervisor  918-616-3298  684-3700 Ext. 5211 
Department Secretary 918-684-3765  684-3700 Ext. 5210 

 
 
   
  
  

Continuity of Policies - Right to Change or Discontinue  

The policies and procedures in this manual are not intended to be contractual commitments by 
Muskogee Public Schools and employees shall not construe them as such. They are intended 
to be guides to management and merely descriptive of suggested procedures to be followed.  

http://www.mealpayplus.com/
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Muskogee Public Schools reserves the right to revoke, change, or supplement these 
guidelines at any time without notice. Such changes shall be effective immediately upon 
approval by management unless otherwise stated.  

  

No policy is intended as a guarantee of continuity of benefits or rights. No permanent 
employment or employment for any term is intended or can be implied by statements in this 
manual.  

   

  

Equal Opportunity Policy 

Muskogee Public Schools is an Equal Opportunity employer. 

No employee of the District will discriminate against an applicant for employment or a fellow 
employee because of race, creed, color, religion, sex, national origin, ancestry, age or any 
physical or mental disability. No employee of the District will discriminate against any applicant 
or fellow employee because of the person’s veteran status.  

This policy applies to all employment practices and personnel actions including advertising, 
recruitment, testing, screening, hiring, selection for training, upgrading, transfer, demotion, 
layoff, termination, rates of pay and other forms of compensation or overtime.  

Recruitment  

Muskogee Public Schools aggressively recruits to attract top caliber individuals to all levels of 
the organization. District positions may be filled by either transfer or promotion of existing 
employees or by new employees who are recruited or apply. Recruitment may be conducted 
through advertising, employment agencies, schools, employee referrals or technical and trade 
referrals. Supervisors/managers should consider the most appropriate method of recruitment 
for filling departmental positions. All recruitment shall be conducted in an ethical, professional 
and non-discriminatory manner.  

Muskogee Public Schools provides equal employment opportunity to all applicants on the 
basis of demonstrated ability, experience and training. 

A list of current openings will be posted to all employees via e-mail and to the general public via 
the district web site.   

Announcement of New Positions  

The availability of all job openings will be announced on the district website for the general 
public to view. The job requisition giving job title, level, department, job functions and 
qualifications will be posted to the Muskogee Public Schools web site and via e-mail to all 
employees also.  

All present employees are encouraged to review the requirements for each position and apply 
for those positions in which they are interested. All applications will be given the same 
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consideration as outlined in the District recruitment policy.  

 

Employee Self Service (ESS) 
 
Employee Self Service is a service provide for employees of Muskogee Public Schools on the 
Muskogee Public Schools web site.  This service will allow employees to access information such 
as copies of direct deposit pay checks, W-2, W-4, insurance information, and ability to update 
personal information. 

 

Employee Selection and Development  

Muskogee Public Schools provides equal opportunity to all applicants on the basis of 
demonstrated ability, experience, training, and potential. Qualified persons are selected without 
prejudice or discrimination as stated in the District’s Equal Opportunity Policy.  

The employment requisitions, initiated by the supervisor/manager, will define the job-related 
tasks and qualifications necessary to assume the position. The defined tasks and stated 
qualifications will be the basis for screening applications. The supervisor/manager will conduct 
structured initial interviews limited to job-related questions to assess each candidate’s 
experience, demonstrated ability and training. The telephone may be used for these initial 
interviews.  

Recruiting is only one part of continued employee development, which is a five-part process 
designed to help retain good workers. The employment development process includes (1) 
recruiting, (2) interviewing, (3) hiring, (4) training and (5) evaluation. 

 

 

Recruiting — Recruiting involves a variety of factors: 

 

 Developing a job description 
 Finding candidates through 

o employee referral 
o job boards 
o advertising in the general media 

 
Interviewing — Interviewing also involves a variety of factors: 
 

 Supervisor/Principal pulls applications that are qualified for position 
 Initial one-on-one interviews or committee interview 
 Second round interview with Asst. Superintendent of Support Services or Human 

Resources 

 Checking references and backgrounds 
 Name submitted to school board for approval 
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Hiring — Once the candidates name has been approved by the School Board of Education, the 
employee is called by the Human Resource Office and a follow up letter is sent of the board 
action.  The Human Resource Secretary contacts the employee to make an appointment to 
finalize paperwork.  Employees will sign a Job Offer Sheet that will serve as a contract upon 
receipt of annual contracts which are dispensing in September. 

An exception may be made where a temporary position of known duration is to be filled. 
Employment may be made contingent upon certain job-related factors, such as obtaining a 
specific state or federal license when appropriate or desirable.  

After the candidate has accepted the employment offer, she or he will be required to provide 
documentation of identity and employment eligibility in accordance with federal law. Form I–9, 
shall be used for this purpose. 

Here is an outline of the hiring process: 

 
 Make verbal offer with written disclosure of the terms for temporary teacher. 
 Follow-up with basic Job Offer Sheet outlining key terms 

 Receive acceptance of offer letter from new employee after the employee has been 
approved by the Board of Education for Muskogee Public Schools 

 File paperwork (W4, signed employment agreement, I-9, etc.) 
 

Training — On the first day of employment, the employee’s supervisor/manager is responsible 
for assisting the employee in completing all check-in and benefit enrollment procedures with the 
Personnel and Accounting departments. In addition the supervisor/manager will ensure that the 
new employee receives an introduction within the District and is provided with in-depth 
information regarding his or her specific role and responsibilities within his or her department. 

 
Here is a brief outline of this first week: 

 
 Introduction to coworkers on Day 1 
 Supervisor/manager identifies specific roles and responsibilities of employee on Day 1 
 Supervisor/manager reviews District history, products, duties, and expectations within 

the 1st week of employment 

 
Evaluation — Giving constructive feedback at various times during the employment 

relationship is the final stage of the employment development process. New and existing 

employees will be provided with feedback at different times during the year. 
 
Supervisors will provide the following: 

 
 New Support employees will be provided performance evaluation criteria after 30, 60, 

and 90 working days from effective hire date 

 New Certified employees will be provided with performance evaluation criteria twice a 
year 

 Annual Performance Reviews for all employees  
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Sexual Harassment  

It is the policy of the Muskogee Public Schools that sexual harassment of faculty and 
staff is prohibited in the work place, in the recruitment, appointment, and advancement 
of employees; sexual harassment of students is prohibited in and out of the classroom 
and the evaluation of student's academic performance.  Sexual harassment accusations 
are indeed grievous and can have serious and far-reaching effects upon the careers 
and lives of individuals.  This policy is in keeping with the spirit and intent of various 
federal guidelines which address the issue of fair employment practices, ethical 
standards, and enforcement procedures. 
 
Definition-Sexual Harassment is the unwelcome sexual advances, requests for sexual 
favors and other verbal or physical conduct of a sexual nature when: 
 

Such conduct has the purpose, or effect of unreasonably interfering with an 
individual's work or academic performance or creating an intimidating, hostile, or 
offensive working/academic environment. 

 
Submission to such conduct is made either explicitly or implicitly a term or 
condition of an individual's employment or academic standing. 

 
It is a violation of district policy for an administrator, faculty, staff and/or student to 
engage in sexual harassment.  It is a violation of district policy for anyone to seek 
gain, advancement, improved academic standing, or consideration in return for 
sexual favors.  Any allegation of sexual harassment without good cause is a 
violation of district policy. 

 
Employees who have a complaint alleging sexual harassment should report their 
complaint to the Assistant Superintendent of Personnel and Support Services, who 
will initiate an investigation.  A report will be made to the Superintendent of 
Schools regarding accusations, investigative procedures, and reconciliation of 
complaints. 

 
Students who have a complaint alleging sexual harassment should report their 
complaint to their building principal.  The building principal will initiate an 
investigation. under supervision of the Director of Special Programs.   A report will 
be made to the Superintendent of Schools regarding accusations, investigative 
procedures, and reconciliation of complaints. 

 

Violation of this district policy will be dealt with accordingly based on established district 
policies and procedures for suspension, demotion, dismissal, and nonrenewal of staff.   

Board Policy GBEAA 
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Illegal Drug Abuse/Alcohol Abuse  

 
Please refer to Muskogee Public Schools Board Policy, Section G, Personnel, GBE-F. 

Smoking  

No smoking will be allowed on any premises owned by Muskogee Public Schools at any time. 
This policy is for the health and safety of all employees, children, and volunteers within the 
buildings.  

Employment Classifications  

There are five classifications of employees:  

Certified — An employee who holds a valid Oklahoma State Department of Education 
Teaching Certification. 

Support— All other employees other than certified. 

Temporary — An employee hired for the first time in the school district.  Their contract is 
usually on a one-year period. 

   Salaried -  A person in a position of Management or Administration. 

 
   Substitute – A person who is on a “will call” basis. 
 

All employees are classified as exempt and nonexempt according to these definitions:  

Salaried Exempt — Positions of a managerial, administrative or professional nature, as 

prescribed by federal and state labor statutes, which are exempt from mandatory overtime 
payments.  

Salaried Nonexempt (hourly) — Positions defined by statute, which are covered by 

provisions for overtime payments.  

If you are uncertain as to your status, please contact your supervisor/manager.  

Employee Safety  

Muskogee Public Schools strives to provide its employees with a safe and healthful 
workplace environment. To accomplish this goal, both management and employees must 
diligently undertake efforts to promote safety.  

All job-related injuries or illnesses are to be reported to your supervisor and the districts 
insurance clerk immediately, regardless of severity. In the case of serious injury, an employee’s 
reporting obligation will be deferred until circumstances reasonably permit a report to be made. 
Failure to report an injury or illness may preclude or delay the payment of any benefits to the 
employee and could subject Muskogee Public Schools to fines and penalties.  
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Asbestos Hazard 
 

 All school facilities within the Muskogee School District have been inspected for  the 
presence of asbestos containing materials.  The action is in compliance with 

 The Asbestos Hazardous Emergency Response Act of 1986. 
 
 Detailed reports for each building in the school district are on file in the office of the 
 Principal of each school.  The master AHERA management plan is on file in the 
 Office of the Superintendent of Schools. 
 
 The AHERA management plans are available for public to review upon request to 
 The building principal or to the Superintendent of Schools.  These documents are 
 made available to enable the public to determine if the AHERA management plan 
 has been satisfactorily implemented. 
 
 Rules for working with asbestos materials: 
 
 1. Do not disturb without proper training or equipment. 
 
 2. Never sand or drill floor tile containing asbestos. 
 
 3. Never dry buff floor tile containing asbestos, always have a wet surface or 
  sealed surface. 
 
 4. Report any damaged asbestos containing materials immediately to the  
  maintenance department. 
 

 Safety
 

 Employees should be familiar with all equipment, chemicals and operations  
 under their control and should insist accepted standards of safety be  
 maintained.  Absence of adequate safeguard and any condition or situation  
 which may endanger life or property should be reported to your Supervisor  
 immediately.  MSDS manuals are available in each school. Precautions 
 should be taken to provide for the safety of the students and staff 
 at the schools while performing duties.  Most young people are curious.  
 Watch your tools, ladders, materials and vehicles.  If students are at an 
 unsafe distance while performing the work assigned, cease the work, wait 
 until it is safe to resume such work, or ask assistance of the school personnel. 

 

   Program Safety Into Your Work Schedule 
 
 1.  All spills should be mopped up immediately to prevent falls, even if  
   the spill is not in your area. 
 
 2.  Use "Wet Floor" signs in areas just mopped, refinished or  
   shampooed. 
 
 3.  Never mix incompatible chemicals.  This could cause a harmful  
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   reaction.  Should chemicals cause any sort of rash or burn, notify  
   your supervisor. 
 
 4.  Never leave carts or housekeeping equipment by fire doors or other  
   firefighting equipment. 
 
 
 5.  Learn to hold trash bags away from your body.  To remove, lift by  
   grasping the top of the bag.  Do not puncture the bags once they are  
   tied. 
 
 6.  Never put your hand in a trash container no matter how little trash is  
   in it.  There could be glass in it that might cause injury. 
 
 7.   If you see an unsafe condition, report it to your supervisor. 
 
 8.  Never lift heavy loads by yourself.  Either: ask for help, use equipment  
   for that purpose, or divide the load. 
 
 9.   Never leave soap on shower floors; it could cause a fall. 
 
 10.  Chemical supply rooms must be kept neat and locked at all times. 
 
 11.  Permanent use of extension cords should be discouraged. 
 
 12.  Work areas to be kept clean and neat at all times. 
 
 13.  Use ladders and step stools, not chairs, desks, etc..  Do not stand on the  
   top step of a ladder. 
 
 14.  Follow safety guidelines when mixing and using chemicals. 
 
 15.  Wear personal protective equipment when required. 
 
 16.  Always turn off all power sources before working on any equipment. 
 

17.  Before using any type of equipment make sure it is in good operational  
  condition and all safety guards are properly in place on the equipment. 

 
18.  Always ask your immediate supervisor if you have any questions before    
  performing the task or operation. 

  
 19.  Make sure all safety equipment is in good condition before using. 
 

20.  DO NOT PERFORM ANY ACT OR OPERATION THAT IS UNSAFE. 

 

Fire Safety: 
  

 The best form of protection against fire is prevention. 
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 1. In the event of fire, the students' safety is of primary importance. 
 
 2. In the event of fire, students, teachers and staff may need to be evacuated.  
  This evacuation should be carried out quickly and cautiously.  The move should 
  be made with the utmost expediency affording all precautions and safety for the 
  students. 
 
 3. In case you discover a fire, proceed to the nearest "pull station" and pull alarm. 
 
 4. Contact the building principal or his/her designee immediately letting them know 
  of the situation. 
 
 5. Call 911 and notify them of the location and description of the fire. 
 
 6. Close all doors to contain and isolate the fire. 
 
 7. Know where fire extinguishers are located so that you can easily find one. 
  Operate it according to the instructions on the fire extinguisher.  Continue to 
  fight the blaze, only if the fire is small, until it is extinguished or you are relieved 
  by other personnel. 
 
 

Bloodborne Pathogen Program 
 

 The purpose of the Bloodborne Pathogens Standard is to "reduce occupational 
 exposure to Hepatitis "B" Virus (HBV), Human Immunodeficiency Virus (HIV) and 
 other blood borne pathogens" that employees may encounter in the workplace. 
 Each building site has a copy of the bloodborne pathogen program for Muskogee 
 Public Schools. All procedures in the plan must be followed at all times. 
 
 Muskogee Public Schools, District I-20, believes there are a number of "good" 
 general principles that should be followed when working with bloodborne 
 pathogens.  This includes: 
 
 1. It is prudent to minimize all exposure to bloodborne pathogens. 
 
 2. Risk of exposure to bloodborne pathogens should never be  
  underestimated. 
 
 3. Our school should institute work practice controls to eliminate or minimize 
  employees exposure to bloodborne pathogens. 
 
 

 4. Employees should always make sure that there are barriers between them and 
  any bloodborne pathogen. 
 
 5.  Protect yourself first, treat victim second. 
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 6.  Wash your hands regularly. 
 
 The District's Exposure Control Plan is available to our employees at any time.  
 Employees are advised of this availability during their education/training sessions.  
 Copies of the Exposure Control Plan are kept in the Superintendent's Office, 
 Personnel Office and all district building offices.  
 

 

OSHA Hazardous Communication Program 
  
 

The goal of Muskogee Public Schools Hazardous Communication Program is to 
 provide a physical environment free of hazards and to manage staff activities to 
 reduce the risk of human injury. 
 
 Steps required to obtain this goal: 
 
 1. Hazardous Communication Program. 
 
 2.  Employee training. 
 
 3. Purchase of safe and effective supplies. 
 
 4. MSDS sheets on file at each location. 
 
 5. Ensure labeling on incoming containers. 
 
 6. Employee cooperation. 
 
 7. Yearly evaluation of program. 
 
 8. Warning labels where hazardous chemicals are stored. 
 

 
 

Return to Work After Serious Injury or Illness 

As a joint protection to the employee and the District, employees who have been absent from 
work because of serious illness or injury are required to obtain a doctor’s release specifically 
stating that the employee is capable of performing his or her essential duties or assignments. A 
serious injury or illness is defined as one that results in the employee being absent from work 
for more than two (2) consecutive weeks or one which may limit the employee’s future 
performance of regular duties or assignments. (Also see Medical/Family Leave policy.)  

Muskogee Public Schools management shall ensure that employees who return to work after 
a serious injury or illness are physically capable of performing their essential duties or 
assignments without risk of re-injury or relapse by way of a doctor’s release.  



 18 

If the cause of the employee’s illness or injury was job-related, the employee’s 
supervisor/manager will make every reasonable effort to accommodate the returning employee 
to assignments consistent with the instructions of the employee’s doctor until the employee is 
fully recovered. A doctor’s written release is required before recovery can be assumed. 

 

Performance Improvement 
 
Performance improvement may be suggested whenever District Administration believes that an 
employee’s performance is less than satisfactory and can be resolved through adequate 
counseling. Corrective counseling is completely at the discretion of District Administration. The 
District desires to protect its investment of time and expense devoted to employee orientation 
and training whenever that goal is in the District’s best interests. The District expressly reserves 
the right to discharge “at will.” Even if corrective counseling is implemented, it may be 
terminated at any step at the discretion of management. Management, in its sole discretion, 
may warn, reassign, suspend or discharge any employee at will, whichever it chooses and at 
any time. 
 
The supervisor/manager will determine the course of action best suited to the circumstances. 
The steps in performance improvement are as follows: 
 

Verbal counseling — As the first step in correcting unacceptable performance or behavior, 

the supervisor/manager should review pertinent job requirements with the employee to ensure 
his or her understanding of them. The supervisor/manager should consider the severity of the 
problem, the employee’s previous performance appraisals and all of the circumstances 
surrounding the particular case. Stating that a written warning, probation or possible 
termination could result if the problem is not resolved should indicate the seriousness of the 
performance or misconduct. The employee should be asked to review what has been discussed 
to ensure his or her understanding of the seriousness of the problem and the corrective action 
necessary. The supervisor/manager should document the verbal counseling for future reference 
immediately following the review. 

 
Written counseling — If the unacceptable performance or behavior continues, the next step 

should be a written warning. Certain circumstances, such as violation of a widely known policy 
or safety requirement, may justify a written warning without first using verbal counseling. The 
written warning defines the problem and how it may be corrected. The seriousness of the 
problem is again emphasized, and the written warning shall indicate that probation or 
termination or both may result if improvement is not observed. Written counseling becomes 
part of the employee’s personnel file, although the supervisor/manager may direct that the 
written warning be removed after a period of time, under appropriate circumstances. 
 

Probation — If the problem has not been resolved through written counseling or the 

circumstances warrant it, or both, the individual should be placed on probation. Probation is a 
serious action in which the employee is advised that termination will occur if improvement in 
performance or conduct is not achieved within the probationary period. The employee’s 
supervisor/manager, after review of the employee’s corrective counseling documentation, will 
determine the length of probation. Typically, the probation period should be at least two weeks 
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and no longer than 60 days, depending on the circumstances. A written probationary notice to 
the employee is prepared by the supervisor/manager. The letter should include a statement of 
the following: 
 

 The specific unsatisfactory situation; 
 A review of oral and written warnings; 
 The length of probation; 
 The specific behavior modification or acceptable level of performance; 
 Suggestions for improvement; 
 A scheduled counseling session or sessions during the probationary period; and 
 A statement that further action, including termination, may result if defined 

improvement or behavior modification does not result during probation. “Further action” 
may include, but is not limited to, reassignment, reduction in pay, grade or demotion. 
 
The supervisor/manager should personally meet with the employee to discuss the 
probationary letter and answer any questions. The employee should acknowledge 
receipt by signing the letter. If the employee should refuse to sign, the 
supervisor/manager may sign attesting that it was delivered to the employee and 
identifying the date of delivery. The probationary letter becomes part of the employee’s 
personnel file. 
 
On the defined probation counseling date or dates, the employee and 
supervisor/manager will meet to review the employee’s progress in correcting the 
problem which led to the probation. Brief written summaries of these meetings should 
be prepared with copies provided to the employee. 
 
At the completion of the probationary period, the supervisor/manager will determine 
whether the employee has achieved the required level of performance and to consider 
removing the employee from probation, extending the period of probation or taking 
further action. The employee is to be advised in writing of the decision. Should 
probation be completed successfully, the employee should be commended, though 
cautioned that any future recurrence may result in further disciplinary action. 

 
 
Involuntary Termination — The involuntary termination notice is prepared by the 
supervisor/manager with concurrence of, and review by, the Human Resources department. 
The employee is notified of the termination by the supervisor/manager and will be directed to 
report to the Accounting department for debriefing and completion of termination 
documentation. Involuntary termination is reserved for those cases that cannot be resolved by 
corrective counseling or in those cases where a major violation has occurred which cannot be 
tolerated. 
 
The following definitions and classification of violations, for which corrective counseling, 
performance improvement or other disciplinary action may be taken, are merely illustrative and 
not limited to these examples. A particular violation may be major or minor, depending on the 
surrounding facts or circumstances. 
 
Minor violations — Less serious violations that have some effect on the continuity, efficiency 
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of work, safety, and harmony within the District. They typically lead to corrective counseling 
unless repeated or when unrelated incidents occur in rapid succession. Here are some examples 
of minor violations: 
 

 Excessive tardiness; 
 Unsatisfactory job performance; 
 Defacing District property; 
 Interfering with another employee’s job performance; 
 Excessive absenteeism; 
 Failure to observe working hours, such as the schedule of starting time, quitting time, 

rest and meal periods; 

 Performing unauthorized personal work on District time; 
 Failure to notify the supervisor/manager of intended absence either before or within one 

hour after the start of a shift; and 

 Unauthorized use of the District telephone or equipment for personal business. 
 

 
Major Violations — These more serious violations would include any deliberate or willful 
infraction of District rules and may preclude continued employment of an employee. Here are 
some examples of major violations: 
 

 Fighting on District premises; 
 Repeated occurrences of related or unrelated minor violations, depending upon the 

severity of the violation and the circumstances; 
 Any act which might endanger the safety or lives of others; 
 Departing District premises during working hours for personal reasons without the 

permission of the supervisor/manager; 
 Bringing firearms or weapons onto the District premises; 
 Deliberately stealing, destroying, abusing, or damaging District property, tools, or 

equipment or the property of another employee or visitor; 

 Disclosure of confidential District information or trade secrets to unauthorized persons; 
 Willfully disregarding District policies or procedures; 
 Willfully falsifying any District records; 
 Willfully deleting any files and District records; 
 Employee's conviction for or confession to fraud, misappropriation, embezzlement, theft 

or the like against the District; 
 Employee's conviction of a felony or a crime involving moral turpitude; 
 If Employee performs any intentional act which, under the reasonable man standard, 

damages the reputation of the District; 

 Employee’s conviction for or confession or engages in or any other form of sexual 
harassment in any form towards employees of the District or anyone affiliated with the 
District; or 

 Employee’s excessive absence from performing his duties for the District, as determined 
by the District, in the District’s sole and absolute discretion.  

 

Termination 
 

Terminations are to be treated in a confidential and professional manner by all concerned. The 
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department supervisor must assure thorough, consistent and evenhanded termination 
procedures. This policy and its administration will be implemented in accordance with the 
districts equal opportunity statement. 
 
Terminated employees are entitled to receive all earned pay, including vacation pay, if 
applicable.  
 
Employment with the District is normally terminated through one of the following actions: 
 
Resignation — voluntary termination by the employee; 
Dismissal — involuntary termination for substandard performance or misconduct; or  
Layoff — termination due to reduction of the work force or elimination of a position  
 

Resignation — An employee who wants to terminate employment, regardless of employee 

classification, is expected to give as much advance notice as possible. Two weeks or ten 
working days is generally considered to be sufficient notice time  
 

Substandard Performance — An employee may be discharged if his or her performance is 
unacceptable. The supervisor/manager shall have counseled the employee concerning 
performance deficiencies, provided direction for improvement, and warned the employee of 
possible termination if performance did not improve within a defined period of time. The 
management team must concur in advance of advising the employee of discharge action. 
Documentation to be prepared by the supervisor/manager shall include reason for separation, 
performance history, corrective efforts taken, alternatives explored and any additional pertinent 
information.  

Misconduct — An employee found to be engaged in activities such as, but not limited to, theft 
of District property, insubordination, conflict of interest or any other activities showing willful 
disregard of the districts interests or policies will be terminated as soon as the 
supervisor/manager and management team have concurred with the action.  

Termination resulting from misconduct shall be entered into the employee’s personnel file. The 
employee shall be provided with a written summary of the reason for termination. No salary 
continuance or severance pay will be allowed.  

Reduction In Force (RIF) — 

Reduction In Force will be done according to negotiated agreement. 

Termination Processing Procedures — The supervisor/manager must immediately notify 
the management team of the termination so that a termination checklist can be initiated. The 
management team will approve and direct the termination procedure.  

All outstanding advances charged to the terminating employee will be deducted from the final 
paycheck by the payroll department.  

On the final day of employment, the supervisor/or personnel director must receive all keys and 
District property from the employee.  

The supervisor/manager shall conduct an exit interview with the employee.  

The employees final payroll check will be direct deposited just as every other check they have 
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received on the following payroll after termination. The final check shall include all earned pay 
and any expenses due the employee.  

Grievance Procedure  

Muskogee Public Schools grievance procedure can be found in the negotiated agreement of 
the Muskogee Education Association and the Muskogee Education Support Personnel 
handbooks. 

Compensation  

Equal Pay  

Muskogee Public Schools will not pay wages to any employee at a rate less than the District 
pays employees of the opposite sex for work that is substantially equivalent requiring 
comparable skills.  

This policy is to be construed in accordance with applicable federal and state laws and 
regulations.  

Job Descriptions  

Job descriptions are available in the Office of Human Resources for all positions in the District.  

 

Position descriptions are used to determine employee selection, job requirements, performance 
criteria, organizational structure, and the relative worth of jobs in relation to each other. The 
Human Resources Department  annually reviews all positions to ensure equity and consistency 
in our Personnel system.  

Workday  

Work hours differ between job descriptions. All work day calendars can be obtained through the 
Human Resource Department. 

Time Sheets 

All non-salaried employees or extra time will be paid by means of a signed timesheet.  
Time sheets should be accurate and reflect only actual time occurred for period 
indicated.  

Payday  

Paydays will take place on or before the 20th of each month. 
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Pay Advances 

It is our policy to decline all requests for early paychecks or pay advances for personal reasons.  

Overtime Compensation 

Nonexempt salaried (hourly) employees will be paid allowed “Comp Time” at the rate of one 
and one-half times their regular hourly rate of pay for all time worked in excess of 40 hours in 
any one workweek and must be used during the pay period accrued.  All “Comp Time” must be 
approved by the CFO or Assistant Superintendent of Support Services. 

 

 

Payroll Deductions  

The following mandatory deductions will be made from every employee’s gross wages: federal 
income tax, Social Security FICA tax and applicable state taxes.  

Every employee must fill out and sign a federal withholding allowance certificate, IRS Form W-
4, on or before his or her first day on the job. This form must be completed in accordance with 
federal regulations. The employee may fill out a new W-4 at any time when his or her 
circumstances change. Employees who paid no federal income tax for the preceding year and 
who expect to pay no income tax for the current year may fill out an Exemption from 
Withholding Certificate, IRS Form W-4E. Employees are expected to comply with the 
instructions on Form W-4. Questions regarding the propriety of claimed deductions may be 
referred to the IRS in certain circumstances.  

Other optional deductions include the portion of group health insurance not paid by the district, 
which is deducted from each payroll check. Other voluntary contributions (if applicable), such as 
district paid other insurances, are also deducted each pay period.  

Every employee will receive an annual Wage and Tax Statement, IRS Form W-2, for the 
preceding year on or before January 31. Any employee, who believes that his or her deductions 
are incorrect for any pay period, or on Form W-2, should check with Payroll immediately.  

 

Employee Benefits  

Insurance  

Muskogee Public Schools offers all full-time and employees working four (4) hours or more a 
group medical insurance plan, the benefit terms of which are through the Insurance Office. 
Each employee in the plan will receive a booklet completely detailing its policies, procedures 
and benefits. Each full-time employee will have the option to join or waive participation-if you 
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choose to waive the participation you will receive salary in lieu of. The employee shall select the 
range of coverage when enrolling in the plan, e.g. employee only, full family, medical, and 
dental, etc.  

Eligibility 

1. An active employee working four (4) hours or more. 

2. The employee is eligible for coverage effective on the first day of the month following the 
date of full-time employment.  

Option Period Enrollment 

Option Period Enrollment occurs in October of every year and is effective in January of 
the following calendar year.  This is the time when eligible employees can: 
 

 Enroll in plans 
 Change plans or drop coverage 
 Increase or decrease life insurance coverage 

 Add or drop eligible family member from coverage 
Employees can also enroll in health, dental, life and/or vision coverage for themselves 
and/or dependent(s) during the annual Option Period, as long as they have not 
dropped that coverage within the past 12 months.  If they have dropped coverage 
within the past 12 months, limitations and/or exceptions may apply. 
 
Midyear Changes 

 
Midyear changes coverage generally effective the first of the month following a 
qualifying event.  Midyear plan changes are allowed only when a qualifying even such 
as birth, marriage, or loss of other group coverage occurs.  You must complete an 
Insurance Change Form with 30 days of the event.  See the Insurance Coordinator for 
more information. 

In addition, Muskogee Public Schools provides group life- and accidental death and 
dismemberment insurance coverage to Support Staff only. 

Muskogee Public Schools has the right to change insurance companies or to modify or 
terminate eligibility requirements, benefits, or coverage at any time. 

 

For further information, contact the Insurance Coordinator at 684-3700, ext. 1639. 

  
 

Vacation  

 
Only full-time, 12 month employees are entitled to vacation each year to be accrued evenly 
over the course of the year. Depending on the employee’s position held with the district will 
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decide the amount of vacation available to them every month. The district is on a very strict 
policy of “don’t use them, lose them” when it comes to vacation. An employee may accumulate 
30 days of vacation before they begin to lose them. 
 

All vacations must be scheduled in advance with the employee’s supervisor/manager. 
Employees are responsible for planning ahead for vacation and working out a complete 
schedule with their supervisor/manager. Vacation entitlement is administered by Payroll. 

Upon termination, the employee’s accrued, but not taken, vacation hours will be added to the 
final paycheck using the employee’s then-current straight-time hourly rate for conversion.  

Holidays 

Muskogee Public Schools only provides holidays to 12 month employees.  

  If holidays fall on Saturday, the proceeding Friday will be a holiday. If they fall on Sunday, the 
following Monday will be a holiday.  

Only regular full-time, 12 month employees are eligible for full holiday pay. Full-time/Part-
time/Temporary employees who work less than 12 months are not eligible for holiday pay.  

If a designated holiday falls within an employee’s vacation period, the holiday is not considered 
a vacation day. Employees may take religious holidays not designated as a District holiday 
either as a floating holiday or without pay. Prior approval in advance must be obtained from the 
employee’s supervisor/manager. For a list of holidays, please refer to 12 month calendar. 

Sick Days  

In the event that employee gets sick, Muskogee Public Schools provides all full-time 
employees with 1 sick day per working month, effective at the time of employment.  

It is in the best interests of an employee who is ill or injured that the employee not remain at 
work. It is the supervisor or manager’s responsibility to send the employee home if the 
employee is incapacitated.  

Employees are encouraged to make their routine doctor or dentist appointments before arriving 
for work or after leaving work for the day, if possible. If time off is required for such 
appointments, arrangements should be made in advance with the employee’s supervisor or 
manager. 

An employee is expected to notify his or her supervisor/manager at the beginning of each work 
day during illness or injury. Exceptions to this include a serious accidental injury or 
hospitalization, or when it is known in advance that the employee will be absent for a certain 
period of time.  

A medical statement from the employee’s doctor may be requested by the supervisor upon 
returning from work after taking sick leave. 

Leave of Absence and Military Leave  

A leave of absence is time off in a non-pay status. Upon receipt of a formal written request for 
leave of absence from regular full-time employees, management will determine whether a leave 
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of absence will be granted. (Also see Medical/Family Leave policy.) 

The employee is expected to request leave of absence with as much advance notice as possible. 
Leaves of absence will not be granted for periods less than two weeks in duration. Vacation or 
sick leave should be used for such absences.  

The reason for leave should fall into one of the following categories:  

1. Military  

2. Personal  

 

The leave classifications are defined as follows:  

Military — To protect the employment rights of employees entering the armed forces of the 
United States and to ensure conformance with the applicable federal laws, a leave of absence 
must be granted to all employees, except temporary, who enter military service for active duty 
as a result of the following:  

Initial enlistment in the armed services of the United States;  

Initial training period in the National Guard;  

Being ordered to active military service as a member of the Reserves or National Guard for an 
indefinite period or for a periodic training period up to ten working days; and  

Any service requirements under the Selective Service Act.  

Personal — Except for those situations covered under the Medical/Family Leave policy, 
personal leaves may be granted to employees having special nonmedical personal needs for an 
extended period of absence. Each case will be evaluated on its own merits, and the following 
will be taken into consideration:  

1. The reason for the request;  

2. The amount of time required; and  

3. The employee’s length of service and past record. 

 

Normally personal leaves are granted for periods of up to 90 days.  

Return to Work  

See Medical/Family Leave policy paragraph 3.5 and paragraph 6 for details on reporting during 
leave and return from leave. Exceptions to this policy are for those employees who are granted 
military leave of absence. They are entitled to full re-employment rights subject to the 
governing federal and state laws.  

Employees who do not return to work after any leave of absence will be terminated effective on 
the last day of work or paid leave, whichever is later.  

Benefits during Approved Leave of Absence  
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Holidays — To be paid for a holiday, an employee must be in active pay status the day before 
and the day after the holiday. Employees are not eligible to receive pay for any holiday during 
the leave period.  

Vacation — No vacation hours are earned during the leave period. Employees requesting a 
leave of absence for medical or military reasons may choose to use all earned vacation before 
beginning leave of absence. Employees requesting personal leave of absence must use all 
earned vacation before beginning leave of absence.  

Sick or Personal — No sick or personal hours are accumulated during the leave period. 

Insurance — The District will continue the employee’s insurance benefits on a leave of 
absence approved only under the Medical/Family Policy described below, provided that the 
employee continues to pay his or her portion of the premiums. In the case of military leaves, 
insurance benefits will be continued for up to ten working days per year starting with the day 
military leave begins.  

Medical/Family Leave 

 
Muskogee Public Schools understands that its employees on occasion will have the 
need to take an extended period of time away from work to care for their child after birth 
or adoption or foster care placement, to care for their spouse, child or parent with a 
serious health condition, or because of a serious health condition of their own. In 
recognition of this need, the District has voluntarily adopted the following Medical and 
Family Leave Policy as a benefit of employment. 
  

1. Eligibility Requirements. To qualify for leave under this policy, you must have been 
employed by Muskogee Public Schools for at least 12 months and you must have 
worked 1250 or more hours in the previous 12 months.  

1.1   Up to 12 weeks of unpaid medical and family leave is allowed under the conditions 
described in paragraph 4.  

2. Reasons for Leave. Leave under this policy may be taken:  

2.1 to care for your child after birth or adoption or after state placement of a child with 
you for foster care;  

2.2 to care for your spouse, child or parent who has a serious health condition; or  
2.3 for a serious health condition that makes you unable to perform the essential 

functions of your job.  

3. Procedures  

3.1 Notice. You must provide Muskogee Public Schools with thirty days’ notice if the 
absence is foreseeable. If the leave of absence is not reasonably foreseeable you 
must notify Muskogee Public Schools as soon as practicable. Any failure to 
give a timely notice may cause your leave to be delayed.  
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3.2 Request. To request family/medical leave, you should obtain, complete, and sign a 
Medical/Family Leave Request Form (“Request Form”) and submit it to Human 
Resources Officer.  

3.3 Doctor’s Certification. If the reason for the leave request involves a serious 
health condition (either yours or your family member’s), you must also obtain 
and submit a completed and signed Certification of Health Care Provider 
(“Certification Form”) within 15 days of submitting the Request Form.  

3.3.1 Second Opinion. Should Muskogee Public Schools disagree with the 
opinion given by your health care provider, Muskogee Public Schools 
reserves its right to require opinions from second or third health care 
providers at the District’s expense.   

3.3.2 Third Opinion. If the two doctors disagree about your condition, a third 
health care provider, agreed upon by you and the District, will render a 
binding decision.  

3.4 Notice of Designation. After receiving the completed forms, Personnel will 
designate the leave as either Medical/Family Leave or non-Medical/Family Leave, 
and provide you with a Notice of Medical/Family Leave Rights and 
Responsibilities (“Medical/Family Leave Notice”) reflecting that designation.  

3.5 Reporting During Leave. You will be required to furnish Muskogee Public 
Schools reports on your status, intent to return and recertification of the serious 
health condition every 30 days. 

4. Substitution of Other Kinds of Leave. Muskogee Public Schools requires that you use 
all available paid leave time, such as sick leave, vacation or personal time before your 
twelve weeks on unpaid Medical/Family leave takes effect.  

5. Benefits during Leave  

5.1 Health Insurance. Muskogee Public Schools will maintain any health insurance 
coverage that you have at the time of your Medical/Family Leave for the duration 
of the leave. You will be required to pay your normal health insurance premium 
during Medical/Family Leave.  

5.2 Accrual of Other Benefits.  You will not accrue sick leave or annual leave while on 
Medical or Family leave. In addition, all other benefits provided by Muskogee 
Public Schools may cease during the leave. You will be reinstated to your 
current position or to an equivalent position as described in paragraph 6.3 
without any need for requalification upon your return.  

6. Return from Leave  

6.1 Failure to Return. When Medical/Family Leave expires, your failure to return to 
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work will be grounds for immediate termination unless a written extension is 
obtained from your supervisor.  

6.2 Fitness for Duty Certificate. Where your leave was taken because of your own 
illness or injury, you must provide a fitness-for-duty certification from a health 
care provider before your return. A failure to do so may cause a delay or denial 
in your reinstatement.  

6.3 Reinstatement. Upon your return, you will be entitled to reinstatement to your 
current position or to an equivalent position with the same pay and benefits, 
subject to the District’s business needs.  

6.3.1 Exception. If you are a salaried exempt employee paid in the top 10 
percent of Muskogee Public Schools employees within 75 miles of 
your facility you may forfeit your right to reinstatement under certain 
conditions. You will be informed of this possibility when notice is given or 
as soon thereafter as practical under the circumstances.  

7. False Claims. An employee who fraudulently obtains Medical/Family Leave from Muskogee 
Public Schools is not protected by this policy’s restoration or maintenance of health 
benefits provisions and will be subject to appropriate disciplinary action including 
discharge.  

Bereavement Leave  

The district provides each full-time employee with three (3) Bereavement/Death in Family days 
at the beginning of each school year (these do not roll over from previous years).  Information 
regarding the Bereavement Leave is published in the Negotiated Agreement of Muskogee 
Education Association and Muskogee Employee Support Personnel Association. 

Jury Duty  

Muskogee Public Schools will grant employees time off for mandatory jury duty or court 
appearances as a witness when the employee must serve or is required to appear as a result of 
a court order or subpoena. A copy of the court order or subpoena must be supplied to the 
employee’s supervisor/manager when requesting time off. 

 

The employee is entitled to full pay for each day of jury duty or service as a witness. However 
time off for court appearances as a party to any civil or criminal litigation shall not be 
compensated and the employee must arrange for time off with/without pay or use accrued 
vacation or personal leave for such appearances.  

Voting  

Muskogee Public Schools encourages all employees to vote. Employees are encouraged to 
use flextime hours for this purpose or to take advantage of polling hours prior to the beginning 
or following the end of your workday.  
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If this cannot be arranged, your supervisor/manager will approve time off to vote either at the 
beginning or end of your workday, provided that you give at least one day’s notice to your 
supervisor/manager.  

Employee-Incurred Expenses and Reimbursement  

Muskogee Public Schools will pay all actual and reasonable business-related expenses 
incurred by employees in the performance of their job responsibilities. All items purchased or 
charged by the employee are to be itemized on the approved District expense report.  His or 
her manager must approve all such expenses incurred by an employee before the accounting 
department will make payment.  

Expense reports are to be submitted to the Accounting department and supported by evidence 
of proof of purchase, e.g., receipts. Expense reports are due in the Accounting department prior 
to the last working day of each month or after return from the workshop.    

Expenses submitted after the last working day of the month in which they are incurred will be 
paid on a deferred basis.  

Travel Reimbursement 

This policy establishes the general guidelines and procedures to be followed when business 
travel is required:  

 
1. Travel-related expenses are to be detailed on the District travel reimbursement form;  
2. Employees who prefer to use their personal vehicles for their convenience on District 

business, including trips to the airport, will be reimbursed at the standard mileage 
rate provided by IRS, assuming that the time and distance involved is reasonable 
under the circumstances;  

3. All parking expenses and highway tolls incurred as a result of business travel will be 
reimbursed; if proper documentation is provided and accompanies travel 
reimbursement form. 

4. All air travel must be approved in advance by the employee’s supervisor/manager. All 
personnel will travel economy class unless extenuating circumstances require 
business or first class travel.  The duplicate airline ticket receipt should be attached 
to the District reimbursement form;  

5. The District insures employees who fly when traveling on District business with a 
travel accident rider to our regular group insurance policy. Purchase of additional air 
travel insurance is not a reimbursable expense;  

6. Employees should request advance approval for use of a rental car at their 
destination.  If a rental car is used, additional insurance should not be purchased 
because of our existing insurance coverage. A copy of the rental car agreement form 
must accompany District the travel reimbursement form;  

7. Employees should select moderately priced lodging convenient to their destination to 
minimize time and expense. A detailed receipt from the hotel or motel must 
accompany District the reimbursement form. 

8. Employees must submit receipts for meals or accept the allowable per diem rates with 
the reimbursement form.  

9. Travel reimbursement requests are due in the accounting within 10 days of the 
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following month of travel. 
 

Conferences and Meetings  

Employees may request time off or District financial support or both to attend conferences or 
meetings sponsored by institutions or professional organizations. The subject matter to be 
presented must relate directly to the employee’s position or provide beneficial information to be 
shared in the employee’s department.  

The employee’s supervisor/manager and the CFO must approve the employee’s participation in 
the conference or meeting.  

The District will pay for the following expenses if attendance is approved: registration fees, 
travel costs, lodging and per diem per day not covered by registration.   

Time off for attendance and travel during normal working hours will be paid at the normal rate 
of pay. 

 

Miscellaneous Policies  

Confidentiality of District Information  

 
The Board of Education of the Muskogee School District adopts this policy statement in 
connection with the Oklahoma Open Records Act. For more information you may go to 
www.mpsi20.org, under School Board, Board Policy, Section K, Article KBA.  

 

Confidentiality of District Information — E-Mail 

District computers and e-mail system are District property. 

All employees are expected to use good judgment in using electronic mail and to avoid 
indiscretions such as offensive or inappropriate messages or any other message, District deems 
inappropriate. E-mail messages should be used for business and not for soliciting outside 
business ventures or other matters unrelated to the District’s affairs. Misuse of e-mail may 
result in disciplinary action up to and including termination.  

 
Upon employment, every employee signs a Computer/Email confidentiality sheet which states 
the employee will only use Muskogee Public Schools computers for Muskogee Public 
Schools purposes only. Computers shall not be used for personal use unless approved by their 
supervisor. 

Information regarding the use of software can be directed to the Technology 
Department at 684-3700, ext. 1625. 

http://www.mpsi20.org/
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Conflict of Interest 

For more information on Conflict of Interest, you may visit our website at 
www.mpsi20.org, Our District, Board, Board Policy, Section D, Fiscal Management. 

 

Political Activities  

In recognition of its responsibilities as a business citizen, Muskogee Public Schools 
encourages its employees to accept the personal responsibility of good citizenship, including 
participation in civic and political activities, in accordance with their interests and abilities.  

Muskogee Public Schools accepts without reservation the basic democratic principle that all 
employees are free to make their own individual decisions in civic and political matters. 
Therefore no employee’s status with the District will be affected, in any way whatsoever, 
because of participation or nonparticipation in lawful civic and political activities.  

Participation in civic and political activities is considered to be a personal matter and, as such, is 
generally to be carried on outside of normal working hours. No political activities or solicitations 
will be carried on within District premises.  

Political activities are defined for purposes of this policy as activities in support of any partisan 
political issue or activities in support of, or in concert with, any individual candidate for political 
office, or of a political party, which seek to influence the election of candidates to federal, state, 
or local offices. The definition includes employees who are or may be candidates for political 
office.  

Employee Privacy  

Muskogee Public Schools recognizes our employees’ rights to privacy. In achieving this goal, 
the District adopts these basic principles: 

 

1. The collection of employee information will be limited to that which the district needs for 
business and legal purposes; 

2. The confidentiality of all personal information in our records will be protected; 

3. All in-house employees involved in record keeping will be required to adhere to these policies 
and practices. Violations of this policy will result in disciplinary action; 

4. Internal access to employee records will be limited to Office of Human Resources. Access 

may also be given to third parties, including government agencies, pursuant to court order or 
subpoena; 

5. The District will refuse to release personal information to outside sources without the 
employee’s written approval, unless legally required to do so, or a Social Security Number is 
provided to the Office of Human Resources. The Office of Human Resources is then allowed to 
disclose job title, hire date, and active status. Any questions regarding salary information is 
redirected to the Payroll office.  

http://www.mpsi20.org/
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6. Employees are permitted to see the personal information maintained about them in the 
District records. The process is simple and only requires the employee to come to the Office of 
Human Resources and fill out a small sheet stating what they are wanting to look at and why 
and then they are free to look through their entire file while supervised by either the Human 
Resources Officer or the Human Resources Secretary.  

 
7. Employees are required to keep the Office of Human Resources up to date on any and all 
address and phone number changes. The office will only take this information from the 
employee themselves by email, phone, or in-person conversation.                    

Telephone  

Personal calls of short duration may be received and made at your desk or workstation.  
Personal telephone call privileges are subject to change or termination at any time. For 
instance, if the District telephone lines become overloaded with calls or an employee is found 
spending more than just limited time on personal calls, this privilege will be revoked either 
generally or specifically as to the offending employee.  

Dress Code  

Employee dress should be neat in appearance. Muskogee Public School employees are 
invited to dress “business casual” in a manner consistent with a professional atmosphere. The 
impression made on students, visitors and other employees and the need to promote District 
and employee safety should be kept in mind.  

Good individual judgment is the best guideline.  

Kitchen/Break Room 

 

Muskogee Public Schools provides a kitchen/break room for the benefit of its employees. 
Employees shall be responsible to keep the area clean, including the washing of personal dishes 
and utensils.   

All trash should be disposed of in the trash container. Any empty aluminum cans or glass 
bottles shall be disposed of in the trash container marked “Aluminum Cans Only” or “Plastic 
Only,” whichever is applicable. 

Visitors  

The safety regulations for visitors should be established in accordance with the building safety 
regulations.    

Law enforcement or government officials, including health or fire inspectors, shall be directed 
immediately to the Director of Security who shall determine proper governmental authority, 
review court orders or subpoenas, and assist the law enforcement or government officials in a 
manner which provides full cooperation with minimal disruption to District operations.  
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Outside Employment  

Employees are expected to be working solely for Muskogee Public Schools. Any outside 
employment should be promptly disclosed to Assistant Superintendent of Personnel. In certain 
circumstances, outside employment will be approved, but the District retains the right to review 
and evaluate each situation on an individual basis.  

Emergency Closings  

Except for regularly scheduled holidays, Muskogee Public Schools will be open for business 
on Mondays through Fridays during normal business hours. The district recognizes that 
circumstances beyond its control, such as inclement weather, national crisis or other 
emergencies do occur. On such occasions the district may close for all or part of a regularly 
scheduled workday. 

In such event the district will endeavor to notify all supervisory personnel for the purpose of 
contacting employees. Employees may also contact their supervisor/manager or District offices.  

 


