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OPERATIONAL PHILOSOPHY  

OF THE BOARD OF EDUCATION  

 
The Board of Education of the Blackwell Public Schools, elected by the people of the District and given legal 

authority by the statutes of the State of Oklahoma, has the responsibility for (1) adopting rules, regulations, 

policies and by-laws as the members of the Board deem proper and (2) controlling, managing and governing the 

schools of the District. 

 

The Board of Education believes that a carefully prepared statement of policies and regulations governing the 

administration and operation of its schools is requisite to effective coordination and direction of the school 

program. The administrative staff employed by the Board is directed, therefore, to prepare a comprehensive 

statement of policies and regulations to be used as a guide for the operation of the schools. This statement 

should embody those policies that have been heretofore formally adopted by the Board, those which have been 

developed by precedent without formal adoption and such statements of policy as will clarify direction to the 

employed staff of the schools. It is not intended that this statement of policies and regulations will change 

presently employed policies, but rather that these policies shall be brought together in one document for quick 

and ready reference and that additional policy statements as may be needed to give direction to and authority for 

school operation may be developed. 

 

A. The Board shall be given the opportunity periodically to accept, revise or reject policy statements as 

they are developed. The completed statements shall be in a form that permits easy and convenient 

addition or revision as the Board develops new statements of policy or revises those previously adopted. 

 

B. The Board of Education of the Blackwell Public Schools conceives its responsibilities to include the 

control and management of the schools, but as a lay board, it is not possible to give personal attention to 

much of the time consuming and detailed operation of the program. Therefore, the administration of the 

schools is delegated to employed personnel. 

 

C. The Board assumes responsibility for adopting policies affecting school operation, selecting certified 

and support personnel, adopting the fiscal budget, approving plans for providing physical plant facilities, 

approving plans for the instruction program, reviewing reports made by the employed staff and 

generally evaluating the effectiveness of the school program. 

 

D. The unit type of school administration, with general responsibility for school operation delegated to the 

Superintendent and with other employed personnel responsible to the Superintendent, is the approved 

plan of operation for the Blackwell Public Schools. 

 

E. The general plan of organization of the employed staff shall be developed by the Superintendent and 

approved by the Board. 

 

F. The Board operates as a unit, with special committees assigned a particular task as the need arises, but 

without the use of standing committees. Individual members of the Board or committees of the Board 

have no authority to act for the Board, except in the case of temporary powers delegated by the Board 

for a specific assignment. 

 

G. Public schools are established and maintained to develop citizens who can function as contributing 

members in a democratic society. Effective citizens are those who reach their potential in the acquisition 

of basic skills, general areas of understanding, occupational competency and search for an application of 

knowledge. The minimum goals of the Blackwell Public Schools are: 

 



1.  Basic Skills. Public education should assure competency in the  fundamental  skills 

of reading, writing, computing, speaking, listening  and thinking. These skills are basic to all 

endeavors. 

 

2.  General Education. Public education should provide a program of general  education, 

which is essential to the development of a responsible citizen in  a democratic society. This 

includes knowledge, skills and attitudes for  general problem solving and survival, human 

relations and citizenship,  humanistic and ethical values, mental and physical health, 

anesthetic,  scientific, and cultural appreciation, global awareness, use of leisure time, 

 environmental and economic understanding and lifelong learning. 

 

  3.  Occupational Competency. Public education should provide opportunity    

  for the development of occupational competence in order that its citizens  may acquire   

  marketable skills to make a satisfying living. Toward this end, individuals should progressively  

  develop the skills necessary for initial employment; develop effective work habits; acquire an  

  appreciation for quality workmanship and gain respect for the dignity of work. The system must  

  also provide for periodic updating of knowledge and skills  for a rapidly advancing scientific and 

  technological society. 

 

4.   Search for the Application of Knowledge. Public education should provide     

for the discovery of new knowledge and contribute to the solution of    pressing local, state and 

national problems in all areas of human endeavor through programs of organized research and 

development. Knowledge derived from research shall serve as a basis for impartial criticism,     

 evaluation and improvement of society. 

 

 

It is the desire of the Board of Education that these principles be embodied in a statement of policies and 

regulations, which may give effective direction to the school program without unnecessarily restricting the 

desirable educational activities of the schools. May it be a tool to serve and give directions rather than an 

autocratic master to be slavishly followed, which would impede efforts directed toward a better Blackwell 

Public School system.  
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1.18 Investment Policy 

1.1 Relationship to State Educational System 

 

Education is a function of the State.  In a representative democracy, the will of the people of a State concerning 

education is expressed in the constitution and in the statutes enacted by the legislature.  Two agencies have been 

provided to direct the local program of education:  a lay board of education and professional administration.  

The members of the Board of Education, although elected by the local community, are the state officers.  They 



have such powers as the legislature by statute confers upon them and those powers necessarily implied to enable 

them to carry out the express powers granted. 

  

1.2 Relationship to Other Organizations 

 

Oklahoma State School Boards Association.  The Board of Education shall have membership in the 

Oklahoma State School Boards Association as a means of promoting the cause of public education in 

Oklahoma. 

Parent-Teacher Organization.  A Parent-Teacher Organization shall be encouraged as a means of developing 

understanding between the home and the school. 

Citizens' Advisory Groups to the Blackwell Public Schools.  The Board of Education may appoint an official 

citizens' group in an advisory capacity to the Blackwell Public Schools.  

 After the group has fulfilled its specific responsibility to the Board of Education, it shall be properly dismissed. 

An advisory group to the Blackwell Public Schools shall serve as a two-way channel of communication and 

shall have the following purposes: 

To study any questions concerning the Blackwell Public Schools submitted to it by the Board of Education.  

To help in interpreting public opinion to the Board of Education.  

To assist the Board of Education in explaining issues and problems to the community. 

 

1.3 Compostion of the Board of Education 

 

In conformity to the laws of the State of Oklahoma, the Board of Education shall consist of five members each 

serving a five year term with one member's term expiring each year.  The term of office of each Board member 

elected after July 1, 1992, shall commence on the first regular, special or emergency school board meeting after 

the date of the annual school election and after the member has been certified as elected.  Board members 

elected prior to July 1, 1992, may remain in office until their successor is elected and seated pursuant to 

Sections 13A-101 through 13A-111 of Title 26 of the Oklahoma Statutes.  The remaining term of any member 

who completes the term for which the member was elected but not wishing to serve until the successor of the 

member takes office on the first regular, special or emergency school board meeting after the successor has 

been certified as elected, shall be filled by appointment by the remaining members of the Board of Education. 

In the Blackwell Public Schools, the members of the Board of Education shall be nominated and elected at 

large. 

The terms of office of the members of the Board of Education shall be as follows: 

   Office No. 1                 2001-2006 

  Office No. 2                 2002-2007 

  Office No. 3                 2003-2008 



  Office No. 4                 2004-2009 

  Office No. 5                 2005-2010 

1.4 Officers 

 

The Board of Education shall elect from its membership at the first regular, special or emergency meeting after 

the annual school election and certification of new members, a president and vice-president, each of whom shall 

serve for a term of one (1) year and until his/her successor is elected and qualified.  The Board shall also elect a 

clerk and, in its discretion, a deputy clerk, either of whom may be one of the members of the Board. 

 

1.5 Duties of Officers 

 

President:   

The president of the Board shall serve as presiding officer and manage the routine work of the Board, sign all 

contracts, sign all warrants authorized by the Board to be drawn on the treasury, serve as spokesman of the 

board and perform other duties that are delegated to him or her by state law or by the Board. 

 

Vice-President: 

It shall be the duty of the vice-president to perform all duties of the president in case of absence or disability. 

 

 

Clerk:  

 It shall be the duty of the clerk to attend all regular and special meetings of the Board and maintain an accurate, 

comprehensive record of all transactions and proceedings of the Board.  The clerk shall take charge of all books 

and documents pertaining to the Board, countersign all warrants for school monies drawn upon the treasury by 

order of the Board and perform such other duties prescribed by law or as the Board of Education may require. 

The clerk of the Board of Education of the School District is authorized to destroy all claims, warrants, 

contracts, purchase orders and other financial records or documents, including those relating to student activity 

funds, on file or stored in the offices of the Board of Education for a period of longer than five (5) years. 

Treasurer:  
The Board of Education shall appoint a local treasurer of the District, who shall serve at the pleasure of the 

Board for such compensation as the Board may determine.  The treasurer    shall execute, before entering upon 

the duties of his or her office, a surety bond in the amount estimated by the Board of Education to be the largest 

amount he or she will have on hand at any one time during the current year.  This bond must be approved by the 

Board of Education. 

The local treasurer of the District, when required by the Board of  Education, shall prepare and submit in 

writing a report of the condition of the finances of the District and shall produce at any meeting of the Board or 

to any committee appointed for the purpose of examining his/her accounts all books and papers pertaining to 

his/her office. 

 The treasurer shall keep a separate cash ledger for each fund in his/her custody.  The treasurer shall enter each 

collection and disbursement in the cash ledger of the applicable fund   by recording the date and classification 

of each transaction and such other information as may be deemed desirable.  Additional ledgers shall also be 

maintained to record the investments made from each fund.  Such investment ledgers shall disclose the date, 

description and principal amount paid for each investment purchased and the date and principal amount 

received for each investment. 



The treasurer shall not pay out School District funds in his/her care except upon warrants signed by the proper 

school officials authorized by law to sign such warrants, provided that  this restriction shall not apply to sinking 

funds. 

Auditor : 
The auditor shall audit all accounts of the Board of Education annually, including activity and lunchroom 

accounts, and provide the Superintendent, as chief executive of the Board of Education, such reports as are 

required by the Board and the State Department of Education.  The auditor shall be employed annually. 

 

School Attorney: 
 The selection of the school attorney should be made jointly by the Board of Education and the Superintendent.  

The school attorney shall be employed annually.  The duties of  the school attorney shall  be to advise the Board 

of Education and Superintendent about the legal implications of various school problems, contemplated 

decisions and other legal matters. 

 

1.6 Regular Meetings 

 

The regular meetings of the Board of Education shall be held the first Monday of each month at 7:00 p.m. in the 

Board Room of the Administration Building, with the exception of the three summer meetings, which will be 

held at 8:30 p.m.  The Board may change the meeting place and/or time by agreement of a majority of the entire 

elected Board. 

 

1.7 Special Meetings 

 

Special meetings may be called by the president at any time, and he or she shall call a special meeting whenever 

so requested, in writing, by three (3) members of the Board of Education. 

 

1.8 Determining Agenda 

 

The agenda for the meeting shall be prepared by the Superintendent, with the advice and recommendation of the 

president of the Board of Education.  It shall be sent to each member in advance of the meeting, together with 

other school reports and information concerning items to be discussed as deemed necessary.  Members of the 

Board shall refer to the Superintendent any matters they wish to be included in the agenda.  The agenda shall 

constitute an official notice of the meeting. 

 

1.9 Quorum 

 

To constitute a quorum for transaction of school business, a majority of the members of the Board of Education 

shall be present.  Each member and officer shall have one vote. 

 

1.10 Committees 

 

The Board may appoint committees to perform any function which the Board feels advisable.  Committees may 

be appointed by the President.  Each committee shall be appointed solely for the specific tasks of seeking 

information or investigation of facts.  Each committee shall function in an advisory capacity, and the Board of 

Education shall make the final decision in all matters. 



 

1.11 Rules of Order 

 

A quorum being present, the President or in his or her absence the vice president, shall take the chair, call the 

meeting to order and proceed to business. 

 

Should both the President and vice president be absent at the time appointed for the meeting to convene and 

should a quorum be present, a president pro tempore shall be elected to serve for such meeting or until either the 

President or vice president shall appear. 

 

The following items of business shall be included on the agendas of all regular meetings: 

a. Roll Call 

b. Approval of Minutes 

c. Approval of Encumbrances and Claims 

d. Treasurer's Report 

e. Items for Board Action 

f. Information to the Board 

g. Personnel - Superintendent's Recommendations 

h. New Business - Any other business not foreseen prior to the posting of the agenda 

i. Adjournment 

 

The President may speak on points of order in preference to other members and shall decide questions of order 

subject to an appeal to the Board by two members. 

 

A motion must be seconded and then must be repeated distinctly by the President or read aloud before it is 

debated, and any motion may be reduced to writing if the President or any member shall so require. 

 

Any member making a motion shall have liberty to withdraw it with the consent of his or her second before any 

debate, but it cannot be withdrawn after such debate has begun without the consent of a majority of the Board. 

 

The consideration of any question may be postponed to a time fixed or the question may be suppressed 

altogether by an indefinite postponement. 

 

A motion once voted down shall not be reviewed at the same meeting without the consent of the number of 

members required for adoption. 

 

 A motion for adjournment shall always be in order and shall be decided without debate, except that it cannot be 

entertained when the Board is voting on another question or while a member is addressing the Board. 

 

The first person recognized by the President as deserving to speak shall have the right to the floor. 

 

 

1.12 Minutes of the Meeting 

 

A complete and accurate set of minutes of each meeting shall be kept.  The minutes shall constitute the official 

record of proceedings of the Board of Education and shall be open to public inspection at all reasonable times.  

A written copy of the proceedings shall be sent to each member of the Board of Education. 



 

1.13 Executive Session 

 

Upon the vote of a majority of Board members present, the Board may go into executive session for the purpose 

of discussing the employment, hiring, appointment, promotion, demotion, disciplining or resignation of an 

individual salaried public officer or employee (§ 307(B)(1)); discussing negotiations concerning employees and 

representatives of employee groups (§ 307(B)(2)); discussing the purchase or appraisal of real property (§ 

307(B)(3)); confidential communications between the School District and its attorney concerning a pending 

investigation, claim or action, if the School District, with the advice of its attorney, determines that disclosure 

will seriously impair the School District's ability to process the claim or conduct a pending investigation, 

litigation or proceeding in the public interest (§ 307(B)(4)); discussing the expulsion or suspension of a student 

or students only when requested by the student involved or his/her parent, attorney or legal guardian (§ 

307(B)(5)); discussing matters involving a specific disabled child (§ 307(B)(6)); or discussing any matter where 

disclosure of information would violate confidentiality requirements of state or federal law (§ 307(B)(7)); 

provided, however, that any vote or action thereon must be taken in a public meeting with the vote of each 

member publicly cast and recorded.  Only members of the Board and such persons as the Board may invite shall 

be present in the executive session meeting.  During executive session, no motion shall be received or vote or 

action taken. 

 

1.14 Rules for Public Participation at Board Meetings 

 

The Blackwell Board of Education wishes to be responsive to the public and encourages communication from 

the public.  However, to carry on the business of the School District in an orderly and businesslike manner, the 

Board sets the following rules for public participation at Board of Education meetings: 

Meetings of the Board of Education will be open to the public.  The public is cordially invited to attend all 

Board meetings. 

 

Meetings of the Board of Education are conducted for the purpose of carrying on the business of the School 

District.  The meetings are not public hearings, but are meetings held in the public. 

 

Orderly conduct of a meeting does not permit spontaneous discussion from the audience.  Individuals or 

organizations desiring to be heard by the Board shall submit their requests to the Superintendent of Schools or 

the President of the Board requesting that an item be placed on the agenda for a specific Board meeting. 

 

In accordance with provisions of the Oklahoma Open Meeting Act, unless an item has been posted as an official 

agenda item, discussion and action may be considered inappropriate. 

 

Requests for permission to address the Board shall be submitted in writing no later than 12:00 noon on the 

Thursday preceding a Monday meeting of the Board or no later than five calendar days preceding other special 

meetings of the Board.  The request shall state the name of the individual or group submitting the request, 

address, purpose of the request and topic of speech. 

The Superintendent of Schools shall confer with the President of the Board of Education concerning approval to 

place the requested item on the agenda and to determine the appropriate meeting for such discussion. 

A single spokesman shall be selected by groups or organizations to address the Board on any agenda item.  

Initial presentations are limited to five minutes, although the Board of Education may wish to extend the time 

through question-answer time or through discussion. 



 

Individuals or groups making a request to address the Board will be advised by the Superintendent that they are 

scheduled on the agenda or that the item and/or discussion will be delayed until another meeting. 

 

Individuals or groups desiring additional information about any item on the agenda should direct such inquiries 

to the Superintendent. 

 

Persons making presentations at a Board meeting shall address remarks to the President of the Board and may 

direct questions or comments to Board members or other officers of the School District only upon approval of 

the President.  The Board will not allow verbal attacks on school  personnel nor will it discuss individual 

students by name or allow slanderous remarks to be made against any individual.  Members of the Board and 

the Superintendent may have the privilege of asking questions of any person who addresses the Board. 

 

The purposes of this policy are to allow a fair and adequate opportunity to be heard, to allow the Superintendent 

to take direct action when policies have already been established by the Board on the subject of the request, to 

provide adequate time for the Board to obtain necessary information concerning the subject and to see that the 

time so devoted to the discussion does not interfere with the fulfillment of the scheduled agenda of the Board. 

 

1.15 Policy Making- School Board 

 

The most important function of the Board of Education is the formation of educational policy.  Board decisions 

set the course of education in a community for years to come.  How well this is done depends in large measure 

upon the wisdom and care with which decisions are made. 

Board policies are statements which set forth the purpose and describe in general terms the organization and 

program of a school system.  They create a framework within which the Superintendent and the staff can 

discharge their assigned duties with positive direction. 

 

Policies should not deal with a detailed description of ways in which purposes and objectives are to be 

accomplished.  These specific directions telling how, by whom, where and when things are to be done are rules 

and regulations.  They apply to policy in practice. 

 

The Board of Education is the final authority in establishing policy.  The Board approves the rules and 

regulations that are consistent with its policies.  It does not attempt to deal with details that are a part of the 

administrative operation of the schools.  Execution of policy through detailed steps and procedures of school 

administration is the job of the Superintendent and his or her staff. 

1.16 Working Principles and Procedures 

 

An understanding between the Board of Education and the Superintendent and staff concerning policy 

formation and execution is necessary if policies are to be effective. 

  

The establishment of policies for governing the School District by the Board of Education and the 

administration of those policies by the  Superintendent calls for devotion, statesmanship and integrity.  It is of 

the utmost importance that the Board of Education and the Superintendent work in an atmosphere of mutual 

trust and good will. 

 

The Board of Education will establish such policies for the conduct and administration of the schools as 

prescribed by law and such other policies as may seem advisable and prepare them in such form that all 

concerned will be aware of them. 

 



The Board of Education will select a Superintendent of Schools who shall be the chief executive officer of the 

School District and be directly responsible to the Board for the total administration of the School District.  The 

Board will vest in him or her the necessary authority and provide him or her with appropriate personnel to carry 

out such administration. 

 

The Board of Education will endeavor to give counsel and advice to the Superintendent regarding the 

administration of the school as it deems necessary or expedient, remembering always that Board members as 

individuals have no force.  The Board will adopt policies only after consulting with the Superintendent. 

 

The Board of Education will require of the Superintendent such periodic reports as it deems necessary to keep 

properly advised on the administration of the School District.  The Superintendent must be frank, honest, 

concise and complete in his or her reports.  Important matters requiring Board action should be presented by the 

Superintendent to the Board as required and not in a semi-private way to individual members. 

The Board of Education will expect from the Superintendent recommendations for the welfare of the School 

District.  His or her role is to provide educational leadership for the public schools of the community. 

 

The Board of Education will require of the Superintendent attendance at all Board meetings except at times 

when his or her own employment may be under consideration or by mutual consent when he or she is absent for 

a reason authorized by the Board. 

 

The Board of Education will employ, promote, suspend, nonreemploy or terminate personnel after consultation 

with and upon the recommendation of the Superintendent and will issue all orders affecting employees through 

the Superintendent. 

 

The Board of Education will endeavor to develop ways and means of keeping parents, patrons and taxpayers 

informed of the school program, with the advice and cooperation of the Superintendent. 

 

The Board of Education will endeavor to orient new Board members into the work of the Board and the 

educational program of the schools, with the assistance of the Superintendent. 

 

In the community, the Board of Education should expect the Superintendent to assume his or her place as a 

citizen, with all the responsibility which the concept of citizenship conveys. 

 

The Board of Education reserves unto itself all of its legal responsibilities for the operation of a good common 

school, including the right to reject any and all recommendations and the right to revise its policies, rules and 

regulations to meet changing conditions. 

 

Under the laws of the State of Oklahoma, the Board of Education is the final authority on any controversial 

issue that cannot be resolved through the regularly constituted administrative channels. 

 

All meetings and records of the Board are open to the public, with occasional exceptions as authorized by law. 

 

The Board of Education and the Superintendent of Schools shall have as the basic criterion for evaluating any 

issue its effect upon the educational welfare of students. 

 

The Board of Education together with the Superintendent have a moral obligation to provide leadership and 

render such service as will give dignity to the teaching profession and the learning process and engender the 

trust and confidence of all citizens in American public education.  It is their obligation and responsibility to 

work together for an effective program of education for everyone and, insofar as is required to each, to 

submerge personal ambition, prejudice and desires to that end. 

 

 



1.17 Coordinating Agencies 

 

The Board of Education shall direct the Superintendent to operate the schools in accordance with the regulations 

of the State Department of Education, the laws of the State of Oklahoma and the North Central Association 

(Blackwell High School) 

 

 

1.18 Investment Policy 

 

This investment policy is adopted in accordance with the provisions of applicable law by the Board of 

Education of the Blackwell School District (the ñDistrictò). This policy sets forth the investment policy for the 

management of the public funds of the District.  The policy is designed to ensure prudent management of public 

funds, the availability of funds when needed, and reasonable investment returns. 

  

Investment Authority : 

The District Treasurer is required by the Board of Education to invest District monies in the custody of the 

Treasurer in those investments permitted by law.  The Treasurer shall, to the extent practicable, use competitive 

bids when purchasing direct obligations of the United States Government or other obligations of the United 

States Government, its agencies, or instrumentalities. 

The District Treasurer shall limit investments to: 

a. Direct obligations of the United States Government to the payment of which the full faith and credit of the 

Government of the United States is pledged; provided the District Treasurer, after completion of an investment 

education program in compliance with applicable law,  may invest funds in the investment account in other 

obligations of the United States Government, its agencies or instrumentalities; 

 

b. Obligations to the payment of which the full faith and credit of this state is pledged; 

 

c. Certificates of deposits of banks when such certificates of deposits are secured by acceptable collateral as in the 

deposit of other public monies; 

 

d. Savings accounts or savings certificates of savings and loan associations to the extent that such accounts or 

certificates are fully insured by the Federal Savings and Loan Insurance Corporation; 

 

e. Repurchase agreements that have underlying collateral consisting of those items specified in paragraphs 1 and 2 

above including obligations of the United States, its agencies and instrumentalities, and where the collateral has 

been deposited with a trustee or custodian bank in an irrevocable trust or escrow account established for such 

purposes; 

 

f. County, municipal or school district direct debt obligations for which an ad valorem tax may be levied or bond 

and revenue anticipation notes, money judgments against such county, municipality or school district ordered 

by a court of record or bonds or bond and revenue anticipation notes issued by a public trust for which such 

county, municipality or school district is a beneficiary thereof.  All collateral pledged to secure public funds 

shall be valued at no more than market value; 

g. Money market mutual funds regulated by the Securities and Exchange Commission and which investments 

consist of obligations of the United States, its agencies and instrumentalities, and investments in those items and 

those restrictions specified in paragraphs 1 through 6 above; 

 

h. Warrants, bonds or judgments of the District;  

 



i. Qualified pooled investment programs through an interlocal cooperative agreement formed pursuant to 

applicable law and to which the board of education has voted to be a member, the investments of which consist 

of those items specified in paragraphs 1 through 8 above, as well as obligations of the United States agencies 

and instrumentalities; or  

 

j. Any other investment that is authorized by law. 

 

 

Investment Philosophy: 

This policy shall be based upon a ñprudent investorò standard.  The Board of Education recognizes that those 

charged with the investment of public funds act as fiduciaries for the public, and, therefore the Treasurer is 

directed to exercise the judgment and care that persons of ordinary prudence, discretion, and intelligence 

exercise in the management of their own affairs as to the permanent non-speculative disposition of their funds, 

with due consideration of  probable income earnings and probable safety of capital.  In investing the Districtôs 

funds, the Treasurer shall place primary emphasis on safety and liquidity of principal and earnings thereon. 

 

Liquidity :   

Available funds will be invested to the fullest extent practicable in interest-bearing investments or accounts, 

with the investment portfolio remaining sufficiently liquid to meet reasonably anticipated operating 

requirements. 

 

Diversification: 

The investment portfolio will be diversified to avoid one class of investment having a disproportionate impact 

on the  portfolio.  Provided this restriction will not apply to securities of the United States Treasury backed by 

the full faith and credit of the United States Government. 

 

Safety Of Principal:  

Although investments are made to produce income for the District, investments will be made in a manner that 

preserves principal and liquidity. 

 

Yield:   

The portfolio will be designed to attain maximum yield within each class of investment instrument, consistent 

with the safety of the funds invested and taking into account investment risk and liquidity needs. 

 

 

Maturity : 

Investments may have maturities extending  to three months, provided sufficient liquidity is available to meet 

major outlays, and except that general fund investments may not exceed three months. 

 

Quality of The Instrument And Capability Of Investment Management:   

The Superintendent of Schools shall be responsible for seeing that the Treasurer and any Assistant Treasurer are 

qualified and capable of managing the investment portfolio and satisfactorily complete any investment 

education programs required by state law or by the Board of Education. 

 

Safekeeping And Custody: 

The Treasurer will maintain a list of the financial institutions and pooled investment programs governed by an 

interlocal cooperative agreement formed pursuant to 70 O.S. Section 5-117b which are authorized to provide 

investment services, and will maintain a separate list of financial institutions with collateral pledged in the name 

of the District. 

 



a. Securities purchased from a bank or dealer, including any collateral required by state law for a 

particular investment, shall be placed under an independent third party custodial agreement.  The 

Trust Department of a financial institution will be considered to be independent from the 

financial institution.  

 

b. All securities will be in book entry form, and physical delivery of securities will be avoided. 

 

c. Telephone transactions may be conducted, but such transactions must be supported by written 

confirmation, which may be made by way of a facsimile on letterhead with authorized signatures 

of the safekeeping institution. 

 

d. Written transactions and confirmations of transactions by computer connections will be kept in 

the Treasurerôs office. 
 

Reporting And Review Of Investments: 
The Treasurer will prepare an investment report to be submitted to the Board of Education on at least a monthly 

basis.  The report will include: 

 

a. A list of individual securities held at the end of the reporting period. 

 

b. The purchase and maturity dates of these securities. 

 

c. The name and fund for these securities. 

 

d. The yield rate of these securities. 

 

e. Any collateral pledged by a custodian. 

 

The Board of Education shall review the Treasurerôs investment performance on a regular basis that is no less 

frequent than monthly. 

Depositing Of Interest: 

Unless otherwise directed by the Board of Education through policy or by special directive, by the Oklahoma 

Constitution, or by the federal government, income earned from the investment of non-activity funds shall be 

deposited in the General Fund, and income earned from the investment of activity funds shall be deposited as 

directed by the Activity Fund Custodian. 
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2.1 Superintendant of Schools 

 

The Superintendent of Schools 

The Superintendent of Schools is the chief executive officer of the School District and has charge of the 

administration of the schools under the Board's direction. He or she is a generalist whose responsibilities apply 

in all areas of operation. His or her paramount responsibility is to improve educational opportunity for students 

in the School District. The Superintendent does this by obtaining the best personnel, both teaching and non-

teaching, that can be attracted to the District and by seeing that in service programs are carried on which will 

further improve the performance of these employees and the program offered in the District. It is his or her 

responsibility to see that funds and facilities are provided so that the best program that can be offered is made 

available. A further responsibility is to work closely with the community in defining the needs of the schools 

and interpreting the program that they offer. In helping to accomplish the goals of the schools, the 

Superintendent shall carry out specific duties such as the following: 

a. Exercise general supervision over the operation of all schools in the system;  

 

b. Supervise administration of school policies;  

 

c. Attend regular and special meetings of the Board and participate in deliberations without the 

privilege of presenting or seconding motions or voting;  

 

d. Prepare, under the direction of the Board, the agenda for Board meetings;  

 

e. Report regularly to the Board as requested concerning budget, staff, pupil population, school 

plant and other school issues so that Board members may keep informed;  

 

f. Recommend for Board consideration new policies or revisions to previously adopted policies; 

 

g. Assist the Board in evaluating the effectiveness of general or specific areas of the school 

program;  

 

h. Develop new and dynamic plans for the innovative operation of the school, giving special 

attention to instruction, budget, staff, pupil population and physical plant;  

 

i. Recommend to the Board the selection of professional staff members for original employment 

and for reemployment;  

 

j. Assign professional staff members to specific positions and reassign them as conditions warrant 

changes. Reassignment involving change in salary status shall be submitted to the Board for 

approval;  

 

k. Recommend to the Board the employment of support personnel, including secretarial and clerical 

personnel, custodial and maintenance workers;  

 

l. Direct the adjustment of personnel relationships and problems, referring to the Board of 

Education only those which would necessitate its decision;  

 

m. Suspend or recommend for dismissal or nonreemployment any staff member whose conduct or 

ineffectiveness in his or her position makes continued employment contrary to the best interests 

of the school.  

 



n. Delegate the responsibility for giving supervision to the organization and operation of an 

inservice educational program for professional staff members and for support personnel where it 

is deemed advisable;  

 

o. Supervise the preparation of the general budget for the operation of the school and present it to 

the Board for approval in accordance with the statutes of the state;  

 

p. Administer the budget in keeping with the statutes and Board policy;  

 

q. Recommend improvement and expansion in school plant facilities as needs become evident;  

 

r. Inform the patrons and taxpayers of the School District accurately and continuously about the 

school program, interpreting the schools to the public and the public to the school;  

 

s. Coordinate all educational and business functions of the total school program;  

 

t. Organize and assign administrative, supervisory and instructional staff members and other 

employees to provide the most effective and functional program of education that can be secured 

for the youth of the District.  

 

u. Perform other duties as may be requested by the Board of Education. 

 

  

2.2 Superintendant's Staff 

 

Superintendent's Staff 

It is the responsibility of the Superintendent to recommend to the Board of Education positions to be filled in 

special areas of school leadership. These positions may change from time to time according to the needs of the 

system. The Superintendent will define the duties of those persons who fill the positions on his or her staff. 

 

 

 

 2.3 Assisstant Superintendant 

 

Assistant Superintendent  

The assistant Superintendent shall have the responsibility for carrying out the specific supervision of programs 

and tasks as developed and assigned by the Superintendent. The assistant Superintendent answers directly to the 

Superintendent and has the authority of the Superintendent in the absence of the Superintendent. Specific areas 

of responsibility include: 

a. Curriculum and Instruction 

i. Coordinate curriculum planning and development  

 

ii.  Coordinate program articulation  

 

iii.  Professional development  

 

iv. Coordinate textbook/curriculum materials selection  

 

v. Administer District testing program  

 



b. Federal Programs 

i. Title 1  

 

ii.  Title VI  

 

iii.  Drug Free Schools and Safe and Drug Free Schools and Communities  

 

iv. Title II  

 

v. Title IX  

 

 

c. Food Service Program Administration 

 

d. Blackwell School Foundation 

 

e. District Technology Program Administrator 

He or she will also perform other duties as requested by the Superintendent. 

 

2.4 School Principals 

 

School Principals 

The school principal is a key position of educational leadership. The principal is responsible for the total 

education of students in the building. He or she reports directly to and is responsible to the Superintendent of 

Schools. The authority of the building principal is delegated to him or her by the chief school administrator, 

who has received his or her authority from the Board of Education. The primary function of the principal is to 

provide leadership so that the job of teaching can be successfully accomplished. The overall responsibility is to 

provide leadership which will encourage the staff, the community and the students to work together toward an 

excellent school program. 

The responsibilities of the school principal can be subdivided into four general categories. 

a. Improve the educational program by providing:  

 

i. A climate of efficiency, cooperation, service and stimulation so that the school 

program can operate effectively;  

 

ii.  Leadership and cooperation in evaluating the effectiveness of the total school 

program;  

b. Select and develop personnel by: 

i. Actively participating in staff selection, suspension, nonreemployment or 

dismissal where necessary;  

 

ii.  Working with the staff in the development and administration of sound personnel 

policies;  

 

iii.  Helping the staff with their professional and personal problems;  

 

iv. Providing for the orientation of new staff members and for the maximum growth 

of both inexperienced and experienced staff members;  



c. Work with the community by: 

i. Knowing the community;  

 

ii.  Taking an active part in the growth and improvement of the community and 

encouraging the staff to do likewise;  

 

iii.  Facilitating community participation in the life of the school;  

 

iv. Providing for interpretation of the school to the community;  

e. Manage the school by: 

i. Developing an internal staff organization with clear lines of authority and 

responsibility;  

 

ii.  Working with the staff to determine what supplies and facilities are needed 

and working with the Superintendent and his or her staff to obtain these 

supplies and facilities;  

 

iii.  Planning with the staff for efficient use and maintenance of existing supplies 

and facilities;  

 

iv. Making provisions for adequate records concerning the staff, pupils and 

facilities.  

e. Major specified powers and duties include the following: 

i. Carry out policies and directives of the Board of Education with immediate 

responsibility to the Superintendent;  

ii.  Supervise, direct and evaluate the work of all professional personnel, the general 

instructional program and classroom management, and assume responsibility for 

the proper assignment of duties and the placement of teachers.  

 

iii.  Exercise general supervision over the school grounds, buildings and equipment in 

order that a good and safe environment may be maintained;  

 

iv. Direct the work of the building custodian;  

 

v. Conduct fire drills to conform with requirements;  

 

vi. Administer within the school the approved policies of the Board of Education;  

 

vii.  Keep accurately all pupil records and transfer them within the system;  

 

viii.  Direct all child accounting for the school;  

 

ix. Cooperate with directors and coordinators in improving instruction and meeting 

shared responsibilities;  

 

x. Maintain desirable home-school and school-community relationships;  

 



xi. Prepare and transmit to the Superintendent records and reports as may be required 

by the Superintendent or the State Board of Education;  

 

xii. Direct the administration of corporal punishment if, in the principal's opinion, it 

must be administered;  

 

xiii.  Suspend pupils as provided by school policy (written notice of the action should 

be sent to the Superintendent's office);  

 

xiv. Make recommendations for non-reemployment or dismissal which, when 

approved by the Superintendent, shall be acted upon by the Board;  

 

xv. Direct and supervise all extracurricular activities within the schools;  

 

xvi. Assume responsibility for the administration of an accounting system for all 

student activity funds. With regard to student activity funds, the principals shall 

bring to the attention of the Board any requests for transfer of funds between and 

among the individual accounts within the student activity fund;  

 

xvii. Approve all social affairs given in the name of the school or under its auspices;  

 

xviii.  Coordinate the activities of the school with other schools within the system;  

 

xix. Maintain office hours satisfactory to the Superintendent;  

 

xx. Prepare a written report in the event of a serious accident or disaster, a case of 

vandalism, break-in or unusual damage to buildings or equipment, giving a brief 

statement of the circumstances and listing equipment and supplies damaged or 

stolen. Copies of this report are to be sent to the Superintendent's office and to the 

office;  

 

xxi. Investigate all complaints affecting the school, referring to the Superintendent 

those cases which cannot be adjusted satisfactorily and redress, whenever 

possible, legitimate grievances;  

 

xxii. Perform other duties as may be requested by the Superintendent.  

 

2.5 Director of Athletics 

 

Director  of Athletics 

The director of athletics shall have responsibility for general supervision and coordination of the competitive 

sports program of the School District's middle and senior high schools. It is to this director that the coaches 

shall look for guidance, direction and assistance in the improvement and effective operation of the athletic 

program. He or she shall support the policies of the Blackwell Public Schools, particularly as they relate to the 

threefold platform of (1) participation of large numbers of pupils; (2) development of superior standards of 

sportsmanship, competitive spirit and moral character; and (3) recognition of the principle that an acceptable 

standard of classwork and general school behavior is a prerequisite to representation of the school on 

interscholastic teams. 

 

The director of athletics shall be responsible to the Superintendent and discharge the following responsibilities: 



a. Supervise competitive athletic programs of the secondary schools of the Blackwell Public 

Schools, specifically, to see that the goals of the program are being met;  

 

b. Recommend for employment prospective staff members insofar as their athletic coaching 

responsibilities are concerned, recognizing that since classroom teaching will be a primary part 

of the coaches' jobs, the selection of the staff members is a joint responsibility of the director of 

athletics and those responsible for staffing classroom positions;  

 

c. Schedule the training periods for all sports;  

 

d. Supervise the scheduling of the interscholastic contests with the middle school and senior high 

school principals;  

 

e. Recognize the autonomy of the principals with respect to the direction of activities and schedules 

for pupils in their schools;  

 

f. Work with principals and other staff members to develop among pupils, school employees and 

the public an interest in and appreciation for competitive sports;  

 

g. Cooperate with and be responsible to the Superintendent in directing the business affairs of the 

athletic program, including the preparation and administration of the budget;  

 

h. Purchase supplies and equipment with the approval of the Superintendent for the inter-school 

competitive athletic program in the secondary schools;  

 

i. Direct with the principals the sales of tickets to games where admission is charged, employing 

ticket sellers, ticket takers and clerical help as may be necessary for selling and accounting for 

tickets;  

 

j. Arrange for transportation of athletic teams;  

 

k. Make periodic reports as requested on the operation of the athletic program;  

 

l. Work with the coaches and high school principal in developing schedules for opposing teams;  

 

m. For approval of the Superintendent of Schools, develop and interpret policies pertinent to the 

operation of the athletic program and in keeping with the philosophy of the school;  

 

n. Work with other administrators of the school to make the athletic program function as an 

effective part of the program by developing strong physical bodies, superior moral standards and 

sound ethical character on the part of boys and girls; and  

 

o. Perform such other duties as may be requested by the Superintendent. 

 

2.6 Director of Special Education and Extended Studies 

 

Director of Special Education and Extended Studies 

The director of special education and extended studies will coordinate and schedule all special education and 

extended studies activities in the School District. The director of special education is directly responsible to the 

Superintendent. Major areas of responsibility include: 

a. Special Education Program 



i. Develop and administer IDEA Flow-Through and Discretionary Grant programs.  

 

ii.  Recommend personnel needs, program needs and in-service for the special 

education and extended studies program.  

 

iii.  Maintain and assure confidentiality of student records.  

 

iv. Serve as resource person on current special education legislation, regulations, 

programming, curriculum and materials.  

 

v. Administer CSPD program in the District.  

 

vi. Supervise special education personnel and provide assistance in IEP and program 

development.  

 

vii.  Assist principals in evaluation of special education personnel and programs.  

 

viii.  Conduct annual Child Count and Child activities.  

 

ix. Function as a prescriptive teacher and serve on eligibility and placement teams.  

 

x. Monitor special education programs to insure that procedural safeguards are 

followed.  

 

xi. Administer homebound instruction program.  

 

b. Extended Studies Program 

Develop an extended studies program for all grade levels in compliance with state and federal 

regulations and timelines.  

i. Conduct a public and school personnel awareness campaign.  

 

ii.  Organize and chair a Community Advisory Council.  

 

iii.  Organize an identification team and process.  

iv. Serve as resource person on current legislation, regulations, programming, 

curriculum and materials.  

c. Guidance and Counseling Program Supervisor 

He or she will also perform other duties as requested by the Superintendent. 

 

 

 

2.7 Secondary Assistant Principals 

 

Secondary Assistant Principals 

The secondary assistant principal may, at the discretion of the principal, be responsible for any area of the 

school's operation. His or her specific duties at a given time will be defined by the principal. These duties may 

be redefined periodically according to need with some areas of responsibility being increased and others 

diminished. 

 



 

2.8 Director of Transportation and Maintenance 

 

Director of Transportation and Maintenance 

The director of transportation and maintenance is directly responsible to the Superintendent. The major 

functions of the director of transportation and maintenance are as follows. 

a. Supervise the work of all custodians and maintenance workers in providing a physical 

environment conducive to the best possible operation of the educational program.  

 

b. Assume responsibility for the economical and efficient use of custodial and maintenance 

supplies and equipment.  

 

c. Cooperate with the Superintendent and other staff members in selecting custodial and 

maintenance supplies and equipment and in testing various supplies and equipment with a 

view to improving efficiency.  

 

d. Cooperate with staff members in providing physical conditions which insure maximum 

safety.  

 

e. Recommend supplies required for the maintenance and operation of buildings and 

grounds.  

 

f. Be responsible for the recruitment of custodians, maintenance and transportation 

personnel and recommend the best candidates for the various positions to the 

Superintendent.  

 

g. Plan, coordinate and supervise transportation services, including bus routes and bus 

eligibility boundaries.  

 

h. Serve as the District energy officer.  

 

i. Perform other duties as requested by the Superintendent.  

 

2.9 Food Service Manager 

 

Food Service Manager 

The food service manager reports directly to the Assistant Superintendent. Major functions of the food service 

manager are as follows: 

a. Supervise overall operation of cafeteria.  

 

b. Conduct inventories: (a) canned and paper goods, (b) freezer and cooler, and (c) commodities.  

 

c. Be responsible for the recruitment of cafeteria personnel and recommend the best candidates for 

the various positions to the principal of the school concerned and the assistant Superintendent.  

 

d. Be responsible for operation of grade school satellite program;  

 

e. Menu planning;  

 



f. Menu costing;  

 

g. Order all food and paper;  

 

h. Supervise cafeteria ticket sales in all schools;  

 

i. Supervise cafeteria reports of secretaries.  

 

j. Perform other duties as requested by the Superintendent or Assistant Superintendent.  
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3.1 Student Admissions 

 

Students entering an elementary center or the middle school from an elementary school, middle school or junior 

high school not accredited by the State Board of  Education shall be required to take a standardized 

achievement test.  Results may be used to determine grade placement.  All examinations shall be 

administered by the receiving school, and copies of the exams given and the results shall be kept on file for one 

year.  

 

Students entering the high school from an elementary, junior high/middle or secondary school not accredited by 

the State Department of Education shall be required to take norm referenced and/or written examinations in the 

subject areas pursued in the non-accredited school.  All examinations shall be administered by the receiving 

school, and copies of the exams given and the results shall be kept on file for one year. 

 

 

3.2 General Curriculum  

 

A general curriculum approved by the Board of Education for the Blackwell Public Schools shall be a process 

of continuous development to adapt the school program to the changing society; however, when significant 

changes are contemplated, they shall be approved by the Board of Education before they are put into practice. 

 

 

3.3 Textbooks, Equipment, and Supplies 

 

The District recognizes the importance of textbooks, equipment, and supplies in the instructional program and 

shall provide these in adequate quality and quantity. 

 

 

3.4 Local Textbook Committee 

 

The Superintendent shall appoint a local textbook committee consisting of not less than three (3) nor more than 

nine (9) teachers employed in the public schools of the District, of which a majority thereof shall be classroom 

teachers; one (1) lay member; and the Superintendent of Schools or an administrator designated by the 

Superintendent, who shall serve as chairperson of such local textbook committee. 

 

This committee shall review and adopt textbooks to be used in the instructional program. 

 

 

3.5 State Laws 

 

Policies and procedures in regard to instruction will be in accordance with THE SCHOOL CODE OF 

OKLAHOMA and State Department of Education regulations. 

 

 

3.6 Education of Disabled Children and Youth 

 

The Blackwell Public Schools is responsible for the education of disabled children who reside in this District.  

The District will fulfill these responsibilities by: 

  

a. Directly providing special education; 

 

b. Joining in a cooperative program with other districts; 

 



c. Joining in a cooperative program with a private or public institution within such district for children 

who are deaf or  hard of hearing; or 

 

d. Transferring disabled children to other districts which accept them and provide special education for 

such children, with the district in which the child resides paying tuition. 

 

e. A District plan of education will be maintained that follows the Oklahoma State Plan and complies 

with state and federal laws and regulations.  

 

 

 

3.7 Extended Studies Program 

 

The Blackwell Public Schools will provide differentiated education to all identified gifted students.  The District 

will follow state and federal laws and regulations in the areas of identification, placement, programming and 

procedural safeguards. 

 

 

3.8 Teachers 

 

Instruction is the heart of all school operations.  Administration, business management, building maintenance, 

coordinative service and all other services are appraised in terms of their contribution to instruction.  The 

administration seeks to establish an educational environment that will stimulate persons to find new ways to 

satisfy the educational needs of the students and society.   

 

3.9 Teaching Staff Defined 

 

The teaching staff shall consist of teachers, substitute teachers, temporary teachers, part-time teachers and 

homebound teachers. 

a. A regular teacher is one who teaches a subject, group of subjects, grade or grades. 

 
b. A substitute teacher is one who is called upon to fill temporary vacancies in teaching positions, usually 

due to illness of the regular teacher. 
 

c.  A temporary teacher is one who is temporarily filling a position. 

  

d. A part-time teacher is one who is teaching a portion of the school day. 

 

e. A teacher of homebound is one who teaches an incapacitated child at his or her  home. 

 

3.10 Organization of Instruction 

 

Instruction is organized into administrative units known as elementary, middle school and senior high schools.  

Teaching is done in close cooperation with curriculum work, research, guidance, health inspection and 

extracurricular activities. 

 

 

3.11 Assignments of Teachers 

 

Teachers will be assigned to positions by the Superintendent and will be directly responsible to the principals of 

their schools.  Prior to a change in assignment, a consultation will be held with the teacher whenever possible.  

Principals may make recommendations relative to assignment. 



 

 

3.12 Departments Chairpersons 

 

The principal of Blackwell High School will appoint department chairpersons, who will assume the following 

responsibilities: 

 

a. To be familiar with all departmental instructional materials and their uses; 

 

b. To be knowledgeable of the textbooks used in each course within the department; 

 

c. To assist new teachers within the department with the instructional materials and textbooks that 

will be used; 

 

d. To coordinate textbook orders for the department; 

 

e. To assume responsibility for the department inventory of textbooks and     instructional 

materials; 

 

f. To assume responsibility for organization of the ordering of all materials for the department for 

instructional purposes; 

 

g. To assume responsibility for holding and organizing curriculum meetings within the department 

at least one time each semester; 

 

h. To serve as subject coordinator for the extended studies program. 

 

i. To perform other duties as assigned by the building principal. 

 

 

3.13 Enrollment of Pupils 

 

Each student will fill out a class schedule before entering classes.  The schedule is completed in the office of the 

principal and is then taken by the student to each class that he or she attends.  The class schedule is presented to 

the teacher, and the student is entered on the teacher's class roster. 

 

 

3.14 Attendance at Meetings 

 

Teachers will attend all professional meetings authorized by the Superintendent or building principals unless 

properly excused. 

 

 

3.15 Recording and Reporting Pupil Progress 

 

Teachers will administer the grading system for evaluating pupils' progress as adopted by the Board of 

Education to inform parents of the progress of their children. 

 

 

3.16 Report Cards 

 



Teachers will completely fill out all parts of the report cards, indicating citizenship traits, progress in individual 

subjects and the number of times each child was absent or tardy.  Reports shall be sent to parents periodically as 

directed by the Superintendent. 

 

 

3.17 Records and Reports 

 

Teachers will keep daily attendance records and make such reports as are required by law and by the 

Superintendent. 

 

 

3.18 Other General Duties 

 

Teachers will be responsible for the care, discipline and instruction of their pupils during the prescribed school 

day or any additional time they are placed in a position of responsibility.  They will enforce all rules governing 

the conduct of pupils as prescribed by the principal or Superintendent.  They will endeavor to maintain hygienic 

conditions and practices in their classrooms and shall report to the principal any serious accident or illness 

affecting pupils in their charge.  They will exercise such control over their children as would be exercised by a 

kind, firm and judicious parent.  They will employ the greatest care in granting permission for children to leave 

school at the request of, or in the company of, any person not a school officer and then only with the approval of 

the principal. 

 

 

 

3.19 Substitute Teachers 

 

A substitute teacher may be employed for an unlimited number of school days during the school year if the 

substitute teacher holds a valid certificate in the subject area to be taught.  A substitute teacher may be 

employed for a total of 100 school days during a school year if the substitute teachers holds a lapsed or expired 

certificate or has a bachelors level college degree.  Except as otherwise provided herein, no substitute teacher 

shall be employed for a total period of time in excess of 90 school days during a school year.  Except as 

otherwise provided by law, the District will not employ a substitute teacher in the same assignment for more 

than 20 school days during a school year unless he or she holds a valid certificate.  Substitute teachers who do 

not hold a valid certificate and who are employed to teach special education for students with physical 

disabilities or students with mental retardation shall not be subject to the restrictions on total time a substitute 

teacher may be employed or the restrictions on time in the same assignment if no certified teaches are available 

to teach such students and the students would be denied instruction in special education if the substitute teacher 

were note employed.  The district will provide an orientation for all prospective substitute teachers at a 

minimum of twice yearly.  Substitute teachers new to the district shall attend orientation before employed as a 

substitute. The district will provide in-service training for a substitute teacher employed to teach special 

education for more than 15 consecutive days or 30 total days in the same assignment. To determine the 

availability of certified teaches, the District will consult the State Board of education and any other resources 

for filling the vacant position with a certified teacher. 

 

A national criminal history record check shall be submitted to the State Board of  Education to be forwarded for 

processing the criminal check with the Oklahoma State Bureau of Investigation (OSBI) and the Federal Bureau 

of Investigation for  all prospective substitutes on an annual basis. The substitute teacher applicant is 

responsible for all fees incurred for the national criminal search.   

 

 A waiver of the restrictions on total time a substitute teacher may be employed or the         restrictions on time 

in the same assignment may be requested from the State Board of Education in hardship cases.  

 



The District will pay substitutes at the rate set by the Board of Education. 

 

Substitutes will be assigned from the office of the Principal. 

 

Amended ï August 2, 2010  

 

 

3.20 Student Teachers 

 

The Blackwell Public Schools cooperate with various universities in the program to provide classroom 

experience for student teachers.   

 

All assignments of student teachers will be channeled through the Superintendent  or his or her representative in 

order to get the best distribution of the load. 

 

A student teacher should be of as much help to the classroom teacher as possible. If he/she finds that it is 

necessary to be absent, he/she should inform his/her supervisory teacher as soon as possible.  The student 

teacher should be allowed to  conduct the class under the direction of the supervising teacher, but if the 

supervising teacher thinks it is necessary, he or she may take over the class at any time.  This should not be 

necessary if the supervising teacher has worked with the student teacher in making plans and preparation.  

Principals should confer frequently with the supervising teachers about the progress of the student teachers.  

The principals with the supervisory teachers should evaluate student teachers, looking toward possible 

employment of these people. 

 

 

 

3.21 Counselors 

 

Counselors are responsible to and work under the direction of their respective principals.  Their primary 

function is to direct the counseling and guidance program of their individual schools and perform the following 

duties: 

 

1. Counseling with pupils and parents; 

 
2. Assisting in group testing and interpreting test results; 

 

3. Serving as homeroom guidance counselor; 

 

4. Assisting with orientation program and scheduling of pupils; 

 

5. Attending parent-teacher conferences upon request; 

 

6. Conferring with the assistant Superintendent on ways of improving the    counseling 

programs; 

 

7. Performing other duties as may be assigned by the Superintendent,   

      Assistant Superintendent or Principal. 

  

 

 

 

 



3.22 Promotion and Grading 

 

Since each child develops physically, mentally, emotionally and socially at his or her own rate, not all children 

can complete the work of the twelve grades in the same length of time.  Therefore, for some children, more than 

twelve years will be necessary.  Grade placement in the elementary and in the middle school should be based 

upon the child's maturity (emotional, social, mental and physical), his or her chronological age, school 

attendance, effort and marks achieved.  Standardized test results can be used as one means of judging progress. 

   

Teachers should conform to the Board approved grading scale adopted for the grade level or activity being 

graded. 

  

The grades given a child throughout the school year should reflect the probable assignment of the child for the 

next year. 

  

 A grade on the report card at the end of each grade period does not fulfill the teacher's responsibility in 

reporting a student's progress to parents.  Informal notes and personal conferences are necessary in helping the 

teacher and the parents understand the child's development and progress.  The parents should be contacted as 

soon as possible after it becomes apparent that a child will likely need more time in a grade. 

 

 

 

 

3.23 Tutoring 

 

No teacher in the employ of the public schools may tutor the students of another teacher in the schools without 

the knowledge and consent of the teacher and principal under whose jurisdiction the student is attending school. 

 

 

3.24 Graduation Requirements 

 

 The Blackwell Board of Education recognizes that a 12ïyear course of study in certain subject areas has 

proven to be beneficial in assisting students to become productive citizens and to prepare for advanced study. 

Therefore, it is the policy of the board of education that a minimum of units of credit be earned in the subject 

areas listed below to be eligible for graduation. All students, in order to graduate from an Oklahoma public 

school, will be required to complete the ñcollege preparatory/work ready curriculum units or sets of 

competenciesò at the secondary level. A student will be allowed to enroll in the core curriculum in lieu of the 

requirements of the college preparatory/work ready curriculum upon the written approval of the parent or legal 

guardian of the student. Current state graduation requirements will be deemed to be the ñcore curriculumò 

option. The ñcollege preparatory/work ready curriculumò will include the following: 

  

 Language Arts 

 4 units of English to include Grammar, Composition, Literature, or any English course   

           approved for college admission requirements; 

 

 Mathematics 
 3 units of Mathematics limited to Algebra I, Algebra II, Geometry, Trigonometry, Math  

           Analysis, Calculus, Advanced Placements Statistics, or any mathematics course with      

           content and/or rigor above Algebra I and approved for college admission requirements;  

 

 Science 
 3 units of a Laboratory Science limited to Biology, Chemistry, Physics, or any laboratory  



           science course with content and/or rigor equal to or above Biology and approved for  

           college admission requirements.  

 

 Social Studies 
 3 units of History and citizenship skills, including one unit of American History, one-half  

 unit of Oklahoma History, one unit of  United States Government, 1 unit from the  

 subjects of  History, Government, Geography, Economics, Civics, or Nom-Western  

 culture and approved for college admission requirements; 

             

           Foreign Language/Computer Technology 

  2 units of same foreign or non-English language or two units of computer technology  

            approved for college admission requirements, whether taught at a high school or  

            technology center school, including computer programming, hardware, and business  

            computer applications, such as word processing, databases, spreadsheets, and graphics,  

            excluding keyboarding or typing courses;  

 

 Additional Unit  

For those graduating prior to July 2
nd

, 2018, 1 additional unit selected from the above categories or 

career and technology education courses approved for college admission requirements For those 

graduating after July1, 2018, I additional unit selected from the above categories or career and 

technology education courses, currently enrolled course.  Advanced Placement courses or International 

Baccalaureate courses approved fro college admission requirements; and  

 

 Fine Arts 

 1 unit or set of competencies of fine arts, such as music, art, or drama, or 1 unit or set of  

           competencies of speech.  

 

 Electives 

 8 units or sets of competencies 

 

 Requires Classes for Graduation 

 Financial Literacy 

 CPR ï Cardiopulmonary resuscitation 

 

In order to graduate from the district with a standard diploma, students shall complete the following 

core curriculum units at the secondary level: 

 

 Language Arts 

 4 units or sets of competencies 

 1 unit of Grammar and Composition 

   3 units which may include American Literature, English Literature, World Literature,   

    Advanced English Courses.  Other English courses with content and/or rigor equal to or   

    above grammar and composition  

 

 Mathematics 

 3 units or sets of competencies 

 1 unit of Algebra I and 

  2 units which may include:  Algebra II; Geometry; Trigonometry; Math Analysis or  

    Pre Calculus; Statistics and/or Probability; Calculus; Computer Science I and II;  Intermediate Algebra; 

 Mathematics of Finance, Contextual mathematics courses that enhance technology preparation whether 

 taught at a (1) comprehensive high school, or (2) technology center school when taken in the tenth, 

 eleventh, or twelfth grade, taught by a certified teacher, and approved by the State Board of Education 



 and the Districtôs Board of Education. Mathematics courses taught at a technology center school by a 

 teacher certified in the secondary subject area when taken in the tenth, eleventh, or twelfth grade upon 

 approval of the State Board of Education and the Districtôs Board. 

 

 Contextual mathematics courses which enhance technology preparation , or a science, technology, 

 engineering and a math (STEM) block course meeting the requirements for course competencies listed 

 above taken at a comprehensive high school or technology center.  Must complete three (3) units or sets 

 of competencies.   

 

 Other mathematics courses with content and/or rigor equal to or above Algebra I 

 

 

 Science 

 3 units or sets of competencies 

     1 unit of Biology I and 

     2 units which may include:  Chemistry I; Physics; Biology II; Chemistry II; Physical Science; Earth 

 Science; Botany; Zoology; Physiology; Astronomy; Applied Biology/Chemistry;   Applied Physics; 

 Principles of Technology; Qualified agricultural education  courses; Contextual science courses that 

 enhance technology preparation whether taught at a (1) comprehensive high school, or (2) technology 

 center school when taken in the tenth, eleventh, or twelfth grade, taught by a certified teacher and 

 approved by the State Board of Education and the Districtôs Board of Education. Science courses taught 

 at a technology center school by a teacher certified in the secondary subject area when taken in the tenth, 

 eleventh, or twelfth grade upon approval of the State Board of Education and the Districtôs Board of 

 Education. Other science courses with content and/or rigor equal to or above Biology I. These courses 

 may be taught in a contextual methodology. 

 Contextual science courses which enhance technology preparation, or a science, technology, engineering 

 and math (STEM) block course meeting the requirements for course competencies listed above taken at 

 a comprehensive high school or technology center or must complete three (3) units or sets of 

 competencies.   

 

For college prep diploma, three (3) units or sets competencies of laboratory science approved fore college 

admission requirements including Biology I, Physical Science, Chemistry or Physics and one unit the domains 

of physical science, life science or eath & space science at the rigor above Biology I or Physical Science.   

 

 Social Studies 

 3 units or sets of competencies 

    1 unit of United States History  

   ½ to 1 unit of United States Government 

   ½ unit of Oklahoma History 

 ½ unit to 1 unit which may include: Economics; Anthropology; World History; Geography. 

Other Social Studies courses with content and/or rigor equal to or above United States History, United 

States Government, and Oklahoma History.  

    

  The Arts 
2 units or sets of competencies ï For a college prep diploma, only one (1) unit or set of competency is 

required.  

 

 Electives 

 8 units or sets of competencies 

 

 Required Classes for Graduation 

 Financial Literacy 



 CPR ï Cardiopulmonary resuscitation 

 

 

In addition to the curriculum requirements, students shall complete the requirements for a personal financial 

literacy passport as set forth in the Passport to Financial Literacy Act that will be embedded into the US 

Government.  

 

All students are strongly encouraged to complete two units or sets of competencies of foreign language classes 

and two units or sets of competencies of physical and health education as part of the core curriculum. 

 

Credit may be given for the above-reference classes when the courses are taken in the seventh or eighth grades 

if the teaches are certified or authorized by law to teach the subjects for high school credit and the required 

course rigor is maintained.  

 

Courses offered by a supplemental education organization that is accredited by a national accrediting body and 

that are taught by a certified teacher and which provide for the teaching and learning of the appropriate skills 

and knowledge in the current state standards may, upon approval of the State Board of Education and the 

school Districtôs Board of Education, be counted for academic credit and toward meeting state graduation 

requirements. 

 

No student will be allowed to receive credit more than once for completion of the same unit or sets of 

competencies.  All of the above-referenced classes may not be offered by the district.  However, sufficient 

courses shall be offered to allow students to meet the graduation requirements during the secondary grade 

years of the students.  

 

The remaining units need to consist of coursework designed to meet the individual needs and interests of the 

student. However, all students in grades nine through twelve are required to enroll in a minimum of seven 

periods, or the equivalent in block scheduling, of rigorous academic and/or rigorous vocational courses each 

day, which may include art, vocal and instrumental music, speech classes, and physical education classes. 

 

Courses taken by concurrent enrollment may be included in meeting graduation requirements.  

 

Students who transfer into this school district form out of state after their junior year of high school shall not be 

denied, because of differing graduation requirements, the opportunity to be awarded a standard diploma.  This 

applies to student who would be unable to meet the specific graduation requirements listed above without 

extending the date of graduation. Exception from the graduation requirements will be based on rules established 

by the State Department of Education.  All exceptions and the reasons there for shall be reported to the State 

Department of education on or before July 1 of each year.  

 

Early graduation from high school is offered by this district.  

 

In order to graduate with a standard diploma, students entering the 9
th
 grade prior to or during the 2016-2017 

school year or 5
th
 year seniors and prior  must complete 25 credits and have participated in any of the following: 

a. The Oklahoma State Testing Program 

b. If a student has not had the opportunity to participate in the Oklahoma State Testing 

program a state testing program from another state other that Oklahoma or nationally 

recognized assessment, such as ACT or SAT, will be accepted.   

Students who transfer into this school district from out of state their junior year of high school shall not be 

denied, because of differing graduation requirements, the opportunity to be awarded a standard diploma.  This 

applies to students who should be unable to meet the specific graduation requirements listed on rules established 



by the State Department of Education.  All exceptions and the reason therefore shall be reported to the State 

Department of Education on or before July 1 of each year.   

The requirements of Oklahoma History are waived for students of military families who have completed a 

similar state history class in another state.  A transcript must be provided showing the other similar state history 

class with corresponding passing grade.   

Beginning with the 2015-2016 school year, students shall receive instruction in cardiopulmonary resuscitation 

and awareness for the purpose of an automated external defibrillator at least once between the ninth grade and 

graduation from high school.  A school administrator may waive this curriculum requirement for an eligible 

student who has disability.  A student objects in writing. 

Applicable career-tech classes offered by comprehensive high school career-tech programs qualify for 

technology, science and mathematics units.  Student enrolled in the programs may use one unity of their six 

concentrated career-tech curriculum units for one unity of mathematics required and one unit of their six 

concentrated career-tech curriculum units of one unit of science required.  Advanced placement classes in the 

subject area may be substituted on a course-by course basis to satisfy the academic units required for a 

certificate of distinction.   

 

REFERENCE:            70 O.S. § 11-103.6 

                                    70 O.S. §11-111 

                                     

 

Blackwell Board of Education revised this policy October 7, 2014 

Blackwell Board of Education revised this policy February 2, 2015 

Blackwell Board of Education revised this policy September 7, 2016 

 

3.25 Policy on Class Size 

 

The Blackwell Public Schools will follow state law in class size reduction. 

 

 

 

3.26 Instructional Materials and Supplies 

 

Instructional supplies are purchased on the basis of estimates made before the close of school in the spring.  

Supplies will be delivered to the buildings before the opening of school in the fall.  The individual school 

budgetary allowance for instructional supplies will be set each year. 

 

 

3.27 Fees 

 

It is the policy of the Blackwell Public Schools not to charge fees for instructional use.  However, fees may be 

charged for workbooks or materials that are beyond the expectation of the school to furnish the student.  These 

materials would consist of consumable home economics materials, art project materials or shop materials.  



These fees will vary in amount from time to time, as needed, and are carefully audited and accounted for under 

regulations of the State Department of Education.  No child will be denied participation because of his or her 

lack of ability to pay fees. 

 

 

3.28 Summer School 

 

The only summer school recognized by the Blackwell Public Schools shall be held in a school building by a 

certified teacher under the program recognized by the State Department of Education.  Summer school credit to 

be used for early graduation shall have special consent from the administrators involved. 

 

 

3.29 Extracurricular Activities 

 

All extracurricular activities shall be part of the total educational program. 

 

 

3.30 Achievement Testing Program 

 

Annually, on a date to be determined by the Superintendent, the School District will provide information to the 

District's students, parents and the public at large about the proper meaning and use of tests administered 

pursuant to the Oklahoma School Testing Program Act. 

 

3.31 Selection of Learning Resources 

 

Statement of Policy 

  

The policy of the Blackwell Board of Education is to provide a wide range of learning resources at varying 

levels of difficulty, with diversity of appeal and the presentation of different points of view to meet the needs of 

students and teachers. 

  

Objectives of Selection 

  

For purposes of this statement of policy, the term "learning resources" will refer to any person(s) or any material 

(whether acquired or locally produced) in instructional content or function that is used for formal or informal 

teaching/learning purposes.  Learning resources include textbooks, other books, supplementary reading and 

informational materials, charts, community resource people, agencies and organizations, dioramas, filmstrips, 

flash cards, games, globes, kits, machine readable data files, maps, microfilms, models, motion pictures, 

periodicals, pictures, slides, sound recordings, transparencies, video cords and videotapes. 

  

The primary objectives of learning resources are to support, enrich and help to implement the educational 

program of the School District through the interaction of professional personnel and other members of the 

school community.  It is the duty of professional staff to provide students with a wide range of materials at 

varying levels of difficulty, with diversity of appeal and the presentation of different points of view. 

  

To this end, the Blackwell Board of Education affirms that it is the responsibility of its professional staff to: 

  

a. Provide materials that will enrich and support the curriculum, taking into consideration  the 

varied interests, abilities, learning styles and maturity levels of the students served; 

 

b. Provide materials that will stimulate growth in factual knowledge, literary appreciation, aesthetic 

values and societal standards; 



 

c. Provide materials on various sides of controversial issues so that young citizens may have an 

opportunity to develop under guidance the practice of critical analysis and to make informed 

judgments in their daily lives; 

 

d. Provide materials representative of the many religious, ethnic and cultural groups and their 

contributions to our national heritage and the world community; 

 

e. Place principle above personal opinion and reason above prejudice in the selection of materials 

of the highest quality to assure a comprehensive collection appropriate to the school community. 

 

Responsibility for Selection of Learning Resources 

  

The Blackwell Board of Education delegates the responsibility for the selection of learning resources to the 

professional staff employed by the School District and declares that selections made shall be held to have been 

made by the Blackwell Board of Education. 

  

While selection of learning resources involves many people (administrators, teachers, students, community 

persons and library personnel), the responsibility for coordinating the selection of school learning resources and 

making the recommendation for purchase rests with the principal and professional personnel. 

  

 Criteria for Selection of Learning Resources 

  

The following criteria will be used as they apply: 

  

a. Learning resources shall support and be consistent with the general educational goals of the state 

and the District and the aims and objectives of individual schools and specific courses; 

 

b. Learning resources shall be chosen to enrich and support the curriculum and the personal needs 

of users; 

 

c. Learning resources shall meet high standards of quality in: 

 

1. presentation 

 

2. physical format 

 

3. educational significance 

 

4. readability 

 

5. authenticity 

 

6. artistic quality and/or literary style 

 

7. factual content 

 

d. Learning resources shall be appropriate for the subject area and for the age, emotional 

development, ability level, learning styles and social development of the students for whom the 

materials are selected. 

 



e. Learning resources shall be designed to provide a background of information which will 

motivate students and staff to examine their own attitudes and behavior, to comprehend their 

duties, responsibilities, rights and privileges as participating citizens in our society and to make 

intelligent judgments in their daily lives. 

 

f. Learning resources shall provide information on opposing sides of controversial issues so that 

users may develop under guidance the practice of critical analysis. 

 

g. The selection of learning resources on controversial issues will be directed towards maintaining a 

balanced collection representing various views. 

 

h. Learning resources shall clarify historical and contemporary forces by presenting and analyzing 

intergroup tension and conflict objectively, placing emphasis on recognizing and understanding 

social and economic problems. 

 

Procedures for Selection of Learning Resources 

  

In selecting learning resources, professional personnel will evaluate available resources and curriculum needs 

and will consult reputable, professionally prepared aids to selection and other appropriate sources.  Among 

sources to be consulted are: 

  

a. Bibliographies (latest edition available) 

 

b. American Historical Fiction 

 

c. Basic Book Collection for Elementary Grades 

 

d. Basic Book Collection for Junior High Schools 

 

e. The Best in Children's Books 

 

f. Children and Books 

 

g. Children's Catalog 

 

h. Elementary School Library Collection 

 

i. European Historical Fiction and Biography 

 

j. Guide to Sources in Educational Media 

 

k. Junior High School Catalog 

 

l. Reference Books for School Libraries 

 

m. Subject Guide to Children's Books in Print 

 

n. Subject Index to Books for Intermediate Grades 

 

o. Subject Index to Books for Primary Grades 

 

p. Westinghouse Learning Dictionary 



 

and as part of the vertical file index, other special bibliographies, many of which have been prepared by 

educational organizations for particular subject matter areas. 

  

a. Current Reviewing Media: 

 

b. AASA Science Books and Films 

 

c. Bulletin of the Center for Children's Books 

 

d. Horn Book 

 

e. Kirkus Reviews 

 

f. Previews 

 

g. School Library Journal 

 

h. Wilson Library Bulletin 

 

Other sources will be consulted as appropriate.  Whenever possible, the actual resources will be examined. 

  

Recommendations for purchase involve administrators, teachers, students, District personnel and community 

persons as appropriate. 

  

Gift materials shall be judged by the criteria outlined and shall be accepted or rejected by those criteria. 

  

Selection is an ongoing process that should include the removal of materials no longer appropriate and the 

replacement of lost and worn materials still of educational value. 

 

 

3.32 Procedures for Dealing with Challenged Materials 

 

Statement of Policy 

 

 Any resident or employee of the School District may formally challenge learning resources used in the 

District's educational program on the basis of appropriateness.  This procedure is for the purpose of considering 

the opinions of those persons in the schools and the community who are not directly involved in the selection 

process. 

 

  

Request for Informal Reconsideration 

 

The school receiving a complaint regarding a learning resource shall try to resolve the issue informally. 

  

The principal or other appropriate staff shall explain to the questioner the school's selection procedure, criteria 

and qualifications of those persons selecting the resource. 

  

The principal or other appropriate staff shall explain the particular place the questioned resource occupies in the 

education program, its intended educational usefulness and additional information regarding its use, or refer the 

party to someone who can identify and explain the use of the resource. 

  



If the questioner wishes to file a formal challenge, a copy of the District's Selection of Learning Resources 

Policy and a Request for Reconsideration of Learning Resources form shall be handed or mailed to the party 

concerned by the principal. 

  

Request for Formal Reconsideration 

  

 Preliminary Procedures 

  

Each school will keep on hand and make available Request for Reconsideration of Learning Resources forms.  

All formal objections to learning resources must be made on these forms. 

  

The Request for Reconsideration of Learning Resources form shall be signed by the questioner and filed with 

the principal. 

  

The Superintendent and the assistant Superintendent shall be informed of the formal complaint received. 

  

The request for reconsideration shall be referred to a reconsideration committee at the school level for 

reevaluation of the resource. 

  

The Reconsideration Committee 

  

a. Upon receipt of a request for formal reconsideration of a learning resource, the principal shall: 

 

b. Appoint a reconsideration committee, including the following membership as appropriate: 

 

1. One member of the School District staff chosen by the Superintendent; 

 

2. One member of the teaching staff chosen by the school principal; 

 

3. One member of the building teaching staff chosen by the building teaching staff; 

 

4. One member of the school library staff chosen by the school library staff; 

 

5. One parent with a child in the school chosen by the building principal; 

 

6. One employed librarian (public or school) outside the District, if available; 

 

7. One student of the school chosen by the principal (if appropriate). 

 

c. Serve as chairman of the reconsideration committee. 

 

d. Arrange for a reconsideration committee meeting within ten working days after the complaint is 

received. 

 

e. The reconsideration committee may choose to consult District support staff and/or community 

persons with related professional knowledge. 

 

f. The reconsideration committee shall review the challenged resource and judge whether it 

conforms to the principles of selection outlined in the School District's Selection of Learning 

Resources Policy. 

 

Resolution 



  

The reconsideration committee shall: 

  

a. Examine the challenged resource; 

 

b. Determine professional acceptance by reading critical reviews of the resource; 

 

c. Weigh values and faults and form opinions based on the material as a whole rather than on 

passages or sections taken out of context; 

 

d. Discuss the challenged resource in the context of the educational program; 

 

e. Discuss the challenged item with the individual questioner when appropriate; and 

 

f. Prepare a written report. 

 

g. The written report shall be discussed with the individual questioner if requested. 

 

h. The written report shall be retained by the school principal with copies forwarded to the 

Superintendent and the assistant Superintendent for curriculum.  A minority report may also be 

filed. 

 

i. Written reports, once filed, are available for examination only pursuant to the Oklahoma Open 

Records Act. 

 

j. The decision of the reconsideration committee is binding for the individual school. 

 

k. Notwithstanding any procedure outlined in this policy, the questioner shall have the right to 

appeal any decision of the reconsideration committee to the Board of Education as the final 

review panel. 

                

Guiding Principles 

  

Any resident or employee of the School District may raise an objection to learning resources used in a school's 

educational program despite the fact that the individuals selecting such resources were duly qualified to make 

the selection, followed the proper procedure and observed the criteria for selecting learning resources. 

  

The principal should review the selection and objection rules with the teaching staff at least annually.  The staff 

should be reminded that the right to object to learning resources is one granted by policies enacted by the Board 

of Education. 

  

a. No parent has the right to determine reading, viewing or listening matter for students other than 

his/her own children. 

 

b. The Blackwell Public Schools supports the LIBRARY BILL OF RIGHTS, adopted by the 

American Library Association.  When learning resources are challenged, the principles of the 

freedom to read/listen/view must be defended as well. 

 

c. Access to challenged material shall not be restricted during the reconsideration process. 

 

d. The major criterion for the final decision is the appropriateness of the material for its intended 

educational use. 



 

e. A decision to sustain a challenge shall not necessarily be interpreted as a judgment of 

 irresponsibility on the part of the professional involved in the original selection and/or 

use of the material. 

  

 

3.33 Policy Establishing Healthy and Fit School Advisory Committee/Safe School Committee 

 

In accordance with state law, the Blackwell Board of Education has established that each school site shall select 

a single committee to perform the functions of both the Healthy and Fit School Advisory committee and the 

Safe School Committee. The committee will be composed of at least seven members, which will include an 

equal number of teachers, parents of the children affected, and students  may also include administrations, 

health care professionals, and business community representatives. A school official who participates in the 

investigation of reports of harassment, intimidation, bullying, and threatening behavior will be included in the 

committee. The committee will be selected not later than October 1 of each school year 

 

 All members of each Healthy and Fit School Advisory /Safe Committee shall serve until the following June 30 

unless earlier removed from the Committee by the principal for any reason. The principal who appoints the 

committee members shall advise the Superintendent of Schools, in writing, of the names, addresses and phone 

numbers of the committee members. In case of a resignation, death or removal of any committee member, the 

principal shall immediately appoint a successor committee member so as to maintain the composition of the 

committee as set forth above. Committee members are eligible to serve consecutive terms.    

  

Each Healthy and Fit Advisory/ Safe School Committee shall study and make recommendations, in writing, to 

the school principal regarding: health education, physical education and physical activity, and nutrition and 

health services, unsafe conditions, possible strategies for students to avoid harm at school, student victimization, 

crime prevention, school violence, and other issues which prohibit the maintenance of a safe school. The 

committee shall be involved in the monitoring, implementation, and evaluation of Section 5-147 of Title 70 of 

the Oklahoma Statutes, which limits access to foods of minimal nutritional value. 

 

Each Healthy and Fit Advisory/ Safe School Committee shall meet at least once each semester.  Each 

committee shall appoint its committee chairperson who shall maintain written minutes of each meeting.  The 

committee chairperson will be responsible for notifying all committee members of meetings, preparing agendas 

for each meeting, and posting such agendas in the principal's office for a reasonable period prior to the date and 

time of each meeting.  All agendas, minutes and other documents related to each Healthy and Fit Advisory/ Safe 

School Committee shall be retained by the principal of each respective school site.   

 

Prior to the last day of school of each school year, each committee shall make a written report to the school 

principal.  The school principal shall transmit a copy of the report to the Superintendent of Schools.  The 

Superintendent of Schools shall maintain the reports in the records of the School District and shall transmit a 

copy of each Healthy and Fit Advisory/ Safe School Committee report to each School District Board Member. 

 

  

3.34 Open Transfer Policy 

It is the policy of the Blackwell Board of Education that any application for open transfer will be reviewed by 

the board of education and considered on a ýrst-come, ýrst-served basis. Applications may be obtained from the 

superintendent and shall be ýled with the ofýce of the superintendent during regular business hours of the 

school district beginning March 1 and ending no later than May 31 in the school year preceding the school year 

for which the transfer is desired. Written application for any transfer shall be made by the parent(s) of the 

student and ýled with the superintendent of the district. For purposes of the Education Open Transfer Act, the 



term "parent" means the parent of the student or person having custody of the student or a competent student 

having reached the age of majority. 

By May 31, the superintendent shall notify the resident school district that a student enrolled in the resident 

school district has ýled an application for transfer. 

The board of education shall vote to approve or deny the application for transfer not later than July 15. 

Transfer applications shall be reviewed by the board of education in executive session in order to protect the 

confidentiality of student records. However, the vote to approve or to deny the application for transfer shall take 

place in open session. The district shall not accept or deny a transfer based on ethnicity, national origin, gender, 

income level, disabling condition, and proýciency in the English language, measure of achievement, aptitude, or 

athletic ability. Notwithstanding the provisions of the Education Open Transfer Act, transfers of children with 

disabilities shall be granted as authorized in Section 13-103 of Title 70 of the Oklahoma Statutes. All transfer 

applications will be approved or denied subject to the following criteria: 

 

 1. Availability of Programs. 

  2. Staffing Availability. 

  If accepting the transfer will require the addition of personnel, the transfer application will be  

  denied. 

 3. Space Limitations. 

  25 transfer requests will be accepted by the school district. 

 4. Disciplinary Record. 

  Discipline records of students transferring to this school will be requested as part of the student's  

  records. It shall be within the discretion of the board of education, based upon the student's  

  records, as to whether a transfer will be approved or denied. As a general rule, students with poor 

  discipline or attendance records or those deemed ñnot in good standing" at their former school  

  will not be approved for transfer to this district. 

  5. Adjudication as a juvenile Sex Offender. 

 

On or before September 1, the superintendent shall ýle a copy of a list of students granted transfer showing the 

resident school district and grade level of all students granted transfer with the State Board of Education and 

each resident school district. 

On an adequate showing of emergency, the superintendent may make and order a transfer, subject to approval 

by the State Board of Education. An emergency shall include only: 

 

 1. The destruction or partial destruction of a school building; 

 2. The inability to offer the subject a student desires to pursue, if the student becomes a legal 

resident of a school district after February 1 of the school year immediately prior to the school year for which 

the student is seeking the transfer; 

  3. A catastrophic medical problem of a student, which for purposes of this section shall mean an 

 acute or chronic serious illness, disease, disorder, or injury which has a permanently detrimental effect 

on the body's system or renders the risk unusually hazardous; 



 4. The total failure of transportation facilities; 

 5. The concurrence of both the sending and receiving school districts; 

 6. The unavailability of remote or on-site Internet-based instruction by course title in the district of 

 residence for a student identiýed as in need of drop-out recovery or alternative education services, 

provided such student was enrolled at any time in a public school in Oklahoma during the previous three school 

years; or 

 7. The unavailability of a specialized deaf education program for a student who is deaf or hearing 

impaired. 

  8. When a student has been the victim of harassment, intimidation, and bullying as deýned in 70 

O.S. § 24-100.3, and the receiving school district has veriýed that: 

  (i) The student has been the victim of harassment, intimidation, or bullying; and 

  (ii) The sending school district was notiýed of the incident or incidents prior tothe ýling of the 

application for transfer. 

 

A child who has reached the age of four (4) on or before September 1 of the school year, and resides in a district 

that does not offer an early childhood program may be granted a transfer into the district provided the physical 

facilities and teaching personnel can accommodate the child. The district may also refuse to accept the 

nonresident child if the district determines the child is not ready for the district's early childhood education 

program. 

A child whose family relocates from the school district may continue attendance to the end of the current school 

year provided the student began the school year in the school district. 

Students transferring to the district between school years shall be admitted to the next higher grade upon 

meeting entrance requirements and showing evidence of having completed the preceding grade. Students 

transferring from private, non-accredited schools shall be tested and placed accordingly. 

Any student residing in a school district that does not offer the grade that such child is entitled to pursue shall be 

entitled to be transferred to any school district inside or outside of the transportation area in which such student 

resides which offers the grade which he is entitled to pursue. Such transfer shall be automatically approved. 

No student shall be permitted an open transfer more than once in any school year. 

Any brother or sister of such transferred student may apply to attend the same said school system. 

  

Any parent, guardian, person, or institution having care and custody of a child who pays ad valorem tax on real 

property in this district, but does not reside in this district; may, with approval of the board of education, enroll 

the child in this district and receive a credit on the nonresident tuition fee equal to the amount of the ad valorem 

tax paid for school district purposes provided the credit shall not exceed the total amount required for the tuition 

payment. 

Any student transfer approved for any reason prior to January 1, 2000, shall continue to be valid and shall not 

be subject to the Education Open Transfer Act unless the parent having custody chooses otherwise. 

Should the board of education determine that cancellation of a previously approved transfer is in the best 

interest of the district, the resident district and the parents/ guardian of the student shall be notiýed of the 

cancellation. Such notice shall be made by July 15 prior to the school year for which the cancellation is 

applicable.  



Beginning July 1, 2008, the transfer of a child with disabilities for three consecutive years creates an automatic 

and permanent transfer to this school district. 

 

REFERENCE:        70 0.8. §1-114 

                                  70 0.S. §1-113 

                                  70 0.8. §5-117.1 

                                  70 0.S. §8-101, et seq. 

                                 70 0.S. §24-101, et seq. 

Family Education Rights and Privacy Act 

Atty. Gen. 0p. No. 87-134, April 1, 1988 
 

Blackwell Board of Education revised this policy October 7,  2014.  
THIS POLICY REQUIRED B Y LAW. 

 

3.35 Policy and Procedures on the Use of Internet-Based InstructionA.        Statement of Purpose 

  

 Internet-based instructional courses provide flexibility not available with traditional classroom methods.  

Students may benefit from being able to proceed through course work at an individual pace and by having 

access to information and course materials at convenient times and places.  Consistent with sound educational 

principles, it is the intention of the Board of Education of the Blackwell School District (ñSchool Districtò) to 

make full use of the Internet for the delivery of educational materials.  Internet-based instructional courses 

approved by the Board of Education for use in the School District are not viewed as a substitute for direct, face-

to-face student and teacher interactions, but as a means of expanding course offerings, access to instructional 

resources, and the ability of the School District to bring the world of knowledge to its students.   

  

 Definitions: 

  

Internet-based instructional courses.   Courses conducted by way of web-based instruction, 

whether synchronous or asynchronous, or two-way interactive video instruction.  The terms 

ñinternet-basedò and ñweb-basedò instruction are used interchangeably in this Policy.   

  

Synchronous instruction.  Instruction occurring through real time interaction between instructor 

and student.  Regular classroom instruction and two-way interactive video instruction are 

examples of synchronous instruction.  Internet-based instruction requiring real time interaction 

between student and instructor as the primary format of instruction is also synchronous 

instruction. 

  

 Asynchronous instruction.  Asynchronous instruction does not depend upon real time interaction 

between student and teacher.  Asynchronous instruction allows the student to engage in learning 

activities anywhere, at anytime.  

  

Two-way interactive video instruction.  Two-way interactive video instruction consists of real 

time (synchronous) interaction between student(s) and instructor by means of an electronic 

medium providing both audio and video signal.  Students and instructors participating in two-

way interactive video instruction may both see and hear each other in an approximation of real-

time.   

  

Approval of Curriculum  

  



The Board of Education of the School District shall review and approve all Internet-based instructional courses 

to be offered for instructional purposes and/or high school  credit.  Credit may not be granted for such courses 

except upon approval of the Board of Education of the School District.  The State Board of Education reserves 

the right to request information and materials sufficient to evaluate the proposed course.  Additionally, credit 

may not be granted to students participating in Internet-based courses from a remote site except upon approval 

of the State Board of Education and the Board of Education of the School District.   Courses offered for credit 

by means of Internet-based instruction shall be aligned with the Priority Academic Student Skills (PASS) and 

any additional criteria established by the School District for course selection.   

  

Requests to the Board of Education for approval of specific courses to be offered by means of Internet-based 

instruction shall include, without limitation, the following information: (i) a narrative description of the course, 

including learning objectives, course materials and requirements for satisfactory completion of course work, (ii) 

the nature and frequency of graded and ungraded assignments, (iii) the manner in which instructors will 

evaluate course work and communicate such evaluations to students, and (iv) the number of credits to be 

awarded and whether credits will be awarded on a pass/fail or graded basis.   

  

Internet-based courses offered by a career technology center that are taught by a certified teacher and provide 

for teaching and learning of the appropriate skills and knowledge in the PASS may, upon approval by the State 

Board of Education and the Board of Education of the School District, be counted for academic credit and 

toward meeting the state graduation requirements.  Internet-based courses or career technology courses utilizing 

integrated or embedded skills for which no PASS have been adopted by the State Board of Education may be 

approved by the Board if such courses incorporate standards of nationally recognized professional organizations 

and are taught by certified teachers.   

  

The number of students which each instructor may supervise in courses offered by means of Internet-based 

instruction shall be established by the Board of Education on a course-by-course basis.  Oklahoma Statutes 

limiting the number of students public school teachers may supervise in each period of instruction and the total 

number of students allowed daily shall apply to synchronous web-based instruction and two-way interactive 

video courses.  The number of students each instructor may be required to supervise in asynchronous web-based 

courses shall not exceed [_____] students in any given course. 

  

Instructors and Staffing 

  

The Principal at each school site offering on-line courses shall designate a certified staff member to assist 

students enrolling in online courses and serve as a liaison to the online teachers and providers.  A certified staff 

member shall also be designated by the Principal to monitor students approved for internet instruction offered at 

or through non-school sites. 

  

Instructors of Internet-based courses (i) must be certified in Oklahoma, or (ii) if the course originates out of 

state, must be certified in the state of origin to teach in the content area of the course offered, or (iii) must be a 

faculty member at an accredited institution of higher education possessing the specific content expertise 

necessary to teach the course.  Instructors of two-way interactive video and web-based courses shall be 

provided in-service training pertaining to the methodology of instructional delivery and the technical aspects of 

distance learning.   

 

 

General Policies and Procedures 

 

Students enrolled on a full-time basis shall be authorized to enroll, for credit, in approved Internet-based 

instructional courses.  For courses offered by the Blackwell School District, ordinary enrollment procedures and 

rules shall be followed.  For remote Internet-based instruction courses, students must apply for enrollment.  The 

Principal at each site offering courses by means of remote Internet-based instruction shall make available, in the 



Principal's office, an application form for enrollment in such courses.  Applications for enrollment in remote 

Internet-based instruction will be evaluated and approved by the Principal or the Principal's designee subject to 

conditions and restrictions imposed by this Policy.  Applications should be approved if the Principal or 

Principal's designee determines that enrollment will further specific educational needs of the student which 

cannot be met by traditional classroom studies.  Only those enrollments approved by the Principal or the 

Principalôs designee shall be eligible for credit approved by the Board of Education.     

  

Students whose enrollment application for Internet-based courses have been approved shall, before the 

beginning of instruction, deliver to the site Principal a parental/guardian contractual agreement and consent 

form addressing the students' participation in the Internet-based instructional program and acknowledging 

receipt of specific information regarding the course, including grading criteria, time for completion of course 

work, testing and attendance requirements, and  the responsibility for the  costs of course materials, equipment, 

and supplies.  A student whose enrollment application is rejected may appeal such action to the Superintendent.  

Only students who have enrolled in Internet-based instructional courses with the approval of the site Principal 

or Superintendent will be eligible for credit upon completion of the required course work.  The Board of 

Education may, based on its assessment of the need for or value of particular Internet-based courses, provide 

credit which shall count toward student credit requirements and graduation.  Alternatively, the Board of 

Education may limit or deny credit for Internet-based courses for purposes of calculating student grade point 

averages or for academic or other honors.  The School District is not liable for any fees or charges incurred for 

any Internet-based course for a student who has failed to comply with this policy and procedures. 

  

 The School District may authorize enrollment on a part-time basis utilizing Internet-based courses for students 

who have dropped out of school or have been suspended from school provided such student was enrolled at any 

time in a public school in this state during the previous three (3) school years.  Additionally, the Superintendent 

of the School District may authorize an emergency transfer, subject to approval by the State Board of 

Education, due to the unavailability of remote or on-site Internet-based instruction by course title in the district 

of residence of a student identified in need of drop-out recovery or alternative education services, provided such 

student was enrolled at any time in a public school of this state during the previous three (3) school years.   

  

The School District may contract to provide remote Internet-based courses to children in a residential facility; a 

treatment program or center, including a facility operated pursuant to the Cerebral Palsy Act; a therapeutic 

foster home; or a specialized foster home or agency-contracted home.  The latter must be under the supervision 

of and certified by the Department of Human Services (ñDHSò). The School District may, with Board of 

Education approval, contract its services inside or outside the Districtôs boundaries. 

  

Likewise, the School District may offer opportunities for Internet-based courses as a part of an IEP, a Section 

504 Plan, or in connection with District approved and facilitated home or home bound instruction arrangements 

or the equivalent of those arrangements. 

  

The School District may also contract to provide remote Internet-based courses to children who do not reside in 

the United States.  Such children shall not be counted in the average daily membership of the School District.  

Services provided for this purpose, require a contract approved by the Board of Education.  The student or 

his/her parent or guardian must bear the entire cost of services provided by the District. 

  

Students earning credit by means of Internet-based instruction shall participate in all assessments required by 

the Oklahoma School Testing Program.  No student shall be allowed to participate in these assessments at a 

place other than the school site at which the student is enrolled.   

  

Students participating in Internet-based courses from a remote site are responsible for providing their own 

equipment and Internet access, unless the School District chooses to provide the equipment.   

  



Instructors and students participating in Internet-based instruction are responsible for complying with all 

federal, state and local statutes, regulations, and ordinances and with all Board of Education policies, rules and 

regulations regarding the course work and use of School District facilities and computer networks including, 

without limitation, regulations governing copyright and trademark infringement, the posting of images on the 

World Wide Web, Federal Communications Commission rules pertaining to public broadcasting of audio and 

video signals, and student and education records privacy.   

 

  

Privacy Statement 

  

Although the School District will use reasonable efforts to safeguard the privacy and confidentiality of 

identifiable information concerning students and course work transmitted during the course of the student's 

participation in Internet-based instruction, transmissions by means of the Internet cannot be made absolutely 

secure.  The School District will have no liability for disclosure of identifiable information, including 

educational records, due to errors in transmission or the unauthorized acts of third parties.   

  

The School District will not use identifiable information or individual student data obtained through 

participation in Internet-based instructional courses for any purposes other than those that support the 

instruction of the individual student.  The School District may collect information concerning its Internet-based 

instruction on an aggregate and disaggregate basis for use in evaluation of the instructional program or for other 

purposes not directly related to any individual student.  Test results for students enrolled in Internet-based 

courses, including regularly enrolled and alternative education students, shall be disaggregated and reported.  

Such information will not be traceable to any particular student, nor will such information be used to identify or 

contact any particular student by the School District or any third party. 

  

 

Cooperative Agreements 

 

Internet-based instructional courses may be submitted for approval of the Board of Education in cooperation 

with courses offered by other school districts.  In such event, the School District shall enter into an interlocal 

cooperative agreement with each cooperating school district.  Prior to the beginning of instruction, the School 

District and each cooperating school district shall, by means of contractual agreement, address the allocation of 

costs and expenses, dates and times of course offerings, bell schedules, instructor evaluations, student behavior, 

selection of instructional materials, student grades and grading policies, and teacher loads and employment 

issues. 

 

 

 

 

 

3.36 Extended School Day Policy 

 

The normal school day for the instruction of students in the Blackwell Public Schools shall be in accordance 

with the Oklahoma Statutes and the regulations of the Oklahoma State Department of Education.  

 
An extended day schedule shall be in place for students in grades nine through twelve. The annual number of 

hours of instruction shall equal or exceed 1,080 hours. For not more than one day per week, a school day shall 

consist of not less than five hours devoted to academic instruction in a regular classroom setting. 

 

The district shall document the impact of the extended day program on student achievement. An annual report 

shall be provided to the State Board of education. If improvement in student achievement is not documented in 

the annual report, the extended day program shall be revoked by the board of education. The regular school 



session may be temporarily altered by the board upon recommendation by the superintendent when the best 

interests of the district and the students would be served. The superintendent may close schools, delay the 

opening of schools, or dismiss school early for emergency reasons to protect the health and safety of students 

and staff. However, any deviation that decreases the school day to less than six hours will be reported to the 

Department of education, Accreditation Section within 72 hours. 

 

 

 

 

Blackwell Elementary School Day: 

The school day at the elementary shall begin at 8:15 a.m. and end at 3:30 p.m. 

 

Blackwell Middle School Day: 

The school day at the middle school shall begin at 8:15 a.m. and end at 3:35 p.m. 

 

Blackwell High School Day: 

The school day at the high school shall begin at 8:05 a.m. and end at 3:35 p.m.  

 

 

 

 

 3.37 Parent Participation in the School District 

The Blackwell Board of Education, in consultation with parents, teachers, and administrators, has developed and adopted 

this policy to promote and encourage the involvement of parents and guardians of children within the school district. 

1. Parent participation in the schools is encouraged to improve parent and teacher cooperation in such areas as homework, 

attendance and discipline. At the beginning of each school year each teacher shall provide parents with contact 

information so that a parent has the opportunity to contact the teacher or administration to address concerns related to 

homework, attendance and discipline. 

2. Parents may request additional information from the administration to learn about the course of study for their children 

and review learning materials, including the source of any supplemental educational materials. 

3. Parents who object to any learning material or activity on the basis that it is harmful may withdraw their children from 

the activity or from the class or program in which the material is used. Objection to a learning material or activity on the 

basis that it is harmful includes objection to a material or activity because it questions beliefs or practices in sex, morality 

or religion. Parents are hereby informed that the withdrawal of a child from any state mandated courses could prevent 

their child from being eligible to receive a high school diploma. 

4. If-the school district offers any sex education curricula pursuant to Section 11-105.1 of Title 70 of the 

Oklahoma Statutes or pursuant to any rules adopted by the State Board of Education, parents may opt their child out of 

sex education instruction if the child's parent provides written objection to the child's participation in the sex education 

curricula. 

5. Parents are hereby notiýed and given the opportunity to withdraw their children from any instruction or presentations 

regarding sexuality in courses other than formal sex education curricula pursuant to Section ll-105.1 of Title 70 of the 

Oklahoma Statutes; 

6. Parents may learn about the nature and purpose of clubs and activities that are part of the school curriculum, as well as 

extracurricular clubs and activities that have been approved by the school. A list of school clubs that have been approved 

by the board of education is available from the administration upon request.  

7. Speciýc parent rights and responsibilities provided under the laws of this state, include the following: 



 a. The right to opt out of a sex education curriculum if one is provided by the school district.                          

 b. Open enrollment rights. 

 c. The right to opt out of assignments. 

 d. The right to be exempt from the immunization laws of the state pursuant to Section 1210.192 of 

     Title 70 of the Oklahoma Statutes, 

 e. The promotion requirements prescribed in Section l210.508E of Title 70 of the Oklahoma Statues, 

 f. The minimum course of study and competency requirements for graduation from high school prescribed in  

 Section 11-103.6 of Title 70 of the Oklahoma Statutes, 

 g. the right to opt out of instruction on the acquired immune deýciency syndrome pursuant to Section 

      11-103.3 of Title 70 of the Oklahoma Statutes, 

 h. The right to review test results, 

  i. The right to participate in gifted programs pursuant to Sections 1210.301 through 1210.308 of Title 

    70 of the Oklahoma Statutes, 

  j. The right to inspect instructional materials used in connection with any research or experimentation 

      Program or project pursuant to Section ll-106 of Title 70 of the Oklahoma Statutes, 

 k. The right to receive a school report card,                                                                                                                                                            

 l. The attendance requirements prescribed in Section 10-106 of Title 70 of the Oklahoma Statutes, 

 m. The right to public review of courses of study and textbooks, 

  n. The right to be excused from school attendance for religious purposes, 

  o. Policies related to parental involvement pursuant to this section,                                                                               

  p. The right to participate in parent-teacher associations and organizations that are sanctioned by the 

      board of education of a school district, and 

  q. The right to opt out of any data collection instrument at the district level that would capture data for 

       inclusion in the state longitudinal student data system except what is necessary and essential for 

       establishing a student's public school record.  

Parents may submit a written request for information during regular business hours to either the school principal at the 

school site or the superintendent at the office of the school district. Within ten (10) days of receiving the request for 

information, the school principal or superintendent, shall deliver the requested information to the parent or provide a 

written explanation of the reasons for the denial of the requested information. If the request is denied or the parent does 

not receive the requested information within ýfteen (15) days after submitting the request, the parent may submit 

a written request for the information to the board of education. The board of education shall formally consider the request 

at the next scheduled public meeting if the request can be properly noticed on the agenda. If the request cannot be 

properly noticed on the agenda, the board of education shall formally consider the request at the next subsequent meeting 

of the board of education. 

 

Legal References:      70 O.S. § 10-106 

                                      70 O.S. § 11-103.3 

                                      70 O.S. § 11-103.6 

                                      70 O.S. § 11-105.1 

                                      70 O.S. § 11-106  

                                      70 O.S. § 1210.192 

                                      70 O.S. § 1210.301 through § 1210.308 

                                      70 O.S. § 1210.508E 

 

The Blackwell Board of Education adoption Date for this policy is October 6
th
 2014. 

 

3.38 Student Residency 

It is the policy of the Blackwell Board of Education that the residence of any child for school purposes shall be 

the legal residence of the parents, guardian, or person having legal custody who holds legal residence within the 

district as defined in 70 0.5. §1-113 (C).  A child residing in the district who is entirely self-supporting shall be 

considered a resident of the school district if the child works and attends school in the school district Questions 



concerning legal residence of children shall be determined pursuant to procedures utilized by the State 

Department of Education in accordance with 70 O.S. §1-113. 

An adult who does not fall within the categories listed above, who holds legal residence in the district, and who 

has assumed permanent care and custody of the child may ýle an affidavit with the school district attesting that 

custody has been assumed. The afýdavit must include the reasons for assuming custody. The residency officer 

shall consider the facts of each case and shall approve residency only if it is demonstrated that the custody 

arrangement is permanent and the adult contributes in a major degree to the support of the child. 

The superintendent or designee may require the submission of evidence of residency in order to determine 

whether the student is eligible to attend the public schools or programs without payment of nonresident tuition. 

Such evidence may include, but is not necessarily limited to, the following: 

1.  Proof of payment of local personal income tax or ad valorem taxes; 

2. Title to residential property in the district, or a valid unexpired lease agreement, or receipts for payment 

of  rent on a district residence in which the applicant actually resides; 

3. Proof of provisions of utilities;  

4. A valid, unexpired motor vehicle operator's permit or motor vehicle registration 

5. Maintenance of voter registration; 

6.  Notarized affidavit verifying residency and that the afýant has assumed the permanent care and custody 

of the student. (The ýling of a false afýdavit shall be subject to punishment in accordance with 70 0.S. 

§1-1 13(A)(1).) 

Homeless Students 

In accordance with the Federal McKinney Homeless Assistance Act, homeless children shall have access to the 

same free and appropriate public education as provided to other children. The board shall make reasonable 

efforts to identify homeless children within the district, encourage their enrollment, and eliminate existing 

barriers to their education that may exist in district policies or practices. No child or youth shall be 

discriminated against in the school district because of homelessness. 

Children are deemed to be homeless under the following conditions: 

1. A child who is lacking a ýxed regular and adequate nighttime residence and who has a primary 

nighttime residence that is a publicly or privately operated shelter designed to provide temporary living 

accommodations. A temporary residence prior to institutionalization, or a place not designed or 

ordinarily used as a regular sleeping accommodation for human beings. 

2. A child who is placed in a transitional or emergency shelter before placement in a foster home or home 

for neglected children. 

3. A child who is temporarily living in a trailer park or camping area due to lack of adequate living 

accommodations. 

4. A child who is living in doubled-up accommodations due to loss of housing or other similar situation. 

5. A child who is placed in a foster home for lack of shelter space. 

6. A migratory child who is staying in accommodations not ýt for habitation. 

7. A child who has run away from home and lives in a runaway shelter, abandoned building, the street, or 

other inadequate accommodations.  

8. A child who is placed in a state institution because s /he has no other place to live. 

9. A child who has been abandoned by his/her family and who is staying in a hospital. 



10. A child whose parents or guardian will not permit him/her to live at home and who lives on the street, in 

a shelter, or in other transitional or inadequate accommodation. 

11. School-age unwed mothers or expectant mothers who are living in homes for unwed mothers because 

they have no other available living accommodations. 

The district administration shall attempt to remove existing barriers to school attendance by homeless 

children: 

1. Enrollment requirements that may constitute a barrier to the education of the homeless child or youth 

may be waived at the discretion of the superintendent. If the district is unable to determine the student's 

grade level due to missing or incomplete records; the district shall administer tests or utilize other 

reasonable means to determine the appropriate grade level for the child. 

2. Fees and charges that may present a barrier to the enrollment or transfer of a homeless child or youth 

may be waived at the discretion of the superintendent. 

3. Customary transportation policies and regulations may be waived at the discretion of the superintendent. 

4. Ofýcial school records policies and regulations may be waived at the discretion of the superintendent. 

5.  The district shall make a reasonable effort to locate immunization records from information available or 

shall arrange for students to receive immunizations through health agencies and at district expense if no 

other recourse is available. Immunizations may, however, be waived for homeless youth only in 

accordance with provisions of board policy on immunizations.  

6. Other barriers to school attendance by homeless youth may be waived at the discretion of the 

superintendent. 

The district will provide to each homeless child such school services that are comparable to services offered to 

other students in the district and that are determined to be in the child's best interest. Such services will include: 

1. Public preschool programs; 

2.  Special education. Title l. and limited English proýciency programs for which they are eligible. 

3.  Vocational education programs; 

4. Gifted and talented programs; 

5.  Before and after school programs; 

6.  School meal programs; and 

7. Transportation services. 

Residency Ofýcer  

The school district designates ____________________________________________ as residency ofýcer. 

The residency officer may be contacted by calling the school district at 580 363 2570 or by writing to the 

residency officer at the following address, or by personally visiting the residency ofýcer at 201 E. Blackwell, 

Blackwell Oklahoma  74361 

If this school district denies admittance of a student who claims to be a resident of the district, the parent, 

guardian, or person having care and custody of the student may request a review of the residency ofýcerós 

decision. Such request for review shall be in writing and must be received by the residency ofýcer within three 

school days of the denial of admittance. The request for review shall include any additional pertinent 

information that may justify the admittance of the child to the school district 

Upon receipt of a written request for review, the residency officer will render a decision and notify the parent of 

the decision within three school days of the receipt of the request for review.  



If the parent disagrees with the ýndings of the residency ofýcer, the parent will notify the residency officer 

within three school days of the receipt of the decision. The residency ofýcer will submit his/her ýndings and all 

documents reviewed to the board of education. 

  

The board of education will review the decision and the documents submitted by both the residency officer and 

the student and render a decision at the next board meeting.  The boardôs decision may be appealed only 

pursuant to procedures utilized by the State Department of Education. 

REFERENCE:        70 O.S. §1 113 §1 114 - 70 O.S. §18 111 

THIS POLICY REQUIRED BY LAW. 

Blackwell Board of Education adopts this policy October 7, 2014 
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4.1 Policy on Suspension, Dismissal, and Non Reemployment of Administrative Personnel 

 

Definitions and Scope 

a. "Teacher" means a duly certified or licensed person who is employed to serve in any 

instructional capacity or as a counselor, librarian or, school nurse, or any instructional capacity. 

An administrator shall be considered a "teacher" only with regard to service in an instructional, 

non administrative capacity. 

 

b. "Dismissal" means the discontinuance of the teaching service of a teacher during the term of a 

written contract. 

 

c. "Non-reemployment" means the non-renewal of a teacher's contract upon expiration of the 

contract. 

 

d. "Suspension" means the temporary discontinuance of a teacher's services during the term of a 

contract pending dismissal or non-reemployment. 

 

e. "Career teacher" means a teacher who has completed three (3) or more consecutive complete 

school years in such capacity in the School District under a written teaching contract. 

 

f. "Probationary teacher" means a teacher who has completed fewer than three (3) consecutive 

complete school years in such capacity in the School District under a written teaching contract. 

 

g. This policy does not apply to: 

 1. substitute teachers, 

 2. adult education teachers or instructors, 

 3. teachers employed on temporary contracts, and 

 4. administrators, except with regard to service in an                    

instructional, non-administrative position. 

 

h. This policy does apply to teachers employed in positions fully funded by federal or private 

categorical grants in regard to dismissals or suspensions during the term of employment under 

the grant, but not in regard to "non-reemployment" at the expiration of the grant. 

 

Grounds for Dismissal or Non-reemployment 
 

 A career teacher may be dismissed or not reemployed for: 

           (a)  willful neglect of duty, 

           (b) repeated negligence in performance of duty, 

          (c )   incompetency, 

          (d) unsatisfactory teaching performance, 

          (e)  instructional ineffectiveness, 



          (f) mental or physical abuse to a child, 

          (g) commission of an act of moral turpitude 

          (h)  criminal sexual activity or sexual misconduct (as those terms are defined             

by law) which has impeded the effectiveness of the teacherôs performance                    of 

school duties, 

          (i) abandonment of contract 

          (j)  failure to meet local school board staff development requirements (non-                

reemployment only)  

          (k) conviction of any sex offense subject to Oklahomaôs Sex Offenders             

Registration Act or another stateôs or the Federal Sex Offender Registration           

Provisions: 

         (l)  any other grounds hereafter allowed by law.    

  Abandonment of contract means the failure of a teacher to report at the beginning of the contract 

term or otherwise perform the duties of a contract of employment when the teacher has accepted 

other employment or is performing work for another employer that prevents the teacher from 

fulfilling the obligations of the contract of employment. 

A career or probationary teacher shall be dismissed or not reemployed for conviction of a felony. 

 

A probationary teacher may be dismissed or not reemployed for cause. 

 

A cause listed (a) - (l) for a career teacher, or any cause related to inadequate teaching performance for a 

probationary teacher, shall not be a basis for a recommendation to dismiss or not reemploy a teacher unless 

corrective action procedures involving admonishment / plan for improvement have been followed. Dismissal or 

non-reemployment for any cause not listed in (a) - (h) for a career teacher, or not related to inadequate teaching 

performance for a probationary teacher, shall not require corrective action procedures (i.e. admonishment) to be 

followed. 

 

Corrective Action ï Admonishment / Plan for Improvement 
 

When the administrator who has evaluated a teacher pursuant to School District policy identifies poor 

performance or conduct that the administrator believes may lead to a recommendation for the teacher's 

dismissal or non-reemployment, the administrator shall: 

 

a. admonish the teacher, in writing, and make a reasonable effort to assist the teacher in 

correcting the poor performance or conduct; and    

  

b. establish a reasonable time for improvement, not to exceed two (2) months, taking into 

consideration the nature and gravity of the teacher's performance or conduct. 

 

 

Whenever a member of the board of education, superintendent, or other administrator identifies poor 

performance or conduct that may lead to a recommendation for dismissal or non-reemployment of a teacher, the 

administrator who has responsibility for evaluation of the teacher shall be informed and shall admonish the 

teacher as described above. If the administrator fails or refuses to admonish the teacher within ten (10) days 



after being informed of the problem, the board, superintendent or other administrator who identified the 

problem shall admonish the teacher. 

 

 

If the teacher does not correct the poor performance or conduct cited in the admonition within the time 

specified, the administrator (or other admonishing official) shall make a recommendation to the superintendent 

for the dismissal or non-reemployment of the teacher. The superintendent shall furnish a copy of the 

recommendation to the board of education. 
 

Notice and Hearing (updated 11-10-11) 

 

Whenever the superintendent recommends to the board of education that a teacher employed within this school 

district be dismissed or not reemployed, the superintendentôs written recommendation shall set forth the basis 

for the recommendation.  The recommendation shall include the specific statutory grounds on which a career 

teacher should be dismissed or not reemployed, or the cause for which a probationary teacher should be 

dismissed or not reemployed, and shall include the underlying facts supporting the recommendation. 

 

Whenever the board of education receives a recommendation for the dismissal or nonreemployment of a 

teacher, the board or individual designated by the board shall mail, or cause to be mailed, a copy of the 

recommendation to the teacher, by personal delivery to the teacher with a signed acknowledgement of receipt, 

or serve the recommendation and notice of hearing by process sever.  If mailed, such mailing will be by 

certified mail, restricted delivery, return receipt requested.  The notice must specify the statutory grounds-for 

career teacher ï or the cause- for probationary teachers-upon which the recommendation is based and shall 

include the teacherôs right to a hearing before the board and the date, time, and place set by the board for 

hearing.  Such hearing shall be held within the school district no sooner than twenty days nor later than sixty 

days following the teacherôs receipt of notice unless the teacher advises that no hearing is desired. The board 

delegates the superintendent, as its agent, to set a time, date, and place for the hearing after consultation with the 

board president.   

 

In the absence of a recommendation from the superintendent pursuant to this section, or when the board of 

education chooses not to accept the superintendentôs recommendation as to reemployment of a teacher, the 

board may initiate dismissal or nonreemployment action without a recommendation provided that it adhere to 

the other provisions of this policy and that the corrective action procedures, if applicable, have been followed.  

 

Hearing procedures for teachers shall be as follows: 

 

1.  The parties to the hearing are the teacher and the superintendent or designee, and they shall be  

     afforded the following rights at any hearing held pursuant to these regulations:  

 

     A.  The right to be represented. 

      

     B.  The right to present witnesses in person or to present their testimony by interrogatories,  

           affidavits, or depositions.  A list of all witnesses shall be furnished to the other party at  

           least five (5) days before the hearing. 

 

     C.  The right to cross-examine witnesses. 

 

     D. The right to testify in his/her own behalf and present evidence and argument on all issues  

          involved. 

 

     E.  The right to have an orderly hearing. 



 

     F.  The right to have an impartial decision based upon the evidence presented. 

 

2.  The board president or, in case of absence, a designee, shall be the presiding officer at the  

      hearing. 

 

3.  The hearing shall be convened by the board president who shall state the purpose of the  

     hearing, introduce the parties, and administer the oath to all persons who will testify 

 

4.  Upon the request of either party, the presiding officer may exclude from the hearing room     the witnesses 

not at the time under examination, except that a party to the proceeding and  his/her representative shall 

not be excluded. 

 

5.  At the hearing, the burden of proof shall be on the superintendent and the standard of proof  

     shall be by a preponderance of the evidence. 

 

6.  While a record of the hearing is not required by law, the State Board of Education strongly  

     suggests that the local board of education maintain such a record (including a tape recording  

     of the hearing and any documents or evidence presented to the board) for two (2) years from  

     the date of the hearing.  

 

7.  Informal disposition of any recommendation for dismissal or nonrenewal may be made by  

     written stipulation, agreed settlement, consent order, or default. 

 

8.  The order of the procedures shall be: 

      

     A.  Opening statement by the superintendent. 

 

     B.  Opening statement by the teacher. 

 

     C. Presentation of the superintendentôs evidence, followed by cross-examination of  witnesses by  the       

 teacher. 

 

     D.  Questions by the board members. 

 

     E. Presentation of the teacherôs evidence, followed by cross-examination of witnesses by the  

          superintendent. 

 

     F.  Questions by the board members. 

 

     G. Presentation of rebuttal and surrebuttal evidence as necessary. 

 

     H.  Closing argument by the superintendent. 

 

     I.  Closing argument by the teacher. 

 

     J. Deliberation by the board members. 

 

     K. Vote by the board to accept or reject the superintendentôs recommendation and recitation  

          of findings of fact upon which the decision is based. 

 

9.  Presentation and consideration of evidence shall abide by the following: 



 

     A.  Only evidence that reasonably relates to the issues before the board, as reflected in the  

            notice to the teacher, should be deemed relevant. 

 

     B. Strict rules of evidence as required by a court of law shall not apply in these hearings. 

 

     C. Rulings on admissibility of evidence will be made by the presiding officer. 

 

     D. Documentary evidence may be received in the form of copies or excerpts. 

 

     E. Documentary evidence presented to the board shall be marked with a distinguishing  

          number or letter such as Teacherôs Exhibit #1 or Superintendentôs Exhibit #1. 

 

     F. While hearings are open to the public, no questions or statements will be allowed by  

          members of the public attending the hearing except through the parties or their council. 

 

The board of education may convene into executive session to deliberate findings of fact. After due 

consideration of the evidence and testimony presented at the hearing, the board of education shall vote in open 

meeting whether or not to dismiss or nonreemploy the teacher.  The boardôs decision shall include a recitation 

of the basic or underlying facts relied upon by the board in reaching its decision.  The teacher shall be notified 

in writing of the boardôs decision by certified mail restricted delivery, return receipt requested, or substitute 

process as authorized by law.  The decision of the board regarding a teacher shall be final and nonappealable.  

 

The board of education must forward hearing information concerning teachers to the State Board of Education 

on a prescribed form available from the administrative office.  

 

 

Suspension 
 

Whenever the superintendent has reason to believe that cause exists for the dismissal of a teacher and is of the 

opinion that the immediate suspension of the teacher would be in the best interests of the children in the 

district, the superintendent, or the board of education on the recommendation of the superintendent, may 

suspend the teacher without notice or hearing.  The suspension shall not deprive the teacher of any teaching 

compensation or other benefits to which he/she would otherwise be entitled under the teaching contract or 

pursuant to law.  Within ten (10) days after the suspension becomes effective, the board of education shall 

initiate a hearing or dismissal pursuant to this policy.  However, in a case involving a criminal charge or 

indictment, such suspension may extend to such time as the teacherôs case is finally adjudicated, except such 

extension shall not include any appeal process.  

 

 

All Other Decisions 

 

 Career teachers and probationary teachers non-reemployed due to a reduction in force or a probationary teacher 

who is dismissed or non-reemployed for any reason shall not be entitled to a trial de novo or any other post-

decision review or appeal. The decision of the board of education in these cases terminations based on reduction 

in force is final and non-appealable. Terminations resulting from a reduction in force are not included within the 

procedures provided by this policy and are not within the Teacher Due Process Act of 1990. 

 



[CAREER TEACHERS ONLY] 

[School District Letterhead] 

 

[DATE] 

 

Certified Mail, Restricted Delivery, 

Return Receipt Requested  

 

[name] 

[address] 

 

Re: Notice of Hearing on Superintendent's Recommendation for Your [Non-reemployment/Dismissal] 

 

 

Dear _____________: 

 

This letter will notify you that the Board of Education has received a recommendation from the Superintendent 

of Schools for your [non-reemployment/ dismissal] from employment in this School District. Enclosed with this 

letter is a copy of the Superintendent's recommendation which is incorporated herein and which sets out the 

statutory causes on which the recommendation is based and specifies the underlying facts supporting the 

recommendation. 

 

This is to further notify you that on the day of, 20 , at p.m., the Board of Education will hold a pre-termination 

hearing at [ADDRESS OF BOARD] at which time the Board will consider and determine whether to accept the 

recommendation of the Superintendent that you be [non-reemployed/dismissed] from your employment based 

on the statutory cause(s) and the underlying facts specified in the Superintendent's recommendation. 

 

You have the right to appear before the Board at the pre-termination hearing. At the pre-termination hearing the 

superintendent or his designee will, in person or in writing or both, specify the statutory grounds upon which the 

recommendation is based and shall also specify the underlying facts and provide an explanation of the evidence 

supporting the recommendation.  

 

You will have a meaningful opportunity to present reasons, in person or writing or both, as to why the proposed 

action should not be taken. After you respond to the superintendentôs recommendation the board will vote to 

decide whether to accept or reject the recommendation of  

the superintendent. 

 

This notice with the accompanying recommendation is sent at the direction of the Board of Education.  

 

    Yours very truly, 

      Clerk of the Board of Education 

  



[PROBATIONARY TEACHERS ONLY]  

 

[School District Letterhead] 

 

[DATE] 

 

Certified Mail, Restricted Delivery, 

Return Receipt Requested  

 

[name] 

[address] 

 

Re: Notice of Hearing on Superintendent's Recommendation for Your [Non-reemployment/Dismissal] 

 

Dear _________________________: 

 

This letter will notify you that the Board of Education has received a recommendation from the Superintendent 

of Schools for your [non-reemployment/ dismissal] from employment in this School District. Enclosed with this 

letter is a copy of the Superintendent's recommendation which is incorporated herein and which sets out the 

causes on which the recommendation is based and specifies the underlying facts supporting the 

recommendation. 

 

This is to further notify you that on the day of , 20 , at p.m., the Board of Education will hold a hearing at 

[ADDRESS OF BOARD], at which time the Board will consider and determine whether to accept the 

recommendation of the Superintendent that you be [non-reemployed/dismissed] from your employment based 

on the causes and the underlying facts  

specified in the Superintendent's recommendation. 

 

You have the right to appear before the Board at the hearing. The school administration will explain and present 

evidence regarding the charges against you. You are entitled to be represented by legal or other counsel, to ask 

questions of the witnesses presented by the administration, to present witnesses on your behalf and to present 

any relevant evidence or  

statement which you desire to offer. 

 

If the Board of Education determines the preponderance of the evidence supports the Superintendent's 

recommendation and warrants your [non-renewal/dismissal], then the Board of  

Education can vote to [non-reemploy/dismiss] you. 

 

The decision of the Board of Education is final and non-appealable. 

 

This notice with the accompanying recommendation is sent at the direction of the Board of Education.  

 

       Yours very truly, 

       Clerk of the Board of Education 



[POST HEARING NOTICE LETTER]  

 

[SCHOOL DISTRICT LETTERHEAD] 

[DATE] 

 

[NAME OF TEACHER] 

[ADDRESS OF TEACHER] 

 

Re: Notice that Non-reemployment [Dismissal From Employment] has been Approved by the Board of 

Education. 

 

Dear [Mr. or Ms.] : 

 

On , 20___, the Board of Education of the School District, meeting in (regular/ special) session and having 

heard and duly considered all matters required by law to be considered, voted to [immediately dismiss you from 

your employment as a teacher with the School District] [not renew your teaching contract for the school year]. 

The specific cause and underlying facts for your non-renewal [dismissal] which serve as the basis for the 

Board's decision are set forth in the  

attached motion adopted by the Board. 

 

[FOR CAREER TEACHERS ONLY:] 

 

[Pursuant to applicable law, you are entitled to a trial de novo in the district court of the county in which this 

school district is deemed by law to be located. If you wish to exercise your right to such a trial, you MUST 

within ten (10) days of the receipt of this notice, file a petition with the District Court Clerk of this county. If 

you fail to file a petition within the ten (10) day period, you will be deemed to have waived your right to a trial 

de novo and the decision by the Board of Education of non-reemployment [dismissal] shall become final and 

non-appealable. If you file a petition, the trial shall proceed pursuant to statutory provisions.] 

 

[FOR PROBATIONARY TEACHERS ONLY:] 

 

[The decision of the Board of Education is final and non-appealable.] 

Sincerely yours, 

______________________________ 

Superintendent of Schools 

 

[TO BE MAILED BY CERTIFIED MAIL, 

RESTRICTED DELIVERY, WITH RETURN RECEIPT REQUESTED 

AND A COPY HAND DELIVERED TO TEACHER, IF POSSIBLE] 

 

 

 

 

 

 

 

 

 

 

 

 

 



4.2 Policy of Evaluation of Administrative Personnel 

 

Except for the Superintendent of Schools, who shall be evaluated by the Board of Education, all certified and 

non-certified administrators shall be evaluated annually by the certificated personnel designated by the 

Superintendent. All evaluations shall be made in writing.  

 

Evaluation documents and responses thereto are to be maintained in a personnel file for each administrator. The 

same evaluation form shall be used for both certified and non-certified administrators. The evaluator may omit 

any criterion or indicator on the evaluation form which is not applicable to the administrative position being 

evaluated. 

The general areas of administrative effectiveness shall include the indicators which are included in the 

Oklahoma Minimum Criteria for Effective Administrative Performance or other minimum criteria developed by 

the State Board of Education and any supplemental indicators which are included on the approved evaluation 

form.  

 

This Policy and the evaluation form utilized to effectuate this Policy shall promptly be made available to all 

persons subject to this Policy. 

 

All certified and non-certified administrators shall be evaluated and the evaluation form completed no later than 

January 15 of each school year. 

 

The Board of Education shall evaluate and complete the evaluation form on the Superintendent of Schools at 

least ten (10) days prior to the Board taking any action to renew or not renew the Superintendent's contract. 

 

Nothing in this Policy shall require as a condition precedent to dismissal of any administrator that a prior 

written evaluation be made of the administrator; provided, however, no action to non-reemploy a certified or 

non-certified administrator shall occur without a written evaluation of the administrator. 

 

 

4.3 Certified Employees- Deduction for Unauthorized Absence 

 

Teachers who are not on approved leave shall have an amount equal to 1-1/84th of their annual salary deducted 

from their monthly check for each day missed from work. 

 

 

4.4 Resignation of Certified Personnel 

 

Resignations must be dated and submitted in writing to the superintendent stating the effective date of 

resignation. Equivocal resignations will not be accepted. A resignation to be effective at the conclusion of a 

school year must be received within fifteen days after the first Monday in June of that school year. A 

resignation to be effective at any other time or to be effective at the conclusion of the school year but not 

received within fifteen days after the first Monday in June does not sever the employment relationship for the 

subsequent school year unless and until approved by the Board. 

 

Resignations offered during the course of the school year will not be accepted unless the Superintendent 

determines that arrangements can be made to avoid a detrimental impact on  

efficient operation of the school and Board of Education concurs. 

 

A resignation may not be withdrawn after it has been accepted by the Superintendent and will be considered 

irrevocable from that date. 



Upon receipt of a written resignation from a certified employee that Superintendent shall: 

a. Make a record of the date upon which the written resignation was submitted either by 

reference to a certified mail receipt or by writing on the face of the resignation the date of 

receipt and his/her initials. 

 

b. If the written resignation is to be effective at the conclusion of the current school year and it 

is received within 15 days after the first Monday in June, notify the employee that their 

resignation is accepted. 

 

c. If the written resignation is to be effective at any time other than the conclusion of the current 

school year or to be effective at the end of the school year but is not received within 15 days 

after the first Monday in June, notify the employee that his/her resignation will be considered 

by the Board of Education. 

 

d. Place upon the agenda of the next Board of Education meeting an agenda item for 

consideration and action on the resignation received. 

The Board of Education may accept or decline to accept the resignation of a certified employee. Provided, that 

the Board of Education by adoption of this policy authorizes the Superintendent to accept the resignation of 

those employees submitting resignations prior to the first Monday in June to be effective at the conclusion of 

the then current year.  

Payment of final compensation shall be processed and disbursed at the scheduled times. 

 

4.5 Vacation 

Each certified employee on a twelve month contract will be granted 15 days of paid vacation per year. 

The employee must have been on the payroll the last day of school and must have worked a minimum of nine 

months during the fiscal school year.  Those on the payroll at the end of the year having less than nine but six 

months will be allowed accumulated vacation time at the rate of one day per month. 

Effective July 1, 2001, twelve month certified employees may not accumulate more than a maximum of 30 

vacation days, except with the advance written approval of the superintendent.  All accumulated days over the 

maximum of 30 (except those for which the superintendent has granted approval) will be forfeited if not used by 

the employee.  A certifies employee who is granted written approval by the superintendent not to use their 

vacation days shall be compensated at their daily rate of pay.  It is the employee's responsibility to schedule 

vacation time to avoid the forfeiture of accumulated vacation days.  The School District will not pay employees 

for accumulated vacation days (beyond 30) upon termination of employment.* 

*Certified employees who have accumulated more than 30 days of vacation prior to July, 2001 shall retain 

rights to the vacation day which they have accumulated. 

4.6 Resident Teacher and Resident Committees 

 

Resident Teachers and Resident Committees 
The Oklahoma Teacher Preparation Act provides for the certification of teachers by the State Board of 

Education. Pursuant to the Oklahoma Teacher Preparation Act, the District shall appoint a residency committee 

for each resident teacher. 



 

Teacher means any person employed as classroom teacher, counselor, librarian, or school nurse. The residency 

program is for new teachers- new to the profession or new to the position (e.g. teacher to counselor. A teacher is 

a licensed teacher who is employed by the District to serve as a teacher under the guidance and assistance of a 

mentor teacher and residency committee. A teacher must have a degree in education from an accredited 

institution of higher education and must have successfully completed the competency examinations in the areas 

in which he or she seeks certification. 

 

The residency committee shall consist of mentor teacher, the principal or assistant principal, administrator 

designated by the Board of Education, or a teacher educator from an institute of higher education. One or both 

of the mentor teacher and the teacher educator must have expertise and experience in the teaching field of the 

resident teacher. 

 

Mentor Teacher Qualifications and Selection 

 

A mentor teacher is a teacher holding a standard certificate who is employed by the District to serve as a teacher 

and who has been appointed to provide guidance and assistance to a resident teacher.   

a. A mentor a teacher must have a minimum of two years classroom experience as a certified 

teacher. 

 

b. A mentor teacher is selected by the principal from list of qualified teacher volunteers. The 

principal shall, after compiling the list, provide an opportunity for input from the bargaining 

unit (where one exists in accordance with the School Employees Negotiations Act). 

Membership in a professional teacher organization shall not be considered as factor in 

selecting a mentor teacher. 

 

c. Strong pedagogical and instructional knowledge with commitment to reflective self-growth. 

 

d. When possible, a mentor teacher shall have successfully completed a mentor teacher 

professional development institute and be assigned to the same school site and have similar 

certification as a resident teacher. 

 

Residency Committee Duties 

 

The residency committee shall meet with the resident teacher, work with the resident teacher, work with the 

resident teacher to assist with guidance in district/school orientation, curriculum planning, classroom 

management, technology use, data informed impact, and diversity training. The residency committee shall also 

recommend a professional development program for the resident teacher. The program shall be designed to 

strengthen the resident teacher's teaching skills in in any area identified by the committee 

 

Reference: 70 O.S. §§ 6-182, 6-195. 
 

The Blackwell Board of Education revised this policy February 1, 2016 

 

 

 



4.7  Policy of Teacher Evaluation 
 

The Blackwell Board of Education believes that personnel evaluation is a mutual endeavor among all staff 

members and the board to improve the quality of the overall educational program. The improvement of the 

district's educational efforts must be a joint responsibility of the school district and the individual educator. 

All certiýed staff members shall be evaluated using Tulsa's TLE Observation and Evaluation System. The 

completed evaluation shall be retained in the personnel file of the person being evaluated. The evaluation 

instrument is a conýdential document and shall be protected accordingly. 

Probationary teachers shall receive formative feedback from the evaluation process at least twice each year. 

Formative feedback shall occur once during the fall semester, and at least once during the spring semester, each 

year. Career teachers shall be evaluated at least once each year except for career teachers receiving a "superior" 

or "highly effective" rating under the TLE, who may be evaluated once every two (2) years. Evaluations of 

teachers shall be made by the appropriate certiýed principal, or other designated certiýed and qualiýed 

administrative person.  

During the 2014-1015 school year, school districts shall for the purposes, of establishing baseline data 

incorporate the student academic growth and other academic measure components of the TLE into the 

evaluations used in all school sites within the district. One hundred percent (100%) of the evaluation rating of 

teachers and administrators shall be based on the qualitative component of the TLE, and no portion of the 

evaluation rating shall be based on the quantitative components of the TLE. A school district with an average 

daily attendance of more than thirty-ýve thousand (35,000) may incorporate at its own expense  the quantitative 

model of the TLE basing up to ýfty percent  (50%) of the evaluation rating of teachers and administrators on the 

quantitative components of the TLE as deýned by the school district's written policy. 

For ýrst-year and second-year teachers, evaluations shall be based solely on qualitative components and 

Utilizing the alternative percentages established by the State Board of Education. 

The evaluation shall be reviewed by the staff member and the evaluator. Either or both may attach written and 

signed comments to the evaluation instrument within two weeks of the evaluation, provided that no additional 

statements or comments shall be attached without the teacher's knowledge. The teacher's signature on the 

evaluation instrument shall serve only to reþect the teacher's acknowledgment that an evaluation was 

conducted. A copy of the completed evaluation instrument will be provided to the teacher. 

Except by order of a court of competent jurisdiction, evaluation documents and the responses there to shall be 

made available only to the evaluated person, the board of education, the administrative staff making the 

evaluation, the board and administrative staff of any school to which the evaluated person applies for 

employment, and such other persons given consent by the teacher in writing, and shall be subject to disclosure 

at a hearing or trial de novo. 

If the evaluation discloses any area(s) in which improvement can be reasonably expected and desired, the 

principal shall discuss such area(s) with the teacher and offer suggestions and recommendations as to how 

improvement may be achieved. Such recommendations shall be recorded on the evaluation instrument. .  If 

necessary, a Goal Setting Form (GSF) or Personal Development Plan (PDP) will be implemented. 

When the evaluating administrator identiýes poor performance or conduct that the administrator believes may 

lead to a recommendation for the career teacher's dismissal or nonreemployment, the administrator will 

admonish the teacher in writing and make reasonable effort to assist the teacher in correcting the poor 

performance or conduct; and establish a reasonable time for improvement, not to exceed two months. This will 

be in the form of either a Goal Setting Form (GSF) or Personal Development Plan (PDP). 



If the career teacher does not correct the poor performance or conduct cited in the admonition within the time 

speciýed, the administrator shall make a recommendation to the superintendent for the dismissal or 

nonreemployment of the teacher.  A probationary teacher may receive a Goal Setting Form (GSF) or Personal 

Development Plan (PDP) if inadequate teaching performance exists. 

 

The board shall review this evaluation policy on an annual basis following consultation or involvement by 

representatives selected by the teachers in this district. 

 

REFERENCE: 70 0.5. §6-101.10, et seq. 

 

THIS POLICY REQUIRED BY LAW.  

 

Section II: Teacher Evaluation Procedure 

 

Each evaluation shall be based on the Tulsa Teacher and Leader Effectiveness Model 

(TLE) and evaluatorôs observation of the teacher while performing his/her classroom/worksite job function. All 

scheduling of preconference, observations, observation conferences, and PDP follow-ups, and implementation 

of the TLE shall follow the state statues.  

1. Probationary teacher shall be evaluated at least two (2) times per school year, once a semester. 

The ýrst evaluation will be completed by the end of the fall semester.  The second evaluation will be 

completed by the end of the spring semester. Career teachers will be formally evaluated at least once 

during the school year, by the end of the spring semester.  If a Personal Development Plan is needed 

then two more observations will precede an additional evaluation. 

When circumstances allow, the PDP will be completed by the end of the current school year. 

2. At the beginning of each year, the principal will conduct an evaluation orientation session for all 

new teachers to the building. 

3. Formal classroom observations for the purpose of evaluation shall be conducted openly with the 

full knowledge of the teacher. 

4. Each evaluation shall be based in part on the evaluatorôs observation of the teacher while 

performing his/her classroom/worksite job functions. A minimum of two observations must precede 

an evaluation.                            

5. Each observation shall be at least twenty (20) minutes in length. 

6. The principalôs assessment of the teacherôs performance during the observation must be recorded 

on the observation form. Observation shall not be conducted on the day immediately following an 

extended break in the instructional calendar year (whether scheduled or unexpected). 

Each observation must be followed by the observation conference no more than ýve (5) instructional 

days from the date of the observation. There must be at least ten (l0) instructional days between an 

observation and the last observation conference. If a teacher requests a third observation promptly 

after the second observation, the principal must conduct a third observation prior to the evaluation. 

7. A Personal Development Plan (PDP) may be issued if there is a ranking of ñl-ineffectiveò or ñ2-

needs improvementò on the observation. The administrator will use his/her judgment to determine if 

a PDP is required.  A PDP must be written when any domain on an evaluation results in a ñ1-

ineffectiveò or ñ2-needs improvementò rating.  If a PDP is written, an additional conference is 

required in addition to the two standard observations. This additional conference will help monitor 

and track the progress of the PDP. When the observation conference is held for a PDP, members of 

the bargaining unit shall have the right, if desired, to be accompanied by a representative.                 



8. Within ten (10) working days after the evaluation conference, the teacher may respond in writing           

and said response shall be attached to the evaluation. On a voluntary basis, a teacher may provide          

his/her evaluator with additional evidence of professional proýciency in the form of a portfolio of  

artifact ýle/binder for purposes of his/her evaluation. 

9. Every career teacher shall be evaluated at least once each year, except for career teachers                  

receiving a ñsuperiorò or ñhighly effectiveò rating under the TLE, who may be evaluated at least     

once every two (2) years at the evaluatorôs discretion. 

 

 

REFERENCE: 70 0.5. §6-101.10, et seq. 

 

THIS POLICY REQUIRED BY LAW. 

 

The Blackwell Board of Education revised this policy October 7, 2014 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Tulsa Goal Setting Form 

Teacher:_______________________________________________Date:__________________ 

Evaluator:_____________________________________________ Date__________________________ 

 

Instructions: This form is to be completed collaboratively by the teacher and evaluator to address any Tulsa 

Model indicators in need of development. It may be used after any observation or, with regard to an evaluation, 

in lieu of a PDP when a teacher receives a 2-Needs Improvement or no more than two Indicators and no ratings 

of 1-Ineffective. Local district policies may limit or control the use of this form. 

  

 

Teacher Signature:___________________________________________________Date______________ 

 

Evaluator Signature:___________________________________________________Date:_____________ 

 



Teacher Goal Post-Conference Documentation 

(Must be completed within 5 days of Review Date) 

 

Teacher:____________________________________________  Date:_____________________________ 

Evaluator: __________________________________________  Date: ____________________________ 

 

Please Select one of the Following: 

¶ Teacher has completed all goal related activities with evidence provided/obtained. Goal(s) have been 

successfully achieved. 

¶ Teacher had completed all or some of the goal related activities with at least partial evidence provided/obtained. 

One or more of the established goals has been entirely achieved. A new or continuing goal form will be 

established. 

¶ Teacher has not completed goal related activities and/or evidence has not been provided /obtained. A 

new/continuing goal form (PDP if appropriate will be established. 

Please provide any additional/relevant information pertaining to the completion or non-completion of 

goal(s) and related activities: 

 

 

 

 

 

 

 

 

 

 

 

 

 



Tulsa Model System's Personal Development Plan and Follow-Up Report 

Name:                             Insert name of educator.  

Building Name:             Insert building name.  

Date of Follow-Up:       Insert follow up date. 

Select one or more of the following descriptors, as appropriate, to organize the progress notes regarding the 

issues identified in the educatorôs PDP. 

1. Issues that have been addressed to an ñeffectiveness" level (if any).                                                  
Describe any issues that have been addressed to an effectiveness level. 

2. Issues that have been addressed, but not to the level of ñeffectivenessò level (if any).                      
Personal Development Plan Follow Up Report.                                                                                            

Describe any issues making progress but not yet to the level of "effectiveness" (if  any). 

3. Issues that have not experienced any level of progress (if any).                                                           

Describe any issues not exhibiting any progress. 

 Follow-Up Steps (if any). If there are follow-up steps, list the required actions. 

ñFailure to comply with the Personal Development Plan or any repetition of the unsatisfactory performance or 

conduct noted above at any time during your employment with the District may result in your dismissal or non-

reemployment In the event that you make corrections upon receiving this Personal Development Plan and then 

later become deýcient in the same or related areas, you may not receive another Personal Development Plan / 

Admonishment In that event, non-reemployment or dismissal proceedings may be initiated based upon your 

failure to satisfactorily maintain your compliance with this Personal Development Plan. 

Educatorôs Signature  ________________________________  Date  __________________ 

EvaIuatorôs Signature ________________________________   Date ___________________ 

*The educator's signature is an acknowledgement that he or she received the PDP Follow-Up Report on the date 

indicated. 

Important Notes for Evaluator:  If additional follow-up meetings are necessary the evaluator shall attach one 

or more for Evaluator: additional pages to this file Such pages shall (1) be dated, with the names of the educator 

and building site identified (2) include all of the Information requested on this page, Including the signature 

Information. 

If the educator has any issues identified within category 2 or 3 as described below, the PDP can be continued 

with a statement of continuation and the identification of a new time line for growth and subsequent review This 

information should be Included within the follow-up stepsò 

 

 

 



 

ANNUAL REVIEW  

 

Date of Review                                                          Signature 

  

  

  

  

  

  

  

  

  

  

  

  

  

 

 

 

 

 



 

4.8  Policy of Teacher Evaluation ïProfessional Learning Focus Policy                                                                 
The Blackwell Board of Education believes that the Professional Learning Focus is a mutual endeavor among 

all the staff members, administrators, and the board of education to improve the quality and the overall 

education program.  The improvement of the districtôs educational efforts must be a joint responsibility of the 

school district and the individual educator. The following guide lines will be implemented and followed to add a 

Professional Learning Focus as part of the teacher evaluation system.  

House Bill 2957 establishes that every policy of professional development adopted by a school district board of 

education shall provide for the development of a Professional Learning Focus (PL Focus) for each teacher and 

administrator.  

¶ A Professional Learning Focus must be established every year regardless of exemption status   

o PL Focus should be introduced and explained to participants at the beginning of the 

year ð This may be completed on an individual basis, by teams, or whole group  

o PL Focus should be established by the end of the first quarter of the school year ð 

ñEstablishedò means designed collaboratively by participant and evaluator as well as 

approved by evaluator ð Documentation should take place on the district-approved 

PL Focus template  

¶ This document can be altered during the school year. The PL Focus can be enhanced as 

needed.  

o  PL Focus documentation should be completed by the end of the school year. 

However, the intended goal may extend over multiple years.  

Å Anyone evaluated under TLE must complete a Professional Learning Focus  

Å PL Focus is developed by the teacher or administrator in collaboration with the evaluator  

o PL Focus should not be dictated by the evaluator. The idea is to allow the teacher or 

administrator to actively engage with learning practices that are evidence-based, 

research practices that correlate with increased student achievement and meet the 

professional improvement needs of each participant.  

Å PL Focus is tailored to address a specific area identified through the qualitative component of 

the TLE (i.e. Tulsa Model, McRel, Marzano)  

o At least one specific indicator/element should be documented as the primary PL 

Focus  

o The identified indicator/element does not have to be the lowest performance area of 

the evaluation Integrating Professional Learning Focus into the Teacher and Leader 

Effectiveness System  

Å Participants are supported by resources available and supplied by districts and Oklahoma State 

Department of Education  

o Participant should help identify, within reason, resources that could aide in the 

implementation of the PL Focus  



o PL Focus activities may include but not limited to:  

ð Presenter-led workshops  

ð Individual or faculty studies of books, scholarly articles, and video productions 

 ð Peer observations  

ð Committee studies to address student achievement issues  

ð Work related to a specific subject area or areas associated with obtaining an 

advanced degree or professional certification  

ð Action research projects designed to improve student achievement  

ð Participation in local, regional, or state initiatives associated with the 

development or implementation of curriculum standards  

ð Work related with obtaining National Board Certification  

Å PL Focus cannot increase professional development point requirements  

o The intent is to focus on professional training rather than to increase it  

o Rating scale will not be attached to Professional Learning Focus  

o The intent is not to grade the PL Focus, but to make personalize learning a goal 

for all participants each year  

Å School districts are responsible for monitoring compliance. Documentation should include:  

o Identified area of focus (associated with indicator or element from district-

approved TLE qualitative framework)  

o Identified resources requested to attain goal 

o Minimum of one documented checkpoint visit  

ð Best practice is to complete at least two checkpoints during the year 

o Reflective component where the educator may provide feedback related to their PL 

Focus 

o Signature and date lines for evaluator and educator 

ð Oklahoma State Department of Education Templates located on the 

SDE website will be used.  

Å Professional Learning Focus documentation should be attached to final evaluation  

o Verification of proper PL Focus implementation may be required during accreditation 

visits 

The Blackwell Board of Education revised this policy May 2
nd

, 2017. 
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5.1 Support Personnel 

 

Custodians 

 Custodians shall be responsible for the safe and satisfactory conditions of the buildings and grounds.  They 

shall also be responsible for all machinery and equipment relating to heating, plumbing, ventilating and 

operation of the school except that used for instructional purposes.  Custodians are under the immediate 

direction of the principal and the general supervision of the director of transportation and maintenance. 

Custodians shall devote themselves to the care, cleaning, heating, ventilating and operation of the building and 

equipment; the care and upkeep of the grounds; opening and closing of buildings as specified by the director of 

transportation and maintenance or by the principal; assisting principals and teachers in every way possible; and 

performing such duties as may be assigned by the principal or director of transportation and maintenance.  

He/she shall at all times comply with the rules and regulations of the Board of Education and rules and 

regulations of the Kay County Health Department and the State Board of Health. 

Custodians may be required to be on duty during evenings for affairs sponsored by the School District or when 

any buildings are rented for other purposes.  They shall conform to all rules relating to the use of school 

buildings established by the Board and assist the Superintendent and teachers in enforcing such rules. 

  

No custodian shall be absent from duty during hours of employment except with the consent of the school 

principal or the director of transportation and maintenance with the knowledge of the principal.  A custodian 

shall not be absent from the building without having someone in charge to assume responsibility. 

  
Secretaries 

 Building secretaries shall be recommended for employment and be under the general direction of the building 

principal.  Central office secretaries shall be hired by and shall be under the general direction of the 

Superintendent.  They shall perform such duties as may be assigned by the person charged with their direct 

supervision. 

 

Bus Drivers 

  
Bus drivers shall be directly responsible to the director of transportation and maintenance and shall be fully 

responsible for the proper safety, care and upkeep of their buses and be governed by the rules of the State of 

Oklahoma set up for school bus drivers. 

 

 School Nurse 

The school nurse shall instill in the growing child acknowledge of the basic health requirements which, if 

fulfilled, will contribute to the child's physical and mental progress.  The nurse shall advise and assist parents 

and teachers, performing such duties as may be necessary in safeguarding the health of pupils.  School nurses 

shall report to the Superintendent. 



  
Assistants 

  
Assistants shall be directly responsible to the building principal.  The duties of an assistant shall be determined 

by the position held (general teacher assistant, assistant to a disabled child or special education program or 

federal program assistant).  Since assistants assist teachers, they will work the same days that teachers work. 

  

Tutors 

  

Tutors shall be directly responsible to the building principal and director of the program for which they were 

hired.  Since tutors assist students with their studies, they will work only on the days students are in school. 

  

 

Maintenance Personnel 

  

Maintenance personnel will be directly responsible to the director of transportation and maintenance.  Duties 

will vary and will be limited by the manpower, technical and equipment limitations of the department. 

 

5.2 Medical Examination 

 
Each support employee employed by the Blackwell Public Schools as a bus driver, cafeteria worker, custodian 

or maintenance employee will be required to take a medical examination to determine the employee's ability to 

perform the essential functions of the position.  The physical examination is to be paid for at District expense. 

 

5.3 Policies, Rules, and Regulations 

 

Each support employee employed by the Blackwell Public Schools will be presented a thorough job description 

of the work expected of them in their normal duties and other duties that may be required.  Also, each employee 

will be given the specific rules and regulations that an employee is expected to follow in the course of his or her 

employment with the Blackwell Public Schools.  Building level policies including, but not limited to, student, 

faculty and support employee handbooks have the same authority as Board policy.  The assignment of an 

employee will be left to the discretion of his or her supervisor. 

 

 

5.4 Trial Period 

 

Each support person will be given a sixty (60) calendar day trial period in which he/she will be given a thorough 

evaluation of his/her work.  At the end of this trial period, the employee will have a conference with his/her 

supervisor.  At this time, the decision will be made to discontinue or continue employment. 

 

 

5.5 Correction Conference 

 



At any time during the employment of an employee, a correction conference between that employee and his/her 

immediate supervisor may be held.  At this conference, an employee will be given the reason(s) for the 

conference and what the employee needs to do to bring his/her work up to the standard that is expected and the 

length of time allotted to correct these deficiencies.  A correction conference is not a required condition 

precedent to the suspension, demotion, termination or nonrenewal of any support employee. 

 

 
5.6 Grievance Procedure 

 

The grievance procedure for a support employee will be as follows: 

  

a. The support employee must file the grievance in writing with his/her immediate supervisor.  The 

supervisor has seven (7) calendar days to respond to the grievance. 

 

b. The solution to the grievance will either be satisfactory or unsatisfactory to the aggrieved 

employee.  If the solution is unsatisfactory, then the employee may appeal to the assistant 

Superintendent.  The assistant Superintendent will meet with the supervisor and the aggrieved 

employee.  The assistant Superintendent will render his/her decision. 

 

c. If the assistant Superintendent's solution is not acceptable, the employee may choose to appeal to 

the Superintendent.  The Superintendent then would meet with all parties and hear the grievance 

and the proposed solutions.  The Superintendent would then render his/her decision.  The 

Superintendent's decision is final and nonappealable. 

 

5.7 School District Purchases 

 

Any school purchase made by an employee must be approved by that employee's immediate supervisor. 

 

 

5.8 Authorization of Work to be Done 

 

No employee will authorize any outside agency to do any work unless proper authorization from his or her 

immediate supervisor has been secured. 

 

 

5.9 Change of Address 

 

All employees are required to notify their immediate supervisor if there is any change in their address or 

telephone number so that the employee may be contacted at all times by either telephone or mail. 

 

 

5.10 Outside Employment 

 

Outside employment is permissible if there is no conflict of interest in working hours and the employee's 

efficiency is maintained.  Also, it is expected that extra work for  

the School District would take precedence over extra employment. 



 

 

5.11 Termination Pay 

 

A terminated employee shall receive his/her final paycheck as soon as it is possible to process the check through 

data processing. 

 

 

5.12 Accident Reports 

 

All employees are required to report to their immediate supervisor all accidents involving the School District's 

vehicles, equipment or property.  All accidents resulting in personal injury are also to be reported to the 

immediate supervisor.  This notification must be made within 24 hours of the occurrence. 

 

 

5.13 Staff Dress 

 

It is inherent that all staff dress and groom themselves in an acceptable manner for the job position they hold.  

The staff should set an example for students. 

 

 

5.14 Overtime Compinsation and Compensation Time 

 

The Fair Labor Standards Act (FLSA) extends flexibility to school districts in adopting arrangements that 

provide compensatory time off in lieu of monetary overtime compensation.  Accordingly, Blackwell School 

District will provide, within reasonable limits, compensatory time off.  The calculation used to determine the 

amount of compensatory time available to non exempt employees is one and one-half hours of compensatory 

time for each hour of overtime entitlement to monetary overtime compensation.  Compensatory time off is 

subject to all of the conditions provided in this policy and the District's other policies concerning FLSA.  The 

district's administration shall, at all times, retain the authority to make the decision to permit an employee to 

accumulate and use compensatory time or to pay the employee for overtime worked; however, the standard of 

time and one-half for overtime hours worked shall apply in either instance.  

 

 The District's policy and applicable procedures concerning compensatory time are more fully detailed below.   

Prior Approval of Overtime Required  

OVERTIME WILL NOT BE ALLOWED TO ANY NON-EXEMPT SUPPORT EMPLOYEE UNLESS PRIOR APPROVAL HAS BEEN GIVEN, 

IN WRITING, BY THE EMPLOYEE'S SUPERVISOR OR HIS/HER DESIGNEE.  NON-EXEMPT SUPPORT EMPLOYEES WORKING IN 

EXCESS OF FORTY (40) HOURS PER WORK WEEK WITHOUT PRIOR WRITTEN APPROVAL MAY BE SUBJECT TO APPROPRIATE 

DISCIPLINARY ACTION, UP TO AND INCLUDING THE POSSIBILITY OF DISMISSAL. 

 

Calculation of Compensatory Time 

If a non-exempt support employee is properly assigned to work more than forty (40) hours in a work week, the 

District may provide compensatory time ("comp time") off in lieu of monetary overtime compensation at a rate 

of not less than one and on-half (1 1/2) hours of compensatory time for each hour of overtime worked.  It shall 

be the responsibility of the employee and the employee's supervisor to maintain accurate records of all comp 

time accrued.  All overtime recorded to be accrued as comp time must be initialed by the  employee and the 



immediate supervisor or his/her designee by the end of the week following the week in which the overtime is 

worked. 

 

Scheduling Use of Compensatory Time 

Any non-exempt employee who has accrued comp time and who requests the use of the comp time within a 

reasonable period, after making the request, as long as the use of the comp time does not unduly disrupt the  

operations of the District.  Supervisors are encouraged to limit the accumulation of comp time to eight(8) hours 

per pay period, but special circumstances may justify a greater accumulation.  All requests to use comp time 

must be in writing.  If the request is denied, then the employee and supervisor are to arrange an alternate date 

for the comp time to be used.  If no agreement can be reached, then a meeting will be conducted with the 

superintendent of schools or superintendent's  designee to schedule a date for the comp time to be taken.  The 

School District, at its sole option, may require an employee to use accrued comp time at certain times. 

 

 

Maximum Accrual of Time 

Employees may accrue up to 240 hours of comp time.  (Because comp time is accumulated at time and one-

half, this is 160 hours of actual overtime work.)   Employees who work in a public safety activity, emergency 

response activity or seasonal activity may accumulate up to 480 hours of comp time (320 actual overtime 

hours.) 

 

 

When Hours are Not Considered Work Hours 

Time periods in excess of twenty (20) minutes during which the employee is not actually performing job duties 

will not be included as "hours worked"  if the time can effectively be used for the employee's own purpose. 

 

Volunteer Work  

Non-exempt employees are not allowed to do "volunteer" work for the District. Although the District 

appreciates the occasional willingness of non-exempt personnel to volunteer their time, FLSA regulations create 

an unacceptable risk of overtime liability when non-exempt personnel volunteer to perform services for the 

school district or volunteer to work longer hours without compensation. An exception to the volunteer 

prohibition is an employee of the School District who is a parent, grandparent, or guardian who volunteers in 

connection with school activities involving the individual's child or grandchild and the activity is one for which 

parents or others customarily volunteer. In addition, the volunteer's activities or services must be unrelated to 

the employee's compensated duties with the school. 

 

 

Payment for Comp Time Upon End of Employment 

 

Any non-exempt support employee whose employment with the District terminates and who has accrued but 

not used comp time shall be paid at his/her regular hourly or salary rate in effect at the time the employee 

receives the payment. The district reserves the right, at any time, to substitute a cash payment, in whole or in 

part, for comp time. 



 

Notice of Policy to Non-exempt Employees 

 

A copy of this policy will be provided to all of the District's non-exempt employees along with a compensatory 

time agreement which employees will sign and which the employee's supervisor will sign. The agreement, 

unless withdrawn by the district, will remain in effect while the employee works for the District. This 

compensatory time off policy shall be considered as a condition of employment for all non-exempt support 

employees of the District. 

  

  

  

 

 

 

 

 

 



BLACKWELL SCHOOL DISTRICT  

COMPENSATORY TIME OFF AGREEMENT  

  

In accordance with the Fair Labor Standards Act, the Blackwell School District has a policy of granting 

employees compensatory time off in lieu of compensation for hours worked in excess of 40 hours a week. A 

copy of this policy has been provided to me. I understand that the compensatory time will be granted at time 

and one-half for all hours worked in excess of 40 hours per week. I further understand that the compensatory 

time may be limited, preserved, used or cashed out consistent with the provisions of that policy and applicable 

law and regulations of the U.S. Department of Labor. 

  

 I voluntarily and knowingly agree to this provision of time off as compensation for overtime work as a 

condition of my employment and consent to the use of compensatory time in accordance with the policy. I 

further understand that in the event any portion of the policy is interpreted to conflict with the FLSA or its 

regulations, that the conflicting portion shall be struck and the remainder of the policy shall continue in full 

force and effect. 

  

  

 __________________________________   ___________________________________ 

  Employeeôs Signature        Date 

  

__________________________________           ___________________________________ 
 Supervisorôs Signature      Date  

 

 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

                                                            



5.15 Policy for Suspension, Demotion, Termination, or Nonreemployment of  Support  

 

Definitions: 

 ñSupport Employee" shall mean an employee of the School District who provides those services, not performed 

by professional educators or licensed teachers, which are necessary for the efficient and satisfactory functioning 

of the School District. 

  

"Full-time Support Employee" shall mean a support employee who regularly works the standard period of labor 

which is generally understood to constitute full-time employment for the type of services performed by the 

employee and who is employed by the School District for a minimum of 172 days per year. 

  

"Suspension without pay" shall mean the temporary denial of a support employee's right to work and receive 

any pay and other benefits during the term of the suspension.  "Suspension without pay" may be as a 

disciplinary measure as provided in paragraph D.2.a., below or as a suspension pending investigation as 

provided in paragraph D.2.b., below.  If a final decision is made under the procedures stated below that a 

suspension without pay was improper, the support employee shall receive full pay and other benefits for the 

period of suspension.   

  

"Suspension with pay" may occur in those situations in which the Superintendent or his designee, or a 

supervisor of the support employee perceives a significant hazard in keeping the support employee on the job, 

in which event the support employee may be asked to immediately leave the School District's premises and the 

support employee is temporarily relieved of his duties pending a hearing under paragraph D., below. 

  

 

"Demotion" shall mean a reduction in pay during the term of the support employee's contract.  "Demotion" shall 

not mean a change in job description or work assignment or duties. 

 

  

"Termination" shall mean the discharge of the support employee from his/her employment with the School 

District during the term of his/her contract and does not include the cessation of employment upon expiration of 

the support employee's contract. 

  

"Nonreemployment" shall mean the failure to offer a support employee a new contract for the next successive 

school year after the contact under which the support employee is presently employed has expired. 

  

Policy on Suspension, Demotion, Termination or Nonreemployment of Full -Time Support Employees. 

  

A full time support employee who has been employed by the School District for more than one year shall be 

suspended, demoted, terminated or nonreemployed during the term of his/her contract only for cause as 

provided in this policy.  In addition to the definition of cause stated in section C. of this Policy, "cause" shall 

also specifically include lack of funds or lack of work.  Any support employee who has been employed by the 



School District for less than one year (12 months) is not entitled to invoke the procedures of this policy and 

such employee's contract can be terminated at any time without cause. 

  

Cause for Suspension, Demotion, Termination or Nonreemployment 

  

A support employee may be suspended, demoted, terminated or nonreemployed during the term of his/her 

contract for any of the following: 

  

a. Violation of any rule, regulation or requirement issued by the Office of the Superintendent or 

Board of Education of the School District; or 

 

b. Conduct not otherwise specified in the above rules, regulations or requirements which constitutes 

insubordination, neglect of duty, incompetency in job performance, dishonesty, or causing or 

allowing damage, destruction or theft of school property. 

  

The rules, regulations and requirements referred to above shall be posted in a prominent place at each work 

location or otherwise communicated in writing to all support employees.  The rules, regulations and 

requirements, which may be revised from time to time, shall state that violation of the rules, regulations and 

requirements may result in suspension, demotion, termination or nonreemployment during the term of his/her 

contract. 

 

  

Procedures For Suspensions Without Pay, Terminations and Demotions 

  

Any full-time support employee is subject to disciplinary action in the form of a suspension without pay, 

demotion or termination.  Prior to instituting any such disciplinary action the full-time support employee shall 

receive the following hearing rights: 

  

a. The Superintendent of Schools or his designee shall orally advise the support employee of the 

cause or basis for the proposed disciplinary action; 

 

b. The Superintendent of Schools or his designee shall explain to the support employee the 

evidence against the support employee; 

 

c. The Superintendent of Schools or his designee shall allow the support employee an opportunity 

to present his side of the matter. 

  

After the support employee is afforded the above hearing rights the Superintendent of Schools or his designee 

may take any of the following actions: 

  

a. Suspension without pay for ten (10) working days or less as a disciplinary measure; 

 

b. Suspension without pay pending investigation as to whether cause exists for the termination of 

the support employee; 

 



c. Demotion of the support employee; 

 

d. Termination of the support employee; 

 

e. Conclude that no disciplinary action is appropriate. 

  

If a support employee is suspended without pay pending an investigation as to whether termination is 

appropriate, then within five (5) working days after the effective date of the suspension without pay such 

investigation must be completed and the Superintendent or his duly authorized designee shall afford the support 

employee a second hearing with the same hearing rights as set forth in paragraph D.1., above.  After the second 

hearing, the support employee shall either be reinstated, with back pay and other benefits, suspended without 

pay further as a disciplinary measure (not to exceed a total of ten (10) working days including the initial days of 

suspension without pay), demoted or terminated. 

  

The support employee shall have the right to appeal to the Board of Education a suspension without pay as a 

disciplinary measure, a demotion or a termination as set forth in the Procedures for Appeal to the Board of 

Education in section F. below. 

 

 

Procedures for Nonreemployment 

  

Prior to being nonreemployed, a full-time support employee who has been employed by the School District for 

more than one (1) year shall be entitled to the following hearing rights: 

  

The Board of Education or the Superintendent of Schools or his designee shall advise the support employee, in 

writing, of the Board's intention to consider and act on the nonreemployment of the support employee for the 

subsequent fiscal year; 

  

a. The written notification shall set out the cause(s) for such action; 

 

b. The support employee shall have the right to contest his nonreemployment before the 

Board of Education as set forth in the Procedures for Appeal to the Board of Education in 

section F. below. 

  

 Procedures for Appeal to the Board of Education 

  

After any suspension without pay, or prior to the effective date of any demotion, termination or 

nonreemployment during the term of his/her contract, the support employee shall receive notice of his/her right 

to a hearing before the Board of Education as herein provided.   

  

All notices shall be sent to the support employee by certified mail at the address of the support employee shown 

on the school records.  The notice shall contain the information provided in the form attached hereto. 

  

A support employee who has been notified in writing of his/her suspension without pay, demotion or 

termination during the term of his/her contract or nonreemployment may notify the Clerk of the Board of 

Education of the School District within ten (10) working days of the postmark on the notice if the support 

employee desires a hearing before the Board of Education.  If the support employee fails to notify the Clerk of 

the Board of Education of the School District in writing within ten (10) working days of the postmark on the 

notice that the support employee requests a hearing, the support employee shall be deemed to have waived the 



right to a hearing and the suspension without pay, demotion or termination action shall be final and the Board 

may take final action to nonreemploy the employee without further notice or hearing rights.  All notices 

required herein shall be mailed by certified mail.  The postmark shall be used to determine the timeliness of the 

notice. 

  

 Hearing before Board of Education: 

  

a. Upon timely notice as set forth above, the support employee shall be entitled to a hearing before 

the Board of Education.  The hearing shall be conducted at the next, or next succeeding, 

regularly scheduled meeting of the Board of Education if the request for the hearing was 

received at least ten (10) days prior to the next, or next succeeding, regularly scheduled Board of 

Education meeting.  At the request of the support employee or at the discretion of the Board of 

Education, the Board of Education shall call a special meeting to conduct the requested hearing, 

which special meeting shall be held no earlier than ten (10) days nor later than thirty (30) days 

after receipt of the support employee's request. 

 

b. At the hearing before the Board of Education, the support employee shall be entitled to be 

represented by counsel, to cross-examine witnesses presented by the School District, to present 

witnesses on his/her behalf and to present any relevant evidence or statement which the support 

employee desires to offer.  The hearing shall be conducted in "open" session.  The hearing shall 

commence with a statement to the support employee of his rights at the hearing.  Following this 

statement, the school administration shall present facts showing the cause for the support 

employee's suspension without pay, demotion, termination or nonreemployment.  The burden of 

proof shall be upon the school administration.  The support employee shall then have the right to 

present his/her side of the matter.  After both the school administration and the support employee 

have fully presented their respective positions, the Board of Education shall deliberate on the 

evidence in executive session.  The Board of Education shall announce its findings and decision 

immediately in open session by individual voice vote.  The decision shall be made by a majority 

of the Board of Education members present at the meeting. 

 

c. As to suspension, demotion or termination, the Board of Education may affirm, modify or 

reverse the action taken against the support employee, including increasing or decreasing the 

severity of the original action.  As to nonreemployment, the Board may reemploy or 

nonreemploy the employee for the subsequent fiscal year. 

 

d. The decision of the Board of Education at the hearing shall be final and non-appealable. 

 This policy shall be effective immediately upon adoption by the Board of Education and shall supersede all 

previous policies regarding the subject matter contained herein.  The Board of Education reserves the right to 

modify or amend this policy from time to time in any manner consistent with applicable law. 

 

5.16 Support Employee Rules and Regulations 

 

A support employee may be suspended, demoted, terminated or nonreemployed for violation of any of the 

following Rules and Regulations: 

  



a. Falsification of personnel or other records. 

 

b. Unexcused failure to be at work station at starting time. 

 

c. Leaving work station without authorization prior to lunch periods, or end of work day. 

 

d. Excessive unexcused absenteeism. 

 

e. Chronic absenteeism for any reason. 

 

f. Chronic tardiness. 

 

g. Wasting time or loitering during working hours. 

 

h. Leaving work area during work hours, without permission, for any reason. 

 

i. Possession of weapons on school premises. 

 

j. Removing School District property or records from School District premises without proper 

authority. 

 

k. Willful abuse misuse, defacing, or destruction of School District property, including tools, 

equipment, or property of other employees. 

 

l. Theft or misappropriation of property of employees, students or of the School District. 

 

m. Sabotage. 

 

n. Distracting the attention of others. 

 

o. Refusal to follow instructions of supervisor. 

 

p. Refusal or failure to do work assignment. 

 

q. Unauthorized operation of machines, tools, or equipment. 

 

r. Threatening, intimidating, coercing or interfering with employees or supervisors. 

 

s. The making or publishing of false, vicious, or malicious statements concerning any employee or 

supervisor. 

 

t. Creating a disturbance on school premises. 

 

u. Creating or contributing to unsanitary conditions. 

 

v. Practical jokes injurious to other employees or School District property. 

 

w. Possession, consumption, or reporting to work under the influence of beer, alcoholic beverages 

(including wine), non-prescribed drugs, or controlled dangerous substances. 

 

x. Disregard of known safety rules or common safety practices. 

 



y. Unsafe operation of motor driven vehicles. 

 

z. Operating machines or equipment without using the safety devices provided. 

 

aa. Gambling, lottery, or any other game of chance on School District property. 

 

bb. Unauthorized distribution of literature, written or printed matter of any description on School 

District property. 

 

cc. Posting or removing notices, signs, or writing in any form on bulletin boards of School District 

property at any time without specific authority of the administration. 

 

dd. Poor workmanship. 

 

ee. Immoral conduct or indecency including abusive and/or foul language. 

 

ff.  Excessive personal calls during working hours, except for emergencies.  This includes in-coming 

and out-going calls. 

 

gg. Walking off job. 

 

hh. Clocking in or out another employee's time card or time sheet. 

 

ii.  Smoking in an unauthorized area. 

 

jj.  Refusal of job transfer, if the transfer does not result in a demotion. 

 

kk. Abuse of "breaks" (rest periods) or meal period policies. 

 

ll.  Insubordination of any kind 

  

When it is in the best interest of the School District, any support personnel may be suspended, demoted, 

terminated or nonreemployed. 

  

Because of the difficulty of retaining competent support employees on a temporary basis over an extended 

period of time, a support employee shall be subject to termination or nonreemployment for physical inability to 

perform the essential job requirements if the employee is unable due to illness or accidental injury to return to 

work for his or her regularly scheduled hours and to perform all of the essential duties of the position within 12 

work weeks or the number of work days equal to the employee's total accumulated sick leave days, whichever is 

longer, measured from the date of the first absence due to the illness or injury. 

  

  



                                           NOTICE TO SUPPORT EMPLOYEE OF  

                     SUSPENSION WITHOUT PAY, DEMOTION OR TERMINATION  
  

  

TO: 

  

 

   

On the       day of                    , 20     , an initial hearing was held concerning your employment status.  This will 

notify you of:  [Mark the Applicable Item] 

  

  

     A.         Suspension Without Pay as a Disciplinary Measure. 

  

You have been suspended from your employment without pay and other benefits as a disciplinary measure from 

                , 20     , to                  , 20     . 

  

  

     B.          Demotion Action. 

  

You have been demoted from                   to                , with appropriate reduction in pay and other benefits, 

effective               , 20     . 

  

  

     C.         Termination Action. 

  

You have been terminated, effective as of                       , 20    . 

  

The above action has been taken for the following cause or causes: 

  

__________________________________________________ 

  

__________________________________________________ 

  

__________________________________________________ 

  

__________________________________________________ 

  

You are entitled by law to a hearing before the Board of Education on this action.  If you desire to exercise this 

right, you must notify the Board of Education in writing within ten (10) working days of the postmark on the 

envelope in which this notice is sent.  FAILURE TO REQUEST A HEARING WITHIN THE ABOVE TIME 

WILL RESULT IN THE LOSS OF YOUR RIGHT TO A HEARING.  ENCLOSED FOR YOUR 

CONVENIENCE IS A HEARING REQUEST FORM.  IF YOU DESIRE A HEARING ON THE ABOVE 

ACTION, THE ENCLOSED HEARING REQUEST FORM SHOULD BE DELIVERED TO THE CLERK OF 

THE BOARD OF EDUCATION AT THE BLACKWELL SCHOOL DISTRICT, BLACKWELL, 

OKLAHOMA, OR MAILED BY CERTIFIED MAIL TO THE SAME PERSON AT THE BLACKWELL 

SCHOOL DISTRICT, 934 SOUTH FIRST STREET, BLACKWELL, OKLAHOMA 74361-4399. 

  

If you request a hearing you will be notified in writing of the date, time and place of the hearing.  The hearing 

will be conducted at the next, or next succeeding, regularly scheduled meeting of the Board of Education if the 

hearing request is received at least 10 days prior to the next, or the next succeeding regularly scheduled Board 

of Education meeting.  However, you have the right to request a special Board meeting to conduct the hearing, 



which special meeting will be held no earlier than 10 days nor later than 30 days after receipt of your hearing 

request. 

  

You have the following hearing rights:  the right to be present in person; the right to be represented by counsel 

of your choice; the right to present evidence and witnesses on your behalf; and the right to confront and cross-

examine witnesses on behalf of the school administration.  The Board of Education at the hearing may affirm, 

modify or reverse the above action and may increase or decrease the severity of the above action.  The decision 

of the Board of Education will be final. 

  

Yours very truly, 

  

                                                                                 

Superintendent of Schools 

  

Enclosure:  Hearing Request Form 

  



[SCHOOL DISTRICT LETTERHEAD] 

  

                                                                        [DATE] 

  

  

  

[NAME OF EMPLOYEE] 

[ADDRESS] 

  

Re:       Notice to Support Employee of Proposed Nonreemployment 

  

Dear Mr./Ms.                                         : 

  

This is to advise you that the Board of Education intends to consider and act on whether you should not be 

reemployed with the School District for the 20    -     fiscal year.  The cause for your possible nonreemployment 

is as follows: 

  

                                                                                                                                                 

 

                                                                                                                                                 

 

                                                                                                                                                  

 

                                                                                                                                                 

  

You are entitled by law to a hearing before the Board of Education on this action.  If you desire to exercise this 

right, you must notify the Board of Education in writing within ten (10) working days of the postmark on the 

envelope in which this notice is sent.  FAILURE TO REQUEST A HEARING WITHIN THE ABOVE TIME 

WILL RESULT IN THE LOSS OF YOUR RIGHT TO A HEARING.  ENCLOSED FOR YOUR 

CONVENIENCE IS A HEARING REQUEST FORM.  IF YOU DESIRE A HEARING ON THE ABOVE 

ACTION, THE ENCLOSED HEARING REQUEST FORM SHOULD BE DELIVERED TO THE CLERK OF 

THE BOARD OF EDUCATION AT THE BLACKWELL SCHOOL DISTRICT, BLACKWELL, 

OKLAHOMA, OR MAILED BY CERTIFIED MAIL TO THE SAME PERSON AT THE BLACKWELL 

SCHOOL DISTRICT, 934 SOUTH FIRST STREET, BLACKWELL, OKLAHOMA 73461-4399. 

  

            If you request a hearing you will be notified in writing of the date, time and place of the hearing.  The 

hearing will be conducted at the next, or next succeeding, regularly scheduled meeting of the Board of 

Education if the hearing request is received at least 10 days prior to the next, or the next succeeding regularly 

scheduled Board of Education meeting or at a special meeting called by the Board, at the Board's discretion.  

However, you have the right to request a special Board meeting to conduct the hearing, which special meeting 

will be held no earlier than 10 days nor later than 30 days after receipt of your hearing request. 

  

            You have the following hearing rights:  the right to be present in person; the right to be represented by 

counsel of your choice; the right to present evidence and witnesses on your behalf; and the right to confront and 

cross-examine witnesses on behalf of the school administration.  At the conclusion of the hearing the Board of 

Education will vote to reemploy or nonreemploy you for the ensuing fiscal year.  The decision of the Board of 

Education is final and nonappealable. 

  

Yours very truly, 

  

  

  



                                                                                

Superintendent of Schools 

  

Enclosure:  Hearing Request Form 

  

  

[TO BE SENT BY CERTIFIED MAIL, RETURN RECEIPT  

REQUESTED, RESTRICTED DELIVERY, AND HAND -DELIVERED  

TO THE SUPPORT EMPLOYEE]  

  
  

  



HEARING REQUEST FORM  
  

  

TO:      Clerk of Board of Education 

 Blackwell Public Schools 

 201 East Blackwell Street 

 Blackwell, OK  74631-4399 

  

  

                 I hereby request a hearing before the Board of Education on the      suspension  without pay as a 

disciplinary measure      demotion      termination action      proposed nonreemployment concerning my 

employment.  I acknowledge receipt of the Notice dated                           , 20       , concerning such action.  I 

understand that the hearing will be conducted at the next, or next succeeding, regularly scheduled meeting of 

the Board of Education if the hearing request is received at least 10 days prior to the next, or the next 

succeeding regularly scheduled meeting of the Board, or at a special meeting of the Board, at the Board's 

discretion, unless I check the item below requesting a special meeting of the Board of Education. 

  

                 I request a special meeting of the Board of Education, to be held no earlier than 10 days nor later than 

30 days after receipt of this hearing request. 

  

 

                                                                                 

Support Employee 

  

  

  

                                                                               

 Date 

  



5.17 Reduction In-Force for Support Personnel 

  
It is the policy of this Board that every reasonable effort shall be made to avoid reduction in force at any level.  

However, when it becomes necessary to reduce the number of full-time support personnel employees due to 

lack of funds or lack of work in a particular area, the position or program will be the determining factor and not 

the individuals who occupy the position or serve the program. 

  

Definition of Full-time Employee:  An employee is considered to be a full-time employee if that employee 

works six hours or more per day. 

  

Reasons for Reduction in Force:  A reduction in force may occur for lack of funds, lack of work because of a 

decline in enrollment, consolidation of programs or positions, elimination of positions, or other circumstances 

as determined by the board. 

  

Notice of Reduction in Force:  Whenever layoffs become necessary, all notices of such layoffs will be made as 

set forth in the policy governing suspension, demotion, or termination of support employees. 

  

Use of Attrition to Decrease Staff:  The number of employees affected by a reduction in force will be kept to a 

minimum by not employing replacements, insofar as practical, of employees who resign, retire or otherwise 

vacate a position. 

  

Order of Reduction in Force:  Any necessary layoff shall begin by first reducing any temporary, seasonal or 

part-time positions within the job category affected.  These employees shall be laid off at the discretion of the 

Board or Boardôs designee.  Job categories are listed alphabetically as follows: 

     a. Assistants/Paraprofessionals for handicapped students 

     b. Bus drivers 

     c. Classroom/teacher assistants 

     d. Food service 

     e. Maintenance/custodial 

     f. Media/library assistants 

     g. Office personnel/assistants 

     h. Tutors  

      i. Transportation mechanic 

      j. Information Technology Assistant 

  

If the normal attrition and the release of temporary or part-time employees do not sufficiently reduce the 

support staff, the following items will be considered in the reduction process in the order they are listed within 

the above job categories. 

     

 a. Job qualifications by training and years of experience 

     

 b. In the event that two or more employees in the affected category are equal in     the above 

factor, reductions shall be made on the basis of seniority within each general  job category. 

  

Supervisors and directors shall serve at the pleasure of the board and shall not be subject to the prescribed 

seniority order for reductions in force.  Personnel whose positions are eliminated in one category may be 

considered for a position in another category. 

  

Seniority shall be defined as the total length of service as a support employee within this district.  Employees 

whose positions are reduced and subsequently reinstated shall retain cumulative seniority for all periods worked 

except for the period of reduction.  



  

Voluntary Demotion or Voluntary Reduction in Hours: An employee who takes voluntary demotions or 

voluntary reduction in assigned time in lieu of reduction shall be returned to a higher position or a position with 

more hours as vacancies become available, if the employee chooses to move back. 

 

Amended 3-1-2010 

 

  

5.18 Resignation 

 

Support employees may submit a written resignation from employment with the School District at any time. 

  

The resignation must be written, dated, signed and specify the date upon which it is effective. 

  

The resignation must be mailed to the Superintendent by certified mail, 

return receipt requested, or delivered to the Superintendent's office.  An acknowledgment of receipt of hand-

delivered copies shall be placed on the face of the resignation. 

  

In order to resign in good standing, full-time permanent employees are expected to give at least two weeks' 

notice and temporary, part-time and probationary employees at least four days' notice prior to the effective date 

of resignation. 

  

The Superintendent is authorized to accept the written resignation of any support employee and shall advise the 

support employee in writing that the resignation has been accepted. 

  

The Superintendent shall advise the Board of Education of the support employee's resignation and whether 

he/she has accepted the resignation. 

  

Payment of final compensation shall be processed and disbursed at the scheduled times. 

 

 

5.19 Benefits, Insurance, and Deductions 

 

 Holidays 

  

Because of the time school is in session and the requirements of the various employee's jobs, all employees do 

not have the same holidays.  The employees who work only when school is in session will have access to a 

school calendar each year.  Other full-time employees will be notified by their supervisor as to the holidays that 

they will receive each year.  No twelve month employee will receive less than eight paid holidays. 

 

 Vacations 

All twelve month support personnel will be granted paid vacation according to the following schedule: 

  

1 - 10 years                              10 days 

11 years                                   11 days 

12 years                                   12 days 

13 years                                   13 days 

14 years                                   14 days 

15 years                                   15 days 



  

The employee must have been on the payroll the last day of school and must have worked a minimum of nine 

months during the fiscal school year.  Those on the payroll at the end of the year having less than nine but six or 

more months will be allowed accumulated vacation time at the rate of one day per month. 

 

Effective July 1, 2001, twelve month support employees may not accumulate more than a maximum of 30 

vacation days, except with the advance written approval of the superintendent. All accumulated days over the 

maximum of 30 will be forfeited if not used by the employee. An employee who is granted written approval by 

the superintendent not to use their vacation days shall be compensated at their daily rate of pay. It is the 

employeeôs responsibility to schedule vacation time to avoid the forfeiture of accumulated vacation days. The 

School District will not pay employees for vacation days accumulated (beyond 30 days) after July 1, 2001 upon 

termination of employment.* 

 

*   Support employeeôs who have accumulated more than 30 days of vacation prior to July 1, 2001 shall 

retain rights to the vacation days which they have accumulated.  

Sick Leave 

  

One day per month sick leave with full pay is granted to each regular full-time noncertified employee.  These 

days may accumulate to a maximum of sixty (60) days; except that unused personal business leave may 

accumulate as sick leave and therefore make possible the accumulation of more than sixty (60) sick leave days, 

such converted days will be used first in case of illness.  Sick leave is defined as illness or accidental injury of a 

staff member or his/her immediate family or pregnancy of a staff member. 

  

A member of the immediate family is considered to be father, mother, sister, brother, wife, husband, son, 

daughter, son-in-law, daughter-in-law, brother-in-law, sister-in-law, mother-in-law, father-in-law, grandmother, 

grandfather or grandchildren.  Also, the employee may use sick leave for the listed relationships that are step-

relations.  If, after exhausting all sick leave, an employee is absent from his/her duties due to illness, the 

employee shall receive, for a period of not to exceed twenty (20) days, his/her salary, less the amount paid a 

substitute if one is hired.  The Board of Education may require certification of illness by a medical doctor before 

honoring sick leave.  The District may offset an employee's wages paid under the District's sick leave policy 

against any benefits received under the District's worker's compensation plan. 

 

  

Funeral Leave 

  

Employees may be permitted up to five days per year without loss of pay for attending the funeral of a member 

of the immediate family.  Two of these five days may be utilized for a death outside of the immediate family.  A 

member of the immediate family is considered to be father, mother, sister, brother, wife, husband, son, 

daughter, son-in-law, daughter-in-law, brother-in-law, sister-in-law, mother-in-law, father-in-law, grandmother, 

grandfather, grandchildren and any step-relatives for the relationships previously listed.  Employees may serve 

as pallbearers or take part in burial rites without deduction in pay. 

 

  

Personal Business Leave 

  

Each 12 month staff member of the Blackwell Public Schools is allowed four (4) days each year for personal 

business leave.  Each employee that works less than 12 months is entitled to three (3) days personal business 

leave.  Personal business leave is not to be used as sick leave; however, personal business leave not used in the 

school year it is granted will be carried over as additional sick leave the following school year.  Essential 

personal business leave is to be used for such purposes as real estate transactions or meetings with an attorney 

or accountant.  Nonessential personal business leave is to be used for such purposes as recreation, travel or other 



non-business personal reasons.  The cost of a substitute in relation to nonessential personal business leave will 

be deducted from the employee's appropriate pay period, if one is hired. 

 

  

Leave Benefits for Part-Time Support Personnel 

  

It shall be the policy of the Blackwell Public Schools to provide leave benefits to all support personnel.  Part-

time personnel shall be afforded leave benefits pro-rated to the hours per day they are employed by the 

Blackwell Public Schools. 

  

 

Group Hospital and Medical Plan 

  

The Blackwell Public Schools currently carries a group agreement to provide comprehensive health insurance to 

school employees through the Oklahoma Employee Group Insurance program.  Current information on monthly 

premiums is available at the central office.  Normally, a new employee has only thirty (30) days from the 

beginning date of employment to join the insurance group without showing proof of insurability.  Employees 

will be allowed to stay on group hospitalization one month following the month the premium is paid out of the 

employee's final check or until such time as the employee is eligible for other group insurance with a new 

employer.  The hospitalization plan includes a $5,000 term life insurance benefit. 

 

  

Life Insurance 

  

District paid term life insurance through Metropolitan Life Insurance company is provided for full-time 

noncertified employees in the amount of $20,000.00. 

 

  

Retirement Plan 

  

The Oklahoma Teacher Retirement Plan is available at 6 1/2% of an employee's gross salary.  Additional 

information is available at the central office. 

  

  

Unemployment Compensation 

  

As required by law, the School District is subject to the Oklahoma Employment Security Act. 

 

  

Jury Duty and Court Appearances 

  

The Board of Education recognizes the importance to the jury system in a democracy and the obligation of all 

citizens to serve as jurors.  An employee will be granted a temporary leave of absence, with pay, for court 

appearances and legal proceedings directly affecting the employee's employment; the school; the school system; 

or involuntary court appearance required by subpoena except in cases in which the employee is a party to the 

action.  Jury duty is considered an involuntary court appearance. 

 

  

Loyalty Oath 

  

Every employee of the Blackwell Public Schools is required to sign the Loyalty Oath as prescribed by the laws 

of Oklahoma. 



 

  

Payroll Deductions 

  

Social Security (FICA).  All employees are required to contribute to the Social Security System.  Employee's 

contributions are matched monthly by the School District.  Withholding will be made in accordance with 

current law. 

  

State and Federal Withholdings.  These taxes vary according to the amount of income, the number of 

dependents claimed and marital status. 

  

Employees who are not on approved sick leave, personal leave, or professional leave shall have an amount 

equal to 1/21 of their monthly salary deducted from their monthly check for each day missed from work. 

 

 

5.20 Employees Charged With Crimes 

 

 

Pursuant to Section 5-144 of Title 70 of the Oklahoma Statutes in the event it is discovered that a person 

charged in an information or indictment with a felony or violent misdemeanor is a student or employee of a 

school district or a public school in the state, or an employee working on school property for an entity that 

provides services to a school district or a public school on school property, the district attorney shall notify the 

superintendent of the school district of the charged filed against the student or employee.    

It shall be the policy of this School District that if such information is ever received by the Superintendent of 

Schools, he/she will promptly investigate the information and take whatever reasonable actions are deemed 

appropriate to best protect the interests of the School District and its students.  

Upon receipt of such notification from the district attorney, the Superintendent (or designee) shall: 

a. Make effort to verify the accuracy of the information through any means accessible; 

 

b. Ascertain whether or not the person or persons reasonably pose any threat to the students and staff of the 

School District by their employment or presence on school property; and 

 

c. Take any reasonable steps appropriate to ensure the safety of students and staff and protect the interests 

and goals of the School District including but not limited to dismissal of the employee or whatever 

measures will reasonably be in the best interest of the School District, its students and staff. 

Upon the adoption of this policy, the Superintendent shall send a letter to the district attorney for every county 

in which the School District operates notifying the district attorney of the obligations under Oklahoma law. 

 Pursuant to Section 6-101.48 (A) of Title 70 of the Oklahoma Statutes, no person or business having a contract 

with a school or school district to perform work on a full-time or part-time basis that would otherwise be 

performed by school district employees shall allow any employee to work n school premises if such employee 

is convicted in this state, the United States or any other state of any felony offence unless ten (10) years has 

elapsed since the date of the criminal conviction or the employee has received a presidential or gubernatorial 

pardon for the criminal offense.   

 Further, Section 6-101 (B) provides that every person or business performing services on the property of a 

school or school district shall at the time of contracting be required to sign a statement declaring that no 



employee working on school premises under the authority of such business is currently registered under the 

provisions of the Oklahoma Sex Offenders Registration Act and that the business is not in violation of the 

provisions of this section. 

 Pursuant to Section 6-101.48 (A) & (B) of Title 70 of the Oklahoma Statutes, at the time of contracting with a 

business or entity to perform services on School District property, the Superintendent or the Superintendent's 

designee may require that the business or entity sign the affidavit attached to this policy. 

 References: 70 O.S.  5-144 

                     70 O.S.   6-101.48 (A) & (B) 

  

  



  

  
  

STATE OF OKLAHOMA        ) 

                                                  )       ss. 

COUNTY OF _________        ) 

     

I, __________________, being of lawful age and duly deposed, state as follows: 

  

This affidavit is made upon personal knowledge of facts to which I am competent to testify.  

  

I am the duly appointed representative of        [Business Name]         . 

  

       [Business Name]               has entered into a contract with Independent School District 

No.___of_________County, Oklahoma (ñthe "School District") to perform services.  The completion of this 

contract will require that employees of        [Business Name]         will necessarily be present on School District 

property. 

  

I have reviewed the necessary records of employees and affirmatively state that no employee of        [Business 

Name]         who may be present on School District property has been convicted in this state, the United States 

or any other state of any felony offense  in the last ten (10) calendar years. 

             

I further affirmatively state that no employee of        [Business Name]        who may be present on School 

District property is currently registered under the provision of the Oklahoma Sex Offenders Registration Act.  

  

I understand the obligations of Oklahoma law placed upon        [Business Name]         and state that        

[Business Name]         is not in violation of those obligations.   

  

Further the affiant sayeth not.  

                                                                                

______________________________________________________________ 

                           [Representative of Business] 

               

 

 

 Subscribed and sworn to before me this ______day of ______________, 20______. 

                                                                                                     

__________________________________________________ 

                            Notary Public 

  

 My Commission Expires:_____________________ 

                    [SEAL]  

 

 

 

 



5.21 Vacation 

 

Effective July 1, 2001, twelve month support employees may not accumulate more than a maximum of 30 

vacation days, except with the advance written approval of the superintendent. All accumulated days over the 

maximum of 30 will be forfeited if not used by the employee. An employee who is granted written approval by 

the superintendent not to use their vacation days shall be compensated at their daily rate of pay. It is the 

employee's responsibility to schedule vacation time to avoid the forfeiture of accumulated vacation days. The 

School District will not pay employees for vacation days accumulated (beyond 30 days) after July 1, 2001 upon 

termination of employment.* 

*Support employee's who have accumulated more than 30 days of vacation prior to July 1, 2001 shall retain 

rights to the vacation days which they have accumulated.. 
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6.1 Statement of Equal Employment Opportunity 

 

The School District seeks to recruit, employ, and promote qualified individuals without regard to their race, 

color, age, sex, religion, national origin, disability or veteran status. In pursuit of this goal the School District is 

committed to fully comply with all state and federal laws regarding non-discrimination in employment. 

 

 

6.2 Child Abuse, Neglect, and Exploitation: Reporting and Investigation 

 

School District employees have a legal obligation under Oklahoma law to report child abuse, neglect and 

exploitation to the Oklahoma Department of Human Services. The purpose of this Policy is to provide 

guidelines to assist School District employees in fulfilling their legal responsibility. 

Definitions 

Certain items used in this Policy have the following definitions: 

a. "Abuse and neglect" means harm or threatened harm through action or inaction to a child's health 

or welfare, including nonaccidental physical pain or injury, or mental injury or anguish, sexual 

abuse, sexual exploitation, or negligent treatment or maltreatment, including but not limited to 

the failure or omission to provide adequate food, clothing, shelter or medical care or protection 

from harm or threatened harm, by a person responsible for the child's health or welfare. 

 

b. A "person responsible for a child's health or welfare" includes a parent, a legal guardian, a 

custodian, a foster parent, a person 18 years of age or older with whom the child's parent 

cohabitates or any other adult residing in the home of the child, an agent or employee of a public 

or private residential home, institution or facility, or an owner, operator or employee of a child 

care facility as defined by Title 10, Section 402 of the Oklahoma Statutes. 

 

c. "Sexual abuse" includes but is not limited to rape, incest and lewd or indecent acts or proposals, 

as defined by law. "Sexual exploitation" includes but is not limited to allowing, permitting or 

encouraging a child to engage in prostitution, as defined by law, or allowing, permitting, 

encouraging or engaging in the lewd, obscene or pornographic photographing, filming or 

depicting of a child in those acts as defined by state law. 

 

d. "Exploitation" means an unjust or improper use of the resources of a child for the profit or 

advantage, pecuniary or otherwise, of a person other than the child, through the use of undue 

influence, coercion, harassment, duress, deception, false representation or false pretenses. 

 

Reporting Suspected Child Abuse, Neglect or Exploitation  

Any School District employee having reasonable cause to believe that a student under the age of 18 years is 

suffering from abuse, neglect or exploitation shall immediately report this matter to the principal of the student's 

school. 

The school principal, the reporting employee, and any other employees whom the school principal believes may 

have had opportunity to observe the student shall review the available information and indications of abuse, 

neglect or exploitation. The school principal shall report the suspected abuse, neglect or exploitation to the 

county office of the Department of Human Services ("DHS") for the county where the student resides if the 

school principal determines that there is reason to believe the student has been abused, neglected or exploited. 



The report may also be made to the office of the district attorney in the county in which the suspected abuse, 

neglect or exploitation occurred, the local municipal police department or the sheriffôs department. The report 

may be made by telephone. 

If any employee involved in the review believes a report should have been made to DHS when it was not or at 

any point believes that the student is in imminent physical danger, the employee should report the situation to 

the appropriate office of DHS, with or without the concurrence of the other employees involved. The employee 

making the report shall notify the school principal. Neither the Board of Education nor any School District 

employee will discharge or in any manner discriminate or retaliate against the person who in good faith 

provides such reports or information, testifies, or is about to testify in any proceeding involving child abuse, 

neglect or exploitation, provided that the person did not perpetrate or inflict the abuse, neglect or exploitation. 

If the DHS or other law enforcement office is notified of suspected abuse, neglect or exploitation by telephone, 

the oral report shall be followed by a written report from the school principal or other employee making the 

telephone report containing the date and time of the telephone contact, the name of the person to whom the 

School District employee made the oral report, the names and addresses of the child, the parents, and any other 

responsible persons, the child's age, the nature and extent of injuries, any previous incidents, and any other 

helpful information. The School District will keep a copy of any written report forwarded to DHS or another 

law enforcement office. 

 

 Information Concerning Child Abuse, Neglect or Exploitation 

 When a School District employee reports suspected abuse, DHS should forward to the school principal a 

summary of any confirmed report of sexual abuse or severe physical abuse concerning the child. The school 

principal will forward to a subsequent school in which the child enrolls all confirmed reports of sexual abuse 

and severe physical abuse received from DHS, and the principal will notify DHS of the child's new school and 

address, if known. 

All information or documents generated or received by the School District in regard to the matter are 

confidential and shall not be disclosed except to investigators of DHS, the School District's attorneys, the 

district attorney's office, a subsequent school district in which the child enrolls, a person designated to assist in 

the treatment of or with services provided to the child or other state or federal officials in connection with the 

performance of their official duties. The information or documents shall be maintained and transmitted by the 

School District in the same manner as special education records. Such records shall be destroyed when the child 

reaches the age of 18.  

 

Investigating Child Abuse, Neglect or Exploitation 

At the request of appropriately identified investigators of DHS or the district attorney's office, the school 

principal shall permit the investigators access to a student about whom DHS has received a child abuse or 

neglect report. The school principal will arrange the interview in a manner that minimizes embarrassment to the 

child. The school principal will not contact the parent, guardian or other person responsible for the child's health 

or welfare prior to the interview. No School District employee will be present during the interview. However, a 

School District employee may be present prior to the interview if the employee believes that his or her 

temporary presence will make the child more comfortable. 



Oklahoma law provides that any school employee who in good faith and exercising due care makes a report to 

DHS or another appropriate law enforcement office, allows access to a child by persons authorized to 

investigate a report concerning the child or participates in any judicial proceeding resulting from a report, shall 

have immunity from any liability, civil or criminal, that might otherwise be incurred or imposed. 

 

6.3 Policy Regarding Employees for a Drug/Alcohol Free Workplace 

 

In order to maintain a healthy educational and working environment in the School District's schools, and to 

comply with the requirements of the Drug-Free Workplace Act of 1988 and the Drug-Free Schools and 

Communities Act Amendments of 1989 for purposes of receiving federal assistance, the Board of Education 

adopts the following policies and regulations: 

Use, possession, dispensing, manufacture, sale or distribution or conspiring to sell, distribute or possess or being 

in the chain of sale or distribution, or being under the influence of a controlled substance, alcoholic beverage, or 

low-point beer (as defined by Oklahoma law, i.e., 3.2 beer) in any of the School District's facilities, on School 

District property (including vehicles) or at a School District sponsored function or event by a School District 

employee is prohibited. Violation of this prohibition shall result in disciplinary action, which may include 

dismissal or nonrenewal of employment. Violations which constitute criminal acts will be referred for 

prosecution. 

Employees who are engaged in the performance of work under the terms of a federal grant must, as a condition 

of their employment, notify a School District administrator in writing of any drug conviction (including a plea 

of nolo contendere) for a violation of a criminal drug statute which occurred at a School District workplace 

within five calendar days after the conviction. The conviction shall result in dismissal or nonrenewal. 

The conviction shall be reported in writing by the School District's grant administrator to the relevant federal 

granting agency within 10 calendar days of the notification by the employee or other actual notice of the 

conviction. 

This policy statement shall be included in the School District's employee manual, and shall be distributed to all 

employees at the commencement of each school year. 

The employee in-service training period prior to the commencement of each school year shall include a review 

and discussion of the dangers of drug and alcohol abuse in the workplace, the School District's policy for a 

drug- and alcohol-free workplace, the penalties for violating the policy, and available sources of information, 

counseling, rehabilitation and re-entry programs regarding drug and alcohol use. 

 

6.4 Student Drug Abuse 

 

The Board recognizes the complexity of problems which may be associated with student substance abuse. The 

concern is for the well-being and best interests of students at all times. Therefore, the following procedure will 

be utilized by teachers and administrators in reporting students who appear to be under the influence, as defined 

by law, of: low-point beer, alcoholic beverages, or controlled dangerous substances. 

When it appears to a teacher or administrator that a student may be under the influence of low-point beer, 

alcoholic beverages, or controlled dangerous substances (drugs), the teacher or administrator will report the 



matter in writing to the school principal or his/her designee. Whenever possible, the teacher or administrator 

should attempt to obtain a corroborative observation from another teacher or administrator. 

The report of the teacher or administrator will state the date, time, and place of the incident. It will also describe 

the actions of the student or other circumstances from which the teacher or administrator concluded that the 

student appeared to be under the influence of low-point beer, alcoholic beverages, or controlled dangerous 

substances. 

The principal or his/her designee will immediately notify the Superintendent or his/her designee of the report. 

The principal or his/her designee will also immediately notify the student's parent or legal guardian of the 

report. The notification to the student's parent or legal guardian may be verbal, but will be promptly confirmed 

in writing. 

A copy of this policy will be delivered to each teacher and administrator of the District and filed with the State 

Superintendent of Public Instruction within ninety (90) days of its adoption by the Board of Education. 

 

6.5 Policy in Regard to Employees Infected With the Aquired Immune Deficiency Syndrome (AIDS) or Other 

Life Threatening Communicable Diseases Capable of Being Transmitted in the School Environment 

 

The Board of Education is strongly committed to providing a safe environment for staff and students in relation 

to communicable diseases. 

Communicable Diseases:  Any employee or student with knowledge of a suspected or confirmed case of a 

communicable disease is responsible for reporting this information to the appropriate personnel.  Exclusions 

from school may be required when it is deemed necessary to promote the safety and well being of all students 

and employees.  Decisions about how best to provide educational services to those students excluded from 

school because of a communicable disease shall be made by the Administration.  The Administration may 

consult with and seek the advice of available District and/or county health officials. 

 In dealing with communicable diseases, the District believes that: 

  1. Public education should be made available in the least restrictive environment that is appropriate  

  to the individual needs of the student. 

  2. Public education should be provided in a safe and orderly environment. 

  3. Each student and employee should be treated with dignity and has a right to confidentiality. 

  4. Students or employees infected with HIV (the AIDS virus) or other related conditions will not be 

  subjected to illegal discrimination but will be dealt with in a manner consistent with the   

  Districtôs legal obligations to the infected student or employee as well as its obligation to all  

  other students and employees of the District. 

 Communicable diseases shall be evaluated on an individual basis considering whether the condition is 

life threatening, the degree of communicability, and whether the disease has been or should be confirmed with 

laboratory documentation.   

 



 All information concerning any medical information of any student or employee is strictly confidential.  

No board member or employee of the District may negligently, knowingly or intentionally disclose or fail to 

protect medical or epidemiological information except as required by law.  Any District official, officer or 

employee who discloses such information, except as required by law, will be subject to discipline as well a 

criminal and civil sanctions under law. 

A. Placement of Students:  If a student is diagnosed with Acquired Immune Deficiency Syndrome, the State 

Department of Health shall be notified.  In determining the placement of a student with a communicable 

disease, a multi-disciplinary team may be convened as provided by law.  If a student is to be excluded from 

school because of a communicable disease, the student shall be placed on the home bound program until the 

student is able to return to school.  Re-admittance to school may require a statement by a physician or other 

health professional stating that the student is no longer infected and/or is no longer able to transmit the disease.  

No entry regarding a communicable disease shall be made on the student's cumulative record, health card, the 

computerized student data base, or other record maintained by the District. 

 

B. Placement of Employees:  No employee may be dismissed or have his contract not renewed merely as a result 

of having a communicable disease except as allowed by law. Upon identification of the employee by a 

competent medical authority as having AIDS, ARC, HIV or Other Life Threatening Communicable Diseases, 

the following procedures will be observed:  

a. The Superintendent shall immediately request the employee to provide a comprehensive written statement 

from the employee's personal physician regarding the employee's current health condition. It shall be the duty of 

each employee to provide such information to the Superintendent. Willful failure to do so may lead to dismissal 

or nonrenewal of an employee's contract.  

b. Any decision regarding the employee's status shall be based upon the best medical evidence available. The 

Superintendent of Schools or his or her designee, the employee and the employee's personal physician and a 

District appointed medical officer (a medical doctor or doctor of osteopathy) shall meet and confer to determine 

the extent to which reasonable accommodation of the employee may be necessary due to the employee's 

condition. Unless the medical experts are of the opinion that the employee's condition could reasonably present 

a hazard of infection to students or other employees, the employee will be permitted to continue the employee's 

usual duties. If the employee's condition could reasonably present a hazard of infection to students or other 

employees, the School District will consider assigning the employee to other available duties for which the 

employee is qualified at no reduction in pay.  

c. The employee is required to provide the Superintendent of Schools with periodic written comprehensive 

reports from the employee's personal physician as to the employee's current health condition. The frequency of 

such reports will be determined in each case by the medical representatives of the employee and the School 

District.  

d. Any employee may apply for and be granted a leave of absence without pay when approved by the 

Superintendent of Schools, upon the advice of the employee's personal physician and, when deemed 

appropriate, a District medical officer.  

e. An employee may request and be granted return from a leave of absence without pay when approved by the 

Superintendent of Schools upon the advice of the employee's personal physician, and, when deemed 

appropriate, a District medical officer.  

f. Re-admittance to work may require a statement by a physician or other health professional stating that the 

employee is no longer infected and/or is no longer able to transmit the disease.  No entry regarding a 

communicable disease shall be made in the employee's personnel file. 



 

Confidentiality requirements in regard to information about any employee infected with AIDS, ARC, HIV or 

Other Life Threatening Communicable Diseases shall be respected.  

In the discretion of the Superintendent an employee may be requested to consent in writing to the notification of 

only those persons who, under the circumstances of the employee's particular job duties and health condition, 

have a "need to know". Normally, this will mean the employeeôs' immediate supervisor, the Board of Education 

and its attorney, the Superintendent of Schools, any government officials and any health care professionals. 

Those persons will be instructed regarding their legal obligation to maintain the confidentiality of the 

information and the legal consequences of failing to do so. No entry regarding an AIDS condition or Other Life 

Threatening Communicable Disease is to be made in the employee's personnel file. Under no circumstances will 

students or the parents of students be notified of the identity of any person afflicted with AIDS or an AIDS 

condition or Other Life Threatening Communicable Disease that is employed by the School District.                                                        

The Bl             Blackwell Board of Education revised this policy November 7, 2014 

 

6.6 Policy on Testing Employees and Applicants for Employment ( Other Than Bus Drivers) with Regard to the 

Use of Alcohol and Illegal Chemical Substances 

 

The Board of Education, with the intent that all employees have notice and knowledge of the ramifications 

concerning alcohol and illegal chemical substance use, possession, purchase, sale or distribution when the 

employee is on duty or on school property, does hereby adopt the following Policy on Testing Employees and 

Applicants for Employment (Other Than Bus Drivers) With Regard to the Use of Alcohol and Illegal Chemical 

Substances. 

  

 

Statement of Purpose and Intent 

The safety of students and employees of the School District is of paramount concern to the School Board. 

Employees who are under the influence of alcohol or an illegal chemical substance when the employee is on 

duty or on school property pose serious safety risks to students and other employees. 

 

The use of alcohol and illegal chemical substances has a direct and adverse effect on the safety, personal health, 

attendance, productivity and quality of work of all employees and the safety of all students. 

 

Recent scientific studies demonstrate that the use of alcohol and illegal chemical substances reduces an 

employee's ability to perform his job beyond the time period of immediate consumption or use. 

 

The Board recognizes that all employees have certain personal rights guaranteed by the Constitutions of the 

United States of America and the State of Oklahoma as well as by the Oklahoma Standards for Workplace Drug 

and Alcohol Testing Act, OKLA. STAT. tit. 40, §§ 551 et seq. This Policy will not infringe on those rights. 

 

As a part of this Policy, the Board hereby adopts an Employee Assistance Program in which employees may be 

referred to third-party providers who will provide the employee, at the employee's expense, a confidential drug 

and alcohol dependency evaluation and referral service for substance abuse counseling, treatment or 



rehabilitation. The Board encourages employees who have chemical dependency problems to seek professional 

assistance.  

 

Due to the devastating impact that the use of alcohol and illegal chemical substances can have on the safety of 

students and employees and their adverse affect on an employee's ability to perform the employee's job, the 

Board will not tolerate employees who use, possess, distribute, purchase, sell or are under the influence (as 

defined in the Policy) of alcohol or illegal chemical substances when on duty or while on school property. 

 

This Policy will apply to all employees of the School District regardless of position, title or seniority except bus 

drivers. The testing of bus drivers for alcohol or illegal chemical substances is exclusively governed by the 

School District's Policy on Alcohol and Drug Testing for Drivers and the federal Omnibus Transportation Act 

of 1991.  

 

Violations of this Policy will subject the employee to disciplinary action, including termination. 

 

 

Definitions 

 

"Illegal chemical substance" means any substance which an individual may not sell, possess, use, distribute or 

purchase under either Federal or Oklahoma law. "Illegal chemical substance" includes, but is not limited to, all 

scheduled drugs as defined by the Oklahoma Uniform Controlled Dangerous Substances Act, all prescription 

drugs obtained without authorization and all prescribed drugs and over the counter drugs being used for an 

abusive purpose. By way of example only, the drugs which will be tested for are: amphetamines, cannabinoids, 

cocaine, phencyclidine (PCP), hallucinogens, methaqualone, opiates, barbiturates, benzodiazepines, synthetic 

narcotics, designer drugs, or any metabolite of any of these substances. 

 

"Alcohol" means ethyl alcohol or ethanol. 

 

"Under the influence" means any employee of the School District or applicant for employment with the School 

District who has any alcohol or illegal chemical substance or the metabolites thereof present in the person's 

body in any amount which is considered to be "positive" for such alcohol or drug or drug metabolites using any 

scientifically substantiated alcohol or drug use screen test and alcohol or drug use confirm test. 

 

 "Positive" when referring to an alcohol or drug use test administered under this Policy means a toxicological 

test result which is considered to demonstrate the presence of alcohol or an illegal chemical substance or the 

metabolites thereof using the cutoff standards or levels determined by the State Board of Health or in the 

absence of such State Board cutoff levels, the cutoff levels customarily established by the testing laboratory 

administering the alcohol or drug use test. 

 

"School property" means any property owned, leased or rented by the School District, including but not limited 

to school buildings, parking lots and motor vehicles. 

 

"Drug or alcohol use test" means a chemical test administered for the purpose of determining the presence or 

absence of alcohol or illegal chemical substances or their metabolites in a person's blood, bodily tissue, fluids, 

products, urine, breath or hair. 

 

"On duty" means any time during which an employee is acting in an official capacity for the School District or 

performing tasks within the employee's job description, including the taking of an annual physical examination. 

 

 "Reasonable suspicion" means a belief that an employee is using or has used alcohol or drugs in violation of 

this Policy drawn from specific objective and articulable facts and reasonable inferences drawn from those facts 

in the light of experience, and may be based upon, among other things: 



a. Observable phenomena, such as: 

1. The physical symptoms or manifestations of being under the influence of alcohol or a 

drug while at work or on duty, or 

 

2. The direct observation of alcohol or drug use while at work or on duty; 

 

b. A report of drug or alcohol use while at work or on duty, provided by reliable and credible 

sources and which has been independently corroborated; 

 

c. Evidence that an individual has tampered with an alcohol or drug test during his employment 

with the School District; or 

 

d. Evidence that an employee is involved in the use, possession, sale, solicitation or transfer of 

alcohol or drugs while on duty or while on the School District's premises or operating the School 

District's vehicles, machinery or equipment. 

 

 "Bus driver": 

A School District employee who is required to have a commercial drivers' license ("CDL") to perform the 

employee's duties; 

 

a. employees of independent contractors who are required to have a CDL; 

 

b. owner-operators; 

 

c. leased drivers; and 

 

d. occasional drivers. 

 

 To the extent not specifically defined herein, the definition of any term, word or phrase found in this Policy 

shall be as set forth in the Oklahoma Standards for Workplace Drug and Alcohol Testing Act. 

 

Procedures for Alcohol or Illegal Chemical Substance Testing 

 

Any alcohol or drug use test administered under the terms of this Policy will be administered by or at the 

direction of a professional laboratory licensed by the Oklahoma State Department of Health and using 

scientifically validated toxicological methods that comply with rules promulgated by the State Department of 

Health. The professional laboratory shall be required to have detailed written specifications to assure chain of 

custody of the samples, proper labeling, proper laboratory control and scientific testing. All aspects of the 

alcohol and drug use testing program, including the taking of samples, will be conducted so as to safeguard the 

personal and privacy rights of applicants and employees to the maximum degree possible and shall be 

conducted under reasonable sanitary conditions. The test sample shall be obtained in a manner which minimizes 

its intrusiveness.  

 

In the case of urine samples, the samples must be collected in a restroom or other private facility behind a 

closed stall; a sample shall be collected in sufficient quantity for splitting into two (2) separate samples, 

pursuant to rules of the State Board of Health, to provide for any subsequent independent analysis in the event 

of a challenge of the test results of the main sample; the test monitor shall not observe any employee or 

applicant while the sample is being produced but the test monitor may be present outside the stall to listen for 

the normal sounds of urination in order to guard against tampered samples and to insure an accurate chain of 



custody; and the test monitor may verify the normal warmth and appearance of the sample. If at any time during 

the testing procedure the test monitor has reason to believe or suspect that an employee/applicant is tampering 

with the sample, the test monitor may stop the procedure and inform the test coordinator. The test monitor shall 

be of the same gender as the applicant/employee giving the sample.  

 

The test monitor shall give each employee or applicant a form on which the employee or applicant may, but 

shall not be required to, list any medications he has taken or any other legitimate reasons for his having been in 

recent contact with alcohol or illegal chemical substances. 

 

If the initial drug use test is positive for the presence of an illegal chemical substance or the metabolites thereof, 

the initial test result will be subject to confirmation by a second and different test of the same sample. The 

second test will use the gas chromatography/mass spectroscopy technique or an equivalent scientifically 

accepted method of equal or greater accuracy as approved by rules of the State Board of Health, at the cutoff 

levels determined by Board rules. An applicant for employment will not be denied employment or an employee 

will not be subject to disciplinary procedures unless the second test is positive for the presence of illegal 

chemical substances or the metabolites thereof. 

 

If an initial alcohol use test is positive for the presence of alcohol, the initial test result will be subject to 

confirmation by a second and different test using any scientifically accepted method approved by rules of the 

State Board of Health, at the cutoff levels determined by Board rules. 

 

 Upon written request, the applicant for employment or the employee will be furnished with a free copy of all 

test results performed under this Policy. All test records and results will be confidential and kept in files 

separate from the employee or applicant's personnel records. 

 

Any applicant for employment or employee who is subject to disciplinary action as a result of being under the 

influence of alcohol or an illegal chemical substance, as and for an appeal procedure, will be given a reasonable 

opportunity, in confidence, to explain or rebut the alcohol or drug use test results. If the applicant or employee 

asserts that the positive test results are caused by other than consumption of alcohol or an illegal chemical 

substance by the applicant or employee, then the applicant or employee will be given an opportunity to present 

evidence that the positive test result was produced by other than consumption of alcohol or an illegal chemical 

substance. The School District will rely on the opinion of the District's laboratory which performed the tests in 

determining whether the positive test result was produced by other than consumption of alcohol or an illegal 

chemical substance.  

 

In the case of drug use testing, the employee or applicant will have a right to have a second gas 

chromatography/ mass spectroscopy test performed on the same test sample at the expense of the employee or 

applicant. In the case of alcohol testing, the employee or applicant will have a right to have a second test 

performed on the same test sample using any scientifically accepted method approved by rules of the State 

Board of Health, at the cutoff levels determined by Board rules. The request for the second test must be made 

within thirty (30) days after the date the positive test result is communicated to the employee or applicant and 

subject to the approval by the School District's consulting laboratory that (a) the facility selected by the 

applicant or employee for the second test meets the qualifications required for a testing facility under the 

Oklahoma Standards for Workplace Drug and Alcohol Testing Act and (b) the testing methodology used by the 

facility selected by the employee or applicant conforms to scientifically accepted analytical methods and 

procedures, including the cutoff levels, as determined by the State Board of Health. If the re-test reverses the 

findings of the challenged positive result, then the School District will reimburse the applicant or employee for 

the costs of the re-test. A proper chain of custody shall be maintained at all times in transmitting the sample to 

and from a second laboratory. 

 

The laboratory reports and results of alcohol and drug use testing will be maintained on a confidential basis 

except as otherwise required by law. The laboratory performing alcohol or drug use tests for the School District 



will not report on or disclose to the School District any physical or mental condition affecting an employee or 

employment applicant which may be discovered in the examination of a sample other than the presence of 

alcohol or illegal chemical substances or the metabolites thereof. The use of samples to test for any other 

substances will not be permitted. 

 

 Employee Alcohol and Drug Use Tests - When Required 

 

Employees will be required to submit to alcohol and/or drug use testing as a required part of an annual physical 

examination to determine physical fitness for duty for: (a) school vehicle mechanics and (b) all other employees 

who are required to take an annual physical examination and whose job duties require them to be engaged in 

activities which directly affect the safety of others. Each employee who is to be tested for alcohol or illegal 

chemical substances as a part of an annual physical examination will be given at least thirty (30) calendar days' 

notice of the date of his physical examination and attendant alcohol or drug use test. The annual physical 

examination shall be deemed "work time" for purposes of compensation and benefits. 

 

Any employee whose behavior while on duty creates a reasonable individualized suspicion that the employee is 

under the influence of alcohol or an illegal chemical substance will be required to take an alcohol and/or drug 

use test. 

 

 When the School District has a reasonable suspicion that an employee or other person has sustained a work-

related injury or the School District's property has been damaged as a direct result of the employee's use of 

alcohol or drugs, alcohol and/or drug use testing will be required. 

 

Random drug use and/or alcohol testing of school vehicle mechanics and employees who are engaged in 

activities which directly effect the safety of others will be conducted on a random selection basis. The term 

"random selection basis" means a mechanism for selecting employees for alcohol and/or drug testing that: 

a. Results in an equal probability that any employee from a group of employees subject to the 

selection mechanism will be selected; and 

 

b. Does not give the School District discretion to waive the selection of any employee selected 

under the mechanism. 

Following a confirmed positive test or following participation in an alcohol or drug dependency treatment 

program under any benefit plan or at the request of the School District, the School District may request or 

require an employee to undergo alcohol or drug testing without prior notice for a period of up to two years, 

commencing with the employee's return to work. 

Any employee who refuses to take an alcohol or drug use test when so required under the provisions of this 

Policy will be deemed to have committed an act of insubordination or willful neglect of duty which will be the 

basis for disciplinary action, including termination. 

 

 

Employee Use, Sale, Possession, Distribution, Purchase or Being Under the Influence of Alcohol or Illegal 

Chemical Substance 

 

Any employee who possesses, uses, distributes, purchases, sells or is confirmed by alcohol or drug use tests to 

be under the influence (as defined by this Policy) of alcohol or an illegal chemical substance while on duty, 

while on school property or as a result of alcohol or drug use tests conducted under this Policy will be subject to 

disciplinary action, including termination. 

 

 

 



 Alcohol and Drug Use Tests of Applicants for Employment -- When Required 

 

All applicants for employment will be required to submit to alcohol and/or drug use testing after a conditional 

offer of employment has been made to the applicant. All applicants will be notified that alcohol and/or drug use 

testing will occur if they are offered a conditional offer of employment. Any applicant who refuses to submit to 

an alcohol or drug use test after a conditional offer of employment will not be hired. 

 

Applicants Under the Influence of Alcohol or An Illegal Chemical Substance 

 

Any applicant who is confirmed by alcohol or drug use tests to be under the influence (as defined by this 

Policy) of alcohol or an illegal chemical substance will not be hired. 

 

 

Person Authorized to Order Alcohol or Drug Testing 

 

The following persons have the authority to require alcohol or drug use testing of employees under this Policy: 

 

a. The Superintendent of Schools; 

 

b. Any employee designated for such purposes by the Superintendent or the School Board. 

 

Circulation of Policy 
 

This policy shall be given broad circulation to all employees of the School District which shall include 

prominent posting at various places in the School District. Each employee shall be given a copy of this Policy at 

the beginning of each school year and each applicant shall be given a copy of this Policy upon the tender of a 

conditional offer of employment. 

 

 

 The Standards for Workplace Drug and Alcohol Testing Act 

 

This Policy is subject to and supplemented by the Oklahoma Standards for Workplace Drug and Alcohol 

Testing Act (the "Act"). To the extent that any provision of this Policy is in contravention to the Act, then the 

Act shall control. To the extent that this Policy is silent as to any matter covered by the Act, then the Act shall 

control. This Policy shall be interpreted by the Board of Education of the School District and its employees 

consistent with the Act. 

 

 

6.7 Policy on Alcohol and Drug Testing Bus Drivers 

 

The purpose of this Policy is to prevent accidents and injuries resulting from alcohol or controlled substance use 

by drivers of commercial motor vehicles. This Policy is intended to comply with the School District's 

mandatory obligations under regulations issued by the United States Department of Transportation ("DOT"). 

Definitions 

Certain terms used in this Policy have the following meaning unless the context plainly shows otherwise: 



"Alcohol" means the intoxicating agent in beverage alcohol, ethyl alcohol or other low molecular weight 

alcohols including methyl or isopropyl alcohol.  

"Alcohol concentration" means the number of grams of alcohol (for example: 0.04) in 210 liters of expired deep 

lung air. 

 "Alcohol confirmation test" means a subsequent test using an EBT (a breath testing device), following a 

screening test with a result of 0.02 or greater, that provides quantitative data about the alcohol concentration.  

 "Alcohol screening device" ("ASD") means a breath or saliva device, other than an EBT, that is approved by 

the National Highway Traffic Safety Administration and placed on a conforming products list for such devices. 

"Alcohol use" means the consumption of any beverage, mixture or preparation, including any medication, 

containing alcohol. 

 "BAT"  means a qualified breath alcohol technician. 

"Blind specimen" means a specimen submitted to a laboratory for quality control testing purposes, with a 

fictitious identifier, so that the laboratory cannot distinguish it from an employee specimen. 

"Cancelled test" means a drug or alcohol test that has a problem identified and cannot be or has not been 

corrected. A cancelled test is neither a positive or a negative test. 

"CDL" means commercial driver's license. 

"Collection site" means a place selected by the employer where employees present themselves for the purpose 

of providing a urine specimen for a drug test. 

"Confirmatory drug test" means a second analytical procedure performed on a urine specimen to identify and 

quantify the presence of a specific drug or drug metabolite.  

"Confirmed drug test" means a confirmatory drug test result received by a MRO from a laboratory.  

"Controlled substance" means amphetamines, cannabinoids, cocaine, phencyclidine (PCP), opiates, or a 

metabolite of any of these substances. 

"Designated employer representative" ("DER") means an employee authorized by the employer to take 

immediate action(s) to remove employees from safety-sensitive duties, or cause employees to be removed from 

these covered duties, and to make required decisions in the testing and evaluation processes. The DER also 

receives test results and other communications for the employer.  

"Dilute specimen" means a urine specimen with creatinine and specific gravity values that are lower than 

expected for human urine.  

"Driver" means: (i) a school district employee who is required to have a CDL to perform the employee's duties; 

(ii) employees of independent contractors who are required to have CDLs; (iii) owner-operators; (iv) leased 

drivers; and (v) occasional drivers. 

 "EBT" means an evidential breath testing device on the National Highway Traffic Safety Administration's 

Conforming Products List for Evidential Breath Measurement Devices for the evidential testing of breath at the 

.02 and .04 alcohol concentrations.  



"Federal Act" means the Omnibus Transportation Testing Act of 1991 and the regulations issued by the United 

States Department of Transportation pursuant to that Act. 

"Oklahoma Act" means the Oklahoma Standards for Workplace Drug and Alcohol Testing Act. 

 "Initial drug test" means the test used to differentiate a negative specimen from one that requires further testing 

for drugs or drug metabolites.  

"Initial validity test" means the first test used to determine if a specimen is adulterated, diluted, or substituted.  

"Invalid drug test" means the result for a urine specimen that contains an unidentified adulterant or an 

unidentified interfering substance, has abnormal physical characteristics, or has an endogenous substance at an 

abnormal concentration that prevents the laboratory from completing or obtaining a valid drug test result. 

"Medical review officer" ("MRO") means a person who is a licensed physician and who is responsible for 

receiving and reviewing laboratory results generated by an employerôs drug testing program and evaluating 

medical explanations for certain drug test results.  

"Safety-sensitive function" means all time from the time a driver begins to work or is required to be in readiness 

to work until the time he/she is relieved from work and all responsibility for performing work.  

"Screening Test Technician" ("STT") means a person who instructs and assists employees in the alcohol testing 

process and operates an ASD. 

"Service agent" means any person or entity, other than an employee of the employer, who provides services 

specified under this part to employers and/or employees in connection with DOT drug and alcohol testing 

requirements.  

"Split specimen" means a part of the urine specimen that is sent to a first laboratory and retained unopened, and 

which is transported to a second laboratory in the event that the employee requests that it be tested following a 

verified positive test of the primary specimen or a verified adulterated or substituted test result. 

"Stand-down" means the practice of temporarily removing an employee from the performance of safety-

sensitive functions based only on a report from a laboratory to the MRO of a confirmed positive test for a drug 

or drug metabolite, an adulterated test, or a substituted test, before the MRO has completed a verified test. 

"Substance Abuse Professional" ("SAP") means a person who evaluates employees who have violated a DOT 

drug and alcohol regulation and makes recommendations concerning education, treatment, follow-up testing, 

and aftercare. 

"Substituted specimen" means a specimen with creatinine and specific gravity values that are so diminished that 

they are not consistent with human urine. 

ñVerified test" means a drug test result or validity testing result from a United States Department of Health and 

Human Services certified laboratory that has undergone review and final determination by the MRO 

.  

 Required Testing and Consent 

The following testing is required of all drivers: 



Pre-employment Testing and Consent 

A driver must pass an alcohol and controlled substance test prior to performing a safety-sensitive function. The 

test will be conducted during the hiring process or immediately before the driver first performs a safety-

sensitive function.  

Alcohol Testing 

A driver may not commence the performance of duties unless the test shows a concentration of less than 0.04. If 

the test shows a concentration of between 0.02 and 0.04, no safety-sensitive duties may be performed for at 

least 24 hours. 

A pre-employment alcohol test will not be required if: 

(a) The driver has undergone an alcohol test required by the Federal Act within the previous six 

weeks and tested under 0.04; and 

(b) The driver provides evidence that no prior employer of the driver has any record of alcohol 

misuse by the driver within the previous six months. 

Controlled Substances Testing 

The driver must receive a confirmed negative controlled substance test result from a medical officer, except that 

no testing is required if: 

(a) The driver has participated within the previous 30 days in a drug testing program meeting the 

requirements of the Federal Act; and 

(b) While participating in the program, the driver either (a) was tested for controlled substances 

within six months prior to the date of employment application or (b) participated in a random 

controlled substance testing program for the 12 months prior to the date of the employment 

application; and 

(c) The driver provides evidence that no prior employer of the driver has any record of a 

violation of controlled substance use rules by the driver within the previous six months. 

Preemployment Consent 

The School District shall request the driverôs written consent to obtain the following information from DOT-

regulated employers who have employed the driver during the two (2) years before the date of the driverôs 

application to a position requiring safety-sensitive duties:  

(a) Alcohol tests with a result of 0.04 or higher alcohol concentration;  

(b) Verified positive drug tests; 

(c) Refusals to be tested (including verified adulterated or substituted drug test results); 

(d) Other violations of DOT agency drug and alcohol testing regulations; and 



(e) Documentation of the driverôs successful completion of return-to-duty requirements (for 

those drivers who have violated a drug or alcohol regulation). If the previous employer does not 

have this documentation, the School District shall request that the driver produce it. 

A driver may not perform safety-sensitive functions if s/he refuses to consent in writing to the release of the 

above information. 

Drivers are responsible for furnishing the District with accurate information regarding their employment 

history, including accurate identification of all former DOT-regulated employers. 

The School District shall maintain a written, confidential record of the information obtained or of the good faith 

efforts made to obtain the information. This record shall be maintained for three years from the date of the 

driverôs first performance of safety-sensitive functions.  

Prior to the driverôs first performance of safety-sensitive functions, the School District shall ask the driver 

whether s/he has tested positive, or refused to test, on any pre-employment drug or alcohol test (1) administered 

by a DOT-regulated employer, (2) in connection with a position for which the driver applied, (3) involving the 

driverôs failure to obtain safety-sensitive transportation work, and (4) over the period of two years preceding the 

date of the employeeôs application for employment with the School District. If the driver admits to a positive 

test or a refusal to test within the past two years, the School District shall not allow the driver to perform safety-

sensitive functions until and unless the driver documents successful completion of the return-to-duty process. 

 Consequences Associated with Pre-employment Testing 

The School District may decline to employ an applicant who fails drug testing, provides false information, or 

who fails to cooperate with the District in procuring testing and test results. To the extent the applicant has been 

offered employment or placed in an alternate position pending the receipt of test results, the offer may be 

withdrawn and alternate employment terminated in accordance with the Districtôs policies and procedures 

applicable to employee termination. 

Post-accident Testing 

Alcohol Test 

As soon as practical following an accident, an alcohol test will be administered to the following drivers: 

a. Each surviving driver who was performing safety-sensitive functions with respect to the 

vehicle, if the accident involves loss of life. 

b. Each surviving driver who received a moving traffic violation arising from the accident, if the 

accident involved: 

1.bodily injury to any person that necessitated immediate medical treatment away from the 

scene of the accident; or 

 

2.at least one vehicle incurred disabling damage as a result of the accident that required the 

vehicle to be transported away from the scene by a tow truck or other vehicle. 

The test is to be administered within two hours of the accident. If the test is not administered within that time, 

the driver's supervisor shall cease attempts to administer an alcohol test and shall prepare a written report 

explaining why a test was not given. 



Drivers shall remain readily available for testing. A driver leaving the scene of an accident without a valid 

reason prior to submission to the test may be deemed to have refused to submit to testing. 

A breath or blood alcohol test conducted by a law enforcement agency will be considered to meet these 

requirements if the test meets the requirements of the Federal Act and the test results are obtained by the School 

District. 

Controlled Substances Testing 

As soon as practical following an accident, a test for controlled substances will be administered to the following 

drivers: 

a. Each surviving driver who was performing safety-sensitive functions with respect to the vehicle, 

if the accident involved the loss of human life. 

 

b. Each surviving driver who received a moving traffic violation arising from the accident, if the 

accident involved: 

 

c. bodily injury to any person that necessitated immediate medical treatment away from the scene 

of the accident; or 

 

d. at least one vehicle incurred disabling damage as a result of the accident that required the vehicle 

to be transported away from the scene by a tow truck or other vehicle. 

The test is to be administered within thirty-two (32) hours of the accident. If no test is made within that time 

period, then no test will be made and the driver's supervisor will prepare a written report stating the reasons for 

not administering a prompt test. 

Drivers shall remain readily available for testing. A driver leaving the scene of an accident without a valid 

reason prior to submission to the test may be deemed to have refused to submit to testing. 

A urine test for controlled substances administered by a law enforcement agency will be considered to meet 

these requirements if the test meets the requirements of the Federal Act and the results are obtained by the 

School District. 

 

Random Testing 

Random alcohol and controlled substances testing of drivers will be conducted throughout the year. Selection of 

the drivers to be tested will be made by a scientifically valid method, such as random-number table or a 

computer based random-generator matched with drivers' social security numbers, payroll identification numbers 

or other comparable identifying numbers. Dates for administering unannounced testing shall be unpredictable 

and spread reasonably throughout a nine (9) month period.  

Drivers are to be tested while performing safety-sensitive functions, just before performing those functions, or 

just after ceasing those functions. A driver who is notified of selection for random alcohol or controlled 

substances testing must proceed to the test site immediately, unless the driver is performing a safety-sensitive 

function other than driving, in which case the driver must cease performing the safety-sensitive function and 

proceed to the test site as soon as possible. 



The minimum annual percentage rate for random alcohol testing will be twenty five percent (25%) of the 

average number of driver positions, subject to adjustment of the percentage by the Federal Highway 

Administration. The minimum annual percentage rate for random testing for controlled substances will be fifty 

percent (50%) of the average number of driver positions. 

  

Reasonable Suspicion Testing 

Alcohol and controlled substance testing will be conducted when there is reasonable suspicion to believe that a 

driver has violated a provision in this Policy. Reasonable suspicion shall be based on specific, 

contemporaneous, articulable observations concerning the appearance, behavior, speech or body odors of the 

driver. Reasonable suspicion for controlled substance use may also be based on indications of the chronic and 

withdrawal effects of controlled substances. 

Alcohol testing is authorized only if the observations are made during, just preceding, or just after the period of 

the work day that the driver is performing a safety-sensitive function. A written record must be made as to why 

an alcohol test was not made within two hours following a determination of reasonable suspicion of misuse. No 

test is to be made if eight hours passed after the determination. 

Persons designated to determine whether reasonable suspicion exists shall receive at least sixty (60) minutes of 

training on performance indicators of probable alcohol misuse. The required observations shall be made by a 

supervisor who has received training in detecting the symptoms of alcohol/controlled substance misuse. The 

supervisor who makes the determination that reasonable suspicion exists shall not conduct the alcohol test. 

A written record will be made of the observations leading to a controlled substance reasonable suspicion test. 

The record will be signed by the supervisor who made the observations. The record will be made within twenty 

four (24) hours of the observed behavior or before the test results are received, whichever is earlier. 

 Return to Duty Testing 

 Returning after Reasonable Suspicion of Alcohol Abuse Determination 

A driver suspected of being under the influence of or impaired by alcohol will not be permitted to perform a 

safety-sensitive function until: (i) an alcohol test shows a concentration of less than 0.02; or (ii) 24 hours have 

elapsed following a determination that there was reasonable suspicion to believe the driver has violated the rules 

in this Policy against alcohol misuse.  

Returning after Violation of Prohibitions in this Policy 

A driver who has engaged in conduct prohibited by this Policy shall not be permitted to perform safety-sensitive 

functions until s/he first passes a controlled substance test and/or an alcohol test with an alcohol concentration 

of less than 0.02. 

A driver who has violated a provision in this Policy cannot again perform any safety-sensitive duties for any 

employer until and unless the driver completes the SAP evaluation, referral, and education/treatment process. 

 

 



Follow-Up Testing 

A driver who has been identified by a SAP as needing assistance in resolving problems with alcohol misuse or 

controlled substance use and who has returned to duty involving the performance of a safety-sensitive function 

will be subject to a minimum of six (6) unannounced follow-up alcohol and/or controlled substance tests over 

the following twelve (12) months. The SAP is the sole determiner of the number and frequency of follow-up 

tests, as well as whether the tests will be for drugs, alcohol or both. The SAP can direct additional testing during 

this period or for an additional period up to a maximum of sixty (60) months. The School District must carry 

out the SAPôs follow-up testing requirements.  

  

Test Procedures 

Testing methodology will comply with the requirements of the Oklahoma Act, except that the requirements of 

the Federal Act stated in this Policy supersede the provisions of the Oklahoma Act. Alcohol testing must be 

conducted in a location that provides visual and aural privacy to the driver, sufficient to prevent unauthorized 

persons from seeing or hearing the test.  

Alcohol Testing Procedures 

Procedures for an Alcohol Screening Test Using an EBT or Non-Evidential Breath ASD 

a. When the driver enters the testing location, the BAT or STT will require the driver to provide 

positive identification. If the driver requests, the BAT or STT will provide positive identification. 

The BAT or STT will explain the testing procedure. An individually-sealed mouthpiece is 

opened in the view of the driver and attached to the EBT. The driver will then blow into the 

mouthpiece for at least six (6) seconds. If the EBT does not provide a printed result, the BAT or 

STT will record the test number, date, technicianôs name, location and test result in a log book. 

The driver will initial the log book. If the EBT provides a printed result, the result is either: (i) 

printed on the testing form; or (ii) affixed to the form with tamper-evident tape.  

 

b. If the screening test result is less than 0.02, the BAT or STT will transmit the result in a 

confidential manner to the School Districtôs DER, who is designated by the board of education or 

the school superintendent to receive and handle alcohol test results in a confidential manner.  

 

c. If the breath test is 0.02 or higher, a confirmation test is required. The confirmation test must be 

conducted no less than fifteen (15) and no more than thirty (30) minutes after the screening test. 

Before a confirmation test is given, the BAT must conduct a "blank" test on the EBT to obtain a 

reading of 0.00. The remainder of the confirmation test is identical to the screening test for 

EBTs. 

 

d. If the confirmation test result is lower than 0.02, nothing further is required of the driver. 

 

e. If the confirmation test result is 0.02 or higher, the driver must sign and date the ATF. The BAT 

will immediately transmit the result to the DER in a confidential manner.  

 

f. Refusal to take a required test has the same consequences as if the driver had tested 0.04 or more. 

The following constitutes a refusal to take a test: (1) failure to appear for any test within a time 

required to appear; (2) failure to provide an adequate amount of saliva or breath for testing 

without a valid medical explanation; (3) failure to cooperate with any part of the testing process; 

(4) failure to sign the alcohol testing form or ATF certification; (5) failure to remain at the 



testing site until the testing process is complete, unless the test is a pre-employment test; (6) 

failure to undergo a medical examination or evaluation due to insufficient breath sampling; (7) 

leaving the scene of an accident before being tested, except when reasonably necessary to 

receive medical treatment. 

Procedure for an Alcohol Screening Test Using Saliva ASD 

When the driver enters the testing location, the STT will require the driver to provide positive identification. If 

the driver requests, the STT will provide positive identification. The STT will explain the testing procedure. 

The STT will check the expiration date on the device and show it to the driver. An individually wrapped 

package containing the device will be opened in the presence of the driver, and the driver will be instructed to 

insert the device into his or her mouth and use it in the manner described by the manufacturer. If the driver 

chooses not to use the device, the STT must insert the device into the driverôs mouth and gather saliva.  

Controlled Substances Testing Procedures 

Procedures for Collection of Urine Specimens 

a. All urine collections must be split specimen collections.  

b. The School District must direct an immediate urine collection under direct observation with no 

advance notice to the driver, if: 

 

c. the laboratory reported to the Medical Review Officer ("MRO") that a specimen is invalid and 

the MRO has reported that there is not an adequate medical explanation for the result; or 

 

d. the MRO reported that the original positive, adulterated, or substituted test result had to be 

cancelled because the test of the split specimen could not be performed. 

 

e. The School District may direct a collection under direct observation of a driver if the drug test is 

a return-to-duty test or a follow-up test.  

 

f. A driver must receive an explanation of the reasons for a directly observed collection.  

 

g. If a driver declines to allow a directly observed collection, that driver will be considered to have 

refused to test.  

 Procedures for Testing of Urine Specimens 

a. Testing of urine samples for controlled substances shall be performed by a laboratory certified by the 

federal Department of Health and Human Services ("DHHS") under the National Laboratory 

Certification Program.  

 

b. Controlled substance testing may only be performed for the following five drugs or classes of drugs: (a) 

marijuana metabolites, (b) cocaine metabolites, (c) amphetamines, (d) opiate metabolites, and (e) 

phencyclidine (PCP). 

 

c. If the driver requests a test of a split specimen, the first laboratory will ship the unopened split specimen 

to a second DHHS-approved laboratory for testing. If the test of the split specimen fails to confirm the 

presence of a controlled substance, the entire test is cancelled. 

 

d. The driver must request a split specimen test verbally or in writing within 72 hours of being notified of a 

verified positive drug test or refusal to test because of adulteration or substitution.  



 

e. If a driver does not make a request within 72 hours, the driver may present information to the MRO 

documenting that serious injury, illness, lack of actual notice of the verified test result, inability to 

contact the MRO, or other circumstances unavoidably prevented the driver from making a timely 

request.  

 

f. If a driver makes a timely request for a split specimen test, the School District must ensure that the 

MRO, first laboratory and second laboratory perform the split-specimen testing functions in a timely 

manner. If necessary, the School District must pay for the split specimen testing and seek reimbursement 

from the driver. 

 

g. The MRO will report split specimen test results to the DER and driver. 

 

h. The laboratory will report results directly to the MRO. The laboratory will not report the results to 

anyone else.  

i. When the MRO receives a confirmed positive, adulterated, substituted, or invalid test result from the 

laboratory, the MRO will attempt to contact the driver to determine whether the driver wants to discuss 

the test result. If the MRO cannot reach the driver after reasonable efforts to do so, the MRO must 

contact the DER but cannot tell the DER that the driver has a confirmed positive, adulterated, 

substituted, or invalid test result. The DER must then attempt to contact the driver. If the DER makes 

contact with the driver, the DER should simply direct the driver to contact the MRO immediately and 

inform the driver of the consequences of failing to contact the MRO within the next 72 hours. If the 

DER is unable to reach the driver after making three (3) attempts, spaced reasonably, over a 24-hour 

period, then the DER may place the driver on temporary medically unqualified status or medical leave. 

Documentation must be kept by the DER of any actual and/or attempted contacts with the driver, 

including the dates and times of the contacts. If the DER is unable to contact the driver within the 24-

hour period, the DER must leave a message for the driver by voice mail, e-mail or letter to contact the 

MRO and inform the MRO of the date and time of this message.  

 

j. Confirmation testing for controlled substances will be performed in accordance with the Oklahoma Act, 

except when the Oklahoma Act conflicts with Federal law.  

 

k. The MRO must verify a confirmed positive test result for marijuana, cocaine, amphetamines, and/or 

PCP unless the driver presents a legitimate medical explanation for the presence of the 

drug(s)/metabolite(s) in her or his system. 

 

l. As part of the verification decision, the MRO must conduct a medical interview that includes reviewing 

the driverôs medical history and any other relevant biomedical factors presented by the driver, as well as 

directing the driver to undergo further medical evaluation. 

 

m. DOT tests must be completely separate from non-DOT tests in all respects, and DOT tests must take 

priority over non-DOT tests. DOT tests must be completed before a non-DOT test is begun. The results 

of a DOT test shall not be disregarded or changed based on the results of a non-DOT test.  

 Prohibitions 

A driver will not be permitted to report to duty or to remain on duty requiring the performance of a safety-

sensitive function if: 

Alcohol 

a. The driver has an alcohol concentration of 0.02 or higher as measured on a breath test. 



 

b. The driver displays behavior or appearance characteristics of alcohol misuse. 

 

c. The driver is under the influence of or is impaired by alcohol, as shown by behavioral, speech, 

and performance indicators of alcohol misuse. 

 

d. The driver possesses alcohol while on duty. 

 

e. The driver uses alcohol during duty performance. 

 

f. The driver has used alcohol within the four hours prior to performing duties. 

 

g. The driver has had an accident within the last eight hours and has not taken a breath test showing 

clearance from prohibited alcohol levels. 

 

h. The driver has refused to take a breath test for alcohol use. 

 

i. The driver is taking any prescription or non-prescription medication containing alcohol, even if 

the driver has notified the driver's supervisor of the medication use. 

Controlled Substances 

a. The driver uses any controlled substance, unless the use is pursuant to a physician's written 

certification stating that the use does not adversely affect the  

 

b. driver's ability to safely operate a motor vehicle. 

 

c. A supervisor or administrative employee has actual knowledge that a driver has used a controlled 

substance. 

 

d. The driver has a positive confirmed test for a controlled substance. 

 

e. The driver displays behavior or appearance characteristics of controlled substance use. 

 

f. The driver has refused to take a controlled substance test.  

 

Refusal to Test 

A driver has refused to take an alcohol or controlled substance test if s/he: 

a. Fails to appear for any test as directed by the School District.  

 

b. Fails to remain at the testing site until the testing is complete. 

 

c. Fails to provide a urine specimen. 

 

d. Fails to provide a sufficient amount of urine when there is no adequate medical explanation for 

the failure. 

 

e. Fails to permit a directly observed or monitored collection. 

 

f. Fails or declines to take a second test the School District or collector has directed. 



 

g. Fails to undergo a medical examination or evaluation as directed by the MRO as part of the 

verification process or as directed by the DER when the urine sample was insufficient.  

 

h. Fails to cooperate with any part of the testing process (e.g. refuses to empty pockets when 

directed to do so, behaves in a confrontational way that disrupts the collection process). 

 

i. Has a verified adulterated or substituted test result. 

 

Standing Down Employees 

Stand-down is "the practice of temporarily removing an employee from the performance of safety-sensitive 

functions based only on a report from a laboratory to the MRO of a confirmed positive test for a drug or drug 

metabolite, an adulterated test, or a substituted test, before the MRO has completed verification of the test 

result." 

a. DOT regulations prohibit employers from standing employees down, before the MRO has 

completed verification of the test result.  

 

b. A verified test is a drug test result or validity testing result from an HHS-certified laboratory that 

has undergone review and final determination by the MRO. 

 

c. The District may assign a driver non-driving duties pending the receipt of a verified test result 

when the District has reasonable suspicion to believe the employee is impaired. 

 

d. When the District does remove an employee from service, following verification of the drug test 

result, it will do so consistent with the confidentiality requirements, within its control, imposed 

by law. 

Referral and Treatment 

A driver who violates any of the Prohibitions in this Policy shall be advised of the resources available to the 

driver for evaluating and resolving problems associated with the misuse of alcohol or use of controlled 

substances, including the names, addresses and telephone numbers of substance abuse professionals and 

counseling and treatment programs.  

A driver who violates any of the Prohibitions in this Policy must be evaluated by a SAP who shall determine 

what assistance, if any, the driver needs in resolving problems associated with alcohol misuse or controlled 

substance use. The driver will not be permitted to perform safety-sensitive duties for any employer until and 

unless he or she completes the SAP evaluation, referral, and education/treatment process.  

If the driver is identified as needing assistance in resolving problems associated with alcohol misuse or 

controlled substance use, the driver must be evaluated by a SAP to determine if the driver has properly followed 

the prescribed rehabilitation program. The driver must be subject to unannounced follow-up alcohol and/or 

controlled substance tests upon return-to-duty.  

The SAP will provide a written report directly to the DER highlighting the SAPôs specific recommendations for 

a course of education and treatment with which the driver must comply prior to returning to the performance of 

safety-sensitive functions. Neither the driver nor the School District shall seek a second SAPôs evaluation in 



order to obtain another recommendation. Only the SAP who made the initial evaluation may modify his or her 

initial recommendations.  

If the SAP recommends that the driver continue treatment, aftercare or support group services after returning to 

safety-sensitive duties, the School District may require the driver to participate in the recommended treatment 

or services as part of the return-to-duty agreement.  

These requirements do not apply to drivers refusing to be tested or drivers having a preemployment test of 0.04 

or more. 

The School District is not required to return a driver to safety-sensitive duties just because the driver complies 

with the SAPôs recommendations.  

 

 Educational Materials 

Each driver shall receive educational materials that explain: (1) the alcohol misuse prevention requirements; (2) 

the School District's policies and procedures; (3) the identity of a contact person knowledgeable about the 

materials; (4) factual information on the effects of controlled substance use and alcohol misuse on personal life, 

health and safety; (5) where help can be obtained, including information regarding the School District's 

Employee Assistance Program; (6) categories of employees subject to testing; (7) a description of prohibited 

conduct and the circumstances that trigger testing; (8) testing procedures and safeguards; (9) what constitutes a 

refusal to submit to testing and the consequences; (10) signs and symptoms of an alcohol or controlled 

substance problem; (11) consequences for drivers with an alcohol test level of 0.02 or more but less than 0.04; 

and (12) the consequences of violating the rules in this Policy. The Districtôs staff will prepare and distribute 

appropriate educational materials as provided for in this section. 

Maintenance of Records 

Upon written request, a driver is entitled to obtain copies of any School District records concerning the driver's 

use of alcohol or controlled substances, including test results. The School District shall not release individual 

test results or medical information about a driver to third parties without the employeeôs specific written consent 

to the release of a particular piece of information to a particular person or organization. Notwithstanding this 

prohibition, the School District may release information pertaining to a driverôs drug or alcohol test without the 

employeeôs consent in certain legal proceedings.  

Disciplinary Action  

Employees who violate any prohibition in this Policy will be subject to disciplinary measures, including 

employment termination. Likewise, employees whose test results are positive for alcohol or controlled 

substances are subject to disciplinary actions, including employment termination. The same disciplinary 

consequences face individuals who provide false information in connection with the testing process or who fail 

to cooperate with the Districtôs efforts to fulfill its testing obligations. 

Other Policies 

This Policy does not supersede any other School District policy pertaining to alcohol misuse or controlled 

substance use by School District employees, except to the extent that this Policy is specific to drivers 

performing safety-sensitive functions. To the extent permitted by federal law, this Policy is to be interpreted 

consistent with Oklahomaôs Act regarding drug and alcohol testing of personnel. 



  



BLACKWELL SCHOOL DISTRICT 

BUS DRIVER CONSENT FOR RELEASE OF INFORMATION 

FROM DOT-REGULATED EMPLOYER(S) 

I, __________________________, hereby agree to allow any of my former Department of Transportation 

("DOT") regulated employers, who have employed me within two (2) years of the date that I applied for a 

position with the School District, to release information concerning my prior drug and alcohol tests and results. 

This is for any position I held which required the performance of safety-sensitive duties. I understand that the 

School District is required by law to obtain my consent in writing, and my signature below authorizes any of my 

former DOT-regulated employers to release the following information to the School District: 

Alcohol tests with a result of 0.04 or higher alcohol concentration; 

Verified positive drug tests; 

Refusals to be tested (including verified adulterated or substituted drug test results); 

Other violations of DOT agency drug and alcohol testing regulations; and 

Documentation of the successful completion of the return-to-duty requirements (if I have violated a drug or 

alcohol regulation). 

I further agree to turn over copies of any documentation or information I have in my possession that relates to 

the five (5) areas described above. I understand that if I refuse to consent in writing to the release of the above 

information, federal law prohibits me from performing safety-sensitive duties.  

By signing below I acknowledge that I have read, understand and agree to the foregoing. I also acknowledge 

and affirm that I have provided the School District with a complete listing of my former employers, including 

my former DOT-regulated employers. 

Driver (Print name)  

________________________________________ 

Driver (Signature) 

________________________________________ 

Date 

________________________________________ 

 

 

 

 



For School District Use Only: 

(date)         (District employee initials) 

Consent form provided to bus driver:  

Consent form returned from bus driver:  

Consent declined:  

BUS DRIVER QUESTIONNAIRE 

1. Have you ever tested positive on any pre-employment drug or alcohol test administered by an employer to 

which you applied for, but did not obtain, safety-sensitive transportation work during the past two (2) years? 

 

  ______   ______ 

  Yes   No 

 

2. Have you ever refused to take any pre-employment drug or alcohol test administered by an employer to 

which you applied for, but did not obtain, safety-sensitive transportation work during the past two (2) years? 

  ______   ______ 

  Yes   No 

 

3. If you answered "Yes" to Question 1 or 2, have you successfully completed the return-to-duty process? 

  ______   ______ 

  Yes    No 

 

4. If you answered "Yes" to Question 3, can you provide documentation of your successful completion of the 

return-to-duty process?  

  ______   ______ 

  Yes    No 

If you desire to provide any comments to supplement your answers to questions 1-4 above, please do so 
below: 

 

6.8 Felony Record Search Policy 

 

It shall be the policy of this School District that it will obtain the results of a national felony record search of 

every prospective School District employee. For the purposes of this policy the term "national felony record 

search" means a search of the records of the State of Oklahoma and any state in which the applicant may have 

had known contacts in the past. 



The District shall also conduct an annual search of the Oklahoma Sex Offender and Mary Rippy Violent Crime 

Offender Registries with respect to all employees who offer or provide services to children. In addition, any 

person working with or providing services to children shall be required to sign a statement declaring that he or 

she is not currently required to register under the provisions of the Oklahoma Sex Offenders Registration Act or 

the Mary Rippy Violent Crime Offenders Registration Act. 
 This policy was amended by the Blackwell Board of Education on October 6, 2015. 

 

During the first interview with each employment applicant, the School District will advise the applicant that: 

 

a. The School District requires a national felony record search of every prospective   employee as a 

condition of employment; 

 

b. To enable the School District to request the search and obtain the results, the applicant must 

complete and sign an Authorization and Release form provided by the School District; 

 

c. The School District will only request a felony record search if the Superintendent of Schools 

recommends employment of the applicant; 

 

d. If the Superintendent of Schools recommends employment of the applicant, the applicant must 

pay the search fee, which will not exceed $50; 

 

e. The School District will reimburse the applicant for the search fee unless the search discloses a 

prior felony offense conviction; 

 

f. If the Superintendent of Schools recommends employment of the applicant, the applicant must 

permit himself/herself to be fingerprinted, provide a social security number and provide any 

other information necessary to facilitate the felony record search; and 

 

g. The applicant, if placed on duty prior to receipt of the felony search results, will be classified as a 

temporary employee until the School District is notified that the search is clear of any felony 

record. 

 

h. All felony record searches will be made in compliance with the Federal Fair Credit Reporting 

Act. 

 

i. If the felony record search reveals a prior felony offense conviction or if the applicant provides a 

false response to one or more of the questions on the Authorization and Release, the applicant 

will be denied employment and, if placed on duty prior to receipt of the search results, will be 

deemed to have resigned from employment with the School District, effective upon acceptance 

by the Board of Education. The Board of Education may accept any employee's resignation at 

any time within thirty (30) days after the date the School District is notified of either the 

unsatisfactory search results or learns of the applicant's false response, whichever is later. Under 

these circumstances, the employee waives any due process procedures which might otherwise be 

available under federal and state law and School District policies and procedures. 

The School District will also request a national felony record search of the name, fingerprints, social security 

number or other relevant information of any current School District employee if the Board of Education or 

Superintendent of Schools requests a search of that employee's felony record. 

  



AUTHORIZATION A ND RELEASE 

 

This Authorization and Release is executed under penalty of perjury on the ______ day of _________________ 

20 ___by _________________________________________ , an employee ("Employee") with the Blackwell 

School District. 

 

Employee understands that the Blackwell School District's receipt of a clear national felony record search of 

his/her name and fingerprints has been requested by the Superintendent and/or Board of Education. Employee 

hereby releases his/her felony record search results to the Blackwell School. Employee also releases the School 

District of any and all liability relating to  

its request for, receipt and use of the search results. 

 

Employee acknowledges that he/she has been furnished and understands all of the requirements of the School 

District's Felony Record Search Policy and agrees to be bound by all of its terms and conditions. 

 

Employee also agrees to truthfully answer the following questions: 

 

HAVE YOU EVER: 

   

a. Entered a plea of guilty or nolo contendere to a state or federal felony charge? ___Yes  ___No 

 

b. Been convicted of a state or federal felony offense? ___Yes  ___No 

 

c. Been charged with a state or federal felony offense which was reduced to a misdemeanor offense to which 

which you entered a plea of guilty or nolo contendere? ___Yes  ___No 

 

d. Entered a plea of guilty or nolo contendere to, or been convicted of, a state or federal misdemeanor charge 

involving illegal chemical substances or illegal sexual activity?  

___Yes  ___No 

 

Employee understands that if the felony record search reveals a prior felony offense conviction or if Employee 

has provided a false response to one or more of the above questions, then Employee's employment by the 

School District will be reviewed to determine whether there is a basis for nonreemployment or dismissal. In any 

event, the Board of Education may accept Employee's resignation at any time within thirty (30) days after the 

date the Blackwell School District was notified of either the unsatisfactory search results or the false response, 

whichever is later. 

 

_______________________________ 

"Employee" 

 

 

"Applicant" 

VERIFICATION 

STATE OF OKLAHOMA ) 

) ss. 

COUNTY OF KAY ) 

________________________________________, Applicant, of lawful age and being first duly sworn upon 

oath, deposes and states: that Applicant is familiar with the statements set forth above; that Applicant has read 

and fully understood the foregoing Authorization and Release; and Applicant states that all the matters therein 

set forth are true and correct. 

 

"Applicant" 



SUBSCRIBED AND SWORN to before me this day of , 20 . 

 

Notary Public 

My Commission expires: 

  

(SEAL) 



Applicant authorizes the School District to request and obtain the results of a national felony record search of 

Applicant's name, fingerprints, social security number and any other lawful means of obtaining such results. 

Applicant hereby releases Applicant's felony record search results to the School District. Applicant also releases 

the School District of any and all liability relating to its request for, receipt and use of the search results. 

Applicant acknowledges that Applicant has been furnished and understands all of the requirements of the 

School District's Felony Record Search Policy and agrees to be bound by all of its terms and conditions. 

Applicant also agrees to truthfully answer the following questions: 

HAVE YOU EVER: 

      Yes     No 

a. Entered a plea of guilty or nolo contendere to a state or federal 

felony charge?        ____ ____ 

b. Been convicted of a state or   ____ ____ 

federal felony offense? 

c. Been charged with a state or federal felony offense which was reduced 

to a misdemeanor offense to which which you entered a plea of guilty 

or nolo contendere?        ____ ____ 

d. Entered a plea of guilty or nolo contendere to, or been convicted 

of, a state or federal misdemeanor charge involving illegal chemical 

substances or illegal sexual activity?  ____ ____ 

Applicant understands that if Applicant is hired by the School District prior to receipt of the results of the felony 

record search, Applicant will be classified as a temporary employee until notified otherwise by the 

Superintendent of Schools. Furthermore, Applicant understands that if the felony record search reveals a prior 

felony offense conviction or if Applicant provides a false response to one or more of the above questions, then 

Applicant will be denied employment. If Applicant is employed prior to receipt of the search results then (1) 

Applicant is deemed to have resigned Applicant's temporary employment with the School District, effective 

upon acceptance by the Board of Education; (2) the Board of Education may accept Applicant's resignation at 

any time within thirty (30) days after the date the School District was notified of either the unsatisfactory search 

results or the false response, whichever is later; and (3) Applicant waives Applicant's right to any and all due 

process procedures to which Applicant might otherwise be entitled under federal and state law and School 

District policies and procedures. Applicant understands and agrees that if hired by School District, then 

Applicant is subject to a felony record search at any time during his/her employment with the School District 

and this Authorization and Release shall remain in full force and effect throughout Applicant's employment 

with the School District. 

  



"Applicant" 

VERIFICATION 

STATE OF OKLAHOMA ) 

) ss. 

COUNTY OF KAY ) 

________________________________________, Applicant, of lawful age and being first duly sworn upon 

oath, deposes and states: that Applicant is familiar with the statements set forth above; that Applicant has read 

and fully understood the foregoing Authorization and Release; and Applicant states that all the matters therein 

set forth are true and correct. 

"Applicant" 

SUBSCRIBED AND SWORN to before me this day of , 20 . 

 

Notary Public 

My Commission expires: 

  

(SEAL)  



6.9 Family and Medical Leave Policy 

 

It is the policy of the Blackwell School District to comply fully with the requirements of the Family and 

Medical Leave Act of 1993 (the "Act"). This Act requires that a covered employer provide up to twelve (12) 

weeks of unpaid leave to eligible employees. "Eligible employees" are those employees who: (1) have been 

employed for at least one year by the Blackwell School District; and (2) worked at least 1,250 hours during the 

previous twelve-month period; and (3) have requested leave for a reason covered by the Act. 

 

Reasons for Leave 

 

All eligible employees who meet the Act's requirements may be granted a total of twelve (12) weeks of unpaid 

family leave and paid sick, vacation and personal leave combined (during any year as defined below) for the 

following reasons: 

 

a. (9479) For the birth of a child and to care for such child, or placement for adoption or foster care 

of a child; 

 

b. (9480) To care for a spouse, child or parent with a serious health condition; or  

 

c. (9481) For a serious health condition of the employee that makes the employee unable to 

perform his or her job functions. 

 

1. The term "serious health condition" means one which requires either in-patient care, or 

continuing treatment by a health care provider. This term is intended to cover conditions 

or illnesses affecting health to the extent that in-patient care is required, or absences are 

necessary on a recurring basis or for more than just a few days. A "serious health 

condition" does not cover short-term conditions for which treatment and recovery are 

very brief. Such conditions would normally be covered by the District's sick leave 

policies.  

  

2. The term "year" as used in this Policy shall mean a rolling 12-month period measured 

backward from the date an employee uses any leave. 

  

Availability of Leave 

 

In determining the availability of leave the District will consider the leave available to a person (whether paid or 

unpaid) by virtue of existing employment conditions. The intent of the District is to insure that each individual 

covered by the Act shall have the leave benefits available as a result of the law's requirements. It is not the 

intent of the District or this policy to provide leave benefits that exceed those authorized by rule, policy or 

existing law as supplemented by the Act. Thus, an eligible employee must use any accrued paid vacation leave, 

personal leave and sick leave for any part of the twelve (12) week period. It is the policy of the District that all 

paid non-Act leave will be used first. 

 

An employee requesting leave for one of the reasons authorized by the Act will be entitled to the leave available 

by virtue of existing leave policies. In the event the application of these policies results in less leave than is 

required by the Act an eligible individual will be entitled to such additional leave as is necessary to result in the 

minimum leave specified in the Act for covered individuals.  

 



Where the employee's spouse is also employed by the District, the total number of work weeks of Act leave to 

which both spouses are entitled is limited to twelve (12) work weeks during a year if such leave is for the birth 

of a child or to care for a child or for placement for adoption or foster care of a child. 

 

 

Application for Leave 

 

An employee requesting leave must complete an "Application for Family or Medical Leave." The application 

must state the reason for the leave, the duration of the leave (if known), and the starting and ending dates of the 

leave. An application can be obtained from the office of the Superintendent. 

 

The application for leave must be submitted at least thirty (30) days before family or medical leave because of 

an expected birth or placement of a child, or because a planned medical treatment is to begin. If, for reasons 

beyond the employee's reasonable control, the leave is to begin in less than thirty (30) days, an employee must 

give notice to his or her immediate supervisor and to the office of the Superintendent as soon as is practicable, 

ordinarily within one or two school days of when the employee learns of the need for leave. 

 

 

Leave Based on a Serious Health Condition 

 

A "Medical Certification Statement" must accompany an application for leave based on the serious health 

condition of the employee or the employee's spouse, child or parent. This statement must be completed by the 

applicable health care provider. It must state the date on which the health condition began, the estimated 

duration of the condition, and the relevant medical facts related to the condition. 

 

If  the employee has a serious health condition the certification must state that the employee cannot perform the 

functions of his or her position. Likewise, when the employee is prepared to return to work he or she must 

provide certification by his or her health care provider that the employee is able to resume work. The District 

reserves the right to require the employee to obtain a second medical opinion at the District's expense. If the 

opinions of the first and second health care provider differ, the District may require a third opinion from a 

health care provider mutually agreed upon by the District and the employee. The third opinion shall be final and 

binding. 

 

The District may require subsequent certifications to support FMLA leave but not more often than every thirty 

(30) days unless the employee: (1) requests an extension of leave; (2) changed circumstances occur regarding 

the illness or injury; or (3) the District receives information that casts doubt on the validity of an existing 

certification. 

 

 In the event the employee is applying for leave to care for a spouse, child or parent, the certification must state 

that fact along with an estimate of the amount of time the employee will be needed.  

 

 

Intermittent Leave or Leave on a Reduced Leave Schedule 

 

An employee may request to use available leave intermittently or on a reduced leave schedule. Where leave is 

requested in connection with a serious health condition of the employee or his or her immediate family member, 

the request for leave must be supported with a certification from the health care provider that such leave is 

medically necessary and stating the expected duration and schedule of such leave. There must be a medical need 

for the leave and evidence that the medical need can best be accommodated through an intermittent or reduced 

leave schedule. Any eligible employee seeking leave on an intermittent or reduced leave basis must obtain and 

complete a request for leave and must submit the medical certification required. 

 



Intermittent or reduced leave may also be taken in connection with the birth or because of the placement for 

adoption or foster care of a child. However, intermittent leave or leave on a reduced leave schedule for this 

purpose may only be taken with the approval of the District. 

 

In either instance, whether because such leave is medically necessary or in connection with the birth or 

placement of a child, the employee must try to schedule the leave so as not to unduly disrupt the District's 

operations. In the event the employee takes intermittent leave or reduced leave the District reserves the right to 

place the employee in an alternative position which better accommodates intermittent or reduced leave. 

 

When an instructional employee requests intermittent or reduced leave for planned medical treatment for more 

than twenty percent (20%) of the total number of working days in the period during which the leave would be 

used, the District may require the employee to elect either to (1) take leave for a "particular duration" or time 

which is not greater than the duration of the planned treatment, or (2) be transferred to an alternative position. If 

the instructional employee requesting intermittent leave or leave on a reduced leave schedule does not give 

proper notice as required the District may deny the taking of leave until thirty (30) days after notice was 

provided, or may require the employee to take leave for either a "particular duration" or accept an alternative 

position.  

 

 

Leave Taken near the End of an Academic Term 

 

 If an instructional employee begins any type of covered leave more than five (5) weeks before the end of a 

term, and if the leave will last at least three (3) weeks and the employee would otherwise return to work during 

the three (3) weeks before the end of the term, the District may require the employee to continue taking leave 

until the end of the term.  

 

If an instructional employee takes leave for a reason other than the employee's own serious health condition 

which commences during the five (5) weeks before the end of the term, and if the leave will last more than two 

(2) weeks and the employee would otherwise return to work during the last two (2) weeks of the term, the 

District may require the employee to continue taking leave until the end of the term.  

 

If an instructional employee takes leave for a reason other than the employee's own serious health condition 

which begins during the last three (3) weeks of the term, and if the leave will last more than five (5) working 

days, the District may require the employee to take leave until the end of the term.  

 

For the purposes of this Policy, the word "term" means the first term or Fall semester term of each academic 

year and the second term or Spring semester term of each academic year. 

 

 

 The Effect of Leave on Benefits 

 

During a period of family or medical leave, an employee will be retained on the District's medical insurance 

plan under the same conditions that applied before leave began. In order to continue medical insurance coverage 

the employee must continue to make any contributions that he or she made to the plan before leave. Failure of 

the employee to pay his or her share of the medical insurance premium may result in a loss of coverage. The 

employee is required to pay all of the premiums for any other type of insurance coverage which may exist. 

 

If the employee fails to return to work after the expiration of the leave, the employee will be required to 

reimburse the District for payment of health insurance premiums during the family or medical leave, unless the 

reason the employee fails to return is the presence of a serious health condition which prevents the employee 

from performing his or her job or to circumstances beyond the employee's control. 

 



The employee may not accrue any seniority or employment benefits that would have accrued if not for the 

taking of leave. However, the employee who takes family or medical leave will not lose any seniority or 

employment benefits that accrued before the date leave began. 

 

 

 Reinstatement to Former Position 

I 

An employee generally is entitled to be restored to an equivalent position and to equivalent conditions of 

employment. This may not be applicable to employees who are designated as "highly compensated employees". 

The District cannot guarantee that an employee will be returned to his or her original job. A determination as to 

whether a position is an "equivalent position" will be made by the District. A highly compensated employee is 

one who is salaried, and is "among the highest paid 10 percent" of the employees employed within 75 miles of 

the employee's worksite. An employee who qualifies as a "highly compensated" employee may be denied 

restoration to employment if necessary to prevent substantial and grievous economic injury to the operations of 

the District. 

 

An employee who is ready to return from leave must complete a "Notice of Intention to Return from Family or 

Medical Leave" before he or she can be returned to work. An employee may return to work before the 

expiration of a family or medical leave of absence. In this event notification must be given to the employee's 

supervisor at least five (5) working days prior to the employee's planned return. 

 

 

Failure to Return from Leave 

 

The failure of an employee to return to work upon the expiration of a family or medical leave of absence will 

subject the employee to immediate termination unless an extension is granted. Any termination, as a result of 

this provision, is subject to the same rights as a termination for cause. An employee who requests an extension 

of family leave or medical leave due to the continuance, recurrence or onset of her or his own serious health 

condition, or the serious health condition of the employee's spouse, child or parent, must submit a request for an 

extension, in writing, to the employee's immediate supervisor with a copy to the office of the Superintendent. 

This written request should be made as soon as the employee realizes that she or he will not be able to return at 

the expiration of the leave period. 

 

 

 Interpretation of Act  

 

The District intends to remain faithful to the requirements of the Act. Questions regarding the interpretation, 

administration, and application of the Act to eligible employees shall be resolved by reliance on the FMLA and 

its interpretive regulations. Where relevant, the District will also consider its policies, rules, practices, and 

negotiated agreements. 

  



APPLICATION FOR FAMILY OR MEDICAL LEAVE  

 

Name:  

Current address:  

Position:  

School or Worksite:  

Beginning date of leave:  

Expected date of return to work:  

Reason for leave request (explain):  

  

If family leave to care for a seriously ill family member is requested, state: 

   Name of family member:  

   Relationship of family member to you:  

   Describe care you will provide:  

  

  

  

Name and Mailing Address of Health Care Provider(s):  

  

  

MEDICAL CERTIFICATION 

 

A leave request, based on an employee's serious health condition or the serious health condition of an 

employee's spouse, child or parent, must be accompanied by a medical certification from an attending health 

care provider or providers. 

 

 

EMPLOYEE'S STATEMENT 

 

I hereby authorize Blackwell School District to contact my health care provider(s) to verify the reason for my 

requested leave or for any other information concerning my requested family or medical leave. I understand that 

this authorization will be used only if a medical certification is not received or it is incomplete. 

 

I understand that a failure to return to work at the end my leave period may be treated as a resignation and will 

serve as a basis for discharge unless an extension has been agreed upon and approved in writing by the 

Superintendent of Schools. 

 

__________________________ ____________________________________ 

Date Employee's Signature 

 

Approved by: 

___________________________________  

Employee's Immediate Supervisor Superintendent of Schools 

 

  



APPLICATION FOR FMLA INTERMITTENT LEAVE  

OR LEAVE ON A REDUCED SCHEDULE  

 

Name:  

Current Address:  

Position:  

School or Worksite:  

 

State whether you are requesting intermittent leave or leave on a reduced schedule: 

___ Intermittent Leave 

 Beginning date of leave:  

  

 Ending date of leave:  

 

___ Leave on a reduced schedule 

 Schedule requested:  

  

 Beginning date of revised schedule:  

  

 Date reduced leave expected to terminate:  

 

 

Describe the reason for a request of intermittent or reduced leave:  

  

  

If leave is based on medical necessity of an individual other than the employee state: 

Family member:  

 

Relationship to employee:  

 

Name and address of  

 

Health Care Provider(s):  

  

  

If leave is requested in connection with the birth or placement of a child, please note that the leave is subject to 

the approval of the District. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



EMPLOYEE'S STATEMENT  

 

I hereby authorize the Blackwell School District to contact my health care provider to verify the reason for my 

requested leave or for any other information concerning my requested family or medical leave if the medical 

certification has not been received or has not been fully completed. 

I understand that a failure to return to work at the end my leave period may be treated as a resignation and will 

serve as a basis for discharge unless an extension has been agreed upon and approved in writing by the 

Superintendent of Schools. 

 

__________________________  ____________________________________ 

Date      Employee's Signature 

 

Approved by: 

___________________________________  

Employee's Immediate Supervisor Superintendent of Schools 

 

 

  



MEDICAL RELEASE  

 

I authorize the release of any medical information, necessary to process my leave request, by my physician or 

other health care provider to the Blackwell School District. I understand that my medical records may contain 

information that indicates that I have a communicable or venereal disease which may include, but is not limited 

to, hepatitis, syphilis, gonorrhea of the human immunodeficiency virus, also known as Acquired Immune 

Deficiency Syndrome (AIDS). 

 

_________________________________  ____________________________________ 

Date       Patient's Signature 

 

  



Certification of Health Care Provider 

(Family and Medical Leave Act of 1993) 

 

1. Employee's Name:  

 

2. Patient's Name (if different from employee):  

 

3. The attached sheet describes what is meant by a "serious health condition" under the Family and Medical 

Leave Act. Does the patient's condition/ qualify under any of the categories described? If so, please check the 

applicable category. 

(1)____ (2)____ (3)____ (4)____ (5)____ (6)____, or None of the above_______ 

 

4. Describe the medical facts which support your certification, including a brief statement as to how the medical 

facts meet the criteria of one of these categories:  

  

5.a. State the approximate date the condition commenced, and the probable duration of the condition (and also 

the probable duration of the patient's present incapacity/ if different):  

  

b. Will it be necessary for the employee to take work only intermittently or to work on a less than full schedule 

as a result of the condition (including for treatment described in Item 6 below)?  

 

If yes, give the probable duration:  

 

c. If the condition is a chronic condition (condition #4) or pregnancy, state whether the patient is presently 

incapacitated2/ and the likely duration and frequency of episodes of incapacity2/:  

 

6.a. If additional treatments will be required for the condition, provide an estimate of the probable number of 

such treatments.  

 

If the patient will be absent from work or other daily activities because of treatment on an intermittent or part-

time basis, also provide an estimate of the probable number and interval between such treatments, actual or 

estimated dates of treatment if known, and period required for recovery if any:  

  

b. If any of these treatments will be provided by another provider of health services (e.g., physical therapist), 

please state the nature of the treatments.  

  

c. If a regimen of continuing treatment by the patient is required under your supervision, provide a general 

description of such regimen (e.g., prescription drugs, physical therapy requiring special equipment): 

  

7.a. If medical leave is required for the employee's absence from work because of the employee's own condition 

(including absences due to pregnancy or a chronic condition), is the employee unable to perform work of any 

kind? _____ 

 

b. If able to perform some work, is the employee unable to perform one or more of the essential functions of the 

employee's job (attached is information about the essential job functions)? _____ If yes, please list the essential 

functions the employee is unable to perform:  

  

c. If neither a. nor b. applies, is it necessary for the employee to be absent from work for treatment?  

 

8.a. If leave is required to care for a family member of the employee with a serious health condition, does the 

patient require assistance for basic medical or personal needs or safety, or for transportation?  

 



b. If no, would the employee's presence to provide psychological comfort be beneficial to the patient or assist in 

the patient's recovery?  

 

c. If the patient will need care only intermittently or on a part-time basis, please indicate the probable duration 

of this need:  

 ____________________________   _____________________________ 

(Signature of Health Care Provider)    (Type of Practice) 

 

_____________________________   _____________________________ 

(Address)       (Telephone Number) 

 

To be completed by the employee needing family leave to care for a family member: 

 

State the care you will provide and an estimate of the period during which care will be provided, including a 

schedule if leave is to be taken intermittently or if it will be necessary for you to work less than a full schedule: 

___________________________   _____________________________ 

(Employee Signature)     (Date) 

  



A "Serious Health Condition" means an illness, injury, impairment, or physical or mental condition that 

involves one of the following: 

 

1. Hospital Care 

 

Inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential medical care facility, including any 

period of incapacity2/ or subsequent treatment in connection with or consequent to such inpatient care. 

 

2. Absence Plus Treatment 

 (a) A period of incapacity2/ of more than three consecutive calendar days (including any  subsequent 

treatment or period of incapacity2/ relating to the same condition), that also   involves: 

 

 (1) Treatment/ two or more times by a health care provider, by a nurse or physician's  assistant under 

direct supervision of a health care provider, or by a provider of health care  services (e.g., physical 

therapist) under orders of, or on referral by, a health care provider;  

  

 (2) Treatment by a health care provider on at least one occasion which results in a  regimen of continuing 

treatment/ under the supervision of the health care provider. 

 

3. Pregnancy 

Any period of incapacity due to pregnancy, or for prenatal care 

 

4. Chronic Conditions Requiring Treatments 

A chronic condition which: 

 (1) Requires periodic visits for treatment by a health care provider, or by a nurse or  physician's 

assistant under direct supervision of a health care provider; 

 

 (2) Continues over an extended period of time (including recurring episodes of a single  underlying 

condition); and 

 

 (3) May cause episodic rather than a continuing period of incapacity2/ (e.g., asthma,  diabetes, 

epilepsy, etc.). 

 

5. Permanent/Long-term Conditions Requiring Supervision 

A period of incapacity2/ which is permanent or long-term due to a condition for which treatment may not be 

effective. The employee or family member must be under the continuing supervision of, but need not be 

receiving active treatment by, a health care provider. Examples include Alzheimer's, a severe stroke, or the 

terminal stages of a disease. 

 

6. Multiple Treatments (Non-Chronic Conditions) 

Any period of absence to receive multiple treatments (including any period of recovery therefrom) by a health 

care provider or by a provider of health care services under orders of, or on referral by, a health care provider, 

either for restorative surgery after an accident or other injury, or for a condition that would likely result in a 

period of incapacity2/ of more than three consecutive calendar days in the absence of medical intervention or 

treatment, such as cancer (chemotherapy, radiation, etc.), severe arthritis (physical therapy), kidney disease 

(dialysis). 

  



 

Employer Response to Employee 

Request for Family or Medical Leave 

(Family and Medical Leave Act of 1993) 

(Date) 

 

TO: ________________________________________________ 

 (Employee's name) 

 

FROM: ________________________________________________ 

 (Name of appropriate employer representative) 

 

SUBJECT: Request for Family/Medical Leave 

 

On _______________, you notified us of your need to take family/medical leave due to: 

 (date) 

 

Ǐ the birth of your child, or the placement of a child with you for adoption or foster care; or 

 

Ǐ a serious health condition that makes you unable to perform the essential functions of your job;  

 

Ǐ a serious health condition affecting your Ǐ spouse, Ǐ child, Ǐ parent, for which you are needed    

   to provide care 

 

You notified us that you need this leave beginning on _____________ and that you expect leave  

                 (date) 

to continue until on or about ______________________. 

                                                              (date) 

Except as explained below, you have a right under the FMLA for up to 12 weeks of unpaid leave in a 12-month 

period for the reasons listed above. Also, your health benefits must be maintained during any period of unpaid 

leave under the same conditions as if you continued to work, and you must be reinstated to the same or an 

equivalent job with the same pay, benefits and terms and conditions of employment on your return from leave. 

If you do not return to work following FMLA leave for a reason other than: (1) the continuation, recurrence, or 

onset of a serious health condition which would entitle you FMLA leave; or (2) other circumstances beyond 

your control, you may be required to reimburse us for our share of health insurance premiums paid on your 

behalf during your FMLA leave. 

 

This is to inform you that (check appropriate boxes, explain where indicated): 

1. You are Ǐ eligible Ǐ not eligible for leave under the FMLA. 

 

2. The requested leave Ǐ will Ǐ will not be counted against your annual FMLA leave entitlement. 

 

3. You Ǐ will Ǐ will not be required to furnish medical certification of a serious health condition. If required, 

you must furnish certification by _________________ (insert date) (must be at least 15 days after you are 

notified of this requirement) or we may delay the commencement of your leave until the certification is 

submitted. 

 

4. You may elect to substitute accrued paid leave for unpaid FMLA leave. We Ǐ will Ǐ will not require that you 

substitute accrued paid leave for unpaid FMLA leave. If paid leave will be used the following conditions will 

apply: (Explain)  

  



5(a). If you normally pay a portion of the premiums for your health insurance, these payments will continue 

during the period of FMLA leave. Arrangements for payment have been discussed with you and it is agreed that 

you will make premium payments as follows: (Set forth dates, e.g., the 10th of each month, or pay periods, etc. 

that specifically cover the agreement with the employee)  

  

  

(b). You have a minimum 30-day (or, indicate longer period, if applicable) grace period in which to make 

premium payments. If payment is not made timely, your group health insurance may be canceled, provided we 

notify you in writing at least 15 days before the date that your health coverage will lapse, or, at our option, we 

may pay your share of the premiums during FMLA leave, and recover these payments from you upon your 

return to work. We Ǐ will Ǐ will not pay your share of health insurance premiums while you are on leave. 

 

(c). We Ǐ will Ǐ will not do the same with other benefits (e.g., life insurance, disability insurance, etc.) while 

you are on FMLA leave. If we do pay your premiums for other benefits, when you return from leave you Ǐ will 

Ǐ will not be expected to reimburse us for the payments made on your behalf. 

 

6. You Ǐ will Ǐ will not be required to present a fitness-for-duty certificate prior to being restored to 

employment. If such certification is required but not received, your return to work may be delayed until the 

certification is provided. 

 

7(a). You Ǐ are Ǐ are not a "key employee" as described in Ä 825.218 of the FMLA regulations. If you are a 

"key employee," restoration to employment may be denied following FMLA leave on the grounds that such 

restoration will cause substantial and grievous economic injury to us. 

 

(b). We Ǐ have Ǐ have not determined that restoring you to employment at the conclusion of FMLA leave will 

cause substantial and grievous economic hardship to us. (Explain (a) and/or (b) below. See § 825.219 of the 

FMLA regulations.)  

  

8. While on leave, you Ǐ will Ǐ will not be required to furnish us with periodic reports every _____ (indicate 

interval of periodic reports, as appropriate for the particular leave situation) of your status and intent to return to 

work (see § 825.309 of the FMLA regulations.) If the circumstances of your leave change and you are able to 

return to work earlier than the date indicated on the reverse side of this form, you Ǐ will Ǐ will not be required 

to notify us at least two work days prior to the date you intend to report for work. 

9. You Ǐ will Ǐ will not be required to furnish recertification related to a serious health condition. (Explain 

below, if necessary, including the interval between certifications as prescribed in § 825.308 of the FMLA 

regulations.) 

 

 

6.10 Policy on Physical Examinations of Employees 

 

The Board of Education of the Blackwell School District recognizes that certain employees are required by law 

to undergo annual physical examinations. The Board of Education further understands that physical 

examinations of employees other than on an annual basis, as well as physical examinations of employees who 

are not required by law to take physical examinations, may be necessary in order to insure that employees can 

perform all of the essential functions of their duties. 

Accordingly, the Board of Education of the Blackwell School District adopts the following policy with regard 

to physical examinations of School District employees: 

a. The Superintendent of Schools or the Board of Education may require any employee, at School 

District expense, to undergo a physical examination if: 



1. The employee is required by law to take a physical examination in order to be employed 

by the School District;  

2. The employee, while on duty, is involved in an accident involving property damage or 

personal injury; or 

3. The employee manifests, through personal observation from reliable sources, difficulties 

or problems in fulfilling the essential functions of his job. 

b. It shall be the duty of an employee who is asked to undergo a physical examination to take such 

examination. Failure or refusal to submit to and fully cooperate in a physical examination when 

requested by the Superintendent of Schools or Board of Education may lead to disciplinary 

action, including dismissal or nonrenewal. 

 

c. All physical examinations taken pursuant to this policy shall be at School District expense and 

shall be administered by a medical practitioner chosen by the School District. 

 

d. The term "physical examination" as used in this policy includes all testing and other procedures 

necessary to determine the status of an employee's physical, mental or emotional well-being. 

 

 

6.11 Bloodborne Pathogen Policy 

 

The Blackwell School District adopts this policy pursuant to Rule 380:40-1-2 of the Oklahoma Department of 

Labor, adopting 29 C.F.R. Subpart Z, Section 1910.1030, promulgated December 6, 1991, under the authority 

of the Occupational Safety and Health Act, regarding the protection of Blackwell School District employees 

from occupational exposure to bloodborne pathogens (e.g., Hepatitis B Virus, Human Immunodeficiency Virus, 

etc.). To implement the requirements of the OSHA Bloodborne Pathogen Regulation, the School District has 

adopted a Bloodborne Pathogen Exposure Control Plan, which delineates the rules and procedures to be 

followed by School District employees who are reasonably anticipated to have contact with blood or other 

potentially infectious materials during the performance of their duties. 

 

 The Plan addresses the following areas: 

a. Employee Exposure Determination 

b. Methods of Compliance with Regulation 

c. Personal Protective Equipment 

d. Housekeeping 

e. Waste Disposal 

f. Laundry 

g. Hepatitis B Vaccination 

h. Post-Exposure Evaluation and Follow-Up 

i. Labels and Signs 

j. Record Keeping 

k. Information and Training 

The School District will comply with the requirements of the Regulation and the Exposure Control Plan to 

minimize the risk of occupational exposure to employees. The Plan will be updated periodically to address 

changes in the law and medical knowledge. 

 

 

 

 

 



6.12 Sick Leave Donation Policy 

 

Sick leave days may be donated from one District employee to another within the following guidelines: 

a. Permission to receive donations will be granted only for a District employee who is suffering 

from or has a relative or household member suffering from an extraordinary or severe illness, 

injury, impairment or physical or mental condition that has caused or will cause the employee to 

exhaust all accumulated sick leave earned pursuant to Title 70, Section 6-104 of the Oklahoma 

Statutes and that has caused or is likely to cause the employee to take leave without pay or to 

terminate employment, as determined by the Board of Education. 

 

b. For purposes of this policy, the following definitions apply: 

1. "Relative of the employee" means a spouse, child, stepchild, grandchild, grandparent, 

stepparent or parent of the employee. 

 

2. "Household members" means those persons who reside in the same home, who have 

reciprocal duties to and do provide financial support for one another, including foster 

children and legal wards, even if they do not live in the household. This term does not 

include persons sharing the same general house, when the living style is primarily that of 

a dormitory or commune. 

 

3. "Severe" or "extraordinary" means serious, extreme or life-threatening. 

 

4. "District employee" means a teacher or any full-time employee of the School District. 

Whether an employee is a "full-time employee of the School District" will be determined 

by the standard period of labor which is customarily understood to constitute full-time 

employment for the type of services performed by the employee. 

 

c. The request for permission to receive donations must be in writing and may be presented to the 

Superintendent by the District employee or another employee (acting with the affected 

employee's permission) in his or her behalf. The Superintendent will place the request on the 

agenda of the Board of Education. A District employee may be eligible to receive donations if 

the Board determines that the employee meets the criteria described in this policy and the 

employee has followed District policies regarding the use of sick leave. To allow the Board to 

determine whether the employee meets the criteria described in this policy, the employee must 

first submit a medical certificate from a licensed physician or health care practitioner verifying 

the severe or extraordinary nature and expected duration of the condition. 

 

d. A donee may not use any donated sick leave until his or her own sick leave earned pursuant to 

Title 70, Section 6-104 of the Oklahoma Statutes has been exhausted. The donee may use 

donated sick leave only for the purposes specified in this policy. 

 

e. Donated sick leave will be paid at the daily rate of the donee, not the donor. The sick leave 

received by the donee will be designated as donated sick leave and will be maintained separately 

from all other sick leave balances. 

 

f. Donated sick leave not used by the donee during an occurrence as determined by the Board shall 

be returned to the donating employee. The donated sick leave remaining will be divided among 

the donors on a prorated basis based on its original donated value, returned at its original donor 

value and reinstated to the annual leave balance of each donor. 

 



g. The maximum total number of days that may be received as donations by any employee is one 

hundred (100) during his/her total District employment. [An employee shall not be determined to 

be eligible for donations more than once during his or her term of employment by the District. 

Donations may be made only during the academic year (July 1 -June 30) in which the employee 

is determined to be eligible to receive donations.] 

 

h. An employee may donate only days that are earned and accumulated. The donor may donate any 

amount of sick leave provided the donation does not cause his or her sick leave balance to fall 

below ten (10) hours. 

 

i. Any contribution of sick leave by one employee to another is strictly voluntary. No employee 

shall be coerced, threatened, intimidated or financially induced into donating sick leave under 

this policy. Each contribution of sick leave must be confirmed in writing by the donor to the 

office of the Superintendent. 

 

 

6.13 Sexual Harassment 

 

State and federal law specifically prohibit sexual harassment of employees and students in connection with their 

employment by or enrollment in the Blackwell School District. This policy will set forth the rules and 

regulations to be followed by all students, employees and Board members of the School District with regard to 

the issue of sexual harassment: 

 

"Employee" means any person who is authorized to act in behalf of the School District, whether that person is 

acting on a temporary or permanent basis, with or without being compensated, or on a full-time or part-time 

basis and including board members and school volunteers.  

  

ñStudent" means any person who is enrolled in any school or program of the School District. 

 

In the case of an employee of the School District, "sexual harassment" is defined as unwelcome sexual 

advances, requests for sexual favors, and other verbal, nonverbal or physical conduct of a sexual nature by one 

employee towards another employee which (a) is made an explicit or implicit term or condition of an 

employee's employment, or (b) is used as a basis for employment decisions affecting that employee or (c) has 

the purpose or effect of unreasonably interfering with an employee's work performance, or creating an 

intimidating, hostile or offensive working environment. 

 

In the case of a student of the School District, "sexual harassment" is defined as unwelcome sexual advances, 

requests for sexual favors and other unwelcome verbal, nonverbal or physical conduct of a sexual nature by any 

person towards a student or conduct that denies or limits, on the basis of sex, a student's ability to participate in 

or to receive benefits, services or opportunities in the School District's programs. Age appropriate examples of 

the kinds of things that can constitute prohibited sexual harassment shall be communicated to the students. 

 

All students, employees and Board members are strictly prohibited from engaging in any form of sexual 

harassment of any student, employee, applicant for employment, vendor representative or patron of the School 

District. Any employee engaging in sexual harassment is subject to disciplinary action, including but not limited 

to suspension, demotion, forfeiture of pay or benefits and termination. Such penalties shall be imposed based on 

the facts taken as a whole and the totality of the circumstances such as the nature, extent, context and gravity of 

such activities or incidents. 

 

 Any student engaging in sexual harassment is subject to any and all disciplinary action which may be imposed 

under the School District's Student Discipline Code. 



 

Any employee or student who is or has been subjected to sexual harassment or knows of any student or 

employee who is or has been subjected to sexual harassment shall immediately report all such incidents to either 

the superintendent, assistant superintendent, principal, assistant principal, or any Board member of the School 

District. If the report of an incident needs to be made after normal school hours, the above listed individuals 

may be contacted at home. It is preferred that all such reports be made in person or in writing signed by the 

reporting party, including but not limited to a Title IX grievance form. However, in order to encourage full, 

complete and immediate reporting of such prohibited activities any person may report such incidents in writing 

and anonymously by mailing such reports to the personal attention of any of the above-designated persons. All 

such reports should state the name of the alleged harassing student, employee or board member, the person(s) 

being harassed, the nature, context and extent of the prohibited activity, the dates of the prohibited activity and 

any other information necessary to a full report and investigation of the matter. 

 

Any employee who is subjected to job related sexual harassment is entitled to protection under Title VII of the 

Civil Rights Act of 1964 and the Oklahoma Anti-Discrimination Act and may report such incidents to the 

United States Equal Employment Opportunity Commission or the Oklahoma Human Rights Commission. 

 

The superintendent, assistant superintendent, principal, assistant principal, and any Board member of the School 

District, upon receiving a report (formal or informal) of sexual harassment shall do the following as quickly as 

reasonably possible: 

 

Obtain a statement, oral or written, from the individual who is alleged to have been sexually harassed which 

contains information necessary to conduct a full investigation of the matter. This information should include, 

but is not limited to, the name of the alleged harasser, the person(s) being harassed, the nature, context and 

extent of the prohibited activity, the dates of the prohibited activity and the names of any witnesses; 

 take reasonable and age appropriate, effective steps to separate and protect the individual who is allegedly 

being sexually harassed from the alleged harasser, until the matter can be fully investigated and the appropriate 

remedial steps taken; 

 

a. keep the individual who is allegedly being sexually harassed reasonably apprised, to the extent 

allowed under federal and state privacy laws and regulations, of the investigation and the actions 

taken as a result of the investigation; 

 

b. conduct a full and complete investigation, to the extent reasonably possible and appropriate to 

the age of those involved, regarding the alleged sexual harassment, which would include, but not 

be limited to, interviewing the individual allegedly harassed, any witnesses, review of any 

supporting documents, and interviewing the alleged harasser; 

 

c. based on good judgment, common sense and the facts, as revealed by the investigation, taken as 

a whole and the totality of the circumstances, such as the nature, extent, age of those involved, 

context and gravity of such activities or incidents, take or recommend the taking of appropriate 

and effective measures reasonably calculated to end the harassment and prevent a reoccurrence, 

including but not limited to, as to employees, suspension, demotion, forfeiture of pay or benefits, 

termination or reassignment. 

 

 During and after the investigation, confidentiality shall be maintained, as far as reasonably possible; provided 

however, nothing in this policy shall preclude public disclosure of any information of a personal or confidential 

nature during the course of any suspension, dismissal or nonrenewal hearing or in any litigation. 

 



It is the School District's position that any person filing or complaining of sexual harassment or participating in 

any way in any investigation of a sexual harassment claim under this policy shall not be subjected to any form 

of reprisal, retaliation, intimidation or harassment. The School District will discipline or take appropriate action 

against any student, employee, agent or representative of the School District who is determined to have engaged 

in such retaliatory behavior.  

 

 

6.14 Worker's Compensation 

 

The School District provides benefits established under the Oklahoma Workers' Compensation Act ("Act") to 

all School District employees who are injured in on-the-job accidents. 

 

All regular employees who are injured in on-the-job accidents shall receive statutory benefits including medical 

expenses, temporary compensation and benefits for permanent disability or death as required by the Act. 

 

Accrued and unused personal leave and sick leave benefits shall be paid as allowed by law to the injured 

employee in addition to workers' compensation benefits for temporary disability if the injured employee should 

so elect. Attached to this procedure is an appropriate election form which every injured employee will be given 

as soon as possible after an on-the-job injury. No supplemental payment shall be made until such time as the 

employee returns the election form to the School District. If the election for supplemental pay is made sick 

leave shall be used and exhausted before personal leave unless different instructions are directed by the 

employee, in writing, to the District. 

  



Workers' Compensation/Sick Leave Election Form 

 

The following form shall be used to implement the Workers' Compensation Policy.  

 

I suffered an on-the-job injury on __________________, 20___, while working for the School District. As a 

result of the injury, I am entitled to receive temporary disability compensation according to the Workers' 

Compensation laws of Oklahoma. I understand that I am entitled to receive such compensation until I am 

released by a physician to return to work. I have accumulated certain sick leave/personal leave benefits, because 

of my employment, which are available to me when I am unable to work because of illness or injury. 

 

PLACE AN "X" IN THE APPROPRIATE ELECTION BLANK 

 

1. ___ I would prefer to have:  

Sick Leave Compensation/Personal Leave Supplementation -- Number of days ________  

I understand that by choosing to be paid my accumulated sick leave/personal leave in addition to the temporary 

disability provided by law I will be paid my sick leave/personal leave on a prorated basis to the extent that I will 

receive my full wages until I return to work or the number or sick leave/personal leave days I have are 

exhausted. 

I understand that after the number of specified sick leave/personal leave days are exhausted, I will receive 

temporary disability compensation until I am released by a doctor to return to work. 

I understand that my accrued sick leave/personal leave benefits will be decreased on a prorated basis by those 

days I use as a result of making this election.  

 

OR 

 

2. ___ I would prefer to have: 

Workers' Compensation: Workers' Compensation Temporary Benefits 

Under the Workers' Compensation Act, temporary benefits begin the fourth day off work due to an on-the-job 

injury. The first three days are considered a waiting period during which time temporary benefits are not paid, 

but I request that I be paid my accrued but unused sick leave/personal leave to cover these three days. I 

understand that by making this election, I will not be paid any sick leave/personal leave benefits beyond the first 

three days of the waiting period. 

 

OR 

 

3. ___ I would prefer to not use any of my sick leave/personal leave benefits while I am off work due to my on-

the-job injury. 

Name Social Security #  

Last First Middle 

Address  

Number & Street City State Zip Code 

Job Title School or Department  

Dated this day of , 20____. 

Employee Witness - School District Representative 

 

6.15 Policy Requiring an Employee Annual Criminal Record Questionnaire 

 

 Student and staff safety is of paramount concern to the Blackwell Public Schools Board of Education. 

Employees who have committed criminal offenses could be a threat to the safety of students and staff. The 

Board of Education commits itself to make the best possible effort to maintain a workplace safe for all students 

and employees. 

 



On an annual basis, all School District employees who are employed on September 1 of each year are required 

to truthfully answer the following questions: 

 

HAVE YOU WITHIN THE PAST 365 DAYS: YES NO 

  

Entered a plea of guilty or nolo contendere to a state (any state) or federal felony charge? 

 

____Yes  ____No 

 

Been convicted of a state (any state) or federal felony offense? 

 

____Yes  ____No 

 

Been charged with a state (any state) or federal felony offense which was reduced to a misdemeanor offense to 

which you entered a plea of guilty or nolo contendere? 

____Yes  ____No 

 

Entered a plea of guilty or nolo contendere to, or been convicted of, a state (any state) or federal misdemeanor 

charge involving illegal chemical substances or illegal sexual activity? 

____Yes  ____No 

 

Entered into a deferred prosecution agreement with a state (any state) or federal prosecutor? 

____Yes  ____No 

  

 

All questionnaire forms must annually be returned to the office of Superintendent of Schools by September 15 

of each school year. 

 

Refusal by the employee to sign and return the required form or giving false information or misinformation on 

the required questionnaire form will constitute insubordination and willful neglect of duty and may be the basis 

for disciplinary action, including termination of employment. 

 

 It is the duty of every School District employee, within ten (10) days of any of the following occurrences, to 

notify, in writing, the Superintendent of Schools: 

 

If the employee enters a plea of guilty or nolo contendere to a state (any state) or federal felony charge; 

a. if the employee is convicted of a state (any state) or federal felony offense; 

 

b. if the employee enters a plea of guilty or nolo contendere to a misdemeanor offense that 

originally was a state (any state) or federal felony charge; 

 

c. if the employee enters a plea of guilty or nolo contendere or has been convicted of a state (any 

state) or federal misdemeanor charge involving illegal chemical substances or illegal sexual 

activity. 

 

d. if the employee enters into a deferred prosecution agreement with a state (any state) or federal 

prosecutor. 

 

 



Failure to provide the referenced information, in writing, to the superintendent of schools within the ten (10) 

day period may result in termination for insubordination and willful neglect of duty. 

 

Each year ten percent (10%) of the total staff (certified, support, and administrative) will be randomly selected 

for a complete criminal record check to be conducted in the same manner as pre-employment criminal record 

checks for all employees. 

 

  



EMPLOYEE YEARLY CRIMINAL RECORD QUESTIONNAIRE  

 

HAVE YOU WITHIN THE PAST 365 DAYS: YES NO 

  

Entered a plea of guilty or nolo contendere to a state (any state) or federal felony charge? 

____Yes   ____No 

 

  

Been convicted of a state (any state) or federal felony offense? 

____Yes   ____No 

 

 

Been charged with a state (any state) or federal felony offense which was reduced to a misdemeanor offense to 

which you entered a plea of guilty or nolo contendere? 

____Yes   ____No 

 

 

Entered a plea of guilty or nolo contendere to, or been convicted of a state (any state) or federal misdemeanor 

charge involving illegal chemical substances or illegal sexual activity? 

____Yes   ____No 

 

 

Entered into a deferred prosecution agreement with a state (any state) or federal prosecutor? 

____Yes   ____No 

 

  

_________________________________ 

Signature of Employee 

 

_________________________________ 

Date 

 

If any question is answered "yes," give a detailed explanation on the reverse side of this form. 

This form must be returned to the office of the superintendent of schools by September 15 of each school year. 

 

Refusal by the employee to sign and return the required form or giving false information or misinformation on 

the form will constitute insubordination and willful neglect of duty and may be the basis for disciplinary action, 

including termination of employment. 
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7.1 Administrative Office Hours 

 

Administrative office hours shall be from 8:00 a.m. to 4:30 p.m., Monday through Thursday during the regular 

school year.  The office closes at 4:00 p.m. on Friday.  Summer hours are 8:00 a.m. to 4:00 p.m. daily. 

 

7.2 Requests For Printing 

 

Most duplicating can be accomplished at the local school site with machines and secretarial services available 

there.  Requests for offset printing require a two week notice from the date received in the Office of the 

Superintendent. 

  

The printing of the school newspapers will require submission of a yearly printing schedule.  Newspaper 

teacher/sponsors of their students will be responsible for the preparation of the final copy suitable for printing. 

  

All requests for printing must be cleared by the principal and approved by the Superintendent of Schools. 

7.3 Twelve Months Salary for Employees  
All full -time certified employees of the school will be paid on a twelve month basis.  Teachers may take their 

summer checks all at one time or they may choose to receive them on a monthly basis during the summer.  Full-

time noncertified employees working twelve months or less may choose to be paid monthly salary for actual 

months worked or may draw their salary over a twelve month period. 

 

7.4 Financial Accounting 

 

Money for all middle school and senior high school activities and fees must be deposited with the financial 

secretary, who will be bonded to keep accurate financial records of each transaction.  All bills and fees must be 

paid by check. 

 

 

7.5 Policies and Procedures on Use of School Facilities 

 

  

The School District will permit use of school facilities by educational, political, literary, cultural, religious, 

scientific, civic or recreational community organizations provided that: 

  

The intended use of the facility by the organization meets certain established criteria; and; 

  

When required, a previously established fee is paid by the organization. 

 Providing every student with the best education possible is the primary function and responsibility of the 

Board.  Therefore, school-related functions will be given priority when it is necessary to use school facilities.  

However, the Board is also vitally interested in helping out-of-school activities which support and supplement 

the efforts of this School District. 

  

School facilities are often useful in carrying on the activities of various non-school organizations.  Since many 

constructive educational activities take place outside the classroom, the administration should do as much as 

possible to encourage and aid the commendable efforts of many parents and citizens who work with youth to 

attain objectives which are similar to the goals of this School District. 

  

 



Procedures for Use of School Facilities 

  

Application 

  

All organizations must make application in writing on a provided application form to the superintendent's office 

at least ten (10) days prior to the date of the meeting requested.   

  

If the organization's request is one with regularly occurring dates, approval may be given for the entire 

schedule.  Should a conflict develop with a school activity, the School District reserves the right to cancel the 

permission granted or to suggest a change to a mutually satisfactory date and time. 

  

Although application by a minor is not acceptable, this does not prohibit the use of school premises by them, 

provided the application is made by a competent adult who will supervise and be responsible for the group. 

 

  

Permitted Use 

  

Permission for use of school facilities belonging to this School District may be granted to educational, political, 

literary, cultural, religious, scientific, civic or recreational organizations for purposes and programs which: 

  

a. Are beneficial to the youth of the School District and to the programs of the School District; 

and 

 

b. Do not result in an increased monetary burden on the citizens of the School  

      District. 

 

Priority Use 

 

The superintendent or his/her designee is to determine whether the proposed use of the building will conflict 

with scheduled school programs and is to monitor the building for signs of misuse or abuse. 

  

 

Prohibited Use 

  

School facilities will not be used for: 

  

a. Meetings which promote subversive teachings and doctrines contrary to the spirit of American 

institutions;  

 

b. Activities tending to cause unrest in the community or which reflect upon or promote 

discrimination against citizens of the United States because of race, color, national origin, 

disability, religion, gender, age or sexual orientation; 

 

c. Any activity that may be destructive or injurious to the buildings, grounds or equipment; or 

 

d. Any purpose in conflict with school objectives. 

  

 Payment in Advance 



  

All payments for the use of school facilities must be received at the office of the superintendent at least 72 hours 

in advance of the meeting time. 

 

  

Responsibility of Applicant 

  

The applicant and his/her organization will be held responsible for the proper use of the building, for payment 

for the use of school facilities, for the conduct of persons attending the meeting, and will see to it that activities 

are confined to the areas requested and to the hours agreed upon in the application.  The applicant will 

indemnify the School District for any theft, loss or damage to school property over and above normal wear 

which might be expected from his/her use thereof, and will make prompt payment for such theft, loss or 

damage.  An indemnity bond or a deposit may be required if circumstances warrant.  It is required that users of 

school facilities will see that the activities are conducted at all times under competent adult supervision.  The 

superintendent or his/her designee will be the judge of unwarranted damages to the school property. 

  

  

All rooms or areas will be left in as good condition as they were found, except the usual accumulation resulting 

from normal building use.  No applicant may sublet any part of the building area named in the application 

request.  All applications for repetitious use of the school facilities will be renewed at the beginning of each 

school year and are subject to review by the superintendent. 

  

Users of school property must assume responsibility for the safety and protection of the audience, workmen and 

participants to the extent required by law.  The superintendent has the right to require minimum limits of public 

liability and property damage insurance for all groups using any school facility, and to require that there be 

evidence presented to the superintendent in the form of a certificate of insurance, showing Independent School 

District No. 45 of Kay County, Oklahoma, as an additional named insured. 

 

  

Time Limits 

  

The superintendent of schools shall approve times for all meetings on school property. 

  

 

Cancellations 

  

Requests for cancellation of the use of school facilities must be received at least 24 hours in advance of the 

meeting time.  Failure to do so will obligate the applicant and his/her organization to pay for all custodial and 

such other expenses as are incurred in opening the building for his/her use. 

  

Cancellation of permission may be ordered whenever such action is deemed in the best interest of the School 

District.  However, such cancellations will not be made except when unforeseen emergencies arise, and then 

with as much advance notice as possible.  Permission may be canceled by the superintendent if conduct or 

infraction of regulations warrant. 

  

 

Holidays 

  

As a general rule school properties will not be available for use by outside organizations on school or national 

holidays.  Should one or more meetings approved as a series of meetings fall on such days, such meeting dates 

will be automatically canceled for these days only.  The superintendent may, in his/her best judgment, authorize 

limited exceptions to this rule for good cause shown. 



 

  

Non-School Days 

  

School facilities will be available on non-school days, such as weekends and summer months, provided proper 

application is made and approved by the superintendent and provided such use is not a conflict with use of the 

facilities by school organizations or students. 

  

Charges 

  

Charges made for use of school facilities are not rentals as that term is generally used, but are based on the cost 

of operating expenses that would not otherwise have been incurred, such as utilities, supplies, maintenance of 

facilities, custodial and cafeteria services, as well as clerical services necessary to process each application.  

Such reimbursement charges are subject to change as the superintendent may deem necessary.  With prior 

permission of the board of education, a fee in excess of operating expenses may be charged to a facilities user if 

such user is using school property as a part of a profit-making operation. Such fee will be set by the board of 

education after recommendation of the superintendent. 

  

 

Building Use Without Charge 

  

School organizations such as student organizations, school employee groups and educational organizations, 

such as the OEA, school board organizations, etc., are granted building use without charge as long as such use 

does not conflict with regular school sessions. 

  

No fee will be assessed against school-affiliated and youth-serving organizations for their regularly scheduled 

meetings, including but not limited to: 

  

a. Parent-Teacher Association, booster clubs, band parents--monthly meetings (afternoon or night); 

 

b. Cub Scouts--monthly pack and committee meetings (night); 

 

c. Girl Scouts--weekly afternoon meetings and one monthly night meeting; and 

 

d. Camp Fire Girls--weekly afternoon meetings and one monthly night meeting. 

  

Other groups may present information to the Superintendent so that he can establish whether they are school-

affiliated and youth-serving organizations for whom fees will be waived for periodic meetings.  If there should 

be additional meetings of the above-mentioned or other  school-affiliated and youth-serving organizations, they 

will be charged for custodial services and/or cafeteria employee services as required, according to the regular 

fee as determined by the superintendent. 

  

Organizations which qualify for use of meeting space without charge on weekdays will be charged regular rates 

for meetings held on Saturdays and Sundays, for weekday meetings which extend beyond 11:00 p.m., for use of 

recreational facilities such as gymnasiums and for all fund-raising activity meetings. 

  

 

 

 

 



Custodial Care 

  

A school custodian is assigned for continuous duty during the time the group will be using the school facility.  

The custodian will return to open the building prior to the time set for the meeting, arrange the requested 

facilities and serve as the official representative of the School District.  No one except the qualified custodian 

will be allowed to operate or adjust equipment in the building.  Upon conclusion of the meeting the custodian 

will clean, properly arrange the facilities and carefully inspect the premises before locking the building.  For 

situations in which the meeting does not materialize and has not been previously canceled, the custodian will 

remain on duty for one hour after the requested starting time of the meeting and, if no word is received within 

that period indicating a later starting time, he will lock the building. 

  

Custodians are instructed not to open any areas other than those required in the application.  Additional space 

may be arranged by filing an additional application.  Emergency needs may be requested by telephone. 

 

  

Police Guards 

  

Uniformed officers must be on duty when so directed by the superintendent. 

  

 

Alcohol, Drugs, Tobacco and Dangerous Weapons 

  

The use or possession of alcoholic beverages, low-point beer or controlled substances (drugs) will not be 

permitted on school property.  Organizations using school property for any purpose are expected to comply with 

district policy concerning the use of tobacco.  Dangerous weapons, including but not limited to firearms, are 

prohibited on school property. 

  

 

Athletic Activities 

  

Permission for athletic activities involving the use of school facilities by non-school groups will be granted.  

Such groups may not use the apparatus and other special athletic equipment belonging to the school. Practice 

sessions will be allowed non-school groups provided such sessions do not involve the presence of spectators. 

  

 In those instances where team competition is involved, it must be clearly understood that no team sponsored by 

an organization other than the schools will be identified by name as representing any school in this district. 

  

Apparatus and Equipment 

  

Requests to use public address systems, projection equipment and screens, spotlights, stage sceneries, pianos 

and so forth will be included in the application.  The costs of transparencies, gelatins, special scenery, and 

special lighting effects are to be paid by the using groups.  All such equipment and properties will be operated, 

moved and controlled only by persons specifically designated by the principal. 

  

As a precaution against fire, no request will be granted for the use of lighted candles or other actual flame 

equipment in connection with building usage. 

  

Classroom apparatus, such as shop, science, physical education, home-making, music, business education, art 

laboratory, data processing equipment and athletic equipment which is regularly used for school instruction will 

not be available for use by non-school groups. 

  



School equipment is not available for use off school premises unless it is beneficial to the district in carrying 

forward its programs.  

 

  

 Cafeterias 

  

Use of cafeterias will be granted with or without use of kitchen facilities.  No organization will have access to 

the cafeteria kitchen area unless the cafeteria manager is present and in charge, together with such additional 

paid help from the cafeteria manager's staff as may be required.  In planning an event which will use the 

cafeteria kitchen equipment, the area dietitian, the cafeteria manager, and whatever number of helpers they 

deem necessary, must all be involved in the planning, operation and supervision of such project.  Because of the 

food supplies and expensive equipment, and because of the rigid requirements of health and sanitation  

authorities, the use of cafeteria facilities must be under the direct control of the cafeteria department. 

  

Refreshments will be served only in cafeterias, unless other areas have been approved in writing by the 

principal. 

  

 

Parking Lots 

  

Parking lots are provided with the use of most school buildings.  If use of only a parking lot is desired, 

application will be made as for use of any school facility.  Parking areas are not reserved exclusively for groups 

using school buildings.  Playgrounds will not be used for parking.  

 

 

Use of School Buses 

  

School buses may be used for "summer youth activities" as approved by the State Department of Education 

whenever such equipment is not available from commercial firms in the area, and whenever such use is 

beneficial to the youth of the district, provided such youth groups are adequately supervised by adults and 

provided further that all costs for such operations, including any damages to equipment and usual wear and tear, 

are defrayed by the using group.  Only legally qualified drivers may drive school buses. 

 

 

Use of School Grounds and Recreational Facilities 

  

School grounds will be made available to the general public at times when they are not being used for school 

purposes.  The general public has a responsibility not to cause damage to the property or become a nuisance to 

adjoining property owners and others in the neighborhood. 

  

The Board realizes that each case should be dealt with separately.  However, the following regulations will 

serve as a guide: 

  

a. School playgrounds may be used by organized athletic leagues when not in conflict with school 

programs, upon approval of application to use such facilities; 

 

b. Approval of such application does not include uses of any building facilities.  Application for use 

of restrooms may be made subject to advance payment of a standard charge; 

 

c. No automobiles, motor scooters, motor bikes or other such licensed vehicles are to be driven on 

the playgrounds; 



 

d. Baseball and other such sport activities will be permitted as long as there is no damage to 

neighboring or school property; and 

  

Church Services 

  

Church services by established religious groups may be scheduled in school facilities on a temporary basis due 

to emergency situations or to early organizational efforts of such groups to build or expand a church facility.  

Under no circumstances will such usage be beyond one (1) calendar year from first usage. 

  

 

Concessions 

  

Concession rights at all school facilities are reserved for this School District.  These may be assigned to school 

organizations upon request or may be contracted by outside vendors. 

  

 

 

 

Interpretation of the Policy and Procedures 

  

The superintendent shall interpret and enforce all provisions of this policy and procedures.  The superintendent's 

interpretation shall be final unless at least two board members direct that the issue be brought to the board of 

education for review. 

   



FACILITIES USE AND LICENSE  

AGREEMENT  
 

THIS AGREEMENT is entered into between Independent School District No. 45 of Kay County, Oklahoma 

("School District") and                                           ("Licensee"). 

 

RECITALS : 

a. Licensee desires to use on a temporary basis certain facilities owned by the School District. 

 

b. The School District desires to allow Licensee to use and occupy designated portions of those 

facilities at specific times and for specific purposes. 

 

WHEREFORE , in consideration of the following mutual promises, covenants and conditions and intending to 

be legally bound the parties agree as follows: 

 

a. The School District agrees to allow Licensee to use and occupy the facilities and portions thereof 

described in paragraph 6 below at the times designated in said paragraph 6 below and for the specific 

uses described in paragraph 6. 

 

 

b. Licensee agrees to pay the School District $                     as and for rentals and all required cleaning 

and janitorial expense involved in Licensee's use and occupancy of the facilities. 

 

c. Licensee agrees to release, hold harmless and indemnify the School District, its agents and 

employees from any and all liability regardless of the source and regardless of the type of claim 

which may occur arising out of, directly or indirectly, the Licensee's occupancy and use of the 

below-described facilities.  In addition to the foregoing release and indemnity, and not in lieu 

thereof, Licensee agrees to furnish School District with a certificate or certificates of insurance 

coverage in such amounts as the Superintendent of Schools requires as will insure the School 

District against any and all liability or actions that can arise by virtue of the Oklahoma 

Governmental Tort Claims Act, and naming the School District, its agents and representatives as 

additional parties insureds. 

 

d. Licensee warrants and represents that it is authorized to sign this Agreement and by signing this 

Agreement binds itself, its affiliates, members, successors and assigns. 

 

e. This Agreement is terminable at the will of the School District upon thirty (30) days advance notice. 

 

f.  Designated building: 

 

g. Designated portion: 

 

h. Designated use: 

 

i. Designated date(s): 

 

j.  Designated time: 



 

 Licensee will take care to use all facilities and equipment of the School District in a careful and prudent manner 

so as to prevent any loss, defacement or damage to them.  Licensee is liable to the School District for the 

damages, repair or replacement of any items damaged during its use of the School District's facilities. 

 

DATED  this          day of                                    , 20      . 

 

 

"SCHOOL DISTRICT"  

 INDEPENDENT SCHOOL DISTRICT  
NO. 45 OF KAY COUNTY,  

OKLAHOMA  
  

ATTEST:  

                                                                                                     
 Clerk           President  

 Board of Education     Board of Education  

  

"LICENSEE"  

 _________________________  

    Authorized Representative  
 

 
 

  



USE OF FACILITY  

FEE SCHEDULE 

 

High School Auditorium: 

 Non Profit Organizations  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $175.00 4 hrs. or less 

 Profit Organizations  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $250.00 4 hrs. or less 

 

 Non Profit Organizations  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $225.00 4 ï 12 hrs. 

 Profit Organizations  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $325.00 4 ï 12 hrs. 

 

High School Study Center: 

 Non Profit Organizations  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $125.00 4 hrs. or less 

 Profit Organizations  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $165.00 4 hrs. or less 

 

High School Study Center and Kitchen: 

 Non Profit Organizations  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $150.00 4 hrs. or less 

 Profit Organizations  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $200.00 4 hrs. or less 

 

High School Fieldhouse: 

 Non Profit Organizations  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $250.00 4 hrs. or less 

 Profit Organizations  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $400.00 4 hrs. or less 

 

 Non Profit Organizations  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $350.00 4 ï 12 hrs. 

 Profit Organizations  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $500.00 4 ï 12 hrs. 

 

Middle School Gym/Wrestling Facilities: 

 Non Profit Organizations  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $125.00 4 hrs. or less 

 Profit Organizations  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $190.00 4 hrs. or less 

 

 Non Profit Organizations  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $165.00 4 ï 12 hrs. 

 Profit Organizations  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $265.00 4 ï 12 hrs. 

 

Middle School Cafeteria: 

 Non Profit Organizations  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $125.00 4 hrs. or less 

 Profit Organizations  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $165.00 4 hrs. or less 

 

 Non Profit Organizations  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $145.00 4 ï 12 hrs. 

 Profit Organizations  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $215.00 4 ï 12 hrs. 

 

Elementary Shelters  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $100.00 4 hrs. or less 

 

 

7.6 Use of Buses 

 

School owned buses may be used for transportation of  pupils to and from school and also to and from activities 

in which the students transported are involved.  Buses may not be rented or loaned to outside agencies or groups 

except for purposes connected with youth activities and with approval of the Superintendent of Schools.  Rates 

are to be calculated utilizing current State Department average costs per mile for school buses. 

 



A transportation fee schedule for organizations, other than school personnel is $150.00 per day plus $1.00 per 

mile plus $12.50 per hour for the driver.  

Board Approved November 1, 2004 

 

7.7 School Transportation Policy 

 

The policy of the Blackwell Public Schools is to transport any child whose residence is one and one half miles 

from his/her school as determined by school officials, measuring from the driveway of the residence to the front 

of the school via the most accessible route.  A child may be required to furnish his/her own transportation of not 

more than one half mile to a convenient pickup and delivery point.  Exceptions to this policy are as follows: 

a. Transportation may be provided from the school closest to a child's residence to the school the 

child attends; 

 

b. Transportation may be provided any child who resides less than one and one half miles from 

school, who is physically disabled or who qualifies for transportation as a part of their special 

education I.E.P. 

  

7.8 School Trips ( including subject area meetings, activity/field trips) 

 

Learning experiences may not be limited to the confines of a school room or a school building.  Many resources 

that would be a stimulant to learning and further investigation abound in our community.  It must be 

remembered, however, that our primary concern is for the welfare of the pupil.  This extends to those activities 

undertaken away from the school itself. 

  

Pupils under the supervision of teachers and with proper evidence of parental permission may make reasonable 

direct community contacts as part of the educational experience.  Field trips are to be undertaken only after 

approval of the principal has been given, parental permission obtained, proper arrangements with the 

community agency have been finalized, and arrangements for supervision and transportation of pupils 

completed. 

  
Attendance at in-service meetings and workshops (including coaching clinics) must be approved by the 

principal and Superintendent. 

 

  

Procedure: 

 

The principal is responsible for clearing all trips before plans are made for such trips.  Clearance is obtained by 

the following procedure: 

  

A teacher, coach or sponsor first presents a proposal for a trip to the principal on the form provided. 

  

If the principal approves of the experience, he or she presents a request for the trip to the appropriate authority; 

  

All requests should be approved at least two weeks before the event. 

  



The written request should note if transportation is to be provided by District owned vehicles or by means other 

than District owned vehicles.  It is the responsibility of each principal to request arrangements for transportation 

other than District owned vehicles. 

  

If approval is given, the principal must obtain parental permission for trips involving students. 

  

Reimbursement for approved Subject Area Meetings will be paid on the following basis: 

  

a. Travel:  If school vehicle is not used - reimbursement at the current state reimbursement rate. 

 

b. Lodging:  Single rate only unless a group of participants travel together.  Documentation for 

reimbursement is required. 

 

c. Registration:  (membership dues not included)  Documentation for reimbursement is required. 

 

d. Meals:  (not to exceed $31 per day)  Documentation for reimbursement is required. 

 The expense voucher form should be completed upon return from the trip. 

 

  

 Procedures and administrative policies for the expenditures occurred for school activity travel: 

 

All travel outside the normal day to day activities will have to be approved by the principal and Superintendent.  

An activity trip form is available in the principal's office for this purpose. 

  

If an employee is expecting reimbursement from the central office for expenses, he or she will need prior 

approval from the Superintendent and principal.  Use the Absence From School Request for this approval.  This 

form should be used even though an employee will not miss any school.  No expenses will be reimbursed 

without this prior approval. 

  
 Normally, a trip in excess of 130 miles one way will not be approved. Trips in excess of 130 miles may be as 

determined by superintendent. 

  

Use of school vehicles for commercial or personal reasons will not be permitted.  The purchasing of materials, 

equipment, or projects by teachers to sell to students is discouraged.  If travel is approved for a teacher to 

purchase a project for a student, it is encouraged that the student accompany the teacher and participate in the 

actual selection whenever possible. 

 

 Reimbursement for approved use of personal vehicles will be made at the current allowable IRS mileage rate. 

  
 

 

 

 

 



Mileage Schedule 

Ada................................... 165                  Kingfisher.......................... 100 

Alva.................................... 75                  Mannford........................... 110 

Arkansas City, KSé............... 30             Medford............................... 25 

Billings................................. 25                Muskogee........................... 170 

Braman................................ 10                 Norman.............................. 125 

Carrier.................................. 70    Oklahoma City...................... 110 

 

Chandler.............................. 100               Oologah............................... 118 

Chisholm................................ 70               Pawhuska............................... 65 

Choctaw............................... 120               Pawnee.................................. 65 

Cleveland............................... 90               Perry..................................... 40 

Clinton.................................. 170  Ponca City............................... 20 

 

Collinsville............................. 108 Pond Creek.............................. 35 

 

Cushing................................... 85              Pryor..................................... 145 

 

Deer Creek............................... 15             Ralston.................................... 45 

Del City.................................. 110            Sand Springs........................... 120 

Dewey...................................... 95             Shawnee..................................120 

Edmond..................................... 90            Skiatook.................................... 98 

Enid.......................................... 65             Sperry..................................... 103 

Fairfax....................................... 40            Stillwater.................................... 65 

Garber....................................... 45             Tonkawa.................................... 10 

Guthrie...................................... 75             Tulsa........................................ 130 

Guymon................................... 250             Wakita....................................... 40 

Harrah..................................... 120              Weatherford............................. 155 

Hennessey................................. 85              Wichita, KS................................ 65 

Hominy.................................... 75               Woodward............................... 150 



  

When the number of students traveling on activity trips exceeds the number of one (1) carload, they shall travel 

by bus; except that with administrative approval, cars by be used for overnight trips or when buses are not 

available. 

  

School related out of District expenses will be reimbursed to the Board of Education and to District 

administrators on approved out of District trips.  Proper documentation must be turned in for reimbursement. 

  

Field trips are considered instructional and will be paid for by the Board of Education when approved. 

  

Drivers for school buses must meet the following requirements: 

 

a. Must be at least 18 years of age; 

 

b. Must hold a current chauffeur's license; 

 

c. An annual medical report must be on file at the completion of the certification course and each 

year thereafter.  This will be on file at the Board of Education; 

 

d. Drivers must meet the State Board of Education requirements of State Certification as a school 

bus driver.  For new drivers, this may be done at the first available certification school after they 

begin driving.  No exceptions are permitted.  
 

e. Drivers must satisfy all other requirements of state and federal law and regulations. 

Each regular route driver shall submit a list of riders by grade level and school at the end of the fist week to the 

director of transportation.  Any changes are to be reported to the director of transportation. 

 

7.9 Travel Expense Documentation Policy 

  

The Oklahoma School Code authorizes a school district to reimburse Board of Education members and 

employees for necessary travel expenses.  The Board of Education believes that professional growth is integral 

to achieving the Districtôs goals and mission.  Employees and Board of Education members are encouraged to 

participate in meetings, conferences, seminars and workshops that promote professional growth.  Employees 

may be authorized by administrative approval or by Board approval to participate in professional growth 

activities requiring travel.  Authorization shall be based on the availability of funds, staffing requirements for 

the work area, the relationship of the activity to the employeeôs role in the District and the employeeôs role 

within the organization sponsoring the activity. 

  

District employees, members of the Board of Education, prospective employees for sponsored visits to the 

District, and volunteers who provide approved services on behalf of the District in lieu of District employees, 

shall be reimbursed for their reasonable and necessary expenses while on authorized travel status on District 

business, SUBJECT to furnishing proper documentation of expenses for which reimbursement is requested.  As 

required by Oklahoma law, the travel expense documentation requirements in this Policy are intended to be 

equal to or greater than the requirements specified by law for state employees under the State Travel 

Reimbursement Act. 

 

 



Travel Expense Documentation Procedures 

 

These procedures apply to the documentation of travel expenses of District employees, members of the Board 

of Education, prospective employees and volunteers.  Volunteers must be performing substantial and necessary 

employment-like work for the benefit of the District which has been pre-approved by a District administrator.  

Reimbursement for expenses incurred by a volunteer must be authorized, in writing, by a District administrator 

prior to the start of volunteer services.  The above referenced individuals are referred to as ñclaimantsò or 

ñtravelersò in this Policy.  As required by law, this Policy contains documentation requirements equal to or 

greater than those required of state employees pursuant to the State Travel Reimbursement Act. 

  

  Expenses incurred by the above referenced individuals for the District may be reimbursed for authorized and 

approved travel expenses necessary for the transaction of District business. 

  

The Responsibilities Placed Upon Claimants 

 An individual traveling on District business is expected to exercise the same care in incurring expenses that a 

prudent person would exercise if traveling on personal business.  Excess costs, circuitous routes, luxury 

accommodations and services not necessary or justified in the performance of District business are to be 

avoided as standard practice. 

 Those performing authorized travel are responsible for the preparation and submission of the Districtôs travel 

claim form and accompanying documents.  When traveling, the claimant should obtain appropriate receipts for 

all applicable charges and keep a personal record of miscellaneous expenditures charged to the District so that 

necessary documentation is accumulated and available to prepare and submit with the travel claim form. 

 Expenses for which reimbursement are claimed must be itemized on the travel claim form attached to this 

Policy.  Reimbursement will be made only for expenses which are reasonable and necessary to the transaction 

of official business in connection with the purpose of the travel. 

 The travel claim form must be signed and notarized by the claimant seeking reimbursement.  This statement 

affirms that the travel was performed as stated and that the claim for reimbursement is a true and correct 

account of expenses.  The signature also certifies that none of the expenses claimed have been reimbursed or 

otherwise provided by other sources.  Claimants are warned that by their signature, the claimant is held liable 

under possible penalty of law for any falsified expenses or misstatement of claim, in addition to adverse 

employment actions that may be taken by the district against an employee-claimant, including possible 

employment termination. 

Approval of Claims 

Only persons designated in writing by the Superintendent may approve travel and, after the travel is completed, 

approve claims for recommended payment by the District.  The approving officialôs signature on the travel 

claim affirms:  

a. That the employee or board member claiming reimbursement for travel expenses was duly 

authorized to perform necessary policymaking, professional, technical supervisory, 

administrative, or employment duties for the District; or 

 



b. If the claim is submitted by a prospective employee of the District, that the expenses were 

incurred for a sponsored visit to the District for which the individual was assured that reasonable 

and necessary travel expenses would be paid; or 

 

c. If the claim is submitted by a volunteer, that travel was in performance of a necessary service to 

the District after receipt of written authorization from an administrator to perform such services; 

or 

 

d. The Chief Financial Officer or his/her designee is responsible for the final audit of the 

reimbursement claim for accuracy, completeness, validity and compliance before processing the 

claim through the Business Office. 

  

Errors in calculation or procedure shall be corrected and the claimant provided with a corrected copy. 

  

Issues involving an interpretation of law, policy or procedure shall be noted and the claim shall be returned to 

the authorizing administrator. 

  

Issues unresolved by the authorizing administrator and the Business Office shall be forwarded to the 

Superintendent for a final decision. 

  

Reimbursement for Volunteers 

 There may be times when individuals not employed pursuant to employment contracts with the district perform 

approved services on behalf of the District that are similar to duties performed by employees.  Volunteers may 

be authorized to perform duties for which travel reimbursement is to be paid.  Reimbursement claims will be 

honored only if written authorization to receive reimbursement for performance of the services is issued by a 

District administrator prior to the rendering of the volunteer services.  For example, if a parent is authorized by 

the appropriate District administrator to transport participating students to a school event in lieu of the District 

providing such transportation, a pre-approval form for reimbursement must be signed by the designated 

approving official for mileage reimbursement to be made after the trip.  Separate written authorization is not 

needed for services that written documentation shows is to be furnished on a repeated performance basis during 

the school year.  For example, a written Individualized Education Plan (IEP) providing that the parent shall 

transport a student with disabilities to school in lieu of District transportation and that the parent will be 

reimbursed for mileage provides sufficient written authorization for reimbursement during the time period that 

provision is part of the IEP. 

 Travel 

 Reimbursement is provided for approved and necessary travel expenses incurred by claimants on behalf or for 

the benefit of the District.  Reimbursement may be made for travel expenses incurred both within and without 

the district, but no reimbursement will be allowed for travel between the work site and the residence of an 

employee or between the site of a Board of Education meeting and the residence of a Board member.  

Reimbursement may include expenses incurred to and from a prospective employeeôs residence to the District 

for an approved sponsored visit. 

  Reimbursement is made for expenses actually incurred and paid by a claimant and approved by the Board of 

Education or the employee designated in writing by the Superintendent. 

  



Procedures for Reimbursement 

Claim Form Must Be Completed 

Claims for reimbursement for travel expenses must be submitted on the attached travel claim form.  Completion 

may be made by means of computer, typewriter or clearly legible handwriting.  Requests for reimbursement 

with insufficient or incomplete documentation will be denied. 

 Time Period For Submitting Claim Form 

Claims must be submitted within thirty (30) days after travel is completed.  Notwithstanding this time 

limitation, all requests for reimbursement from the general fund must be made prior to the end of the fiscal year 

in which the vendorôs invoice was issued and services rendered and must be submitted in sufficient time to 

allow the Board of Education to take action at its last regular meeting of the fiscal year.  Reimbursement 

requests not complying with these requirements will be denied unless unusual circumstances are presented to 

and approved by the Board of Education. 

 Any request for reimbursement from an activity fund subaccount which has been approved by the Board of 

Education as a source for reimbursement of the claimantôs particular expenses must be submitted prior to the 

close of the fiscal year unless excused by the Activity Fund Custodian.  Claims to be paid from an activity fund 

subaccount will not be honored if the claimant did not comply with any relevant provisions in Board policies or 

regulations governing requests for authorization to expend activity funds.  Such authorization must be attached 

to the travel claim form.  Otherwise, all provisions of these regulations apply to reimbursement regardless of 

the source of reimbursement funds. 

Accounting Codes 

 The claimant will not be responsible for writing accounting codes on the claim form.  Appropriate codes will 

be entered by the employees given that responsibility. 

Statement Required 

The claimant must affirm by means of a signed and notarized statement that the claims for reimbursement are 

true and correct.  No reimbursement will be made if such affirmation is not signed and notarized by the 

claimant. 

  

Submission of Forms 

 

The claim must be submitted to the designated individual for approval, who, after review and approval of the 

claim, is to sign authorization for disbursement of funds and verify the claim complies with the requirements of 

this Policy.  The signature of the approving official also verifies that the claimant was duly authorized to 

perform the policymaking, professional, technical, supervisory, administrative, volunteer or employment duties 

for which the travel was needed, and that the expenses presented for reimbursement have been reviewed and 

approved and authorized for payment. 

  

The individual to whom an employee travel claim form is to be submitted with be determined by the 

Superintendent or his/her designee.  Employees and volunteers will be informed of these designated 

individuals.  Board members and prospective employees will submit travel claim forms to the Superintendentôs 

office. 

  

 

 Statement of Purpose of Travel Required 

 



 A claimant must state the purpose of the travel in the appropriate space on the travel claim form.  Although the 

statement should be concise, it must be clear enough that an ordinary citizen would understand the purpose of 

the trip.  For example, merely stating the purpose of travel was ñto attend a meetingò is insufficient to clearly 

convey the reason for travel.  Notions ñto attend a State Department of Education workshop to review changes 

made by the Legislature in education finance lawsò, ñto attend a conference concerning education of children 

with disabilities, as shown by the attached meeting brochureò, or ñto tour the North Elementary School facility 

in the _____________ School District to assist planning for new classroom additions to our schoolò are 

example of sufficient statements. 

 

  

Travel Dates Must Be Shown; Duration of Time in Which Claim Must Be Submitted 

 

The inclusive dates during which the travel was conducted must be shown on the travel form.  If available, the 

formal announcement or brochure of a meeting, workshop or seminar is to be attached to the travel claim form.  

If such materials cannot be obtained, a written statement attesting to the inability to obtain such materials is to 

be attached to the travel claim. 

  

Reimbursement for meals and lodging expenses for overnight travel shall not exceed more than twenty-four 

(24) hours before and/or more than twenty-four (24) hours after the date/time the meeting, workshop or 

conference began and/or ended.  An exception is allowed only if a saving in travel costs is available through the 

purchase of discount airline tickets in connection with weekend commercial airline flights.  If such savings are 

available, reimbursement may be allowed to begin up to forty-eight (48) hours before and/or extend forty-eight 

(48) hours after the date of the object of travel; PROVIDED that any extra day of travel must be on a weekend. 

  

Ordinarily, expenses incurred outside the period of travel will not be reimbursed.  However, incidental before 

and after travel expenses consequential to the completion of the purpose of the travel may be reimbursed as 

related trip expenses. 

  

 

 Claim Travel Dates Information 

 

 Reimbursement will be made only for the most direct route in travel.  To verify such direct route, each point of 

travel with its location and the exact date and time of starting and ending overall travel must be shown on the 

travel claim form. 

  

 

Personally Incurred Expenses 

 

 A claimant may be reimbursed only for expenses the claimant personally incurred and is entitled to claim as 

reasonable and necessary travel expenses.  No reimbursement will be paid for expenses incurred by other 

persons unless such expenditures are approved as being necessary for the claimant to have performed the 

services for the District for which the travel was made.  If reimbursement is requested for such expenses, a 

written statement must be attached to the travel claim form listing the expense incurred by one other than the 

claimant and explaining why the expense could not have been incurred by the claimant personally. 

 

  

The ñMiscellaneous Costs Sectionò on the Travel Claim Form: 

  

General Criteria 

 

 The Superintendent may allow for authorized and approved general miscellaneous travel expenses to be 

reimbursed based upon itemization made on the travel claim form.  No receipts are required to be attached to 



the travel claim for such miscellaneous expenses.  These expenses must be listed separately under the 

ñmiscellaneous expenseò category and must not exceed Twenty-Five Dollars ($25.00) for any single expense.  

An expense will not qualify as miscellaneous travel expense unless it is clearly connected with the purpose of 

the travel and cannot be otherwise grouped in another category of travel expense on the claim form.  There must 

be a clear business reason for incurring these expenses.  If the business connection of the expense with the 

purpose of the travel is not clear, additional information may be required to determine if the claimed expense is 

valid.  If the claimant has doubt as to the connection to a valid business purpose, a statement explaining the 

expense should be attached to the travel claim to minimize delay of payment. 

  

Purchases and charges of a personal nature, such as telephone calls not necessary to the travel purpose or 

employment duties, reading materials, over-the-counter medications, alcoholic beverages, movies, non-business 

use of transportation, etc. will not be allowable miscellaneous reimbursement expenses. 

 

  

General Expenses 

 

General miscellaneous travel expenses include tips, parking and toll fees; business communications, such as 

telephone, postage and fax changes ð when approved and authorized; baggage handling for equipment and 

materials; registration fees; and non-personal emergency and other expenses incidental to the purpose of travel. 

 

  

 Expenses Incidental to Travel by Persons with Disabilities 

 

Payment may be approved for extraordinary expenses incurred in travel by an individual with a disability as 

defined by the Rehabilitation Act of 1973.  Reimbursement requires that expenses be approved and authorized 

by the Superintendent and identified on the travel claim from as ñReasonable Accommodations For Claimant 

With Disability As Approved By__________________ò. 

  

Expenses allowed may include transportation, lodging and subsistence expenses incurred by an attendant 

approved and authorized to accompany the claimant when assistance is necessary for travel; cost of specialized 

transportation to and from the points of travel; costs of specialized services provided for a commercial carrier 

necessary to accommodate the claimantôs disability; costs incurred as a direct result of the claimantôs disability 

for baggage handling in connection with public transportation or at lodging facilities; and cost of renting and/or 

transporting a wheelchair. 

  

 

 Receipts Required 

 

Receipts must be attached to travel claim forms when seeking reimbursement for any miscellaneous expense 

item in the amount of Twenty-Five Dollars ($25.00) or more, including any sales tax associated with the 

purchase, and for the expenses listed below in subsections a. through d., regardless of the amount.  At a 

minimum, all receipts are to contain the following information: 

  

a. the date the expense was incurred; 

 

b. the amount paid; 

 

c. the individual who made the payment; 

 

d. the method of payment; 

 



e. a description of the goods or services purchased; and 

 

f. the name, address and telephone number of the vendor. 

  

A credit card slip alone, which is the customerôs copy of a credit card charge form, is not a receipt.  To qualify 

as a receipt, a credit card slip must be attached to a supporting vendor invoice which contains all the 

information required of a receipt. 

  

Some types of expenses require more than the above information for reimbursement.  Receipts acknowledging 

payment by the vendor for the following expenses shall include the additional facts noted after each listed 

expense. 

 

  

 Lodging 

 

The number of guests charged, the single room rate charged, an itemized list of all charges bills, and 

acknowledgment or verification that the bill has been paid. 

 

  

Registration/Tuition 

 

 An itemized list of all charges and acknowledgment or verification of receipt of payment. 

  

Common Carrier Passengerôs Ticket Receipt 

 

The passengerôs ticket receipt issued by the common carrier agent must show the passengerôs name, the number 

of seats charged, the travel class, and destination points. 

 

  

Hire of Travel Conveyance 

 

The vendor for the rent or lease of a vehicle must issue a receipt showing all charges paid, including any 

purchases of fuel and payment of other purchases made in the operation of the rented or leased vehicle, and the 

amount of miles driven. 

  

 

Erasures, Alterations 

 

Any erasures or alterations on the travel claim form must be initialed by the claimant.  Erasures and alterations 

in totals on receipts must be initialed by the person who signed or acknowledged receipt of payment. 

 

  

Expenses In One But Not Major Categories For Overnight Travel 

If one of the three major categories of expenses ð meals, lodging and transportation ð are omitted for 

overnight travel, and one or both of the others is claimed, the claim form either must be annotated with a 

statement to cross reference to another claim by number where the omitted expense item was claimed; must 

show payment of the omitted expenses was made by another source; or must state that no reimbursement is 

being claimed for omitted expenses.  For example, if meals are claimed, there needs to be a notation that 

lodging or transportation is being claimed or not claimed.  If lodging is claimed, there must be a notation 

regarding whether meals and/or transportation is claimed or not claimed.  The notation may be a simple ñno 

chargeò. 



  

 

 Documentation For Claimant Now Deceased 

 

Payment of travel expenses of a person who thereafter becomes deceased is to be made to the estate of the 

claimant.  The travel claim form shall be in the name of the deceased person and the assignment section 

completed for payment to the ñEstate of (claimantôs name)ò.  The ñassignmentò section and the claim form are 

to be signed by the decedentôs appointed ñpower of attorneyò or ñestate representativeò. 

  

 

Lost Or Unavailable Receipts 

 

If a receipt for an expense item is lost or it is impossible or impractical to furnish one, a full explanation of the 

lack of receipt documentation must be attached to the travel claim form.  Mere inconvenience is not a valid 

reason for not supplying the required receipt. 

  

A signed and dated statement or affidavit of lost or unavailable receipt by the claimant may be used to 

document lost or unavailable receipts.  The affidavit must include the name and Social Security number of the 

claimant, the inclusive dates of travel, an itemized list of expenses for which the required receipts are missing, 

and a full explanation of how receipts were lost or destroyed and why it is impossible or impractical to receive a 

duplicate copy from the vendors.  The reviewing authority may take the time needed to investigate any such 

request for reimbursement. 

  

 

 

  



                

  



 

7.10 Building Insurance 

 

Periodic appraisals shall be authorized by the Board of Education in order to adequately determine the amount 

of insurance that should be carried to safeguard the District against undue loss in the event of destruction of 

school properties. 

 

 

7.11 Annual Audit 

 

The Board of Education shall annually employ a certified public accountant to audit the financial records and 

accounts of the school system. 

 

 

7.12 Printed Materials and Press Releases 

 

Any material of a school public relations nature which is to be printed or otherwise produced for general 

distribution in the community shall be first approved by the Superintendent of Schools.  This limitation does not 

apply to the individual school bulletins or P.T.O. instruments.  Press releases relating to Board of Education 

activities of the schools at large shall be cleared through the Superintendent of Schools before release.  

Individual principals are charged with revising for accuracy and clearing all press releases relating to their 

specific schools. 

  

From time to time there may be good reason for the P.T.O. to convey to parents via the school bulletin, certain 

information or suggestions with reference to political, legislative, or other controversial topics related to P.T.O. 

activities or interests.  When approved by the Superintendent of Schools, such messages may be appended to 

school bulletins on the letterhead of the P.T.O., signed by the appropriate P.T.O. officer and conveyed by 

pupils. 

 

 

7.13 School Purchases 

 

No teacher is permitted to make purchases charged to the Blackwell Public Schools.  The procedure in making 

school purchases for your school is through the principal's office.  A requisition is then prepared and presented 

to the Superintendent for approval.  When the requisition is acted upon, the yellow copy will be returned to the 

principal.  If approved, the purchase will be made by the central office staff.  When materials ordered are 

received, the principal should sign and return the yellow copy of the requisition to the Superintendent's office.  

Allow at least two weeks for locally purchase items.  We will refuse all back orders and reorder.  The principal 

will reorder after being notified of the back order by the central office.  Confirmation purchase orders are 

discouraged and will be approved on a limited basis. 

 

7.14 Deposits 

The Board of Education requires that all funds collected by employees for any activities be deposited and 

disbursed through the school bank.  Funds collected by school sponsors are to be sent directly to the principal's 

office.  All funds received in the principal's office should be deposited or night deposited and not left in any 

building overnight.  All checks received for an activity account must be deposited to that same account.  No 

personal checks are to be cashed trough the activity fund.  checks should be written only for the amount due. 



 On days cafeteria money is collected, cafeteria deposits should be made by the principal's office and duplicate 

deposit slips along with reconciliation forms sent to the central office.  

 

7.15 Activity Fund Financial Accounting 

 

The general idea of the Activity Fund is to allow each principal to make decisions concerning those 

expenditures within his/her Activity Fund.  The principal will write the purchase order and, when goods or 

services are delivered, write the check.  The school auditor fully approves of this activity bookkeeping system.  

The auditor does recommend, however, that all purchase orders and requests for purchase or checks be properly 

signed by the organization sponsor before any check is written.  Requests for checks should be filed in the 

office of the principal at least two days prior to need.  An example of this would be when paying an athletic 

official for services rendered.  The requests should be in the school office two days prior to need.  These 

procedures are necessary for accurate accounting purposes. 

 When a "Request for Purchase or Check" form has been approved, the principal will issue a purchase order in 

triplicate.  One copy (white) will be sent to the vendor; one copy (yellow) will be returned to the faculty 

member requesting the purchase; and one copy (pink) will be retained by the principal.  When the goods are 

received, the requestor signs the yellow copy and returns it to the office of the principal or financial secretary.  

The principal attaches the yellow copy to his or her pink copy, removes it from his or her "pending" file and 

places it in his "completed" file, and writes a check. 

 These rules and regulations must be followed in administering the activity funds: 

a. Receipts must be issued by each person who accepts money; 

 

b. Money must NOT be left in the classroom or office overnight; 

 

c. All money must be turned into the individual school office by 1:00 p.m.; 

 

d. Cash must not be used for expenditures until it has been deposited to the account in the  bank; 

 

e. Purchases must NOT be made before the issuance of a purchase order; 

 

f. You will receive a copy of the purchase order, and it must be signed when material is received 

and turned over to the financial secretary for payment; 

 

g. No account shall be permitted a deficit balance without approval of the principal. 

 

h. A principal may not exceed his/her total allocation either from school purchases or instructional 

account of the activity fund. 

7.16 Payroll 

 

Payroll warrants are distributed on the 20th of each month or on the Friday before if the 20
th
 falls on a 

weekend.  Employees who have or should have a dock for any reason must sign an affidavit for their warrants. 

 

7.17 Delivery of Mail and Audio- Visual Supplies and Materials 

 



Interschool Mail:  A box or container should be provided in each school or office for school mail and should be 

plainly marked as such (one container only for each school). 

  

 All school mail should be sent in the special envelopes provided for such and should be used over and over to 

conserve cost. 

  

 School mail should be consolidated.  If you have three or four pieces of mail going to one location, they should 

be placed in one envelope. 

  

U.S. Mail:  A box should be provided within each school or office for U.S. Mail and should be plainly marked 

as such.  U.S. Mail will be picked up at the time school mail is delivered. 

 

 

7.18 Keys 

 

All school building keys must be catalogued.  If for any reason it becomes necessary for anyone to have an 

additional key, please make your request through your principal who in turn will render a requisition to the 

Central Office.  All keys must be purchased through the Central Office in order that numbers may be recorded 

and keys checked out in the proper manner.  Do not permit any student to have a duplicate key made. 
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8.1 Orientation 

 

Arrangements for the orientation of last year's elementary and middle school pupils will be made by the 

principals of the various schools.   

 

8.2 Payment for Damage 

 

Each student shall pay for all damage he or she may do to school property or property of other students within 

one (1) week after demand is made unless by arrangement with the Superintendent payment is deferred until a 

later date. 

 

 

8.3 Contagious Infections and Diseases 

 

All students enrolling in any school in the district shall provide the building Principal or designated 

representative with proof of immunization or furnish documents to satisfy statutory requirements.  Students who 

fail to provide said documentation as required by law shall be excluded form school by the superintendent or his 

or her designated representative until statutory requirments are satisfied.  Notice of exclusion shall be given to 

the parents or guardians as prescribed by law.   

 

The appropriate Principal shall forward evidence of compliance with health tests and the immunization law to 

other schools when requested by such schools or the student's parents or guardians.  

 

Contagious and Infectious Diseases 

 

Any child who is determined to be afflicted with a contagious disease, as currently defined by the Oklahoma 

Department of Health, or with head lice, shall be prohibited from attending school until such time as he or she is 

free from the contagious disease or head lice.  Also, any child prohibited from attending school due to head lice 

shall present to the appropriate school authorities, before he or she may reenter school, certification from the 

Local Department of Health or a physician that the child is no longer afflicted with head lice. 

 

 

8.4 Policy Regarding Admission and Management of Students with Aquired Immune Deficiency Syndrome 

(AIDS) 

 

Acquired Immune Deficiency Syndrome (AIDS) is one of a number of communicable diseases which require 

special precautions to prevent transmission in the school environment.  Because there is no cure for AIDS and 

because it is a life-threatening disease, it is imperative that specialized procedures be followed in the 

management of a student who is diagnosed as a carrier of the Human Immunodeficiency Virus (HIV). 

 

Nature of the Virus 

 

AIDS is a disease which disables the body from fighting infection.  The cause of the disease is infection by the 

HIV.  Three categories of outcomes result from infection by HIV.  The first, AIDS, is the most severe form of 

the infection.  The second form of infection is AIDS-Related Complex (ARC), a milder form with less severe 

symptoms.  The third and most common form of infection by HIV causes the affected person to be an 

Asymptomatic Carrier, having no symptoms but still believed capable of transmitting the virus to others.  Based 



upon the medical evidence presently available, it appears that each of the three levels or stages of HIV infection 

is contagious under certain conditions. 

 

 

Transmission of HIV 

 

Unlike many other communicable diseases, HIV is not believed by most medical authorities to be transmissible 

through casual contact in the normal school environment. Present medical knowledge indicates that the HIV is 

transmitted by the introduction of the virus into the blood stream through sexual contact, sharing of hypodermic 

needles among intravenous drug users, receiving blood transfusions from infected individuals, or at birth.  

Pending further research, however, any spill of body fluid--blood, tears, semen, saliva, vomitus, urine or 

excrement--by an HIV infected individual should be considered as a possible source of infection. 

 

 

Cleanup of Body Fluids 

 

Since it is not always known whether a student is infected with the HIV virus, the School District will follow 

the requirements of its bloodborne pathogen exposure control plan in all situations requiring the cleanup of 

body fluids. 

 

 

Referral of AIDS Students 

 

When school administrators learn that a student may have HIV, ARC or AIDS, the Superintendent will refer the 

matter to the Oklahoma Department of Health and request that it convene a multi-disciplinary team for 

evaluation and recommendation on school placement for the student.  The student's parents or legal guardian, 

legal representative or legal custodian, the student's physician, a representative of the Superintendent, a 

representative of the State Department of Health and a representative of the State Department of Education shall 

be included in the multi-disciplinary team. 

 

If the case is verified by medical authorities as HIV, ARC or AIDS and if there is a possibility that other 

students or employees might become infected from the student, the Superintendent is authorized to arrange a 

safe, temporary placement for the student until permanent arrangements can be made. 

 

Following a thorough analysis of the case, the multi-disciplinary team will make a recommendation as to 

whether and under what conditions the student should be permitted to continue in school.  If an alternative 

educational program is required, the program will be established in the least restrictive environment possible. 

 

The principal is to establish a separate file on that student to which only he and those identified employees are 

to have access.  No entry regarding the HIV, ARC or AIDS condition is to be made on the student's cumulative 

record, health card, the computerized student data base or other record. 

 

 

8.5 Administering Medicine by School Personnel 

 

Under Oklahoma law, a school nurse, an administrator or a designated school employee may administer 

prescription and nonprescription medications to students. 
 

For purposes of this policy, "medicine" or ñmedicationsò includes prescription medications and over-the-counter 

medicines such as but not limited to aspirin, cough syrup, and medicated ointments and any other item used to treat an 

illness, disease or malady. Medication means a metered dose inhaler or a dry powder inhaler to alleviate asthmatic 

symptoms, prescribed by a physician and having an individual label, or an anaphylaxis medication used to treat 



anaphylaxis medication used to treat anaphylaxis, including but not limited to Epinephrine injectors, prescribed by a 

physician and having an individual label. (HB2239) 

The term ñlegal custodianò means a parent, a court appointed guardian or a person having legal custody. 

Except as provided below, students may not retain possession of or self-administer any medicine.  Violation of 

this rule will be reported to the student's parents and may result in discipline including suspension. 

 

Medicine shall not be administered to students by teachers or administrators except pursuant to the provisions of 

this policy. 

 

Only designated employees who have successfully completed specific training in the administration of 

nonprescription and prescription medications may administer such medications.  

 

As further set out below, the District retains the discretion to reject requests for the administration of medication 

and to discontinue the administration of medication. 

 

A student who has a legitimate health need for a medicine shall deliver the medicine to the school nurse or 

school administrator in its original container with the written authorization of the student's parent or guardian 

for administration of the medicine.  The parent's authorization must identify the student, the medicine, and 

include or refer to the label for instructions on administration of the medicine.  The medicine will be 

administered to the student only by the school nurse, an administrator or a designated employee pursuant to the 

parent's instructions and the directions for use on the label or in the physician's prescription.  A new 

authorization form must be completed for each change of medication.  If there are no changes, the authorization 

must be renewed yearly.  If a student brings medications to school without a properly completed authorization 

form the school will inform the studentôs legal custodian of district policy and the inability to give the 

medication.  The studentôs legal custodian may, however, come to the school and dispense the medication to the 

student.  When medication is completed and/or at the end of the school year the authorization form will be 

placed in the studentôs health folder and will be deemed part of the studentôs health record.  Forms for parental 

authorization of administration of medicines are available in the office of the principal. 

 

The administration of each school shall keep a record of the students to whom medicine is administered, the 

date of administration, the person who administered the medicine, and the name or type of medicine 

administered. 

 

Medications must be stored in a separate locked drawer and not readily accessible to persons other than the 

persons who will administer the medication.  Medications requiring refrigeration will be refrigerated in a secure 

area.   

 

Any person administering medicine to a student will be annually trained by October 1 of each year by a school 

nurse to administer medication.  Only those successfully completing the training will be authorized to give 

medication.  A current list of those authorized to give medication will be kept at each school and by the school 

nurse.  Training will include: 

a.         review of state statutes and school regulations (including this policy)     

            regarding administration of medication by school personnel. 

 

 b.         procedures for administration, documentation, handling and storage of        

             medication. 

 

 c.         medication needs of specific students, desired effects, potential side  

            effects, adverse reactions and other observations. 

 



Students who are able to self administer specific medications (inhalers, etc.) may do so provided such 

medication and special equipment are transported and maintained under the studentsô control within all of the 

following guidelines: 

 

a.  A licensed physician or dentist provides a written order that the student  has   a   

particular medical condition (asthma, etc.), is capable of and has  been instructed in the 

proper method of, self-administration of  medication.  It is the studentôs legal custodianôs 

responsibility to contact  the physician and have the physician complete and sign the 

required order. 

 

b.  There is a written legal custodian authorization for self administration of  medication. 

 

c.  Parents and guardians who elect to have the student self medicate are  accepting that 

the District, its agents and employees shall incur no liability  for any adverse reaction or 

injury suffered by the student as a result of the  self-administration of medication and/or 

using the specialized equipment. 

d.    The written authorization will terminate at the end of the school year and  must    be            

renewed annually. 

 

e.         If the legal custodian and physician authorize self medication, the District  is  not 

responsible for safeguarding the studentsô medications or  specialized equipment such as 

asthma inhalers. 

 

f.          Students who self medicate are prohibited from sharing or playing with  their 

medication, special equipment, i.e., inhalers, etc.  If a student engages in these activities the legal 

custodian will be contacted and a  conference will be scheduled with the legal custodian, 

student, nurse and other appropriate persons. 

  

 Students will not be allowed to self administer: 

1. Narcotics 

2. prescription pain killers 

3. ritalin  

4. other medication hereafter designated in writing by the District. 

Each school will provide a private area in the school where students may administer injectables per the student 

medical management plan. 

 

The District strongly recommends that students who must self medicate should wear Medic Alert bracelets or 

necklaces. 

 

The legal custodian will provide any emergency supply of their studentôs inhaled asthma medication to be 

administered by school personnel according to state law. 

 

Nonprescription medication will only be administered by school staff with written authorization of the legal 

custodian.  The nonprescription medication will be administered according to label directions or written 

instructions from the studentôs physician.  The medication must be in the original container that indicates: 

a.         student name (affixed to the container) 



b.         ingredients 

c.         expiration date 

d.         dosage and frequency 

e.         administration route, i.e., oral, drops, etc. 

f.          other directions as appropriate 

Aspirin (acetylsalicylic acid) and products containing salicylic acid will only be administered with written 

instructions of the studentôs physician.  It is the responsibility of the legal custodian to maintain the supply. 

 

Prescription medication will only be administered by school staff with written authorization and instructions.  

Prescription medication must be in original container that indicates: 

 a.         student name  

 b.         name and strength of medication and expiration date 

 c.         dosage and directions for administrations 

 d.         name of the licensed physician or dentist 

 e.         date, name, address and phone number of the pharmacy 

 

It is the responsibility of the legal custodian to maintain the supply. 

 

Any medication that is not reclaimed by the legal custodian by the last official day of school closing or 

reclaimed within seven days of being discontinued by the prescribing physician will be destroyed by the 

designated employee or the school nurse in the presence of a witness according to the following procedures: 

 

Medication will be destroyed in a nonrecoverable fashion. 

a.         Liquid medication will be poured into a sink or toilet. 

b.         Pills or tablets will be poured into toilet. 

 

The following information will be charted on the studentôs health card and signed by the designated employee 

and a witness: 

a.         Date of destruction 

b.         Time of destruction 

c.         Name and quantity of medication destroyed 

d.         Manner of destruction of medication 

 

Any and all controlled substances will be destroyed according to state law. 

 

The designated employee will advise the principal and school nurse if discontinuance of medication is 

appropriate and assist in informing the legal custodian before mailing a discontinuance letter.   

 

Legitimate reasons for discontinuing administration of medication would include but not be limited to: 

a.         a legitimate lack of space or facility to adequately store specific  medication; 

b.         lack of cooperation by the student, parent or guardian and/or prescribing  doctor and the 

District; 

c.         an unexpected and/or adverse medical reaction to the medication at school,  i.e., 

mood change, allergic reaction, etc., considered to be deleterious to  the health and well 

being of the student; 

d.        any apparent change in the medicationôs appearance, odor, or other  characteristics that 

question the quality of the medication; and 

e.        the medication expiration date has passed. 

  



PARENTAL AUTHORIZATION TO ADMINISTER MEDICINE  
  

TO:                                                                

(Administrator) 

  

                                                          

(School) 

I am the parent, guardian or legal custodian with legal custody of                               , a minor student attending 

this school.  This student requires medication at intervals during the school day. 

I hereby give my consent and authorize the school nurse, the principal, or                      (an employee of the 

School District designated by the school nurse, the principal, and me) to administer: 

                          (name of drug), a non-prescription medication which I am hereby supplying you, in accordance 

with my written instructions or the written instructions of a physician which are attached hereto. 

                          (name of drug), a filled prescription medication which I am hereby supplying you, in 

accordance with the directions for the administration of the medicine listed on the label of the vial. 

                          (name of drug), a filled prescription medication which I am hereby supplying you, in 

accordance with the written instructions of the physician prescribing the medicine, which is attached hereto. 

 

 I hereby give my consent and authorize my child to self medicate under the School Districtôs Policy on the 

Administration of Medicine to Students. 

 

I understand that under state law the Board of Education, the School District, or employees of the District shall 

not be liable to the student or the student's parent or guardian for civil damages for any personal injuries to the 

student which result from acts or omissions of school employees in administering the medicine I have hereby 

authorized.  I understand that the School District, its agents and employees shall incur no liability for any 

adverse reaction or injury suffered by the student as a result of the  self-administration of medication and/or 

using the specialized equipment. 

 

I agree to abide by all of the terms of the School Districtôs Policy on the Administration of Medicine to 

Students, a copy of which will be given to me on my request. 

  

                                                                                                                                                              

Date                                                                   Signature 

  

                                                                                   

(Print Name) 

Parent with Legal Custody 

or Guardian 

                                                                                   

Address 

 

 
8.6 Medical and Dental Appointments 

 

It shall be the policy of the Blackwell Public Schools to grant a student permission to be absent for a medical or 

dental appointment by written request of the parent.  this request shall be made and permission granted prior to 

the appointment.  The absence will be considered an excused absence. 

 

 

8.7 Tuition for non resident Pupils 

 



Students whose parents or guardian reside in other school districts may be admitted to the schools of this 

District when such admittance will not cause overcrowding of any class upon payment of such tuition as may be 

fixed by the Board of Education of this School District.  This tuition shall be payable in advance either by the 

full year or by the semester as required by state law.  Tuition costs are based on per capita costs for the 

preceding year  

 

 

8.8 Entrance Requirements 

 

All children between the ages of five (5) years on or before September 1, and twenty-one (21) years on or 

before September 1, are entitled to attend school fee of charge provided they reside within the Blackwell Public 

School District I-45 boundaries.  It follows that no discrimination shall be made with regard to race, color, sex, 

national origin, religion or disability in the enrollment of any student. 

 

Except as otherwise provided by law, students must be five (5) years of age on or before September 1 to be 

admitted to kindergarten.  Except as otherwise provided by law, first grade students must be six (6) on or before 

September 1. 

 

A birth certificate or other acceptable documentary evidence of birth shall be required for all children entering 

school in the District for the first time. 

 

Students (K-12) entering Blackwell Public Schools for the first time must present the required certification of 

immunizations at the time of enrollment.  Exceptions will be made only for medical reasons or upon parents' 

written objection to the tests or immunizations. 

 

Students entering from other districts must present evidence of attendance, grade placement, and academic 

achievement in the previous schools. 

 

 

8.9 Compulsory Attendance 

 

It shall be the policy of the board to encourage regular school attendance by all students.  Any student receiving 

more the five (5) absences during a semester, or, five (5) absences per block for a high school student, will be 

required to meet with a school attendance review committee and may face failure or retention.  Three tardies or 

partial days of attendance will be considered as one absence  It is requested that parents or guardians attend the 

review meeting with their child should a conference with the attendance review committee become necessary.  

Notes from a physician must be presented to the school administration with in 24 hours of the student's return to 

school. 

 

Decisions made by the review committee may be appealed to the superintendent.  A request for an appeal must 

be presented in writing to the superintendent's office within five school days of the review committee's 

decision.  Decisions made by the superintendent may be appealed to the Board of Education.  An appeal to the 

Board of Education should be made in writing to the president of the Board within five school days of the 

superintendent's decision. 

 

Students who receive two (2) days absences per semester without valid excuse shall be reported to the school 

resource officers for truancy or violation of the attendance policy.  According to the City of Blackwell 

Ordinance No. 2775, any parent, guardian, custodian, child or other person violating any of the provisions of 

this policy, upon conviction, shall be guilty of a Class B offense.  Futhermore, students who receive more than 

five (5) absences per semester of five (5) absences per block for high school students, without valid excuse as 

determined by the building review committee, will be referred to the Kay County District Attorney for 

compulsory attendance violations. 



 

Any student absent more than five percent (5%) of any grading period shall be required to "make-up" days/time 

missed through arrangement with the building principal or designee. 

 

8.9 (a) Truancy 

 

Truancy as indicated here inclused an unexcused absence of one or more periods in the school day.  It is the 

parent's guardian's responsibility to notify the school by phone when a student is to miss one or more classes.  

Without this notification, the absence will be considered unexcused.   

 

For an extended absence (more than one day) the parent or guardian should continue informing the school of the 

reasons for the student's absence each day.  It is the attendance officer's responsibility to determine whether the 

absence is excused or unexcused. 

 

It shall be unlawful for a parent, guardian or other person having custody of a child who is over the age of five 

(5) years and under the age of eighteen (18) years, and who has not finished four (4) years of high school work, 

to neglect or refuse to cause or compel such child to attend and comply with the rules of some public, private or 

other school, unless other means of education are provided for the full term the schools of the District are in 

session or the child is otherwise excused as provided by law; and it shall be unlawful for any child who is over 

the age of sixteen (16) years and under the age of eighteen (18) years, and who has not finished four (4) years of 

high school work to neglect or refuse to attend and comply with the rules of some public, private or other 

school, or receive an education by other means for the full term the schools of the District are in session.  Any 

parent, guardian, custodian, child or other person violating any of the provisions of this section shall be guilty of 

a misdemeanor, and upon conviction may be fined up to one hundred dollars ($100)  

A first offense results in a referral to the school attendance officer and the parent or guardian is notified. The 

student may be assigned a consequence. 

 

A second offense will result in the student being referred to a school counselor and a consequence may be 

assigned. The principal or his or her designee will give written notice to the parents or guardian concerning the 

truancy and any further violations will be reported to the District Attorney for possible criminal charges. 

 

A third offense will result in the school reporting the unexcused absence to the District Attorney. The principal 

will notify the parents or guardian of the truancy be certified mail. A conference with the parents or guardian , 

the attendance officer and the counselor will be arranged. The student will be assigned a consequence 

 

A fourth offense will result in the Kay County District Attorney being notified by letter of the student's 

continued truancy.   A copy of the letter will be sent to the parent or guardian by certified mail and a conference 

shall be requested with the school principal for a final warning concerning truancy violations. The student will 

be assigned a consequence.   

 

On the fifth offense, the district attorney will be notified of the continued truancy, and an affidavit for criminal 

charges will be filed. All further unexcused absences will be reported to the district attorney for additional 

criminal charges. The student will be assigned a consequence for each unexcused absence.  

 

An additional truancy will result in the following action: 

 

High School Students:  Suspension - The minimum period of suspension will be the balance of the current 

semester.  The maximum period of suspension shall include the balance of the current semester and the 

succeeding semester.  At the discretion of the principal, a student may be suspended in house or out of school. 

 



Middle School Students:  Suspension from school for a minimum twenty (20) school days and a maximum of 

the balance of the current semester and succeeding semester.  At the discretion of the principal, a student may 

be suspended in house or suspended out of school. 

 

Elementary School Students:  It will be only as the last resort that an elementary student would be suspended 

from school and then only after consultation with the district attorney. 

 

*The attendance review committee will consist of a school administrator and two school employees. 

 

 

8.10 Student Residency Policy 

 

The Blackwell School District is established for the purpose of serving the educational interests of resident 

students.   

 

Definitions 

 

Residency.  As used in this policy, the terms "residence," "residency" and "legal residence" shall mean the 

student's present place of abode, provided that it is a place where important family activities (such as sleeping, 

eating, working, relaxing, and playing) take place during a significant part of each day.  Mere presence alone is 

not sufficient to establish residency.  Documentary evidence that may be submitted to establish residency is 

identified in paragraphs III.1. and III.3. below. 

 

Person having legal custody.  As used in this policy, the phrase "person having legal custody" means a person 

who is legally responsible for the care of the child pursuant to the order of a court or governmental agency 

responsible for making custody determinations and/or placements. 

.          

Homeless children and youth.  As used in this policy, the phrase ñhomeless children and youthò means students 

who lack fixed, regular and adequate nighttime residence, and includes: 

a. children and youths who are sharing the housing of other persons due to loss of housing, 

economic hardship, or a similar reason; are living in motels, hotels, trailer parks, or camping 

grounds due to the lack of alternative adequate accommodations; are living in emergency or 

transitional shelters; are abandoned in hospitals; or are awaiting foster care placement; 

 

b. children and youth who have a primary nighttime residence that is a public or private place 

not designed for or ordinarily used as a regular sleeping accommodation for human beings; 

 

c. children and youths who are living in cars, parks, public spaces, buildings, substandard 

housing, bus or train stations, or similar settings; and 

 

d. migratory children (as such term is defined in section 1309 of the Elementary and Secondary 

Education Act of 1965) who qualify as homeless for the purposes of this subtitle because the 

children are living in circumstances described in clauses A. through  

 

Policy Statement 

State law provides that a child's residence for school purposes is the school district in which the (1) parents, (2) 

guardian or (3) person having legal custody of the child holds legal residence.   

 



State law also grants school districts the discretion to permit a child to establish residency by residing with an 

adult who is a legal resident of the school district and does not fit into any of the three categories listed in 

paragraph II.1. above if such adult has assumed permanent care and custody of the child. 

 

Federal law provides that homeless children and youth, individually or through a parent or guardian, may 

choose to attend the school in the area in which they are currently living.  The Residency Officer will determine 

whether a student is a homeless child or youth for purposes of establishing residency and promptly advise the 

parent, guardian or person having legal custody of the child of the decision, both orally and in writing, if 

possible.  If there is no such person, the Residency Officer will advise the student.  The School District will 

enroll each homeless student and permit his or her full participation in all school programs, whether or not the 

student is accompanied by a parent, guardian or person having custody of the child, and without proof of 

residence, current immunizations and traditional enrollment documentation, such as school records and 

medical/immunization records.  The School Districtôs homeless liaison may assist the student and school in 

obtaining those items.  A parent, guardian or person having legal custody of the child who disagrees with the 

Residency Officerôs determination may appeal the decision to the Board of Education under the procedure 

identified in paragraph III.4.C. below.  If there is no parent, guardian or person having legal custody of the child 

available, the student may appeal the decision.  

 

The Board of Education of the Blackwell School District has determined that it is in the best interests of the 

School District not to allow a child to establish residency in the School District by residing with an adult who is 

a legal resident of the School District and has assumed permanent care and custody of the child but does not fit 

into any of the three categories listed in paragraph II.1. above. 

 

 

Procedure for Resolving Residency Disputes 

 

The School District recognizes that there may be occasions when there is a dispute regarding residency.  Upon 

enrollment in the school system the School District will verify that the student is a resident of the School 

District or is otherwise entitled to attend school in the School District for any reason authorized by law.  As a 

part of this verification process the School District will obtain an address from each student or the student's 

parent, guardian, or person having legal custody of the child.  In providing an address to the School District that 

is within the School District's boundaries the student and student's parent, guardian, or person having legal 

custody of the child represent that this address is the student's residence.  The School District may also require, 

in order to verify residency, certified copies of court orders, guardianship documents, written agreements and 

affidavits relating to the care, custody and control of the student and any other information deemed relevant by 

the School District. 

 

If at any time an administrator of the School District has a reasonable belief that the reported residence may not 

be the residence of the child for purposes of school attendance, the administrator shall notify the student's 

parent, guardian, or person having legal custody of the child that there is a question regarding the legal 

residency of the student.  The student's parent, guardian, or person having legal custody of the child shall be 

given an opportunity to submit information regarding the student's residency to the School District's Residency 

Officer.  All notices required by this policy shall be in writing.  Additionally, reasonable alternative 

arrangements for documenting communications will be made for those persons who are visually impaired or 

otherwise unable to communicate in writing. 

 

Information or documentation to prove student residency in the School District shall include but not be limited 

to proof of provisions of utilities, payments of ad valorem taxes, local agreements or contracts for 

purchasing/leasing housing, driver's licenses, income tax returns, notes, mortgages, contracts and any other 

source of proof which is not in conflict with statutory provisions relating to the residence of students. 

 



Any question or dispute as to the residence of a student shall be determined by the Residency Officer and the 

School District's Board of Education pursuant to the following procedures: 

 

The student's parent, guardian, or person having legal custody of the child must notify the Residency Officer in 

writing of the review request within three (3) school days from the date of written denial of admittance or from 

the date of written notification that the student is considered not to be a resident of the School District.  Upon 

receipt of a request for review, the Residency Officer shall allow the parent, guardian or person having legal 

custody to provide additional pertinent information in accordance with the School District's criteria and the 

statutory provisions regarding residency.  This information must be submitted with the request for review. 

  

The Residency Officer must render a decision and notify the student's parent, guardian, or person having legal 

custody of the child of the decision and reasoning therefor in writing within three (3) school days of the receipt 

of the request for review. 

  

In the event the student's parent, guardian, or person having legal custody of the child disagrees with the 

Residency Officer's decision, such person shall notify the Residency Officer in writing within three (3) school 

days of his or her receipt of the Residency Officer's decision.  The Residency Officer will submit his/her 

findings and all documents reviewed to the Board of Education.  The Board of Education of the District will 

review the decision and the documents submitted on behalf of the School District and the student and will 

render a decision at the next board meeting.  The decision of the Board of Education shall be the final 

administrative decision. 

  

In an effort to place students in school as quickly as possible, timelines shall be followed unless due to 

emergency circumstances both parties agree to an extension of timelines. 

 

 

Miscellaneous Policy Provisions 

 

Hearings involving more than one student where students are related or residing in the same household may, at 

the discretion of the Residency Officer and the Board of Education, be consolidated. 

 

In the event the residency dispute involves an 18-year old student all notices will be delivered to the student 

because at 18 the student ceases to be a minor. 

 

If already enrolled and attending school in the School District, a student or students involved in a dispute related 

to the student's residency may remain in school until available appeals are exhausted when the student or the 

student's parent, guardian, or person having legal custody of the child has filed an appeal in the manner and 

within the time permitted by this policy. 

The Residency Officer shall be in charge of maintaining the files related to a residency dispute, ensuring that 

the principals or others directly involved in such a dispute forward their records of the dispute following their 

involvement, and otherwise keeping all communications involving the dispute intact. 

 

The Residency Officer of the School District is John Legg. 

 

The Board of Education understands that there may be some instances where residency may be established on a 

date other than the date the student was enrolled in the School District.  For any period during which a student is 

enrolled in the School District, but is not a resident of the School District, the School District may charge tuition 

if it is established that the student's parent, guardian, or person having legal custody of the child  knew or should 

have known that the child or children who are the subject of the residency dispute were not residents of the 

School District.  The tuition shall be based on a per capita cost of educating a student in the School District 

during the preceding year.  This issue may be raised along with other issues related to the residency dispute and 

shall be heard in the same manner. 



 

The School District shall provide for educational services for homeless children to the extent required by Public 

Law 100-77, Title VII, Subsection B. 

 

The School District reserves the right to require re-verification of student residency at the beginning of each 

school term. 

 

A copy of this policy shall be given to the student's parent, guardian, or person having legal custody of the child 

as soon as possible following the inception of any residency dispute. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



8.10B Power of Attorney 

 

1. "I certify that I am the parent or legal custodian of: 

________________________________________________________________________ 
(Full name of minor child)                                                                              (Date of birth) 

 

________________________________________________________________________ 
(Full name of minor child)                                                                              (Date of birth) 

 

________________________________________________________________________ 
(Full name of minor child)                                                                              (Date of birth) 

(minor  child(ren). 

 

2. "l designate ,__________________________________________________________________ 

                                         (Full name of Attorney-in-fact) 

 

________________________________________________________________________ 
(Street address, city, state and zip code of Attorney-in-fact) 

 

_______________________________________________________________________ 
(Home phone of Attorney-in-fact)                                   (Work phone of Attorney-in-fact)     

 

as the attorney-in-fact of each minor child named above.ò 

 

3. "I_________________________ delegate to the attorney-in-fact all of my power and authority 

regarding the care, custody and property of each minor child named above, including but not limited to 

the right to enroll the child in school, inspect and obtain copies of education records and other records 

concerning the child, the right to attend school activities and other functions concerning the child, and 

the right to give or withhold any consent or waiver with respect to school activities, medical and dental 

treatment, and any other activity, function or treatment that may concern the child. This delegation shall 

not include the power or authority to consent to marriage or adoption of the child, the performance or 

inducement of an abortion on or for the child, or the termination of parental rights to the child." Or 

 

4. "I  delegate to the attorney-in-fact the following speciýc powers and responsibilities (write in): 

 

This delegation shall not include the power or authority to consent to marriage or adoption of the 

child, the performance or inducement of an abortion on or for the child, or the termination of 

parental rights to the child." 

  

5. This power of attorney is effective for a period not to exceed one year, beginning, _________,   20 __, 

and ending ____________, 20__.  I reserve the right to revoke this authority at any time." 

 

By: ___________________________________ 
(Parent/Legal Custodian signature) 

 

6. I hereby accept my designation as attorney in fact for 

 

___________________________________________________________ 
(Minor child(ren)) as speciýed by this power of attorney 

 



____________________________________ 
(Attorney-in-fact-signature) 
 

State of ______________________ 

 

County of ____________________ 

 

ACKNOWLEDGEMENT 

 

Before me, the undersigned, a Notary Public, in and for said County and State on this day of 

____________, 20____,  personally appeared ______________________ (Name of Parent/Legal 

Custodian) and (Name of Attorney-in-fact), to me known to be the identical persons who executed 

this instrument and acknowledged to me that each executed the same as his or her free and voluntary 

act and deed for the uses and purposes set forth in the instrument. 

 

Witness my hand and ofýcial seal the day and year above written 

 

______________________________________________________ 
(Signature of notarial ofýcer) 
 

(Seal, If any) 

________________________________________________________________ 

(Title and Rank) 

My commission expires: _________________________ 

REFERENCE 10 0. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Blackwell Board of Education revised this policy October 7, 2014. 

 

 

 

 

 

 

 

 

 



 

8.11 Discipline Code 

 

The following behaviors at school, while on school vehicles or going to or from or attending school events will 

result in disciplinary action, which may include in-school placement options or out-of-school suspension: 

1.         Arson 

2.         Attempting to incite or produce imminent violence directed against another person   

 because of but not limited to his or her race, color, religion, ancestry, national origin,  disability, 

 gender or sexual orientation by making or transmitting or causing or allowing  to be transmitted, any 

 telephonic, computerized or electronic message 

3.        Attempting to incite or produce imminent violence directed against another person because of but 

 not limited to his or her race, color, religion, ancestry, national origin,  disability, gender or sexual 

 orientation by broadcasting, publishing or distributing or  causing or allowing to be broadcast, 

 published or distributed, any message or material 

4.         Cheating 

5.         Conduct that threatens or jeopardizes the safety of others 

6.         Cutting class or sleeping, eating or refusing to work in class 

7.         Disruption of the educational process or operation of the school                                   

8.         Extortion 

9.         Failure to attend assigned detention, alternative school or other disciplinary assignment  without 

 approval 

10.       Failure to comply with state immunization records 

11.       False reports or false calls 

12.       Fighting 

13.       Forgery 

14.       Gambling 

15.       Harassment, intimidation, and bullying 

16.       Hazings (initiations) in connection with any school activity 

17.       Immorality 

18.       Inappropriate attire 

19.       Inappropriate behavior or gestures 

20.       Inappropriate public behavior 

21.       Indecent exposure 

22.       Intimidation or harassment because of but not limited to race, color, religion, ancestry,  national 

 origin, disability, gender or sexual orientation, including but not limited to: (a)  assault and battery; 

 (b) damage, destruction, vandalism or defacing any real or personal property; or threatening, by word or 

 act, the acts identified in (a) or (b) 

23.       Obscene language 

24.       Physical or verbal abuse  

25.       Plagiarism 

26.       Possession of a caustic substance 

27.       Possession of obscene materials 

28.       Possession, without prior authorization, of a wireless telecommunication device 

29.       Possession, threat or use of a dangerous weapon and related instrumentalities (i.e., bullets, shells, gun 

 powder, pellets, etc.) 

30.       Possession, use, distribution, sale, conspiracy to sell or possess or being in the chain of  sale or 

 distribution, or being under the influence of alcoholic beverages, low-point beer  (as defined by 

 Oklahoma law, i.e., 3.2 beer) and/or controlled substances 

31.       Possession of illegal and/or drug related paraphernalia 

32.       Profanity  

33.       Sexual or other harassment of individuals including, but not limited to, students, school  employees, 

 volunteers 



34.       Theft 

35.       Threatening behavior (whether involving written, verbal or physical actions)  

36.       Truancy  

37.       Use or possession of tobacco in any form  

38.       Use or possession of missing or stolen property if property is reasonably suspected to  have been 

 taken from a student, a school employee, or the school. 

39.       Using racial, religious, ethnic, sexual, gender or disability-related epithets 

40.       Vandalism 

41.       Violation of the Board of Education policies, rules or regulations or violation of school  rules and 

 regulations 

42.       Vulgarity  

43.       Willful damage to school property 

44.       Willful disobedience of a directive of any school official 

 In addition, conduct occurring outside of the normal school day or off school property that has a direct 

 and immediate negative effect on the discipline or educational process or effectiveness of the school, 

 will also result in disciplinary action, which may include in-school placement options or out-of-school 

 suspension. 

 

 

8.12 Pupil Behavior on School Buses 

 

 The policy of the District is to transport any child whose residence is 1 ½ miles from his/her school as 

determined by school officials.  All elementary students, grades 4K ï 5
th
 grades, are eligible to be transported 

by bus to and from school regardless of the distance from their residence to the school of attendance.  However, 

transportation is considered a service, not a requirement, provided by the district.  In cases in which a bus driver 

has difficulty controlling children on buses, the driver will follow the following procedure: 

 

    First Offense/Referral: The bus driver will provide a written referral to the building     

        administrator. The administrator will conference with the student and            

notify parents or guardians of the misbehavior.  

    Second Offense/Referral: The bus driver will provide a written referral to the  

                   building administrator. The student will be suspended from the bus   

    for ten school days. 

     

    Third Offense/Referral: The bus driver will provide a written referral to the building     

                 administrator.  The student will be suspended from the bus for 45                               

             school days.  

  

   Fourth  Offense/Referral:  The bus driver will provide a written referral to the  

                building administrator. The student will be suspended from the bus   

    for the remainder of the current school year.  

 

* School administrators have the authority to adjust or modify consequences.  

Application to receive bus transportation service is made by completion of the district ñSchool Bus 

Transportationò application form. To ensure the safety of students, the rules and regulations included in the 

application must be strictly followed.  
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