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NONDISCRIMINATION 

 

The Colcord Board of Education is committed to a policy of nondiscrimination in relation to race, color, religion, sex, age, 

national origin, alienage, handicap, or veteran status. This policy will prevail in all matters concerning staff, events, students, the 

public, employment, admissions, financial aid, educational programs and services, facilities access, and individuals, companies, 

and firms with whom the board does business. Racial discrimination shall include racial slurs or other demeaning remarks 

concerning another person's race, ancestry, or country of origin and directed toward an employee, a student, or a visitor. 
 

The board directs the superintendent of schools to prepare necessary rules, regulations, and procedures to ensure that all local, 

state, and federal laws, regulations, and guidelines are followed. The following statement will be included in all course 

announcements, bulletins disseminated to all students, materials used for recruiting or describing programs and training, 

application or enrollment forms, brochures, and catalogs: 

 

“Colcord Public Schools prohibits discrimination in its educational programs and activities, admission programs of students, 

recruitment, selection and/or employment on the basis of race, color, religion, sex, age, national origin, veteran status or 

disability. The District provides equal access to designated youth groups, including the Boy Scouts of America. Colcord Public 

Schools complies with federal and state regulations for implementing Title IX of the Education Amendment of 1972, Title VI, 

The Age Discrimination Act, Section 504, and Title II of the Americans with Disabilities Act (ADA).” 

The District has adopted grievance procedures for filing, processing, and resolving alleged discrimination complaints concerning 

discrimination based upon race, color, religion, gender, sex, age, national origin, veteran status, or disability. Any person who 

believes he or she has been discriminated against based upon one (1) of these protected categories is encouraged to file a 

discrimination complaint.  

Title VI coordinator is Remington Rogers, Federal Programs Director, 326-4117, ext 322. 

Title XI coordinator is Bud Simmons, Superintendent, 326-4116, ext 434. 

Section 504 & ADA coordinator is Rebecca Farris, Special Education Director, 326-4107, ext 175. 

Age Discrimination Act of 1975 coordinator is Paula (Suzy) Harrington, Human Resources, 326-4116, ext 436. 

 

NONDISCRIMINATION 

(REGULATIONS) 
 

 

In accordance with the policy of the board of education, the following regulations shall apply to insure that all local, state, and 

federal laws, regulations, and guidelines are followed. 

 

General 

 

In order for the school district to continue to receive federal financial assistance, it must comply with Title IX and the regulations 

promulgated through the U.S. Department of Health, Education and Welfare by the Department's Office for Civil Rights 

interpreting Title IX.  If any program or activity of this district fails to comply with Title IX, or the federal administrative 

regulations implementing Title IX, public hearings would be held by the federal government that could result in the termination 

of federal funding of this district. 

 

In addition to these sanctions, however, the board of education is of the general view that discrimination on the basis of gender in 

any education program or activity of this district is not to be permitted except where necessary to accomplish a specific 

purpose that does not impinge upon essential equality or fundamental fairness in the treatment of students or employees 

of this district.  Accordingly, employees of this district are required by these regulations to comply with these provisions in 

relation to any rule or regulation adopted by the board of education of this district and to any state and federal laws applicable to 

this district. 

 

Application to Specific Education Programs and Activities 

 

This prohibition against action by employees or other persons acting in the name and on the behalf of this district which bases 

any exclusion from participation in, denial of benefits from, or discrimination in, any educational program or activity because of 

the gender of a student or employee applies to all education programs and activities conducted by this district including, but not 

limited to, the following: 

 

 1. Educational Programs 

mailto:rrogers@colcordschools.com
mailto:bsimmons@colcordschools.com
mailto:bfarris@colcordschools.com
mailto:suzy@colcordschools.com
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 A. Course Offerings--Applies to all course offerings, except with respect to physical education classes and activities at 

the elementary and secondary school levels.  The following are not prohibited: 

 

 1. Grouping of students in physical education classes and activities by ability as assessed by objective standards of 

individual performance developed and applied without regard to gender; 

 

 2. Separation of students by gender within physical education classes or activities during participation in wrestling, 

boxing, rugby, ice hockey, football, basketball, and other body contact sports; 

 

 3. Separation of students by gender in classes dealing exclusively with human sexuality; and 

 

 4. Separation of persons based on vocal range or quality even though such separation may result in chorus or 

choruses of one or predominantly one gender. 

 B. Athletics--Applies to all athletic programs or activities, except that separate teams for members of each gender may 

be operated: 

 

 1. When the sport involved is a contact sport; or 

 

 2. Where selection for the separate teams is based upon competitive skill, provided that where there is no such 

team for the excluded gender, members of the excluded gender must be allowed to tryout for the team unless the 

sport involved is a contact sport, as defined above. 

 

  Equal athletic opportunity shall be provided for members of both genders, including equal provision for equipment, 

supplies, coaching, facilities, services, and publicity, except that unequal aggregate expenditure of funds for 

members of each gender or male and female teams will not in or of itself constitute a violation of these regulations. 

 

 C. Counseling--Applies to all counseling and guidance activities at the elementary and secondary school levels. 

 

 D. Textbooks--Nothing in these regulations shall be interpreted as requiring or prohibiting or abridging in any way the 

use of particular textbooks or curricular materials. 

 

 2. Other Activities or Facilities 

 

 A. Financial Assistance--Applies to offering scholarship or other aid or assisting non-school organizations in the 

offering of scholarships or other aid to students of this district. 

 

 B. Employment Assistance--Applies to all efforts to place students in employment.  The district shall, as part of any 

employment assistance program for students, ensure that all employment opportunities are made available without 

discrimination on the basis of gender and refuse participation in its student employment program to employers who 

would practice such discrimination. 

 

 C. Health and Insurance--Applies to all health or insurance policies offered to students but does not prohibit benefits or 

services which may be used by a different proportion of students of one gender than of the other, including family 

planning.  If full coverage is provided, such coverage must include gynecological care. 

 

 D. Housing--Nothing in these regulations shall be interpreted as prohibiting the separation of students by gender in 

housing for field trips or other reasons.  Such separate housing must be comparable in quality and availability. 

 

 E. Toilet, Locker, and Shower Facilities--Separate toilet, locker, and shower facilities may be provided on the basis of 

gender.  Such facilities shall be comparable to similar facilities provided for students of the other gender. 

  No rule on marital, family, or parental status that treats one gender different from the other shall be applied or enforced. 

 

 3. District Employment Activities 

 

  Applies to all aspects of the district's employment programs, including but not limited to, recruitment, advertising, pro-

cess of application for employment, promotion, granting of tenure, termination, layoffs, wages, job assignments, leaves 

of absence of all types, fringe benefits, training programs, employer-sponsored programs, including social or recreational 

programs and any other term, condition, or privilege of employment.  Specifically, the following personnel employment 

practices are prohibited: 
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 A. Tests--Administration of any test or other criterion that has a disproportionately adverse effect on persons on the 

basis of gender unless it is a valid predictor of job success and alternative tests or criterion are unavailable. 

 

 B. Recruitment--Recruitment of employees from entities which furnish as applicants members of only or predominantly 

one gender, if such action has the effect of discrimination on the basis of gender. 

 

 C. Compensation--Establishment of rates of pay on the basis of gender. 

 

 D. Job Classification--Classification of jobs as being for males or females. 

 

 E. Fringe Benefits--Provision of fringe benefits on the basis of gender; all fringe benefit plans must treat males and 

females equally. 

 

 F. Marital and Parental Status--Any action based on marital or parental status; pregnancies are considered temporary 

disabilities for all job-related purposes and shall be accorded the same treatment by the district as are all other 

temporary disabilities.  No inquiry shall be made by the district in job applications as to the marital status of an 

applicant, including whether such applicant is "Miss" or "Mrs.," but inquiry may be made as to the gender of a job 

applicant for employment if made of all applicants and is not basis for discrimination. 

 

 G. Employment Advertising--Any expression of preference, limitation, or specification based on gender, unless gender 

is a bona fide occupational qualification for the particular job in question. 

 

Policy Enforcement 

 

To ensure compliance with board policy, the superintendent shall: 

 

 1. Designate a member of the administrative staff to: 

 

 A. Coordinate efforts of the district to comply with these regulations; 

 

 B. Develop and ensure the maintenance of a filing system to keep all records required under these regulations; 

 

 C. Investigate any complaints of violation of these regulations; 

 

 D. Administer the grievance procedure established in these regulations; and 

 

 E. Develop affirmative action programs, as appropriate; and 

 

 2. Provide for the publication of these regulations on an ongoing basis to students, parents, employees, prospective 

employees, and district employee unions or organizations, such publication to include the name, office, address, and 

telephone number of the compliance administrator designated above. 

 

 

SEXUAL HARASSMENT OF EMPLOYEE 
 

 

The policy of this school district forbids discrimination against any employee or applicant for employment on the basis of sex.  

The Colcord Board of Education will not tolerate sexual harassment by any of its employees.  This policy applies to non-

employee volunteers whose work is subject to the control of school personnel. 

 

General Prohibitions 

 

 1. Unwelcome Conduct of a Sexual Nature 

 

 A. Conduct of a sexual nature may include verbal or physical sexual advances, including subtle pressure for sexual 

activity; touching, pinching, patting, or brushing against; comments regarding physical or personality characteristics 

of a sexual nature; and sexually-oriented "kidding" "teasing," double meanings, and jokes. 
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 B. Verbal or physical conduct of a sexual nature may constitute sexual harassment when the allegedly harassed 

employee has indicated, by his or her conduct, that it is unwelcome. 

 

 

 2. Sexual Harassment 

 

  For the purpose of this policy, unwelcome sexual advances, requests for sexual favors, and other verbal or physical 

conduct of a sexual nature constitute sexual harassment if: 

 

 A. Submission to the conduct is made either an explicit or implicit condition of employment; 

 

 B. Submission to or rejection of the conduct is used as a basis for an employment decision affecting the harassed 

employee; or 

 

 C. The conduct substantially interferes with an employee's work performance, or creates an intimidating, hostile, or 

offensive work environment. 

 

Specific Prohibitions 

 

 1. Administrators and Supervisors 

 

 A. It is sexual harassment for an administrator or supervisor to use his or her authority to solicit sexual favors or 

attention from subordinates when the subordinate's failure to submit will result in adverse treatment, or when the 

subordinate's acquiescence will result in preferential treatment. 

 

 B. Administrators and supervisors who either engage in sexual harassment or tolerate such conduct by other employees 

shall be subject to sanctions, as described below. 

 

 2. Non-administrative and Non-supervisory Employees 

 

  It is sexual harassment for a non-administrative and non-supervisory employee to subject another such employee to any 

unwelcome conduct of a sexual nature.  Employees who engage in such conduct shall be subject to sanctions as described 

below. 

 

Report, Investigation, and Sanctions 

 

 1. It is the express policy of the board of education to encourage victims of sexual harassment to come forward with such 

claims.  This may be done through the Employee Grievance policy. 

 

 A. Employees who feel that administrators or supervisors are conditioning promotions, increases in wages, continuation 

of employment, or other terms or conditions of employment upon sexual favors, are encouraged to report these 

conditions to the appropriate administrator.  If the employee's direct administrator or supervisor is the alleged 

offending person, the report will be made to the next higher level of administration or supervision, unless it is the 

superintendent who is the alleged offender.  In which case, the complaint shall be referred to the board president. 

 

 B. Employees are also urged to report any unwelcome conduct of a sexual nature by supervisors or fellow employees if 

such conduct interferes with the individual's work performance or creates a hostile or offensive working 

environment. 

 

 C. Confidentiality will be maintained; however, absolute confidentiality cannot be guaranteed because of due process 

concerns that arise in sexual harassment investigations.  No reprisals or retaliation will be allowed to occur as a 

result of the good faith reporting of charges of sexual harassment. 

 

 2. In determining whether alleged conduct constitutes sexual harassment, the totality of the circumstances, the nature of the 

conduct, and the context in which the alleged conduct occurred will be investigated.  The superintendent has the 

responsibility of investigating and resolving complaints of sexual harassment. 

 

 3. Any employee found to have engaged in sexual harassment shall be subject to sanctions, including, but not limited to 

warning, suspension, or termination subject to applicable procedural and due process requirements. 
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REFERENCE: Title VII of the Civil Rights Act of 1964 

 29 CFR §1604.1, et seq. 

 34 CFR Part 106 

 20 USC §§1681-1688 

 29 USC §794 

 42 USC §§2000d-2000d-7 

 42 USC §§2000e-2000e-17 

 42 USC §2000e-2 

 

GRIEVANCE PROCEDURE 

GENDER DISCRIMINATION 
 

 

It is the policy of the Board of Education that the superintendent shall serve as Title IX coordinator for this school district.  The 

superintendent shall direct the implementing of educational amendments and regulations as it pertains to prohibition of gender 

discrimination in education, and shall prepare a regulation governing gender discrimination grievance procedures. 

 

The board shall appoint on a periodic basis a gender discrimination grievance committee that shall consist of an administrator, a 

parent, and a member of the certified teaching staff. 

 

DISCRIMINATION COMPLAINTS 

PROCEDURES 
 

 

The following procedures will be used by any person, including personnel and students for the filing, processing, and resolution of 

alleged discrimination complaints. 

 

Definitions 

 

 1. Discrimination Complaint:  A written complaint alleging any policy, procedure, or practice to discriminate on the basis of race, 

color, religion, national origin, sex, qualified handicap, veteran status, or other perceived discrimination. 

 

 2. Student Grievant:  A student of the Colcord Public School District who submits a complaint alleging discrimination based on 

race, color, religion, national origin, sex, or qualified handicap. 

 

 3. Employee Grievant:  An employee of the Colcord Public School District who submits a complaint alleging discrimination 

based on race, color, national origin, religion, sex, age, qualified handicap, or veteran status. 

 

 4. Public Grievant:  Any person other than a student or employee or employment applicant who submits a complaint alleging 

discrimination based on race, color, national origin, religion, sex, age, qualified handicap, or veteran status. 

 

 5. Title IX, 504 and ADA Coordinator (Coordinator):  The person(s) designated to coordinate efforts to comply with and carry 

out responsibilities under Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, 

Americans With Disabilities Act of 1990, and other state and federal law addressing equal educational opportunity.  The 

Coordinator is responsible for processing complaints and serves as moderator and recorder during hearings. 

 

 6. Respondent:  The person alleged to be responsible for the violation alleged in a complaint.  The term may be used to designate 

persons with responsibility for a particular action or those persons with supervisory responsibility for procedures and policies 

in those areas covered in the complaint. 

 

 7. Day:  Day means a working day.  The calculation of days in complaint processing shall exclude Saturdays, Sundays, and 

holidays. 

 

Pre-Filing Procedures 

 

Prior to the filing of a written complaint, the grievant is encouraged to visit with the high school principal, and reasonable effort 

should be made to resolve the problem or complaint. 
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Filing and Processing Discrimination Complaints 

 

 1. Grievant Submits written complaint to Coordinator stating name, nature and date of alleged violation; 

names of persons responsible (where known); and requested action.  Complaint must be submitted 

within 30 days of alleged violation.  Complaint forms are available in all school offices. 

 

 2. Coordinator Notifies respondent within 10 days and asks respondent to: 

 

 1. Confirm or deny facts, 

 2. Indicate acceptance or rejection of grievant's requested action, or 

 3. Outline alternatives. 

 

 3. Respondent Submits answer within 10 days to Coordinator. 

 

 4. Coordinator Within 10 days after receiving respondent's answer, Coordinator refers the written complaint and 

respondent's answer to the building principal.  The Coordinator also schedules a hearing with the 

grievant, the respondent, and the building principal. 

 

 5. Principal, Grievant, Hearing is conducted. 

  Respondent, &  

  Coordinator 

 

 6. Principal Within 10 days after the hearing, issues a written decision to the grievant, respondent, and 

Coordinator. 

 

 7. Grievant or Respondent If the grievant or respondent is not satisfied with the decision, the Coordinator must be notified 

within 10 days and a hearing with the superintendent requested. 

 

 8. Coordinator Within 10 days of receiving a request for a hearing, schedules a hearing with the grievant, 

respondent, and superintendent. 

 

 9. Superintendent, Grievant Hearing is conducted. 

  Respondent, &   

  Coordinator 

 

 10. Superintendent Issues a decision within 10 days following the hearing. 

 

 11. Grievant or Respondent If the grievant or respondent is not satisfied with the decision, the Coordinator must be notified 

within 10 days and a hearing with the board requested. 

 

 12. Coordinator Notifies board within 10 days after receiving a request for hearing.  Coordinator schedules the 

hearing with the board.  The hearing is to be conducted within 30 days from the date of 

notification to the board. 

 

 13. Board of Education or Hearing is conducted. 

  hearing panel established 

  by the board, Grievant, 

  Respondent, & 

  Coordinator 

 

 14. Board of Education Within 10 days after the hearing, issues a final written decision regarding the validity of the 

grievance and any action to be taken. 

 

General Provisions 

 

 1. Extension of Time:  Any time limits set by these procedures may be extended by mutual consent of the parties involved.  The 

total number of days from the date that the complaint is filed until the complaint is resolved shall be not more than 180 days. 

 

 2. Access to Regulations:  The Colcord Public School District shall provide copies of all regulations prohibiting discrimination 

on the basis of race, color, national origin, religion, sex, age, qualified handicap, or veteran status upon request. 
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 3. Confidentiality of Records:  Complaint records will remain confidential unless permission is given by the parties involved to 

release such information.  No complaint record shall be entered in the personnel files.  Complaint records shall be maintained 

on file for three years after complaint resolution. 

 

 4. If respondent and principal are the same person, the above procedures are adjusted accordingly with the first hearing being 

with the superintendent. 

 

   5. The middle school principal shall serve as an alternate Coordinator. 

 
RECORDS INVESTIGATION 

 

 

The Colcord Board of Education believes that it has a responsibility to employ only those persons who are qualified in every 

respect.  The board further believes that it should avail itself of means and methods provided by the legislature to assist in the 

selection of employees.  Therefore, it is the policy of this board of education that a national criminal history records check shall 

be conducted of all prospective employees.  The board of education is not required to obtain a new criminal history records 

check for an individual who has obtained certification from the Oklahoma State Department of Education within the previous 

twelve (12) months.  A national criminal history records check is defined at 74 O.S. § 150.9 and requires a check of criminal 

history records entailing the fingerprinting of the individual and submission of the fingerprints to the United States Federal 

Bureau of Investigation (FBI) for the purpose of obtaining the national criminal history record of the person from the FBI.   

 

Any teacher employed prior to May 19, 2020, who does not have an Oklahoma criminal history record check from the Oklahoma 

State Bureau of Investigation as well as a national criminal history record check as defined above on file with the school district 

shall complete the criminal history background checks upon the next renewal of his or her Standard Teaching Certificate.  Any 

other employee employed by the district prior to May 19, 2020, who does not have an Oklahoma criminal history record check 

from the Oklahoma State Bureau of Investigation as well as a national criminal history record check as defined above on file 

with the school district shall have until July 1, 2022, to complete the criminal history background checks.   

 

A written consent will be required from the prospective employee consenting to a criminal history records check to be conducted 

as authorized by Oklahoma law.  The records check shall be initiated by the school district's written request, through the 

superintendent, to the State Department of Education.  Effective November 1, 2012, the school district may contract with a third-

party vendor who is a member in good standing with the National Association of Professional Background Screeners to perform 

any and all employment screenings, background checks, and credit checks.   

 

Any person applying for employment as a substitute teacher shall only be required to have one such national criminal history 

records check for the school year.  Upon request of the substitute teacher, that criminal history records search results may be sent 

to any other school district in which the substitute teacher is applying to teach.  The board of education may choose whether to 

require a national criminal history records check from a prospective substitute teacher who has been employed by the school 

district in the last year.   

 

Any person employed as a full-time teacher by a school district in Oklahoma in the five (5) years immediately preceding an 

application for employment as a substitute teacher may not be required to have a national criminal history records check, if the 

teacher produces a copy of a national criminal history records check completed within the preceding five (5) years and a letter 

from the school district in which the teacher was last employed stating the teacher left in good standing.   

 

Any person who has been employed as a full-time teacher by a school district who applies for employment as a full-time teacher 

in another school district may not be required to have a national criminal history background check completed if the teacher 

produces a copy of a national criminal history records check completed within the preceding five (5) years and a letter from the 

school district in which the teacher was employed stating the teacher left in good standing.   

 

Any person who has been employed as a substitute teacher by a school for a minimum of five (5) years preceding an application 

to be employed as a full-time teacher may not be required to have a national criminal history records check completed if the 

teacher can produce a copy of a national criminal history records check completed within the preceding five (5) years and a letter 

from the school district in which the teacher was employed as a substitute teacher stating that the teacher left in good standing.   

 

Any person employed as a full-time teacher by a school district in Oklahoma for ten (10) or more consecutive years immediately 

preceding an application for employment as a substitute teacher in the same school district is not required to have a national 
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criminal history records check for as long as that person remains employed for consecutive years by that school.  If the substitute 

teacher wishes to work in another Oklahoma school district, a national criminal history background check will be required.   

 

If the applicant for employment meets all other criteria for employment in this school district, the applicant may be employed on 

a temporary basis for a maximum of sixty (60) days pending receipt of the national criminal history records check results.  The 

temporary employment of the prospective employee shall terminate after sixty (60) days unless the school district receives the 

results of the national criminal history records check.  The sixty (60) day temporary employment period shall begin on the first 

day the prospective employee reports for duty at the employing school district.  If the applicant is offered permanent employment 

following the review of the records search, the search fee will/will not be reimbursed in full. 

 

REFERENCE: 70 O.S. §5-142 

 

CRIMINAL RECORDS SEARCH POLICY 
 

 

It shall be the policy of the district that it will obtain the results of a national criminal history record check (“record check”), as 

defined by OKLA. STAT. tit. 74, §150.9,  of every prospective school district employee and conduct an annual search of the 

Oklahoma Sex Offender and Mary Rippy Violent Crime Offender Registries concerning all employees who offer or provide 

services to children, including but not limited to secondary students. 

 

The provisions of this policy shall not apply to school district employees hired on a part-time or temporary basis for the 

instruction of adult students only.   

 

Felony Record Search of Prospective Employees 

 

During the first interview with each employment applicant, the school district will advise the applicant that: 

 

1)  The school district requires a record check of every prospective employee as a condition of employment; 

 

2)  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; 

 

3)  School district will only request a felony record search if the superintendent recommends employment of the applicant; 

 

4)  If the superintendent recommends employment of the applicant, the applicant must pay the search fee, which will not exceed 

$50; 

 

5)  School district will reimburse the applicant for the search fee unless the search discloses a prior felony offense conviction; 

 

6)  If the superintendent recommends employment of the applicant, the applicant must permit himself/herself to be fingerprinted, 

if applicable,  provide a social security number and provide any other information necessary to facilitate the felony record 

search; and 

 

7)  The applicant, if placed on duty before receipt of the felony search results, will be classified as a temporary employee until 

school district is notified that the search is clear of any felony conviction(s) within the past ten (10) years, or at any time if the 

conviction shows a tendency to be a danger to the health/safety of students or if the conviction indicates a potential conflict with 

the duties to be performed by the applicant.  All felony record searches will be made in compliance with the Federal Fair Credit 

Reporting Act. 

 

If the results of the record check are not received by the school district within sixty (60) days, if the record check reveals a prior 

felony offense conviction(s) within the past ten (10) years, or at any time if the conviction shows a tendency to be a danger to 

the health/safety of students or if the conviction indicates a potential conflict with the duties to be performed by the applicant, 

or if the record check reveals a false response to one or more of the questions on the authorization and release, the applicant 

shall be deemed to have resigned his or her employment.  Such resignation may be accepted by the board of education at any 

time.  Under these circumstances, the applicant waives any due process procedures which might be available under federal and 

state law and school district policies and procedures.  The sixty (60) day temporary employment period shall begin on the first 

day the prospective employee reports for duty at the school district.   

 

Felony Record Searches of Employees  
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School district will also request a record check of the name, fingerprints, social security number, or other relevant information 

of any current school district employee if the board of education or superintendent requests a search of that employee's felony 

record. 

 

Annual Search of Sex Offender and Violent Crime Offender Registries 

 

Under OKLA. STAT. tit. 57, § 589, the district shall conduct an annual name search against the Oklahoma Sex Offenders Registry 

and the Mary Rippy Violent Crime Offenders Registry of all district employees who provide or offer services to secondary 

students and children. 

EMPLOYMENT PRACTICES 
 

 

Dates of Election of School Personnel 

 

The Board of Education shall elect the Superintendent of Schools at the regular meeting in January.  The Superintendent of 

Schools shall recommend the Principals in February, and the Principals recommend the teachers to be rehired thru the 

Superintendent at the regular meeting in March.  Other personnel shall be recommended for rehire on, or before June 10, or 

within ten working days after the official adoption of the next school year’s budget, whichever is earlier.  Said 

recommendation to be made by the Superintendent. 

 

Procedure for Re-Employment of Teachers 

 

The principal is charged with the responsibility for the organization and operation of his building and his authority there is 

supreme.  No teacher now employed will be recommended for re-employment by the Superintendent to the Board of 

Education without the recommendation of the Principal.  No teacher should handle any item of school business in any way 

other than through the building principal.  The practice of individual teachers going directly to Board Members to present 

school problems without first consulting with the Principal and Superintendent is a violation of professional courtesy and the 

school’s chain-of-command.  Such action will subject a teacher doing this to possible official reprimand. 

Vacancies that occur in certified or non-certified positions will be made public according to state law.  Such notice will set 

forth the requirements, any special qualifications, and compensation of the vacant position. 

 

Any person who desires to fill such a vacancy shall file his/her written application with the Superintendent. 

 

GOOD ATTENDANCE AWARD FOR TEACHERS 
 

 

Each teacher shall receive a $200 attendance stipend at the end of each school year, providing the teacher has not used more 

than two (2) days of the ten (10) newly accumulated sick leave days. The teacher may be allowed at the end of the year to~ 

exchange two (2) school paid unused personal days for two (2) used sick leave days. 

 

TEACHERS DUTIES AND RESPONSIBILITIES 

(REGULATION) 
 

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. Administration seeks to establish an 

educational environment that will stimulate persons to pioneer in new ways to satisfy the educational needs of students and 

society. 

 

 1. 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, a group of subjects, grade or grades. 

 B. A substitute teacher is one who is called upon to fill temporary vacancies in a teaching position, usually due to an 

illness of the regular teacher. 

 C. A temporary teacher is one who is temporarily filling the position of a regular teacher on leave of absence. 

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

 E. A teacher of homebound is one who teaches an incapacitated child at his home. 
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 2. The Work Day:  The school day for faculty is from 8:00 a.m. until work is completed, as defined by the building 

principal. Teachers on morning duty will report at 7:45 a.m. 

 

 3. Attendance at Meetings:  Teachers will attend all professional meetings authorized by the Superintendent or School 

Principals unless properly excused. 

 

 4. Recording and Reporting Pupil Progress:  Teachers will administer the marking system or other means of 

evaluating pupil progress prescribed for the schools and report to parents the progress of their children. 

 

 5. 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 classroom and shall report to the Principal any serious accident or 

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

firm but 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. 

They will maintain an environment in their classroom conducive to a positive learning atmosphere. They will be 

reasonably responsible for the furnishings and equipment placed in their care. 

 

PARAPROFESSIONALS 
 

 

It is the policy of the Colcord Board of Education that paraprofessionals support employees entitled to due process prior to nonrenewal 

or termination of employment.  Applicants must possess the required level of requisite skills as prescribed in the appropriate State 

Department of Education regulation except that a paraprofessional or a volunteer will be used for each class of kindergarten through 

second grade which has more than 20 students and in which twenty percent of the students are eligible to participate in the National 

Child Nutrition Act. 

 

Teacher assistants are paraprofessionals within the school district.  All paraprofessionals must have earned a high school diploma or 

its equivalent.  Individuals hired to be paraprofessionals must meet requirements established by state and federal laws to be authorized 

to serve as paraprofessionals in Title I schools and in special education settings. 

 

Individuals seeking a paraprofessional credential from the State Department of Education shall submit an application and all required 

supporting documentation to the State Department of Education Office of Certification.   

 

1. Tier 1.  In order to qualify for a Tier 1 Oklahoma paraprofessional credential which is required for general education 

paraprofessionals in Title 1 schools and available to general education paraprofessionals in other settings, an applicant must 

meet the following eligibility criteria: 

A. Has a high school diploma or a General Educational Educational Development (GED) Diploma or another certificate of 

high school equivalency recognized by the State of Oklahoma. 

B. Has on file with the State Board of Education a current Oklahoma criminal history record from the Oklahoma State 

Bureau of Investigation (OSBI).   

C. Meets at least one of the following criteria: 

a. Has completed at least two (2) years of study at an institution of higher education, defined as completion of at 

least forty-eight (48) credit hours of college coursework; or 

b. Has obtained an associate’s degree or higher; or 

c. Has either passed the Oklahoma General Education Test (OGET), obtained a National Career Readiness 

Certificate through successful completion of the ACT WorkKeys assessment, or passed the ParaPro 

Assessment offered through the Educational Testing Service.  

 

2. Tier 2.  In order to qualify for a Tier 2 Oklahoma paraprofessional credential issued by the State Department of Education, 

which is valid for special education paraprofessionals, an applicant shall meet the criteria for a Tier 1 paraprofessional 

credential and all of the following qualifications: 

A. Has completed the Oklahoma Special Education Paraprofessional Training available at Career Technology centers, 

equivalent training provided by the State Department of Education through an in-person or online program, or other 

state-approved training provided by a school district. 

B. Has completed training in cardiovascular pulmonary resuscitation (CPR) and First Aid. 
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C. Has completed training in Universal Precautions/Bloodborne Pathogens.  

 

In the event the district requires a special education paraprofessional in order to provide necessary services to one or more students 

with disabilities, but is unable to secure the services of an individual who holds a Tier 2 paraprofessional credential at the time the 

services must be delivered, the district may employ an individual on a provisional basis if the district determines the individual is able 

to provide the appropriate paraprofessional services.  An individual who is employed as a paraprofessional to provide special 

education services on a provisional basis must meet the criteria for a Tier 1 credential, and obtain all training required to qualify for a 

Tier 2 credential within one hundred twenty (120) calendar days of providing special education paraprofessional services in order to 

continue to provide special education paraprofessional services, provided a criminal history record check is obtained within sixty (60) 

calendar days of initial employment.  If it is necessary for a school district to provisionally employ a paraprofessional to provide 

special education services, the district shall report the provisional placement of the paraprofessional and the paraprofessional’s starting 

date of employment to the State Department of Education Office of Special Education.   

 

The superintendent and/or staff development committee shall develop an appropriate in-service training program for 

paraprofessionals. 

 

Paraprofessionals are employed so that the professional teachers may direct their energies to the students’ education.  The basic 

objectives for the use of teacher assistants are: 

 

 1. To make it possible for teachers to use more variety in structuring classroom activities which will result in more meaningful 

education for students. 

 

 2. To enable the teacher to do more creative teaching, and to use a greater variety of instructional media. 

 

 3. To enable the teacher to develop effective programs focusing upon the individual needs of each student. 

 

 4. To provide increased time for individualizing instruction, evaluating learning situations, student counseling and guidance for 

other instructional activities that will improve educational opportunities for students. 

 

 5. To relieve teachers of the numerous semi- and non-professional tasks which have become cumulative and which have come to 

consume a disproportionate amount of the teacher’s time and energies. 

 

The principal and supervising teacher are jointly responsible for making final decisions related to the duties and responsibilities to be 

assigned to a paraprofessional.  Paraprofessionals are not to discipline children.  Classroom discipline shall be left to the certified 

teacher or building principal. 

 

Paraprofessionals will only be used to perform, or assist a classroom teacher to perform, the following duties: 

 

 *  Hallway duty 

  

 *  Bus duty 

 

 *  Playground duty 

 

 *  Lunchroom duty 

 

 *  Extracurricular activities involving school functions 

 

 *  Other noninstructional duties as the superintendent may prescribe 

 

The duties of paraprofessionals may be further restricted or regulated by program requirements of the funding plan under which they 

are employed: 

 

 1. Title I funds provide paraprofessionals for the Remedial Reading Program. 

 

 2. Title VI funds provide paraprofessionals for Indian students. 

 

 3. Early Childhood Intervention (ECI) funds provide paraprofessionals for mainstreamed students with certain specific handicaps 

that require frequent or constant attention. 
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REFERENCE: 70 O.S. §6-127, §18-113.1, et seq. 

 P. L. 107-110, ESSA 

THIS POLICY REQUIRED BY  

FEDERAL LAW. 

STANDARDS OF PERFORMANCE AND CONDUCT FOR TEACHERS 
 

 

Teachers are charged with the education of the youth of this state.  In order to perform effectively, teachers must demonstrate a belief 

in the worth and dignity of each human being, recognizing the supreme importance of the pursuit of truth, devotion to excellence, and 

the nurturing of democratic principles. 

 

In recognition of the magnitude of the responsibility inherent in the teaching process and by virtue of the desire for the respect and 

confidence of their colleagues, students, parents, and the community; teachers are to be guided in their conduct by commitment to 

students and the profession. 

 

 

PRINCIPLE I 

COMMITMENT TO THE STUDENTS 

 

 

The teacher must strive to help each student realize his or her potential as a worthy and effective member of society.  The teacher must 

work to stimulate the spirit of inquiry, the acquisition of knowledge and understanding, and the thoughtful formulation of worthy 

goals. 

 

In fulfillment of the obligation to the student, the teacher: 

 

 1. Shall not unreasonably restrain the student from independent action in the pursuit of learning. 

 

 2. Shall not unreasonably deny the student access to varying points of view. 

 

 3. Shall not deliberately suppress or distort subject matter relevant to the student's progress. 

 

 4. Shall make reasonable effort to protect the student from conditions harmful to learning or to health and safety. 

 

 5. Shall not intentionally expose the student to embarrassment or disparagement. 

 

 6. Shall not on the basis of race, color, creed, sex, national origin, marital status, political or religious beliefs, family, social or 

cultural background, or sexual orientation, unfairly 

 

 A. Exclude any student from participation in any program, 

 

 B. Deny benefits to any students, 

 

 C. Grant any advantage to any student. 

 

 7. Shall not use professional relationships with students for private advantage. 

 

 8. Shall not disclose information about students obtained in the course of professional service, unless disclosure serves a 

compelling professional purpose and is permitted or required by law. 

 

PRINCIPLE II 

COMMITMENT TO THE PROFESSION 

 

 

The teaching profession is vested by the public with a trust and responsibility requiring the highest ideals of professional service. 
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In order to assure that the quality of the services of the teaching profession meets the expectations of the state and its citizens, the 

teacher shall exert every effort to raise professional standards, fulfill professional responsibilities with honor and integrity, promote a 

climate that encourages the exercise of professional judgment, achieve conditions which attract persons worthy of the trust to careers 

in education, and assist in preventing the practice of the profession by unqualified persons. 

 

In fulfillment of the obligation to the profession, the educator: 

 

 1. Shall not in an application for a professional position deliberately make a false statement or fail to disclose a material fact 

related to competency and qualifications. 

 

 2. Shall not misrepresent his/her professional qualifications. 

 

 3. Shall not assist entry into the teaching profession of any person known to be unqualified in respect to character, education, or 

other relevant attribute. 

 

 4. Shall not knowingly make a false statement concerning the qualifications of a candidate for a professional position. 

 

 5. Shall not assist an unqualified person in the unauthorized practice of the teaching profession. 

 

 6. Shall not disclose information about colleagues obtained in the course of professional service unless disclosure serves a 

compelling professional purpose or is required by law. 

 

 7. Shall not knowingly make false or malicious statements about a colleague. 

 

 8. Shall not accept any gratuity, gift, or favor that might impair or appear to influence professional decision or actions. 

 

 

PRINCIPLE III 

 

 

 1. Pursuant to the Teacher Due Process Act of 1990, a career teacher may be dismissed or not reemployed for: 

 

 A. Willful neglect of duty. 

 

 B. Repeated negligence in performance of duty. 

 

 C. Mental or physical abuse to a child. 

 

 D. Incompetency. 

 

 E. Instructional ineffectiveness. 

 

 F. Unsatisfactory teaching performance. 

 

 G. Commission of an act of moral turpitude. 

 

 H. Abandonment of contract,  

 

 I. Conviction of a felony, 

 

 J. After a finding that such person has engaged in criminal sexual activity or sexual misconduct that has impeded the 

effectiveness of the individual's performance of school duties, or 

 

 K. Failure to earn required staff development points. 

 

 2. A career teacher shall not be subject to dismissal or non-reemployment for items A, B, D, E, and F, above unless and until a 

written admonishment has been issued in accordance with relevant law. 

  

 3. A probationary teacher shall not be subject to dismissal or non-reemployment for inadequate teaching performance unless or 

until a written admonishment has been issued in accordance with relevant law. 
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 4. Temporary teachers, substitute teachers, adult education teachers, and teachers employed in positions fully funded by private 

or federal grants shall not be protected by the provisions of the Teacher Due Process Act. 

 

 5. A teacher convicted of a felony shall be dismissed or not reemployed unless a presidential or gubernatorial pardon has been 

issued. 

 

 6. A teacher may be dismissed, refused employment, or not reemployed after a finding that such person engaged in criminal 

sexual activity or sexual misconduct that has impeded the effectiveness of the individual's performance of school duties: 

 

 A. "Criminal sexual activity" means the commission of an act defined in Section 886 of Title 21 of the Oklahoma Statutes, 

which is the act of sodomy; and 

 

 B. "Sexual misconduct" means the soliciting or imposing of criminal sexual activity (70 O.S. §6-101.22). 

 

REFERENCE: 70 O.S. §6-101.21, et seq. 

 

 

NOTE: In accordance with the referenced statutes, a copy of these standards of performance and conduct will be 

provided to each teacher. 

 

THIS POLICY REQUIRED BY LAW. 

 
CONFLICTS OF INTEREST 

 

 

In order to protect the public trust and maintain confidence in the fairness of public education, conflicts of interest or even the 

appearance of conflict must be avoided.  Therefore, it is the policy of the Colcord Board of Education that school board members and 

school district personnel shall not engage in any activity that would create a conflict of interest. 

 

Personal property acquired by the district is intended for use by employees of the district within the scope of their employment.  Use 

of school property, including, but not limited to, teaching materials, computer software and hardware, electronic equipment, and other 

equipment, outside of the scope of the employee’s employment is prohibited  Employees that utilize school district-owned property 

for personal use or gain may be subject to disciplinary action which could include possible action to non-renew or terminates 

employment.   

 

With regard to any Federal funding, the district will disclose in writing any potential conflicts of interest to the Federal awarding 

agency or pass-through entity in accordance with applicable federal awarding agency policies and procedures.   

 

No employee, officer, or agent must participate in the selection, award, or administration of a contract supported by a federal award if 

he or she has a real or apparent conflict of interest.  Such a conflict of interest would arise when the employee, officer, or agent, any 

member of his or her immediate family, his or her partner, or an organization which employs or is about to employ any of the parties 

indicated herein, has a financial or other interest in or a tangible personal benefit from a firm considered for a contract.  The officers, 

employees, and agents must neither solicit nor accept gratuities, favors, or anything of monetary value from contractors or parties to 

subcontracts.  Violation of these standards will result in disciplinary action which may include termination of employment.   

 

Contracts and Business Arrangements 

 

 1. Contracts with Board Members 

 

  Oklahoma law prohibits a school board from entering into a contract in which a board member is directly or indirectly 

interested.  70 O.S. § 5-124.   

 

 2. Disclosure of Other Contracts and Business Arrangements 

 

  The board of education believes that certain business and contractual arrangements by employees, although not in violation of 

state law, create such a potential for conflict of interest that such contracts or relationships should be disclosed to the 

superintendent.  The following contracts or business relationships shall be disclosed in writing to the superintendent: 
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 A. Any two or more district employees who together enter into any business relationship, including, but not limited to, a 

partnership, corporation, or lessor/lessee relationship. 

 

 B. Any employee who has a substantial interest, directly or indirectly, in any person or entity that is providing services or 

sales of equipment or other goods or commodities to the district where such relationship would result in a direct or 

indirect monetary benefit to the employee. 

 

  Any violation of the foregoing reporting requirements will subject the employee or employees involved in the possible 

disciplinary action which could include possible termination or nonrenewal of employment. 

  

3.  Contracts or Employment Relationships between Employees 

 

  District employees are not permitted to have other employees do personal errands or work for them during normal employment 

hours for personal gain. 

 

  District employees who hire or use the services of other district employees for personal benefit during times other than normal 

employment hours should do so in such a manner as to avoid the appearance that the work or employment is being done as a 

condition of employment or is being done during normal employment hours.   

 

4.      Other Prohibited Activities 

 

  In addition to the foregoing, the board of education prohibits any employee from receiving a monetary benefit as the result of 

any contract between a non-employee and the district. 

 

Outside Activities of Full-time Employees 

This portion of the policy applies to full-time employees.  A full-time employee shall be construed as any teacher, administrator, 

support employee, or other employee contracted as a full-time employee with the district and shall include all teachers and other 

employees who are engaged as full-time employees for only a portion of the year because of summer vacation or any other reason.  

All full-time employees shall report any outside business activities or employment in writing to the superintendent.  The intent of this 

provision is not to prohibit such activities, but to allow the superintendent to be fully aware of activities that may give rise to 

violations of other provisions of this policy.   

 

It is the express policy of the board of education that full-time employees devote their full efforts to their assigned activities during 

their normal business hours. 

 

Legal Reference: 70 O.S. § 5-124 

   2 C.F.R. § 200.112 

   2 C.F.R. § 200.318 

 

ACCOMODATIONS FOR LACTATING EMPLOYEES 
 

 

The school district shall provide an appropriate private, secure and sanitary room, other than a restroom, for an employee to express 

breast milk or breastfeed her child. School administrators shall make available a clean, accessible room with a lock or privacy sign. 

 

The district shall provide lactating employees a reasonable amount of break time to express milk. The employee shall, to the extent 

possible, take breaks to express milk concurrently with the break times that are otherwise provided to the employee. 

 

Employees must inform the building principal of the need to express breast milk and work collaboratively to develop a plan to 

accommodate the needs of the employee while ensuring that the employee’s students are appropriately supervised.   

 

LEGAL REFERENCE:  70 O.S. § 5-149.3.   

 

ADVERTISING AND POSTING VACANCIES 
 

 

Vacancies that occur in certified or non-certified positions will be posted on our website and the OSSBA website and notices provided 

locally.  Such notice will clearly set forth the requirements, any special qualifications, and compensation of the vacant position. 
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Any person who desires to fill such a vacancy shall file his/her written application with Human Resources. 

 

EMPLOYMENT OF SUPPORT PERSONNEL 
 

 

All newly hired full-time support personnel will be hired for a probationary period of 90 days.  At the end of the probationary period, 

these employees will enter into a contract with Colcord Public Schools for the remainder of the fiscal year.  Support employees have 

no property right to employment during the first year of employment and may be released without cause during the first year of 

employment. 

 

Support employees who have been employed for more than a year shall have a right to a hearing and termination shall be for cause 

only.  Cause is designated by district policy.   

 

REFERENCE: 70 O.S. §6-101.40, et seq. 

 

DRUG-FREE WORKPLACE 
 

In recognition of the clear danger resulting from drug abuse, and in a good faith effort to promote the health, safety, and 

welfare to employees, students and the community, it is the policy of this school district to provide a drug-free workplace in 

compliance with the Drug-Free Schools and Communities Act Amendment of 1989 (P.L. 101-226).  *  The superintendent is 

directed to develop regulations that shall be incorporated into this policy. 

 

NOTE: A copy of this policy and the accompanying regulations must be distributed to each affected employee 30 

days before implementation of the policy.  This notice is also required before the implementation of any changes to this 

policy or the regulations. 

 

THIS POLICY REQUIRED BY LAW. 
 

WORKPLACE DRUG AND ALCOHOL TESTING 
 (REGULATIONS) 

 

The board of education may require drug and alcohol testing of all new applicants upon a conditional offer of employment.  

The refusal of a job applicant who has been offered conditional employment to take the test will be considered as a basis for 

not employing the applicant.  Each case will be reviewed to assure compliance with the current regulations of the Americans 

with Disabilities Act. 

 

The school district may request or require an employee to undergo drug and/or alcohol testing as set forth below and when the 

superintendent is satisfied that there exists a reasonable suspicion that the employee has violated these regulations or any other 

school policy concerning the use of drugs and/or alcohol. 

 

This school district may request or require a school district employee to undergo drug and/or alcohol testing as set forth below 

and when the superintendent is satisfied that there exists a reasonable suspicion that the employee or some 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 

drugs or alcohol. 

 

This school district will require school bus drivers, mechanics, maintenance employees, and any employee who is required to 

obtain a commercial driver's license (CDL) to undergo drug or alcohol testing before employment and on a random selection 

basis.  The superintendent shall ensure that employees who are selected for random testing are selected on a basis that is 

entirely random and on a basis which results in an equal probability that any employee from a group of employees subject to 

the selection mechanism will be selected and does not give the district discretion to waive the selection of any employee 

selected.  (See also policy DCCB and DCCB-R.) 

 

This school district will require bus drivers, mechanics, maintenance personnel, and any district employee who is required to 

obtain a commercial driver's license (CDL) to undergo drug or alcohol testing during routine employee fitness-for-duty 

medical examinations.  (See also policy DCCB and DCCB-R.) 
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This school district will require periodic drug and alcohol testing without prior notice of any employee who has tested 

positively under this policy, who has participated in a drug or alcohol dependency treatment program as a result of this policy, 

or an employee who is required to obtain a commercial driver's license (CDL). 

 

All employees subject to this drug and alcohol testing policy will be tested for alcohol, marijuana, cocaine, opiates, 

amphetamines, phencyclidine, and their metabolites and any other drug or combination of drugs currently included in the 

provisions promulgated by the Oklahoma State Board of Health or as required by federal law. 

 

Drug Testing Procedures  Drug and alcohol testing standards and procedures of this school district shall conform fully to the 

provisions of the State Board of Health.  Testing facilities used by this district shall provide evidence of having met all 

licensing and/or certification requirements of the State Board of Health including the following: 

 

1.  Samples shall be collected and tested only by individuals deemed qualified by the State Board of Health.  Such 

samples may be collected on the premises of the school district or at a testing facility. 

2.  Only samples deemed appropriate by the State Board of Health for drug and alcohol testing shall be collected. 

3.  The collection of samples shall be performed under reasonable and sanitary conditions. 

4.  Samples shall be collected in sufficient quantity for splitting into two separate specimens, under rules of the State 

Board of Health, to provide for any subsequent independent analysis in the event of the challenge of the test results of 

the main specimen. 

5.  Samples shall be collected and tested with due regard to the privacy of the individual being tested.  In the instances of 

urinalysis, no representative, agent, or designee of the school district shall directly observe an applicant or employee in 

the process of producing a urine sample; provided, however, collection shall be in a manner reasonably calculated to 

prevent substitutions or interference with the collection or testing of reliable samples. 

6.  Sample collection shall be documented, and the documentation procedures shall include: 

 

A.  Labeling of samples so as reasonably to preclude the probability of erroneous identification of test results, and 

B.  An opportunity for the applicant or employee to provide notification of any information which the applicant or 

employee considers relevant to the test, including identification of currently or recently used prescription or 

nonprescription drugs, or other relevant information. 

 

7.  Sample collection, storage, and transportation to the testing facility shall be performed so as reasonably to preclude the 

probability of sample contamination or adulteration. 

8.  Sample testing shall conform to scientifically accepted analytical methods and procedures.  Testing shall include 

confirmation of any positive test result by gas chromatography, gas chromatography-mass spectroscopy, or an 

equivalent scientifically accepted method of equal or greater accuracy as approved by State Board of Health rule, at the 

cutoff levels as determined by State Board of Health rule, before the result of any test may be used as a basis for refusal 

to hire a job applicant or any action by an employer under Section 12 of 40 O.S. 551, et seq. 

9.  A written record of the chain of custody of the sample shall be maintained from the time of the collection of the 

sample until the sample is no longer required. 

 

Testing Results  The following steps will be taken when an employee's medical exam is positive for the presence of drugs or 

alcohol: 

 

1. The employee will be notified of the results of the test.  The applicant or employee has a right to obtain all information 

and records relating to that individual's testing 

2. The employee will be advised of the outcome of the drug screening and will be immediately removed from the current 

job assignment. 

3. The employee will be given a reasonable opportunity for a confidential rebuttal of the results. 

4. To continue employment with the district, the employee must develop a written plan for improvement with the 

employee's supervisor.  As an element of every plan for improvement, the employee will be encouraged to voluntarily 

seek professional assistance and/or participate in an appropriate rehabilitation program.  Drug and alcohol dependency 

evaluation and referral services for substance abuse counseling, treatment, or rehabilitation shall be provided to the 

employee. 

5. The employee will be suspended until the employee has tested negative on a follow-up drug screening.  The follow-up 

drug screening will be administered no earlier than seven nor more than forty-five (45) calendar days following the 

initial positive drug screening.  The physician who administered and interpreted the initial drug screening will make a 

recommendation to the district as to the amount of time that is appropriate before administering the follow-up drug 

screening, depending on the type and amount of chemical substance initially detected in the employee's system.  The 

employee may use existing accrued leave during this suspension.  If the employee does not have sufficient accrued 
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leave to cover the absence, the leave will be without pay unless prohibited by applicable law.  All employees hereby 

affected by this policy and regulation will be provided appropriate due process procedures. 

6. If the follow-up drug screening is negative, the employee may be returned to the regular assignment.  If the drug 

screening is positive, procedures for the employee's termination will be implemented under this policy, and the district's 

employment termination policies. 

7. Any employee whose drug screening is positive a second time, regardless of the length of time which has passed since 

the first positive test, will be recommended to the board for dismissal.  Any employee who has once tested positive 

may be subject to random drug screening sampling for two years, commencing with the employee's return to work, 

and/or maybe recommended for dismissal. 

 

Reasonable Suspicion  To ensure that reasonable suspicion does exist that an employee is under the influence of an illegal 

chemical substance, or any chemical substance (including alcohol), which impacts the ability of the employee to safely 

perform the required functions of the position, the following inquiry procedures will be followed: 

 

1. The supervisor will investigate and compile the facts.  If the supervisor is not a director, the supervisor will verbally 

report the facts to the director. 

2. The director will determine whether or not the facts warrant continued investigation.  If it is believed that reasonable 

suspicion does exist, the director will verbally present the facts to the superintendent or medical review officer. 

3. The superintendent or medical review officer will review the facts.  If the superintendent or medical review officer 

believes that reasonable suspicion does exist, the superintendent will notify the employee in writing of the allegations 

of reasonable suspicion and issue the directive to require the employee to take the drug screening, if appropriate. 

 

Confidentiality  The school district shall maintain the results of any drug/alcohol test in confidentiality to the extent possible.  

The employee who participates in a drug/alcohol test will be provided an opportunity to review and to obtain copies of any 

information and records of the drug/alcohol test. 

 

1. The school district will maintain all drug and alcohol test results and related information, including, but not limited to, 

interviews, reports, statements, and memoranda, as confidential records, separate from other personnel records.  Such 

records, including the records of the testing facility, shall not be used in any criminal proceeding, or any civil or 

administrative proceeding, except in those actions taken by the district or in any action involving the individual tests 

and the district or unless such records are ordered released under a valid subpoena or other court order. 

2. The records described above and maintained by the district shall be the property of this school district and, upon the 

request of the applicant or employee tested, shall be made available for inspection and copying to the applicant or 

employee.  The district will not release such records to any person other than the applicant, employee, or the district's 

review officer unless the applicant or employee has expressly granted permission in writing, following receipt of the 

test results, for the district to release such records or under a valid court order. 

3. A testing facility, or any agent, representative or designee of the facility, or any review officer, shall not disclose to the 

district, based on the analysis of a sample collected from an applicant or employee for testing for the presence of drugs 

or alcohol, any information relating to: 

 

A. The general health, pregnancy or other physical or mental condition of the applicant or employee; or 

 

B. The presence of any drug other than the drugs or their metabolites that the district requested be identified and for 

which a medically acceptable explanation of the positive result, other than the use of drugs, has not been 

forthcoming from the applicant or employee. 

 

 Provided, however, a testing facility shall release the results of the drug or alcohol test, and any analysis and information 

related thereto, to the individual tested upon his/her request. 

 

Other Provisions  Drug/alcohol tests required under this policy will be conducted during, before, or immediately after the 

regular work period for current employees and shall be deemed work time for purposes of compensation and benefits for 

current employees. 

 

The school district shall pay all costs of testing for drugs or alcohol including any school requested confirmation tests and the 

costs of transportation to the drug/alcohol test site.  Any individual who requests a retest of a sample to challenge the results 

of a positive test shall pay all costs of the retest unless the retest reverses the findings of the challenged positive test in which 

case the school district shall reimburse the individual for the costs of the retest. 

 

A copy of this policy shall be posted in a prominent employee access area and shall be provided to each job applicant upon the 

applicant's receipt of a conditional offer of employment. 
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Any employee or applicant for employment who refuses to undergo drug or alcohol testing conducted under board policy and 

these regulations may be disciplined up to and including termination of employment.  An employee discharged based on a 

refusal to undergo drug or alcohol testing or a confirmed positive drug or alcohol test conducted under the provisions of the 

Standards for Workplace Drug and Alcohol Testing Act shall be considered to have been discharged for misconduct and shall 

be disqualified for unemployment compensation. 

 

REFERENCE: 40 O.S. §2-406A 

 40 O.S. §551, et seq. 

CONTRACTS 
 

The employment of teachers in Oklahoma is on a continuing contract basis.  A Board of Education shall have the authority to 

enter into written contracts with teachers for the ensuing fiscal year before the beginning of such year. If, before the first 

Monday in June, a Board of Education has not entered into a written contract with a regularly employed teacher or notified 

him/her in writing by registered mail that he will not be employed for the ensuing year, and if, by second Monday in June, 

such teacher has not notified the Board of Education in writing by registered mail that he does not desire to be re-employed by 

the school district for the ensuing year, such teacher shall be considered employed on a continuing contract basis and the same 

salary schedule used for other teachers in the school district for the ensuing fiscal year, and such employment and a continuing 

contract shall be binding on the teacher and the school district. 

 

Whenever any person shall enter into a contract with any school district in Oklahoma to teach in such school district the 

contract shall be binding on the teacher and the Board of Education until the teacher has legally been discharged from his 

teaching position or released by the Board of Education from his contract 

 

Any teacher or principal who, unless released by the Board of Education, refuses or neglects to teach through the term for 

which he has been engaged except when prevented by personal illness, shall be disqualified from teaching in any public 

school in the State of Oklahoma during the term of the said contract.  * Any teacher’s contract may be nonrenewed under all 

applicable state and federal laws. 

REFERENCE: 70 O.S. §6-101 

 

EMPLOYEE RESIGNATIONS  

AND REFERENCE REQUESTS 
 

 

It is the policy of the Colcord Board of Education that any employee may submit a written resignation from employment with the 

school district.  The resignation must be written, dated, and signed.  It must specify the date upon which the resignation is to be 

effective.  The resignation must be mailed to the superintendent by certified mail, return receipt requested, or personally 

delivered to the superintendent’s office and an acknowledgment of receipt inscribed on the face of the resignation.  Furthermore, 

it is the policy of the board of education that teacher resignations must be tendered no later than fifteen (15) days after the first 

Monday in June.   

 

Any individual who is a school employee, contractor, or agent of the school district is prohibited from assisting a school 

employee, contractor, or agent in obtaining a new job, if the individual has probable cause to believe that such employee, 

contractor, or agent engaged in sexual misconduct regarding a minor or student in violation of the law.  This prohibition shall not 

apply if: 

 

1.  The information giving rise to probable cause has been properly reported to a law enforcement agency with 

jurisdiction over the alleged misconduct; and 

 

2.  The information giving rise to probable cause has been properly reported to any other authorities as required by 

Federal, State, or local law; and  

 

3.  The matter has been officially closed or the prosecutor or police with jurisdiction over the alleged sexual 

misconduct have investigated the allegations and notified school officials that there is insufficient information to 

establish probable cause that the school employee, contractor, or agent engaged in sexual misconduct regarding a 

minor or student in violation of the law; and 

 

4.  The school employee, contractor, or agent has been charged with, and acquitted or otherwise exonerated of the 

alleged misconduct; or 
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5.  The case or investigation remains open and there have been no charges filed against, or indictment of, the school 

employee, contractor, or agent within four (4) years of the date on which the information was reported to a law 

enforcement agency.   

 

The routine transmission of administrative and personnel files is not considered assisting a school employee in obtaining a new 

job and will be exempt from the requirements of the procedure listed above.   

 

REFERENCE: 70 O.S. §6-101 

 20 U.S.C. § 7926 

NEGOTIATIONS 

 
All negotiations for an agreement on salaries and other conditions of employment between the Colcord Board of Education 

and recognized employee groups will be conducted under the pertinent provisions of Oklahoma law. 

REFERENCE: 70 O.S. §509.1, et seq. 

 

SALARY SCHEDULES 
 

Teachers 

When employed, teachers will be placed on the appropriate salary step on the teachers' salary schedule that corresponds to the 

number of years of experience credited by the State Department of Education. 

 

 Retired teachers that are employed by the school district shall be placed on the minimum salary schedule.  

  

Administrators 

All administrators, when employed, will be placed on the appropriate step of the administrators' salary schedule.  Upon 

recommendation of the superintendent and approval by the board, newly hired administrators may be placed on a salary schedule 

based upon individual building criteria such as enrollment, supervision of extracurricular activities, number of teachers, and 

length of school year contract. 

 

Documentation 

Certified employees who begin their employment prior to providing all official documentation required of their position shall be 

compensated at a daily rate of pay equal to that of a substitute teacher.  Official documentation provided within the first 35 

teaching days of employment establishing retroactive qualification for the position shall result in a salary adjustment retroactive 

to the first of the semester.  Official documentation provided after the above dates will result in salary adjustment on the date of 

receipt of such documentation. 

 

Advancement 

School district employees shall advance on the salary schedule at the rate of one year for each year of creditable service after 

initial employment.  For salary advancement purposes only, a year of creditable service must be at least 120 days. 

 

Out-of-State Experience 

Individuals who are employed by the school district after five years shall be provided with credit for all of their years of out-of-

state experience.   

 

All employee compensation shall be addressed in the employment and/or extra duty contract.  Employee compensation shall be 

reasonable for the services rendered.   

 

Legal Reference:   2 C.F.R. §430(a)(1).  

 

 

CAFETERIA PLAN 

It is the policy of the Colcord Board of Education to provide a fringe benefit schedule that reflects adequate compensation for 

professional training and experience and will participate in Section 125 "Cafeteria" plan.  The following limitations are placed 

upon the plan: 

 

 1.  All employees are eligible to participate at the time they are employed. 
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 2.  An eligible dollar amount of benefits shall be established by the board to assure that all employees may benefit to the 

maximum of their eligibility. 

 3.  Employees may elect benefits or cash to a maximum amount to be established annually. 

 4.  Teacher Retirement shall be paid on the salary and fringe benefits claimed under the plan. 

 5.  Social Security shall be paid on the salary and fringe benefits claimed under the plan. 

 6.  The board will allow only those items it believes eligible to be covered in the plan for fringe benefits. 

 7.  The decision of the board concerning eligible items to be covered in the plan will be final. 

 8.  After an employee executes a contract at the first of the school year, no changes may be made in the fringe benefits plan 

until the next school year.  Exceptions may be granted for circumstances arising beyond the control of the employee and 

only upon written board approval of contract modification. 

REFERENCE: 70 O.S. §5-140;  70 O.S. §17-101 through §17-116.2 

CROSS-REFERENCE: Policy CFEA, Salary Deductions;  Policy CR, Insurance Management  

Policy DF, Retirement Program 

 

PERSONNEL LEAVE PROGRAM 
 

The Colcord Board of Education recognizes that district employees must occasionally be absent from work.  Therefore, leave 

time in different categories as required by law will be provided for employees to be absent when necessary.  Leave categories 

will include sick leave, personal business leave, emergency leave, jury duty leave, and military leave.  It is also important for 

district employees to understand that the continuity of education services is best served when the regularly assigned employee 

is at work.  Therefore, employees should use the leaves provided prudently and judiciously.  The abuse of leave by employees 

will not be tolerated and any employee abusing leave policies will be subject to disciplinary action up to and including 

termination of employment. 

 

Deductions for Unpaid Authorized Absences  If a district employee believes there is a need to be absent from work for any 

reason not covered in the approved leave policies, the employee may request, in writing, unpaid leave for that purpose from 

the immediate supervisor.  If unpaid leave is granted by the immediate supervisor, an amount equal to one day's pay will be 

deducted from the employee's salary for each day of such approved absence.  If an employee is absent without securing 

approval for an unpaid absence, the employee shall be denied the salary for such absence and will be considered to be 

engaging in willful neglect of duty and, therefore, subject to disciplinary action up to and including termination of 

employment. 

 

Notification of Leave Accumulation  During the first two weeks of the school year, the board will advise each employee, in 

writing, as to the number of leave days accumulated as of July 1 of that year.  After July 1, an employee may get updated 

information on leave accumulation from the superintendent's office at a time mutually agreed upon by the employee and the 

superintendent or the superintendent's designee. 

 

Teacher Absences and Substitutes  Any teacher absences from school during school hours must be pre-approved by the 

teachers' principal.  Teachers must contact their respective principals when they need a substitute.  Principals will take full 

responsibility to arrange for substitutes.  The Colcord Board of Education will hire substitute teachers in the absence of 

teachers one day or longer.  Where possible, the principal will fill such substitutions with aides.  When an aide is not 

available, the teacher may choose preferences from a list to be provided by the administration.  Teachers may not be used as 

substitutes during planning periods, except in Emergency Situations.  An Emergency Situation will be determined by the 

building principal.  The Colcord Board of Education will hire substitute teachers in the absence of the teacher one day or 

longer.  The teacher can choose the top three (3) preferences.  The administration must provide a list of substitutes. 

Administration may use teachers during their planning periods as substitute teachers only in emergencies.  An emergency will 

be determined by the building principal. 

 

CROSS-REFERENCE: Policy DED, Alternate Leave Program 

 

 

SICK LEAVE: CERTIFIED PERSONNEL 

(REGULATIONS) 
 

 1.   A teacher will receive one (1) day of sick leave per month.  A teacher may accumulate up to sixty (60) days of sick 

leave. 



25 
 

    A.  A teacher may use sick leave for a personal accidental injury, illness or pregnancy, or accidental injury, illness, in the 

immediate family. Immediate family includes spouse, children, parents, and grandparents. 

 B.  All nine-month employees shall receive ten days of sick leave. 

           2.    It is not required that a teacher obtain prior approval to use sick leave, however, the teacher may be required to provide 

certification of illness by a medical doctor. 

            3. A teacher may transfer up to a maximum of sixty (60) days sick leave earned in another Oklahoma public school district 

provided the teacher was employed by an Oklahoma public school district the preceding school year. 

 4.  In case the teacher does not have sufficient accrued sick leave or accrued employment time to qualify for full sick leave 

under school policy, the teacher will pay only the cost of a certified substitute, not to exceed twenty (20) days. 

 5.  Each teacher shall receive a $200 bonus at the end of each school year, providing the teacher has not used more than two 

(2) days of the ten (10) newly accumulated sick leave days.  The teacher may be allowed at the end of the year to 

exchange two (2) school paid unused personal days for two (2) used sick leave days. 

 6.  Maternity leave will be treated the same as sick leave.  The teacher may teach up to the time determined by her and her 

doctor before the delivery date.  However, the teacher must keep her student’s welfare in mind, and if her condition is 

adversely affecting the student’s education, she should start her maternity leave immediately. 

 

NOTE: The term "immediate family" has been defined as those close family members such as a spouse or children 

residing within the same household as the employee.  Sick leave may also be taken for the life-threatening illness of 

non-dependent children, mother, father, sister, brother, grandparents, mother-in-law, or father-in-law. 

 

REFERENCE: 70 O.S. §6-104 

 Atty. Gen. Op. No. 84-12 

 Atty. Gen. Op. No. 91-632 

 

CROSS-REFERENCE: Policy DED, Alternate Leave Program 

 

SICK LEAVE 

SUPPORT PERSONNEL 

(REGULATIONS) 
 

 

Support personnel sick leave and sick leave accumulation is granted at the minimum rate as provided by state law.  Sick leave 

may be taken by providing an oral reason to building principal.  A doctor’s statement may be requested by the principal at the 

principal’s discretion.  Dental treatment may be counted as sick leave.  After sick leave has been exhausted the amount to be 

deducted for absences from work shall equal one day of regular salary for each additional day an employee is out on sick leave.  

Sick leave may be granted for sickness in the immediate family or any other person(s) with whom the employee has an 

affectionate relationship, as determined by the Superintendent. 

 

NOTE: The term "immediate family" has been defined as those close family members such as a spouse or children 

residing within the same household as the employee.  Sick leave may also be taken for the life-

threatening illness of non-dependent children, mother, father, sister, brother, grandparents, mother-in-

law, or father-in-law. 

 

REFERENCE: 70 O.S. §6-101.40 

 70 O.S. §6-104 

 Atty. Gen. Op. No. 84-12 

 Atty. Gen. Op. No. 91-632 

 

EMERGENCY LEAVE 

(REGULATIONS) 
 

 

The certified staff shall be provided not more than five (5) days of emergency leave.  A teacher who will be absent for reasons of 

emergency leave, must provide as much prior notice as possible to the administration. 

 

A teacher may use emergency leave for self, spouse, child, a child residing with you that is dependent upon you for support and 

care (foster children, stepchildren and etc.), brothers, sisters, brothers-in-law, sisters-in-law, mother, father, mothers-in-law, 
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fathers-in-law, grandparents, spouse’s grandparents, and any other family member with whom the teacher has a long standing 

and affectionate relationship. 

 

The board will pay a substitute for the first two (2) days of emergency leave while the teacher pays for the remaining three (3) 

days. 

 

In case of a death within the immediate family, the board will pay a substitute for the first two (2) days of emergency leave. After 

the first two (2) days, teachers may charge a reasonable amount of time to sick leave. 

 

An emergency situation will be determined by the building principal. 

 

REFERENCE: 70 O.S. §6-104 

70 O.S. §6-104.7 

 

NOTE: 70 O.S. §6-104 allows emergency leave to be granted at the discretion of the board.  However, the board may 

not provide more than five days. 

 

PERSONAL LEAVE 
 

 

Teachers shall be provided three (3) days of personal leave. The Board will pay a substitute for the first two (2) days and the 

teacher will pay a substitute for the next day. A teacher, who will be absent for reasons of personal business, must provide notice, 

without explanation, to the administration as early as possible so that a substitute teacher can be called. 

 

FAMILY MEDICAL LEAVE 

If the district employs 50 individuals, the district is required to provide eligible employees with leave under the auspices of 

the Family Medical Leave Act (FMLA). 

For school district employees to qualify for FMLA leave, three conditions must be met: 

 

 1.  The school district must have 50 or more employees on the payroll for 20 workweeks during the current or preceding 

calendar year. 

 2.   At least 50 employees must work within 75 miles of the district's worksite for the district to be covered; and 

 3.  The employee must have worked for the school district for at least 12 months and at least 1,250 hours during the last 

year. 

 

Eligible employees are those district employees who meet the above requirements and who request leave for one of the 

following reasons: 

 1. Birth, adoption, or foster placement of a child by an employee; 

 2. To care for a spouse, son, daughter, or parent who suffers from a severe health condition; or 

 3. For a serious health condition, the employee is experiencing. 

 

Before an employee will be placed on unpaid family leave, the employee must first exhaust any accumulated sick leave, 

personal leave, and vacation time.  Such sick leave, personal leave, and vacation time will be deducted from the 12 

workweeks of eligibility.  If both spouses are employees of this district, their total leave in any 12 months will be limited to 12 

weeks if the leave is taken (1) for the birth or adoption of a child or (2) to care for a sick parent.  The right to take leave for the 

birth or placement of a son or daughter expires 12 months after the birth or placement with the employee. 

 

If the superintendent deems it necessary or desirable, an employee may be required to provide certification from a physician 

of the necessity of any leave requested.  The superintendent may require certification as to the date the medical condition 

began, the anticipated duration and prognosis, and medical facts about the medical condition and treatment. 

 

If the superintendent deems it necessary or desirable, the superintendent may require a second opinion by a physician selected 

and paid for by the district.  If the original opinion and the second opinion conflict, the district may require a third opinion at 

the district's expense.  The conclusion of the third opinion will be final and binding upon the employee and the district.  *If 

family leave is granted for a continuing health condition, subsequent recertification may be required at the discretion of the 

superintendent 
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Intermittent leave may be taken instead of continuous leave for the birth or adoption of a child only with the concurrence of 

the district.  The employee must provide 30 days of advance notice or as many days of advance notice as are practical.  Leave 

taken for serious health conditions of the employee or an eligible member of the employee's family may be taken 

intermittently without district concurrence.  However, the employee may be transferred to another position that can better 

accommodate the employee's recurring absences.  Such transfer will not reduce the employee's pay and benefits. 

 

Upon completion of family leave, the employee will be entitled to return to the former position of employment with 

equivalent benefits and pay without loss of seniority or tenure.  The employee will be deemed to be at work for tenure accrual 

and retirement vesting and participation.  The district will maintain the employee's medical insurance coverage.  If the 

employee contributes toward the premiums, the employee will continue to pay the same rate while on leave. 

 

NOTE: During FMLA leave, a board has no obligation to continue to give an employee any benefits other than health 

insurance, and those benefits thus may be discontinued during the leave.  A board may decide whether to extend 

continuation of coverage to life, dental, and vision insurance, but should know extensions are not required by the 

FMLA and there can be a substantial cost to the district in doing so.  One option that is cost-effective and still protects 

employees while they are on unpaid leave is to permit employees to retain ancillary insurances by reimbursing the 

district for the full cost of the premiums during the leave period.  No benefits or seniority accrues during the leave.  

The district may require documentation from the employee’s physician that the employee can return to work.  FMLA 

will run concurrently. 

REFERENCE: 29 CFR pt. 825 

 PL 103-3   

THIS POLICY REQUIRED BY LAW. 
 

JURY DUTY SERVICE AND WITNESS LEAVE 

(REGULATIONS) 
 

The board of education shall grant leave to employees who have been selected for jury duty or who have been subpoenaed as 

a witness in a criminal, civil, or juvenile proceeding.  Employees shall be paid the full, current contract salary during such 

service.  Monies necessary to pay substitute teachers shall not be deducted from the salary of a teacher performing jury duty.  

However, the amount received by the teacher for jury duty service shall be applied toward the expense of the substitute 

teacher. 

 

It is the policy of the board that the school district will not provide teachers with paid leave for non-subpoenaed testimony as a 

witness in a child custody case involving a student in this district.  If a teacher testifies as a witness as a result of being 

subpoenaed, any compensation received from the court by the teacher shall be applied toward the expense of a substitute 

teacher. 

REFERENCE: 70 O.S. §6-104 

 

WORKDAY LEAVE:  CERTIFIED PERSONNEL 

(REGULATIONS) 
 

Any teacher absences from school during school hours must be approved in advance by the teacher's principal. Teachers must 

contact their respective principals when they need a substitute. Principals will take full responsibility to arrange for 

substitutes. Teachers desiring to be excused from regular classroom work must contact and secure the approval of their 

principal, who will notify the Superintendent. Teachers should keep records and lesson plans at all times so that in case of an 

emergency a substitute teacher can carry on the education of students with a minimum loss of efficiency. 

 

EXPENSE REIMBURSEMENT 
 

It is the policy of the Colcord Board of Education to reimburse itemized and necessary expenses incurred by employees or 

members of the board on educational trips authorized by the board and itemized and necessary expenses incurred transacting 

school business.  The superintendent is directed to prepare a regulation supporting this policy and establishing a rate schedule 

for board approval. 

REFERENCE: 70 O.S. §5-117 

CROSS-REFERENCE: Policy DEEC, Student Activities, Expense Reimbursement 
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THIS POLICY REQUIRED BY LAW. 

 
STUDENT ACTIVITIES 

 EXPENSE REIMBURSEMENT 
 

It is the policy of the Colcord Board of Education to reimburse pre-approved itemized and necessary meal and lodging 

expenses incurred by school district students and sponsors involved in authorized school-sponsored co-curricular activities. 

 

Requests and arrangements for student travel will originate from the appropriate building administrator's office.  Travel 

requests will be made as early as possible and placed on the building calendar as well as the master calendar.   

 

The school will reimburse reasonable costs, subject to the availability of funds, for approved and documented lodging and 

meal expenses. 

 

Claim forms for travel expenses are available in the building administrator's office.  The forms will be completed and 

approved in the respective building and hand-delivered to the business office for payment. 

 

The board of education will determine if reimbursement will be made from the general funds of the school district or the 

school activity funds. 

REFERENCE: 70 O.S. §5117 

THIS POLICY REQUIRED BY LAW. 

 
TRAVEL AND EXPENSES 

 

 

It is the policy of the board of education that official school travel for board members must be approved in advance by the board 

and travel for employees will be approved in advance by the building administrator or the superintendent.  Requests and 

arrangements for employee travel will originate from the appropriate building administrator's office.  Travel requests will be 

made as early as possible and placed on the building calendar as well as the master calendar.  Emergency travel will be placed on 

the respective calendars as soon as possible following the travel or notification of the emergency. The district will not pay for 

any board member or employee dependent-care expenses regardless of whether the funding source is federal, state, or local 

funding.    

 

The school will reimburse reasonable costs, subject to the availability of funds, for approved and documented travel.  Lodging 

expenses will be reimbursed at the actual cost for a single occupancy room not to exceed $250 per night/per person. 

 

Documented meal costs will be reimbursed in an amount not to exceed $ 25 per meal or $75 per day when appropriate receipts 

are provided.  (The district will pay up to 15% of the cost of meals for a meal gratuity.)  The costs of meals and incidental 

expenses for group meetings conducted for the general improvement of the school system may be approved as a separate item by 

the board.  The board may approve payment of meal expenses on a per diem basis rather than requiring meal expenses to be 

itemized and documented.  If overnight travel is not involved and/or a meal is not provided as part of a workshop or part of a 

legitimate business meeting relating to school business, reimbursement for meals will be reported as taxable compensation and 

run through payroll. 

 

Expenses for registration, parking, toll charges, and similar expenses will be reimbursed when documented by receipts or 

notarized affidavits. 

 

School vehicles, when available, may be used for official business only.  Private vehicles may be used when school vehicles are 

not available.  Mileage expense will be reimbursed at the current IRS approved rate per mile when a school gasoline credit card 

is not used. 

 

Claim forms for travel expenses are available in the building administrator's office.  The forms will be completed and approved 

in the respective building and hand-delivered to the business office for payment. 
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REFERENCE: 70 O.S. §5-117 

 2 C.F.R. 200.432 and 200.474 

 

CROSS-REFERENCE: Policy CFB, Activity Funds 

 

UNUSED SICK LEAVE 

RETIREMENT PROGRAM 
 

 

Upon retirement, a member of the Sick Leave Bank needing additional sick days to total one hundred twenty (120) days to 

count as an additional year of creditable service toward retirement by the Teachers Retirement System of Oklahoma may 

withdraw the days he/she has contributed and not used provided that the total number of sick leave days are acceptable to the 

Teachers Retirement System.  * Unused sick leave days may be used only to extend creditable service at retirement and for no 

other purpose. 

 

The Board of Education will maintain records to assist each employee to account for unused sick leave days for retirement 

purposes. The Board of Education will account for and certify unused sick leave days for each year for which an employee 

has exceeded one hundred twenty (120) days of accumulated sick leave. 

 

LEAVE SHARING BANK 

(REGULATION) 
  

All certified staff members shall be eligible to become a member of the Sick Leave Bank. To be eligible to apply for days 

from the Bank, a teacher must have exhausted all accumulated sick leave days. A teacher will be allowed three (3) years from 

the date of employment to join the Bank after that enrollment will be denied. 

 

The teacher may apply for days from the Bank for prolonged (extended) illness or prolonged (extended) illness of the 

following family members spouse and children; parents, siblings, mother-in-law, or father-in-law.  A prolonged illness is 

defined as a doctor-certified illness of a member or member’s family which exceeds three consecutive working days. On the 

fourth consecutive day of illness, the member wi11 be eligible to withdraw days from the bank, providing the application for 

Sick Leave Bank Days is completed. Upon approval of the application, days may be withdrawn from the bank beginning with 

the first day of the consecutive illness. 

 

The Bank shall be established at the beginning of the 1994-1995 school year with ten (10) days provided by the Board. 

Thursdays will be borrowed from future sick leave days and paid back at a rate of five (5) days per year at the beginning of 

the ensuing year until repaid. In case of an emergency, a teacher may donate an additional day per year. 

 

The Bank shall be supported by the voluntary participation and voluntary donations of one (1) sick day per year by certified 

staff members who then become members of the Bank. Assessment of one day per year of member’s sick leave will be 

continued until the Bank is built up to a minimum of one hundred (100) days. At this time, no additional days will be added. If 

the Bank is depleted to below seventy-five (75) days, each participating member will be assessed one additional day at the 

beginning of the next school year. All donated days lose their identity and become the property of the Sick Leave Bank. 

 

The initial membership period for donations to the Bank shall be from August 15 through October 1. new certified staff 

personnel may become members within thirty (30) contract days following the date of employment. One day shall be added 

by the above members at the beginning of the next school year for continuous membership. 

 

The Sick Leave Bank shall be administered by a committee composed of three (3) members selected b the Classroom 

Teachers Association. The committee will grant or deny leave from the Sack. A member elected by the committee will be 

chairperson. The decisions of the committee will be final. A maximum co twenty days will be allowed for a teacher during the 

contract year. A member suffering from a catastrophic illness may be allowed to withdraw additional days from the bank, 

upon written request by the member accompanied by a doctor’s statement. 

 

A member may withdraw membership from the Bank at any time but may not withdraw donated days.  Participation in the 

Sick Leave Bank will not affect the Good Attendance Award.  Leave Sharing Forms are available at the superintendent’s 

office.  The superintendent is directed to establish procedures to implement and support this policy. 
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REFERENCE: 70 O.S. §6-104.6 

 

RETIREMENT PROGRAM 

It shall be the policy of the Colcord Board of Education to adhere to the Oklahoma Statutes concerning the Teachers' 

Retirement System.  Therefore, all teachers shall become members of the retirement system as a condition of their 

employment. 

 

Contributions to the Teachers' Retirement System shall be deducted from the teacher's salary at the currently established rate, 

less any amount contributed by the school district. 

REFERENCE: 70 O.S. §17-108(13)(a)I; §17-116.2(B) 

 

RETIREMENT  
 

All annual employees both certified and non-certified of School District I-4 may retire at age sixty-five, if such age occurs during 

the school year or before the onset of a new school year, reemployment from that time on may be made on a year to year basis by 

written invitation of the school board, and not by the application. 

 

Definition of terms:  The policy statement “during the school year or before the onset of the next school year” shall be 

interpreted to mean on or before the first Monday in August before school opens each school year. 

 

EMPLOYEE GRIEVANCES 

The Colcord Board of Education believes that good communication between district employees, the administrative staff, and 

the board is essential for the effective operation of the schools.  The superintendent is directed to prepare, subject to board 

approval, a grievance procedure for employees as the prescribed means of resolving issues that may arise concerning terms 

and conditions of employment. 

 

NOTE:  This grievance policy is for those employees not covered by the district’s negotiated agreement if one exists. 

Purpose:  The purpose of this procedure is to secure at the lowest possible level equitable solutions to problems. 

Definitions:  A “grievance” shall mean a dispute or disagreement of any kind involving interpretation or application of the 

terms of this agreement. 

The Association – Colcord Association of Classroom Teachers. 

The “grievant” is the teacher or teachers asserting a grievance. 

The “party in interest” is the grievant or any person who might be required to take action, or against whom action might be 

taken to resolve the claim. 

Timelines – timeline violations of the supervisor shall result in the grievance automatically going to the next level of the 

procedure.  Timeline violations of the grievant shall result in the grievance being denied. 

“Days” except when otherwise indicated shall mean working days. Example:  Grievance files 10:00 am Friday will end in day 

one at 10:00 am Monday, day two 10:00 am Tuesday, day three 10:00 am Wednesday, etc. 

Representative – any person selected by the grievant to witness or represent his/her interest in the grievance process. 

 

Procedure: 

Level I   -  A grievant shall first discuss the grievance individually with his/her immediate supervisor within ten days of the 

alleged incident or violation to resolve the grievance informally. 

 

Level II   -  If the grievant is not satisfied with the disposition of his/her grievance at Level I, he/she may file the grievance in 

writing within five days of the level I response with his/her immediate supervisor citing the incident or violation 

alleged to have happened and the remedy sought.  The supervisor shall schedule and hold a formal meeting with 

the grievant within five days after receipt of the written grievance and shall transmit a written decision to the 

grievant within five days of the meeting. 

 

 Level III   -  If the grievant is not satisfied with the disposition of his/her grievance at Level II and desires to proceed to Level 

III he/she may file the grievance within five days of the Level II response with the superintendent. 

 The Superintendent shall schedule and hold a meeting with the grievant within five days after receipt of the 

written appeal and shall transmit a written decision to the grievant within five days of the meeting. 
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Level IV   -  If the grievant is not satisfied with the disposition of his/her grievance in Level III, he/she may file the grievance 

with five days of the Level III response for transmittal to the Board of Education. 

 

The Board shall hear the grievance at its next regularly scheduled meeting, or special meetings which have been called for that 

purpose, or within two weeks of receiving the grievance, whichever comes first.  The Board shall transmit its written decision 

to the grievant with five days of the meeting.  The grievance shall be heard in the open meeting and written minutes shall be 

prepared by the Minutes Clerk of the board and by the Association. 

 

Right to Representation:  The grievant and the administration may each be represented by a person of his/her choosing at 

Levels II, III, and IV. 

 

General Provisions: 

 

1. The Association may file a grievance as the “grievant” when two or more members have the same grievance. 

2. Decisions rendered at Levels II, III, IV of the grievance procedure will be in writing, setting forth the decisions and the 

reasons therefore and will be transmitted promptly to all parties in interest and the Association. 

3. The grievant shall have sole responsibility for pursuing the grievance through all levels and within the time limits specified 

in these procedures. 

4. Necessary forms for the filing of grievances shall be mutually agreed upon by the Association and the Board and be made a 

part of this agreement. 

5. Copies of official grievances, all documents, communications, and records dealing with the processing of a grievance will 

be filed in a separate grievance file, not the personnel files of any of the participants. 

6. No reprisals shall be taken against the grievant, any witness, or another participant in the grievance procedures because of 

such participation. 

7. Failure in any step of this procedure to appeal to the next level within the specified time limits shall be deemed to be 

acceptance of the decision at that level. 

8. All meetings and hearings, except for those at Level IV, under this procedure, shall not be conducted in public and shall 

include only parties in interest and their elected representatives. 

9. Time limits at any level may be extended by mutual agreement, and such agreement shall be reduced to writing and placed 

in the record for that procedure. 

10. Grievances shall not be made a part of the permanent personnel files.  By mutual agreement, grievance documents will be 

removed from an individual’s files. 

 

STAFF-STUDENT COMMUNICATIONS 
 

It is the intent of the Colcord Board of Education to make students, parents, and guardians aware of allowable communications 

between students and staff.   

 

School personnel shall refrain from communicating with students outside the school setting on an individual basis.  An exception 

may apply if the school administration receives written consent from a student’s parents or guardian, which will outline the 

school-related items that may be discussed and the preferred method of Staff-Student Communications.    

 

If school personnel engage in communications with students outside the school setting and the communication conflicts with the 

written permission granted by the parent/guardian of the student, the employee shall be subject to disciplinary action by the 

school district.  Such disciplinary action could include termination of employment with the school district.   

 

 

STAFF MEMBERS AND SOCIAL NETWORKING SITES 
 

The Superintendent and the School Principals will annually remind staff members and orient new staff members concerning the 

importance of maintaining proper decorum in the on-line, digital world as well as in person.  Employees must conduct themselves 

in ways that do not distract from or disrupt the educational process.  The orientation and reminders will give special emphasis to 

the following prohibited behaviors:  

 

1)          Improper fraternization with students using Facebook and similar internet sites or social networks, or via cell 

phone, texting or telephone. 

 

a.           Teachers are cautioned to not list current students as “friends” on networking sites. 
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b.           All e-contacts with students should be through the district’s computer and telephone system. 

c.            All contacts and messages by coaches with team members shall be sent to all team members, except 

messages involving medical or academic privacy matters, in which case the messages will be copied to the 

athletic director and the school principal.  

d.           Teachers will not give out their private cell phone or home phone numbers to students without the prior 

written approval of the district and the parent of the minor student. 

e.           Improper private contact via e-mail or phone is prohibited. 

 

2)         The inappropriateness of posting items with sexual content 

 

3)         The inappropriateness of posting items exhibiting or advocating the use of drugs and alcohol 

 

4)         Monitoring and penalties for improper use of district computers and technology 

 

As per state law, employees are discouraged from sharing content or comments containing the following when directed at a 

citizen of the State of Oklahoma: 

 

1. Obscene sexual content or links to obscene sexual content; 

2. Abusive behavior and bullying language or tone; 

3. Conduct or encouragement of illegal activity; and 

4. Disclosure of any information required to be maintained as confidential by law, regulation, or internal policy. 

 

“Social networking or “social media” means interaction with external websites or services based upon participant contributions to 

the content.  Types of social media include social and professional networks, blogs, microblogs, video or phone sharing and social 

bookmarking; and 

 

“Comment” means a response to an article or social media content submitted by a commenter.   

 

The Superintendent or designees will periodically conduct internet searches to see if teachers have posted inappropriate materials 

on-line. When inappropriate use of computers and websites is discovered, the School Principals and Superintendent will download 

the offensive material and promptly bring that misconduct to the attention of the school district’s legal counsel for review. 

 

Employees who engage in any of the above-referenced prohibited behaviors are subject to the possibility of penalties, including 

dismissal from employment, for failure to exercise good judgment in on-line conduct. 

 

REFERENCE:  74 O.S. § 840-8.1   

*A copy of this policy shall be distributed to each affected employee by email. 

 

ASSIGNMENT OF TEACHERS 
 

As a rule, the assignment of a teacher as to position is made by the Superintendent.  In general, after an employee’s 

assignment to a school, the principal makes a definite classroom and other specific assignments.  Reassignment of any 

employee may be made when in the judgment of the Superintendent such reassignment is for the good of the school. 

  

Such reassignment will be made only after conferences with the teachers involved and in so far as practical, they will be made 

before the end of the current school year.  * This does not apply in emergencies, or where there is a change in teacher 

personnel during the current school term. 

 

WORKDAY 

CERTIFIED PERSONNEL 

(REGULATION) 
 

 

Under the policy of the board of education, the following regulation shall govern the normal working day for teachers. 

 

The school day for teachers shall begin at 8:00 A.M. and ends at 3:30 P.M or until work is completed, as defined by the building 

principal.  Teachers on morning duty will report at 7:45 A.M. 
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Teachers shall be present in their classrooms when students are there.  Teachers scheduled for playground duty must be prompt in 

assuming that responsibility.  While students are in the hallways, teachers shall assist with traffic. 

 

School bus monitoring and event monitoring (ticket taking, etc.) shall be voluntary if possible.  If sufficient volunteers are not 

available, teachers shall be assigned to these duties. 

 

OUT-OF-THE-CLASSROOM:    CERTIFIED PERSONNEL 

All teachers in the Colcord Public Schools are expected to perform certain out-of-the-classroom activities.  Out-of-the-

classroom responsibilities are not extra duties.  Out-of-the-classroom responsibilities refer to the supervision of halls between 

classes, at noon, and before and after school and the supervision of students in meetings, rehearsals, assemblies, in the 

lunchroom, and on the playground.  It also includes any other supervisory responsibility necessary for the safety, health, and 

well being of students during the regular school day. 

 

Extra duty refers to those responsibilities required by the school and performed either before or after the regular school day.  

These include such things as sponsoring organizations that must meet or practice after school hours, working at athletic 

events, etc.  Teachers will be paid extra and above their base salary for the performance of an extra duty under the extra time 

and responsibility, the assignment requires. 

 

Volunteers will be requested for ballgame duty.  If volunteers cannot be found, the Athletic Director shall prepare a ball game 

duty schedule. 

DUTIES 

SUPPORT PERSONNEL 
 

The Colcord Board of Education believes that the duties of all employees should be clearly defined.  The superintendent, who 

shall supervise all support personnel, is directed to prepare regulations establishing the duties of all support employees of this 

district. 

 

SUPPORT PERSONNEL SCHEDULES 

(REGULATION) 
 

Work Week 

 

The workweek will begin on Monday and end on Friday.  Bus drivers, food service workers, safety patrol personnel, and other 

part-time employees will work the number of hours determined by the administration to be necessary for their assignments.  

Schedules and shifts will be set by the superintendent and the administrative staff. 

 

Work Schedules 

 

Each employee’s immediate supervisor will develop the time schedules to be followed within the workday, so that positions will 

remain covered during employee breaks and lunch periods.  Support personnel may not leave their assigned buildings during 

such periods without notifying the building principal or other immediate supervisor. 

 

MORNING/LUNCH DUTY 
 

Teachers shall work together to alternate morning/lunch and playground duty to provide as much duty-free time as possible.  

All duties are to be assigned by the building principal. 

 

FACULTY MEETINGS 
 

It is agreed by the administration that when a local faculty meeting is called there will be twenty-four hours notice except in 

emergencies.  The said meetings will not exceed thirty minutes if possible. 

 

PLANNING PERIODS 
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It is agreed to by the administration that every effort will be made to grant one full class period for each teacher (except 

librarian and non-teaching coaches) for the preparation period each school day. 

 

OVERTIME AND COMPENSATION TIME 

It is the policy of the Colcord Board of Education that no employee shall work overtime without the prior approval of the 

appropriate supervisor or the superintendent.  Employees may elect by written agreement to take compensation time off 

instead of overtime pay.  All compensation time must be used within the fiscal year in which it was earned.  Specific days off 

must be approved in advance by the appropriate supervisor or the superintendent. 

 

CROSS-REFERENCE: Policy CVFA, Fair Labor Standards Act 

 Policy DBDA, Restrictions on Dual Employment 

 

TEACHER EVALUATION 
 

The Colcord 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 certified staff members shall be evaluated using an evaluation system that has been approved by the Oklahoma State Board of 

Education.  The completed evaluation shall be retained in the personnel file of the person being evaluated.  The evaluation instrument 

is a confidential 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 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 district evaluation rating of "superior" or "highly effective" rating under the TLE, who 

may be evaluated once every three (3) years.  Evaluations of teachers shall be made by the appropriate certified principal, or other 

designated certified and qualified administrative person. 

 

The evaluation rating of teachers and administrators shall be based on the qualitative component of the TLE.  A school district with an 

average daily attendance of more than thirty-five thousand (35,000) may incorporate at its own expense prior to the 2015-2016 school 

year the quantitative components of the TLE into its evaluation system of teachers and administrators as defined by the school 

district’s written policy.   The district may continue to use, at its own expense, quantitative measures of teachers and leaders as a part 

of the district evaluation rating.  Such measures shall include a minimum of one reliable, researched-based measure as approved by the 

State Board of Education.   

 

For evaluations of teachers and administrators conducted during the 2017-2018 school year, and each school year thereafter, school 

districts shall incorporate and put into operation the qualitative component of the TLE and shall provide all teachers and 

administrators with a district evaluation rating based upon the components of the TLE.  For the 2017-2018 school year school districts 

shall incorporate the individualized programs of professional development set forth at 70 O.S. § 6-101.10 (B) on a pilot program basis. 

 

For evaluations of teachers and administrators conducted during the 2018-2019 school year, and each school year thereafter, school 

districts shall fully incorporate and put into operation the individualized programs of professional development as set forth at 70 O.S. 

§ 6-101.10 (B). 

 

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 reflect 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 thereto 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. 
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When the evaluating administrator identifies poor performance or conduct that the administrator believes may lead to a recommenda-

tion 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. 

 

If the career teacher does not correct the poor performance or conduct cited in the admonition within the time specified, the 

administrator shall make a recommendation to the superintendent for the dismissal or nonreemployment of the teacher.  A 

probationary teacher will receive a plan of improvement 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 O.S. §6-101.10, et seq. 

 

THIS POLICY REQUIRED BY LAW. 

 
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 at least annually by the certified administrative personnel designated by the superintendent.  All 

evaluations shall be made in writing utilizing a system for evaluation approved by the State Board of Education. 

 

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 that is not applicable to the administrative position being evaluated.  The evaluation instrument is a confidential 

document and shall be protected accordingly. 

 

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  

April 1 of each school year. 

 

The board of education shall evaluate and complete the evaluation form on the superintendent of schools prior to the board 

taking any action to renew or not renew the superintendent's contract. 

 

THIS POLICY REQUIRED BY LAW. 

 
SUPPORT STAFF EVALUATION 

 

The development of a strong, competent support staff of employees, and the maintenance of high morale among the staff are 

major objectives of the Colcord Board of Education.  The selection of the right employees to fill vacancies; the determination of 

assignments and equitable workloads; the establishment of wage and salary policies that encourage employee achievement; and 

the provision of a good atmosphere in which to work are some of the major duties of the board of education.  The board believes 

that a program of continuous evaluation is necessary to meet its requirements. 

 

Principles 

 

The evaluation shall cover the major areas of the employee's responsibilities and duties to the school system, and shall include, 

but not be limited to, the following: 

 

 1. Specific work assignment 

 

 2. Work habits 
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The supervisors have the responsibility for seeing that all employees know the basis upon which they are to be evaluated, 

significantly in advance of the evaluation. 

 

Employees, especially if new to the district, shall look to their immediate supervisors for an explanation of duties and 

responsibilities. 

 

Standards of Evaluation 

 

All evaluations shall be on district-approved forms, with standards for evaluation enumerated in all areas to be evaluated.  

Evaluations shall be "satisfactory" or "unsatisfactory."  An evaluation of unsatisfactory requires justification and substantiation, 

together with suggestions for improvement. 

 

Who Shall Evaluate 

 

The principal and/or the immediate supervisor shall evaluate all employees under his or her jurisdiction. 

 

PERSONNEL FILES:  CERTIFIED STAFF 
 

A file of personnel records shall be maintained in the superintendent's office for each certified employee of the Colcord Public 

Schools.  A file shall be kept for all resigned or retired employees, including such essential information as shall seem 

appropriate to the administration as specified by state and federal laws. 

 

Confidentiality  - Personnel information concerning district employees is generally confidential and may be reviewed only on 

a "need to know" basis under conditions that guarantee management's right of access to information necessary to make judg-

ments and the protection of the employees of the district against the unnecessary invasion of privacy.  Some personal 

information is "public record" and must be released to any person upon request. 

 

Files containing medical information regarding an employee will be kept separate from other personnel files. 

 

Types of Information  - It shall be the responsibility of each certificated employee to see that there is filed with the district 

any record of prior teaching experience.  Also, if the teacher has rendered military service, the proof of discharge from the 

service must be furnished.  It is the obligation of the certificated employee to see that information that will maintain the 

employee’s personnel file on a complete and up-to-date basis is sent to the superintendent's office.  The records shall contain 

the following information: 

 

 1. The correct name and the current address and telephone number of the employee; 

 2. An accurate record of the work experience of the employee; 

 3. Current data on education completed, including the transcripts of all academic work; 

 4. Proof of requirements fulfilled to be eligible for salary; 

 5. Current data on credentials; 

 6. Any current data requested concerning the health of the employee, or medical examinations that the employee may 

have undergone; 

 7. Records of assignment; 

 8. Evaluations of performance; 

 9. Letters of commendation, reprimand, or omission of duty; 

 10. Other materials mutually agreed upon between the principal and the teacher. 

 

Use of Personnel Records -   All the contents of the personnel records file shall be available for inspection by the employee 

concerned.  The district reserves the right to have a member of the superintendent's office staff present at the time the 

employee inspects his or her personnel file to explain and interpret the information therein.  Similarly, at the time the record is 

reviewed, the employee shall have the right to have present a representative of his or her choosing, if desired.  *The teacher 

shall have the right to respond to all materials contained in the personnel file and to any materials to be placed in the file in the 

future.  Responses shall become part of the file. 

 

Parental Notice  -  If the school district receives Title I funds, the district provides parents with a notice that they may request 

information about the professional qualifications of classroom teachers.  The notice to parents must include the following: 

 

1. Whether the teacher has met state qualifications for the grade levels and subject areas  

taught. 
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 2. Whether the teacher is teaching under emergency or another provisional status. 

 3. The baccalaureate degree of the teacher and any other graduate certification or degree held by the teacher, and the 

subject area(s) of the certification or degree. 

 4. Whether the child is provided services by paraprofessionals, and, if so, their qualifications. 

 

If a parent requests the above-listed information, the district is required to provide the information promptly.  If the district has 

hired a teacher who is not highly qualified and the teacher has taught a child for four or more weeks, the district is required to 

provide the parents notice that their child has been taught by a teacher who is not highly qualified. 

 REFERENCE: 51 O.S. §24A.7. 

 

THIS POLICY REQUIRED BY LAW. 

 
SUPPORT PERSONNEL 

SUSPENSION, DEMOTION OR TERMINATION 
 

The Colcord Board of Education has adopted the following procedure for the suspension, demotion, or termination of support 

personnel in accordance with Title 70 of Oklahoma Statutes, Sections 6-101.40 through 6-101.47. 

 

For the purpose of this policy "support employee" means a full-time employee as 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 who is employed a 

minimum of one hundred seventy-two days and who provides those services which are not performed by certified teachers, principals, 

superintendents or administrators and which are necessary for the efficient and satisfactory functioning of a school district. Those 

support employees who work less than one hundred seventy-two days (172) are not entitled to due process and shall be employed on 

an at-will basis.   

 

No support employee who has been employed in the school district for more than one year may be suspended, discharged, or 

nonrenewed except within the provisions of this policy.  However, this policy shall not be construed to prevent layoffs or reductions-

in-force for lack of funds or work. 

 

When the immediate suspension of a support employee is in the best interest of the school, the superintendent may suspend the 

employee with or without pay without a hearing.  If an employee is suspended for a period exceeding 10 days, the superintendent shall 

initiate termination proceedings immediately upon the beginning of suspension.  However, in a case involving a criminal charge, the 

suspension may be delayed until the case is adjudicated at trial.  Nothing herein shall prevent proceeding against the employee for 

termination of employment during or after the suspension. 

 

Prior to demotion, termination, or nonrenewal and after any suspension, the support employee shall receive notice of his or her right to 

a board hearing if so requested.  Employees will be notified by certified mail of a superintendent’s recommendation to demote  or 

terminate employment, and the support employee must request a hearing by certified mail to the board clerk within 10 working days 

of said notice or the employee shall be deemed to have waived his or her right to a hearing. 

 

If a hearing is requested, the hearing shall be conducted at the next succeeding regular meeting of the board if the request is received 

by the board clerk at least 10 days prior to such meeting.  However, a special meeting may be conducted if requested by the employee 

or at the discretion of the board of education, which special meeting shall be conducted no sooner than 10 days nor later than 30 days 

after receipt of the hearing request.  The decision of the board shall be final. 

 

The procedures of this policy only protect employees who have been employed more than one year immediately preceding adverse 

employment action and are suspended or discharged during a contractual period of employment or are nonrenewed. 

 

In accordance with Title 70 of the Oklahoma Statutes, Sections 6-101.40 through 6-101.47, the board hereby adopts the following 

causes for suspension, demotion, termination, or nonrenewal of support personnel. 

 

 1. Leaving workstation without authorization prior to lunch periods or end of the workday. 

 

 2. Excessive unexcused absenteeism. 

 

 3. Chronic absenteeism for any reason. 

 

 4. Excessive tardiness. 
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 5. Persistently wasting time or distracting others during working hours. 

 

 6. Leaving work area during working hours without proper notification and permission. 

 

 7. Falsification of personnel or other records (personal or another employee's records). 

 

 8. Possession of weapons on the premises at any time. 

 

 9. Removing district property, records, or confidential information from premises without proper authority. 

 

 10. Willful abuse, misuse, defacing, or destruction of district property, including tools, equipment, or other property of other 

employees. 

 

 11. Theft or misappropriation of property of employees, students, or of this district. 

 

 12. Sabotage. 

 

 13. Refusal to follow instructions of the supervisor. 

 

 14. Refusal or failure to do the work assignment. 

 

 15. Unauthorized operation of vehicles, machines, tools, or equipment. 

 

 16. Threatening, intimidating, coercing, or interfering with employees, supervisors, or students at any time. 

 

 17. The making or publishing of false, vicious, or malicious statements concerning any employee, supervisor, students, or the 

district. 

 

 18. Creating or contributing to unsanitary conditions. 

 

 19. Practical jokes are injurious to employees or district property. 

 

 20. Possession, consumption, or reporting to work under the influence of alcohol, nonprescribed drugs, or controlled substances. 

 

 21. Creating disturbances on the premises at any time. 

 

 22. Disregard of known safety rules or common safety practices. 

 

 23. Unsafe operation of motor-driven vehicles. 

 

 24. Operating machines or equipment without safety devices provided. 

 

 25. Participating in or witnessing gambling, lottery, or any other game of chance on district property. 

 

 26. Unauthorized distribution of literature, written, or printed matter of any description on district property. 

 

 27. Posting or removing notices, signs, or writing in any form on bulletin boards of district property at any time without specific 

authority of the administration. 

 

 28. Poor workmanship. 

 

 29. Immoral conduct or indecency including abusive and/or foul language. 

 

 30. Making or receiving personal telephone calls or texting, posting to Facebook, or use of other social media during working 

hours. 

 

 31. Walking off the job. 

 

 32. Continued poor or negative attitude while on the job, including a poor relationship with other staff or students. 
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 33. Smoking in an unauthorized area or at an unauthorized time. 

 

 34. Failure to dress appropriately for a work assignment. 

 

 35. Refusal of job transfer within the district when the transfer does not result in demotion. 

 

 36. Abuse of rest periods or meal period policies. 

 

 37. Inappropriate and/or unauthorized use of the school district’s computer network or Internet connections. 

 

 38. Insubordination of any kind. 

 

 39. Racial discrimination, including racial slurs or other demeaning remarks concerning another person's race, ancestry, or country 

of origin and directed toward another employee, a student or a visitor. 

 

 40. Violation of any district rule or policy. 

 

 41. Violation of any administrative rule or order. 

 

 42.       Failure or inability to perform the essential functions or duties of the assigned position. 

 

 43. If it is in the best interest of the school district, any support person may be suspended, demoted, or terminated. 

 

Violations of any of the above may lead to the suspension, demotion, or termination of the support employee. 

 

 

REFERENCE: 70 O.S. §6-101.40, et seq. 

 

 

THIS POLICY REQUIRED BY LAW. 
 

QUALIFICATIONS 

TEACHERS 
  

To be eligible to teach in the public schools of Oklahoma, a person must hold a valid certificate issued by the State Board of 

Education. Applicants who do not hold a valid certificate should write to the Director of Certification, State Department of 

Education, State Capitol Building, Oklahoma City, Oklahoma 73105, for information relative to obtaining one. It is always 

the responsibility of the individual to obtain and keep his certificate up to date.  *This certificate, along with transcripts, social 

security information, signed W-4 forms, etc. , must be on file in the office of the Superintendent before a salary warrant can 

be issued. Teachers who complete work after their transcripts have been filed should see that this information is filed in the 

office of the Superintendent, as this action has a bearing on reimbursement from the State. 

REFERENCE: 70 O.S. §6-101.20, et seq. 

  

THIS POLICY REQUIRED BY LAW. 
 

SUSPENSION, DISMISSAL 

AND NON-RE-EMPLOYMENT OF TEACHERS 
 

1. Definitions and Scope 

  

A.  "Teacher" means a duly certified or licensed person who is employed to serve as a counselor, librarian, school nurse, or any 

instructional capacity.  An administrator shall be considered a "teacher" only concerning 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. 
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C.  "Non-reemployment" means the nonrenewal 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: 

i. was employed by the School District in 2011-2012 and has completed three (3) or more consecutive complete school 

years in such capacity in the School District under a written teaching contract; or 

 

ii. was first employed by the School District on or after July 1, 2012, under a written continuing or temporary teacher 

contract and: 

 

a.) completed three (3) consecutive, complete school years in the District under a written continuing or temporary 

teacher contract with a rating of “superior” for at least two (2) of those years with no rating below “effective” - as 

measured according to the District’s OK Teacher and Leader Effectiveness Evaluation System (TLE); or 

 

b.) completed four (4) consecutive, complete school years in the District under a written continuing or temporary 

teacher contract with a rating of “effective” or higher for the four (4) year period with a rating of at least “effective” 

for the last two (2) of the four (4) years – as measured according to the District’s TLE; or 

 

c.) completed four (4) consecutive, complete school years in the District under a written continuing or temporary 

teacher contract and was granted career status by the board of education after the applicable principal and 

superintendent petitioned the board to grant career status.  (The principal must specify in the petition the underlying 

facts supporting the granting of career status.) 

 

F.  "Probationary teacher" means a teacher who: 

i. was employed by the District during the 2011-2012 school year and has completed fewer than three (3) consecutive, 

complete school years in such capacity in the School District under a written teaching contract; or 

 

ii. was employed by the District on or after July 1, 2012, under a written teaching contract and has not met the 

requirements to be a career teacher as described above. 

 

G.  “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. 

 

H.  This policy does not apply to: 

 

i. substitute teachers, 

ii. adult education teachers or instructors, 

iii. nonrenewal of teachers employed on temporary contracts for a complete year; 

iv. nonrenewal and dismissal of teachers employed on temporary contracts for less than a complete school year. 

v. administrators, except concerning service in an instructional, non-administrative position. 

 

I. This policy does apply to teachers employed in positions fully funded by federal or private categorical grants concerning 

dismissals or suspensions during the term of employment under the grant, but not concerning "non-reemployment" at the 

expiration of the grant. 

 

2.  Grounds for Dismissal or Non-reemployment 

 

A.  A career teacher may be dismissed or not reemployed for: 

 

i. willful neglect of duty, 

ii. repeated negligence in the performance of duty, 

iii. incompetency, 

iv. unsatisfactory teaching performance, 

v. instructional ineffectiveness, 

vi. mental or physical abuse of a child, 

vii. commission of an act of moral turpitude, 

viii. abandonment of contract, 

ix. criminal sexual activity or sexual misconduct (as those terms are defined by law) which has impeded the effectiveness 

of the teacher's performance of school duties, 
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x. failure to meet local school board staff development requirements (non-reemployment only), and 

xi. any other grounds hereafter allowed by law. 

 

B.  A career teacher shall be dismissed or not reemployed for  

 

i. conviction of a felony, 

ii. conviction of any sex offense subject to Oklahoma’s Sex Offenders Registration Act or another state’s or the Federal 

Sex Offender Registration Provisions, 

iii. an “ineffective” rating, as measured according to the district’s TLE, for two (2) consecutive school years, 

iv. a “needs improvement” rating or lower, as measured according to the district’s TLE, for three (3) consecutive school 

years, 

v. a rating below “effective,” as measured according to the district’s TLE, for a five (5) year average. 

 

C.  A probationary teacher may be dismissed or not reemployed for cause. 

 

D.  A probationary teacher shall be dismissed or not reemployed for  

 

i. conviction of a felony, 

ii. conviction of any sex offense subject to Oklahoma’s Sex Offenders Registration Act or another state’s or the Federal 

Sex Offender Registration Provisions, 

iii. an “ineffective” rating, as measured according to the district’s TLE, for two (2) consecutive school years, 

iv. failure to attain career teacher status within four years. 

 

E.  A cause listed 2A(i) - (v) 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 2A(i) - (v) 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. 

 

F.  Corrective Action – Admonishment / Plan for Improvement 

 

i. When the administrator who has evaluated a teacher according to School District policy identifies poor performance, 

conduct or a TLE evaluation rating that the administrator believes may lead to a recommendation for the teacher's dismissal 

or non-reemployment, the administrator shall: 

 

▪  admonish the teacher, in writing, and make a reasonable effort to assist the teacher in correcting the poor performance 

or conduct; and 

 

▪  establish a reasonable time for improvement, not to exceed two (2) months, taking into consideration the rating on 

the evaluation or the nature and gravity of the teacher's performance or conduct. 

 

ii. 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 another administrator who identified the problem shall admonish the teacher. 

 

iii. If the teacher does not correct the poor performance or conduct cited in the admonition within the time specified, the 

administrator (or another 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. 

 

3.   Procedures for Dismissal or Non-reemployment 

 

A.  Commencement of Action 

 

i. When the superintendent determines that cause exists for the dismissal or non-reemployment of a teacher employed 

within the School District, the superintendent shall submit a recommendation in writing to the board of education. The 

recommendation shall state the one or more specific grounds (statutory grounds, in the case of a career teacher) and 

specify the underlying facts on which the recommended dismissal or non-reemployment is based. 
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ii. In the absence of a recommendation from the superintendent according to this section, or when the board of education 

chooses not to accept the superintendent's recommendation as to reemployment of a teacher, the board may initiate 

dismissal or non-reemployment action without a recommendation provided that it adheres to the other provisions of 

this policy and that the corrective action procedures, if applicable, have been followed. 

 

B.  Suspension  -    Whenever the superintendent has reason to believe that cause exists for the dismissal of a teacher and 

believes 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 according to law.  Within ten (10) days after the 

suspension becomes effective, the board of education shall initiate a hearing for dismissal according to this policy.  

However, in a case involving a criminal charge or indictment, such suspension may extend to such time as the teacher’s 

case is finally adjudicated, except such extension shall not include any appeal process.   

 

C.  Notice and Hearing 

 

i. Prior to the time that the board of education takes any action to dismiss or non-re-employ a teacher, whether the board 

is acting on its own volition or a recommendation of the superintendent, the clerk of the board or other individual 

designated by the board shall deliver to the teacher a copy of the recommendation (or a comparable statement of 

grounds and underlying facts, if the board is acting on its own volition), and a notice that the teacher has a right to a 

hearing before the board stating the date, time and place set by the board for the teacher hearing.  Delivery of the 

recommendation shall be by any of the following: (1) certified mail, restricted delivery, return receipt requested; (2) 

personal delivery to the teacher with a signed acknowledgment of receipt; or (3) process server.  In the same manner, 

the board or individual designated by the board shall notify the teacher of the right to a hearing before the board and 

the date, time, and place for the hearing.  The hearing shall be held no fewer than 20 days and no more than 60 days 

after the receipt of the notice by the teacher, or after the date on the personal receipt by hand-delivery to the teacher, 

or after the date of delivery by a process server.  Notice of a recommendation of non-reemployment or possible non-

reemployment action by the board acting on its own volition shall be given to the teacher before the first Monday in 

June.   

 

ii. The teacher hearing before the board of education shall be conducted according to procedures established by the State 

Department of Education.  In the absence of or to the extent not inconsistent with those procedures, the hearing shall 

be conducted as prescribed in the paragraphs below. 

 

iii. The hearing shall commence with a statement to the teacher of the teacher’s rights at the hearing.  Following this 

statement, the school administration shall present facts showing the cause for the teacher's dismissal or non-

reemployment.  The teacher shall then have the right to present the teacher’s side of the matter.  After both the school 

administration and the teacher have fully presented their respective positions, the board of education shall deliberate 

on the evidence regarding the teacher's dismissal or non-reemployment in executive session. 

 

iv. At the hearing, the teacher shall be entitled to be represented by counsel, to cross-examine witnesses presented by the 

school administration, to present witnesses on the teacher’s behalf and to present any relevant evidence or statement 

which the teacher desires to offer.  The burden of proof for any dismissal or non-reemployment shall be on the 

superintendent (or designee), and the standard of proof shall be a preponderance of the evidence. 

 

v. After due consideration of the evidence and testimony presented at the teacher’s hearing, the board shall vote, in open 

session, on the following: (1) findings of fact based on the evidence submitted and (2) whether to dismiss or non-

reemploy the teacher.  The decision shall be made by a majority of the board of education members present at the 

meeting and shall be final and not appealable   

 

       The motion to dismiss or non-reemploy the teacher should state the specific cause for dismissal or non-reemployment, 

although such cause need not be a statutory cause for a probationary teacher. 

 

vi. The teacher shall be sent notice of the board's decision by certified mail, restricted delivery, return receipt requested, 

or substitute process.  The notice shall state the basis for the board’s decision.   

 

vii. The teacher shall receive any compensation or benefits to which the teacher is entitled until the board’s decision is 

final.  If the teacher’s hearing is for non-reemployment, and not for dismissal, the teacher’s compensation and benefits 

may continue only until the end of the teacher’s current contract. 
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REDUCTION-IN-FORCE  

CERTIFIED PERSONNEL 
 

 

It is the policy of the Colcord Board of Education that, in the event it becomes necessary to reduce the professional staff of this 

school district, reduction-in-force at any level may be based on any of the following conditions: 

 

  Decrease in revenue, 

  Decrease in student enrollment, 

  Changes in educational programs or curriculum, 

  Cancellation of programs, or 

  Any other circumstances determined by the board. 

 

Definitions 

 

Career teacher means a teacher who: 

 

a. is employed by a school district prior to the 2017-2018 school year and has completed three (3) or more consecutive 

complete school years as a teacher in one school district under a written continuing or temporary teaching contract, or 

 

b. for teachers employed for the first time by a school district under a written continuing or temporary teaching contract 

during the 2017-2018 school year and thereafter. 

 

(1) has completed three (3) consecutive complete school years as a teacher in one school district under a written 

continuing or temporary teaching contract and has achieved a district evaluation rating of "superior" as measured 

pursuant to the TLE as set forth in 70 O.S. § 6-101.16 of this act for at least two (2) of the three (3) school years,  

 

(2) has completed four (4) consecutive complete school years as a teacher in one school district under a written 

continuing or temporary teaching contract, has averaged a district evaluation rating of at least "effective" as measured 

pursuant to the TLE for the four-year period, and has received a rating of at least "effective" for the last two (2) years of 

the four-year period, or 

 

(3) has completed four (4) or more consecutive complete school years in one school district under a written continuing 

or temporary teaching contract and has not met the requirements of subparagraph “a” or “b” of this paragraph, only if 

the principal of the school at which the teacher is employed submits a petition to the superintendent of the school 

district requesting that the teacher be granted career status, the superintendent agrees with the petition, and the school 

district board of education approves the petition.  The principal shall specify in the petition the underlying facts 

supporting the granting of career status to the teacher. 

 

Probationary teacher means a teacher who: 

 

a. for teachers employed by a school district prior to the 2017-2018 school year and has completed fewer than three (3) 

consecutive complete school years as a teacher in one school district under a written teaching contract, or 

 

b. for teachers employed for the first time by a school district under a written teaching contract during the 2017-2018 

school year and thereafter. 

 

In the event any of the above conditions occur, every effort will be made to accomplish the necessary reduction by attrition, 

voluntary resignation, or voluntary retirement.  Reduction-in-force will be made according to the following procedures: 

 

 1. The position will be the determining factor in a reduction, not the teacher occupying the position. 

 

 2. The primary basis used in determining the retention or reassignment of affected teachers when a school district 

implements a reduction-in-force plan shall be the ratings of the teachers as measured pursuant to the TLE as set forth in 

70 O.S. § 6-101.16.  The order of termination, for affected teachers, will be as follows:  

 

A. A probationary teacher in an eliminated position will be terminated first.   
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 B A career teacher in an eliminated position will be placed in a retained position in which the teacher is, at the time of 

the presentation of the recommendation to reduce force, certified by standard certification, provided the position is 

occupied by a probationary teacher. 

 

 C. If a career teacher is qualified for standard certification in a position held by a probationary or licensed teacher but 

does not have such a certificate, then such career teacher must have evidence of eligibility for such certification on 

file in a personnel file in the office of the superintendent at the time of the presentation of the recommendation to 

reduce force. 

 

 D. If there is more than one career teacher assigned to the position that is subject to being eliminated, the following 

criteria, in this order, will be used to determine which of the career teachers will be retained: 

 

 1. Certification in a retained teaching position that is open.  A career teacher with standard certification for the 

retained position will be retained over a probationary teacher.  

 

 2. Seniority in continuous, full-time, contracted, certified employment in the district.  (Approved medical leave 

shall not result in a break in service.) 

 

 3. If certification and seniority are the same according to the above criteria, the determining factors in order of 

importance are: 

 

  a. Years of teaching experience in the retained position in the local school district. 

  b. Academic degree status: 

 

  A teacher with a doctor's degree will be retained over a teacher with a master's or a bachelor's degree; a 

teacher with a master's will be retained over a teacher with a bachelor's degree. 

 

 E. If there is more than one probationary teacher in the position being reduced, the criteria listed in D, 1 through 3, will 

be used in determining which probationary teacher or licensed teacher will be retained. 

 

Personnel whose employment is terminated under the provisions of this policy shall be given priority for reemployment to fill 

subsequent vacancies in positions for which they have standard certification.  Such reemployment shall be in reverse order of 

termination according to the provisions of this policy.  Priority for reemployment shall extend through     

(date) (not to exceed one year). 

 
Any person terminated under the provisions of this policy who wishes to be considered for future vacancies must make formal 

application for a teaching position and must notify the superintendent by certified mail, restricted delivery, within ten (10) days 

following final board action on the termination, of the teacher's desire to remain an active applicant for a teaching position. 

 

Legal Reference:  70 O.S. § 6-101.31 

 

REDUCTION-IN-FORCE 

SUPPORT PERSONNEL 
 

The Colcord Board of Education believes that every reasonable effort should be made to avoid a reduction in force at any level.  

However, if it should become necessary to reduce the number of full-time support 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. 

 

An employee is considered to be a full-time employee if the number of hours worked is the number of hours customarily worked 

in that position and if that position is designated as a full-time position by the board. 

 

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. 

 

If termination of employment should become necessary, notices of such terminations will be made as set forth in the policy 

governing suspension, demotion, or termination of support employees found elsewhere in this manual. 
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Any necessary terminations shall begin by dismissing temporary, seasonal, or part-time employees within the job category 

affected.  These employees shall be terminated at the discretion of the board or the board's designee.  Job categories are listed 

alphabetically as follows: 

 

 a. Assistants for handicapped students 

 b. Bus drivers 

 c. Classroom assistants 

 d. Food service 

 e. Maintenance/custodial 

 f. Media/library assistants 

 g. Office personnel/assistants 

 

If normal attrition and the release of temporary and part-time employees do not sufficiently reduce the support staff, the 

following items will be considered in the reduction process in the order listed: 

 

 1. Job qualification by training and years of experience 

 2. In the event that two or more employees in the affected category are equal in the above factor, termination 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 who are terminated 

and subsequently reinstated shall retain cumulative seniority for all periods worked except for the period of termination. 

 

Demotions in position shall follow the same procedure as terminations. 

 

An employee who takes a voluntary demotion or a voluntary reduction in assigned time in lieu of termination shall be returned to 

a higher position or a position with more hours as vacancies become available, if the employee chooses to return. 

 

REPORTING SUSPECTED CHILD ABUSE 

AND/OR NEGLECT 
 

In accordance with Oklahoma law, any person is required to immediately report suspected cases of physical abuse or neglect 

involving students under the age of eighteen (18) to the statewide toll-free hotline of the Department of Human Services and 

local law enforcement.  The statewide DHS hotline number is 1-800-522-3511.  Any person having reason to believe that a 

student aged eighteen (18) or older is a victim of abuse or neglect shall immediately report the matter to local law enforcement.  

The board of education fully supports that requirement and has established this policy to facilitate such reporting. 

 

Every teacher, support person, or other employees of this school district shall immediately report any suspected physical, mental, 

or sexual abuse or neglect of any school student to the Department of Human Services by telephone.  The employee shall also 

inform the building principal who will advise the superintendent that the report was made using Form FFG-E. 

 

1. “Child Abuse and Neglect” shall include, but is not limited to  

 

1. Child abuse as defined in Section 843.5 of Title 21 of the Oklahoma Statutes; 

 

2. Sexual abuse or sexual exploitation as defined in Section 1-1-105 of Title 10A of the Oklahoma Statutes; 

 

3. Contributing to the delinquency of a minor as defined in Section 856 of Title 21 of the Oklahoma Statutes; 

 

4. Trafficking in children, as defined in Section 866 of Title 21 of the Oklahoma Statutes; 

 

5. Incest as described in Section 885 of Title 21 of the Oklahoma Statutes; 

 

6. Forcible sodomy, as described in Section 888 of Title 21 of the Oklahoma Statutes; 

 

7. Maliciously, forcibly or fraudulently taking or enticing a child away, as described in Section 891 of Title 21 

http://www.oscn.net/applications/oscn/DeliverDocument.asp?citeid=455672
http://www.oscn.net/applications/oscn/DeliverDocument.asp?citeid=455456
http://www.oscn.net/applications/oscn/DeliverDocument.asp?citeid=69394
http://www.oscn.net/applications/oscn/DeliverDocument.asp?citeid=446504
http://www.oscn.net/applications/oscn/DeliverDocument.asp?citeid=69416
http://www.oscn.net/applications/oscn/DeliverDocument.asp?citeid=69419
http://www.oscn.net/applications/oscn/DeliverDocument.asp?citeid=69420
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of the Oklahoma Statutes; 

 

8. Soliciting or aiding a minor child to perform or showing, exhibiting, loaning or distributing obscene material 

or child pornography, as described in Section 1021 of Title 21 of the Oklahoma Statutes; 

 

9. Procuring or causing the participation of any minor child in any child pornography or knowingly possessing, 

procuring or manufacturing child pornography, as described in Section 1021.2 of Title 21 of the Oklahoma 

Statutes; 

 

10. Permitting or consenting the participation of a minor child in any child pornography, as described in Section 

1021.3 of Title 21 of the Oklahoma Statutes; 

 

11. Facilitating, encouraging, offering or soliciting sexual conduct with a minor, as described in Section 

1040.13a of Title 21 of the Oklahoma Statutes; 

 

12. Offering or offering to secure a minor child for the purposes of prostitution or any other lewd or indecent act, 

as described in Section 1087 of Title 21 of the Oklahoma Statutes; 
 

13. Causing, inducing, persuading or encouraging a minor child to engage or continue to engage in prostitution, 

as described in Section 1088 of Title 21 of the Oklahoma Statutes; 

 

14. Rape or rape by instrumentation, as described in Sections 1111.1 and 1114 of Title 21 of the Oklahoma 

Statutes; and 

 

15. Making any oral, written or electronic or computer-generated lewd or indecent proposals to a minor child 

under the age of sixteen (16) as described in Section 1123 of Title 21 of the Oklahoma Statutes. 

 

The reporting obligations under this section are individual, and no employer, supervisor or administrator of a person required to 

provide information pursuant to this section shall discharge, or in any manner discriminate or retaliate against, any such person 

who in good faith provides such child abuse reports or information, testifies, or is about to testify in any proceeding involving 

child abuse or neglect; provided, that such person did not perpetrate or inflict such abuse or neglect.  Any such employer, 

supervisor, or administrator who discharges, discriminates, or retaliates against such person shall be liable for damages, costs, 

and attorney fees.  Any person who knowingly and willfully fails to promptly report any incident of child abuse may be reported 

to local law enforcement for criminal investigation and, upon conviction thereof, shall be guilty of a misdemeanor.  Any person 

who knowingly and willfully makes a false report, or makes a report that the person knows lacks factual foundation may be 

reported by the Department of Human Services to local law enforcement for criminal investigation and, upon conviction thereof, 

shall be guilty of a misdemeanor. 

 

Any person participating in good faith and exercising due care in the making of a report or any person who, in good faith and 

exercising due care, allows access to a child by persons authorized to investigate a report concerning the child shall have 

immunity from any liability, civil or criminal, that might otherwise be incurred or imposed.  Any such participant shall have the 

same immunity from any liability with respect to participation in any judicial proceeding resulting from such report. 

 

A school employee with the knowledge that a report has been made shall not disclose information identifying the reporting 

employee unless otherwise ordered by the court or as part of an investigation by local law enforcement or the Department.   

 

The school district shall post, in a clearly visible location in a public area of the school that is readily accessible to all students, a 

sign in English and Spanish that contains the toll-free number operated by the Department of Human Services. 

 

REFERENCE: 10A O.S. § 1-2-101 

 10A O.S. § 1-2-104 

 63 O.S. §1-120 (G) 

 70 O.S. §1210.162 

 Atty. Gen. Op. No. 78-202 (Dec. 28, 1978) 

 

CUSTODIAL AND NONCUSTODIAL PARENTAL RIGHTS 

 

Unless a legal document is on file restricting contact both natural parents have the right to view the student's school records; 

to receive school progress reports; to visit the child briefly at school, and to participate in parent and teacher conferences (not 

http://www.oscn.net/applications/oscn/DeliverDocument.asp?citeid=436998
http://www.oscn.net/applications/oscn/DeliverDocument.asp?citeid=69512
http://www.oscn.net/applications/oscn/DeliverDocument.asp?citeid=69513
http://www.oscn.net/applications/oscn/DeliverDocument.asp?citeid=69513
http://www.oscn.net/applications/oscn/DeliverDocument.asp?citeid=69535
http://www.oscn.net/applications/oscn/DeliverDocument.asp?citeid=69593
http://www.oscn.net/applications/oscn/DeliverDocument.asp?citeid=69594
http://www.oscn.net/applications/oscn/DeliverDocument.asp?citeid=69603
http://www.oscn.net/applications/oscn/DeliverDocument.asp?citeid=69606
http://www.oscn.net/applications/oscn/DeliverDocument.asp?citeid=69615
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necessarily together in the same conference).  The non-custodial parent may receive information about or review the records 

of his/her child.  However, if the child has been legally adopted, the natural parent loses those parental rights which are gained 

by the adopting parent if the natural parent’s rights have been terminated by court order. 

 

REFERENCE: 43 O.S. §110 

 

TRANSFER AND RELEASE OF 

CONFIDENTIAL INFORMATION 
 

It is the policy of the Colcord Board of Education to adhere strictly to Oklahoma and Federal law concerning the transfer and 

release of confidential information including student records. 

 

For this policy, "confidential information" means any information regarding a child receiving services supported in whole or 

in part by state or federal funds, a family member of such child, or other persons residing in the home of such child, and 

which is required by state or federal law or regulation to be maintained confidentially. 

 

The school district will transfer and release confidential information under this policy to: 

 

 (1) The Department of Human Services, 

 (2) The Department of Mental Health and Substance Abuse Services, 

 (3) The State Department of Health, 

 (4) The State Department of Education, 

 (5) The State Department of Career and Technology Education, 

 (6) The Oklahoma Commission on Children and Youth, 

 (7) The J.D. McCarty Center for Handicapped Children, 

 (8) The Department of Corrections, 

   (9) Private agencies receiving public funds according to a grant or contract with one of the  

 agencies listed in (1) through (8) and providing institutional, community residential or community-based services as 

defined by Title 10, Section 7001-1.3 of the Oklahoma Statutes, to children and family, 

 (10) Persons and agencies subject to the rules promulgated by the agencies listed in (1) through        

               (8),  

 (11) Statutorily-constituted juvenile bureaus, and 

    (12) Other school districts upon their request and in compliance with state law. 

 

Unless otherwise permitted by state or federal law or regulation, confidential information will only be released to the above-

described entities according to (1) a court order or (2) an informed consent that has been executed by (a) the parent or 

guardian of the child or other person authorized by state or federal law to execute such consent, if the subject of the 

confidential information is a child or (b) the individual who was the subject of the confidential information or other person 

authorized by law to execute such consent on his or her behalf, if the subject of the confidential information is an adult.  A 

copy of the school district's informed consent form may be found at FLE-E. 

 

The school district will follow the rules promulgated by the State Department of Education for authorizing access to and the 

transfer or release of confidential information to gather statistical information or conduct studies or research otherwise 

authorized by law. 

The school district shall charge $.10 per page for all copies made according to this policy plus the actual cost of mailing the 

copies.  

 

REFERENCE: 10 O.S. §620.1, et seq. 

 10 O.S. §7001-1.3 

 70 O.S. §24-101.4 

 

REPORTING STUDENTS UNDER THE INFLUENCE OF OR 

POSSESSING ALCOHOLIC BEVERAGES OR CONTROLLED 

DANGEROUS SUBSTANCES 
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It is the policy of the Colcord Board of Education that any administrator, teacher, or counselor who has reasonable suspicion 

that a student may be under the influence of, or has in his or her possession, alcoholic beverages - including the legally 

nonintoxicating beverage commonly referred to as 3.2 beer (low-point beer) - or a controlled dangerous substance as defined 

by law shall immediately notify the principal of such suspicions.  The principal shall immediately notify the superintendent of 

schools and a parent or legal guardian of said student’s possession of a controlled or counterfeit substance or suspected abuse 

thereof. 

 

Any search, seizure, or subsequent disciplinary action shall be subject to applicable school policies, regulations, state laws, or 

student handbook rules. 

 

Every administrator, teacher, or counselor employed by the board of education who has reason to believe that a student is 

under the influence of, or has possession of, alcoholic beverages (including 3.2 beer) or a controlled dangerous substance and 

who reports such information to appropriate school officials shall not be subject to civil liability unless such referral was made 

in bad faith or with malicious purpose. 

 

This policy shall be distributed to each classroom teacher.  The receipt shall be acknowledged in a form to be determined by 

the superintendent. 

REFERENCE: 70 O.S. §24-138 

 63 O.S. §2-101, et seq. 

 70 O.S. §24-102 

 37 O.S. §163.2 

 

THIS POLICY REQUIRED BY LAW. 
 

PROCEDURE FOR REPORTING 
 

The procedure for reporting and dealing with students suspected of being under the influence of intoxicating beverages, 

alcoholic beverages, or a controlled dangerous substance, is as follows: 

 

 1.  Immediately report to the building principal. 

 2.  Remove the student to the principal’s office as quickly and quietly as possible. 

 3.  The principal will call in the counselor or other witness(es). 

 4.  No diagnosis will be made, but it will be determined if another action is needed at the time. 

 5.  A parent/guardian will be called if it appears there is justification. 

 6.  The family doctor or County Health Nurse may be called in. 

 7.  A search may be instituted if reasonable suspicion exists that the student may have intoxicating or alcoholic beverages or 

controlled dangerous substances in their possession. 

 8.  If it is determined that the student is under the influence of a drug or alcohol, or a dangerous drug or alcohol is found on 

the student’s person, appropriate action will be taken by the school administration. 

 9.  Law enforcement officials may be notified.  Any student found to be in possession of intoxicating or alcoholic beverages 

or a controlled dangerous substance while on school premises or while in transit to or from school, or involved in any 

school-related activity, will be dealt with appropriately. 

 

WEAPONS-FREE SCHOOLS 
 

It is the policy of this school district to comply fully with the Gun-Free Schools Act. 

 

 1. Any student in this school district who uses or possesses a firearm at school, at any school-sponsored event, or in or upon 

any school property including school transportation or school-sponsored transportation may be removed from school for 

one full calendar year or longer.  

 

The superintendent or designee may modify the provisions of this policy on a case-by-case basis.  However, any 

substantial modification must be reported to the board of education at its next meeting. 

 

  Firearms are defined in Title 18 of the United States Code, Section 921, as (A) any weapon (including a starter gun) 

which will or is designed to or may readily be converted to expel a projectile by the action of an explosive; (B) the frame 
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or receiver of any such weapon; (C) any firearm muffler or firearm silencer; or (D) any destructive device including any 

explosive, incendiary or poison gas, bomb, grenade, rocket having a propellant charge of more than four ounces, missile 

having an explosive or incendiary charge of more than one-quarter ounce, mine or any device similar to the above. 

 

  Such firearm or weapon will be confiscated and released only to a law enforcement authority. 

 

 2. Oklahoma Statutes, Title 21, Section 1280.1 prohibits any person to have in such person's possession on any public or 

private school property or while in any school bus or vehicle used by any school for transportation of students or teachers 

any firearm or weapon as defined in Title 21, Section 1272, below: 

 

"...any pistol, revolver, shotgun or rifle whether loaded or unloaded, or any dagger, bowie knife, dirk 

knife, switchblade knife, sword cane, knife having a blade which opens automatically by hand pressure 

applied to a button, spring, or other device in the handle of the knife, blackjack, loaded cane, billy, hand 

chain, metal knuckles, or any other offensive weapon, whether such weapon is concealed or 

unconcealed." 

 

Students with disabilities are subject to this policy and will be disciplined in accordance with district policy and the Individuals 

with Disabilities Act and Section 504 of the Rehabilitation Act.   

 

 An exception to this policy may be made for students participating in an authorized extracurricular activity or team involving the 

use of firearms or archery equipment.   In addition, exceptions will be made for a gun, knife, bayonet or other weapon in the 

possession of a member of a veterans group, the national guard, active military, the Reserve Officers’ Training Corp (ROTC) or 

Junior ROTC, in order to participate in a ceremony, assembly or educational program approved by the principal or chief 

administrator of a school district where the ceremony, assembly or educational program is being held; provided, however, that 

the gun or other weapon that uses projectiles is not loaded and is inoperable at all times while on school property. 

 

A handgun may be carried in a motor vehicle pursuant to a valid handgun license authorized by the Oklahoma Self-Defense Act 

onto property set aside by a public or private elementary or secondary school for the use or parking of any vehicle; provided, 

however, said handgun shall be stored and hidden from view in a locked motor vehicle when the motor vehicle is left unattended 

on school property. 

 

Any student who violates this policy will be subject to discipline which may include suspension for the remainder of the 

semester and the entire succeeding semester or up to one full calendar year or longer (for firearms) or for any term less than one 

calendar year (for weapons other than firearms) as determined by the superintendent or the superintendent's designee.  

Disciplinary action will be determined on a case-by-case basis. 

 

Students found to be in violation of this policy may be referred to the appropriate criminal or juvenile justice system.  Any 

firearms found on the premises shall be reported to law enforcement and will immediately be turned over to local law 

enforcement as per state law requirements.   

 

REFERENCE: 18 U.S.C. § 921 

 21 O.S. § 1271.1, § 1280.1, and § 1289.24 

 70 O.S. § 24-132.1  

 

NOTE : The district is required to include, in each application to the State Department of Education for assistance 

under the Elementary and Secondary Education Act of 1965, a description of the circumstances 

surrounding any expulsions imposed under this policy, including the name of the school; the number of 

students expelled from the school, and the type of weapons concerned. 

 

THIS POLICY REQUIRED BY LAW. 
 

NEWS MEDIA RELATIONS 

Steps of Action: -  

 *  Notify the Colcord Public Schools’ Administrators 

 *  Administrative Spokesperson: Bud Simmons, Sandi Shackelford, Robert Hampton 

In dealing with the media during or after a crisis, remember these important points: 

 1.  Be accessible. 

 2. Designate an area for the media, both inside and outside the school., 
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 3. Know what is being done to help students and staff cope with the situation. 

 4. Be prepared. Be honest. Be brief. Stick to the facts, and stress student safety. 

 5. Confidentiality must be maintained to protect students’ rights. Only directory information may be released. 

 6. Never say, “No comment.” Instead, say, “I will have to get back with you on this matter.” 

 7. Remember, few things are ever “off the record,” and the interview is not over until the reporter leaves. 

 

*Sample Crisis Media Release: 

Thank you for your concern, our staff is assessing the situation at this time. We are keeping the Administration appraised of 

everything that is taking place, so we ask that you contact the Administration for any information and arrangements 

necessary for your coverage.  *It is important that we protect the privacy and welfare of our students, so we also ask that you 

please not tie up our school phone lines with calls, attempt to take pictures, or conduct interviews without contacting our 

Administration. 

 

PARENT-TEACHER ORGANIZATIONS 
 

The Colcord Board of Education wholeheartedly encourages and supports organized PTA units, as well as a coordinating city 

council PTA.  Assistance in formulating well-organized units, cooperating in planning activities, projects, and school 

programs, and general stimulating good parent-teacher relations is a function shared by each certified teacher in the school 

system. 

 

ADVERTISING ON SCHOOL PROPERTY 
 

It is the policy of the Colcord Board of Education that, except as indicated below, no advertising shall be permitted in school 

buildings, on school grounds, or other school property.  Solicitation of advertising, or the use of the school system to promote 

any product, shall not be permitted without prior approval of the Board of Education.  Nothing herein shall be construed to 

prevent advertising in student publications that are published by student organizations. 

 

SCHOOL VISITORS 
 

It is the policy of the Colcord Board of Education that all visitors to any school facility obtain a visitor's pass at the building 

principal's office.  Parents are requested not to send or allow siblings to visit students in the classroom. 

 

Staff members are not normally expected to have personal visitors during the school day. 

 

Agents or other persons shall not visit teachers during school hours for the purpose of selling books or other articles without 

written consent from the superintendent. 

 

The superintendent or principal of any school shall have the authority to order any person1 out of the school building and off the 

school property when it appears that the presence of such person is a threat to the peaceful conduct of school business, school 

activities, and/or school classes.  This authority shall extend to the removal of any individual attending an official school activity 

or field trip where students are present, including an activity or field trip not on school property, when the superintendent or 

principal determines that a threat to the peaceful conduct of students exists.  Any person who refuses to leave the school building 

or grounds after being ordered to do so by the superintendent or principal shall be guilty of a misdemeanor and upon conviction 

shall be punished by a fine of not more than $500.00 or by imprisonment in the county jail for not more than 90 days, or by both 

such fine and imprisonment. 

 

Any person who is requested to leave the premises shall be unable to return to the premises without the written permission of the 

administration for six months.  A grievance or an appeal may be filed by the individual as per district policy GJ-P.    

 

Classroom Visitation: 

To provide school children with a reasonable opportunity to study and learn, it is the policy of the Colcord Board of Education 

to restrict classroom visitation to a minimum. 

 
1 Does not include students, officers, or employees of the district.   
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Any person who needs to visit a classroom or other school facility must obtain permission from the building principal's office.  

Visitors on school property without permission may be asked to leave the premises. 

The building principal is directed to establish appropriate procedures to ensure compliance with this policy.  Such procedures 

will include posting notices at the entrance to each school building.  The notices will require visitors to report to the principal's 

office before visiting any classroom or other facility. 

The principal has authorized discretion in permitting visitation, and the board of education declares its support of any decision 

made by a principal in denying visitation to any person. 

Classroom visitors will respect classroom decorum and will not interrupt the class in any way.  Visitors who disrupt the 

classroom in any manner will be required to leave the school grounds 

 

Personal Calls: 

To keep classroom disruptions to a minimum, phone calls to students from parents/guardians will be put through only on an 

emergency basis.  All other messages will be given to students between classes or at lunch.  Students will be allowed to use 

the office phone only during their lunch period 

 
REFERENCE: 21 O.S. §1375, §1376 

CROSS-REFERENCE: Policy EHAA, Family Involvement 

 

 

COLCORD PUBLIC SCHOOLS VOLUNTEERS 

The Board recognizes that school volunteers provide a valuable service to the District and authorizes the Superintendent or 

designee to develop and deploy an effective volunteer program that includes the recruitment and selection of school volunteers.  

To protect the students and their families and to achieve a program of high quality, Colcord Public Schools has adopted the 

following regulations and standards for those who participate in the Volunteer Program.  Principals receive completed 

application, confidentiality form, volunteer contract, and determine the need for a background check at volunteer expense. 

District Regulations 

1. Upon arrival at the school volunteers must check-in at the main office, sign-in, and pick up a badge authorizing them to 

be in the building. 

2. When at the site, if a student should require assistance because of a health issue or injury, the volunteer should seek the 

aid of school personnel and must avoid giving medications or medical treatment to any student.  For safety purposes, 

volunteers are not to clean blood spills or come in contact with bodily fluids. 

3. School staff is responsible for the overall care of the students and are authorized to take care of discipline issues that 

arise at the school site.  When discipline issues arise, volunteers must seek the assistance of school personnel. 

4. While at the school site, volunteers may not promote commercial products, brand names, religious beliefs, political 

candidates, or parties. 

5. The district values every volunteer. As such, any time heavy lifting or strenuous physical tasks are necessary the 

volunteer must seek assistance from the site staff. 

 

Standards & Guideline 

1. Colcord Public Schools expects a learning and working environment where students and staff can be successful.  As 

such, volunteers are required to treat students and staff appropriately and act as models of the civic values and societal 

norms important to the Colcord community. 

2. The relationship between the volunteer and staff member should be one of mutual respect and bring value to the 

learning environment.  While on campus volunteers work under the direction and supervision of school staff members. 

3. The teacher is responsible for the content and the learning techniques in the classroom, and it is important that while the 

volunteer is working with them, they support the teacher.  A volunteer should either make an appointment or visit with 

the teacher to be clear on their duties when assisting. 
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4. Because a great deal of planning is required for the preparation of student learning, volunteers need to be dependable 

and on time. 

5. When it becomes necessary that a volunteer discontinue their assignment, they should notify the school site. 

6. Because Colcord Public Schools value the commitment and time volunteers spend in the schools, the district maintains 

a log of volunteer hours.  As such, volunteers are asked to record their hours of service on the form designated at the 

school site.  This is so the hours in totality can be reported to the district administration. 

7. A safe and productive learning environment is paramount at all sites.  As such, any matters of concern should be 

brought to the site administrator. 

 

Activity Trips 

The Colcord Board of Education acknowledges the importance of extra-curricular activities to the overall educational 

experience.  The Board further acknowledges that student participation in extra-curricular activities often requires travel off-

campus. The following regulation shall govern activity trips. 

The sponsor shall make the appropriate principal aware of travel plans, and request permission for travel. 

The sponsor shall supply the principal with a detailed plan of the trip when taking students on an overnight activity. 

The sponsor shall inform the principal and the parents of the students involved in the approximate time and date of departure 

as well as the time and date of return. This communication may be verbal or written, and should also be posted on the District 

website. 

When overnight travel is involved, parents shall be provided the name, address, and phone number of the hotel, as well as the 

cell # of the sponsor, if applicable. 

The most important responsibility of the sponsor during an activity trip is the safety and supervision of the students. This 

applies equally to day trips as well as overnight trips. 

On any activity trip, there should be two adults on the bus whenever possible. In the case of athletic events, coaches shall not 

occupy the locker room with players of the opposite gender without another adult (preferably the same gender as the students) 

being present whenever possible.  

Students are never to be left unsupervised when on a trip. 

If the student/sponsor ratio is such that the principal believes that the sponsor alone will not be able to provide adequate 

supervision, the principal shall provide additional chaperones, whenever possible.  

If additional chaperones are unavailable, the principal shall have the authority to cancel the trip if he/she believes it to be in 

the best interest of the students and the district. The decision of the Principal shall be final. 

In the event of overnight travel, same-sex chaperones shall be provided, whenever possible. Preferably, the chaperone should 

be a school employee. When a school employee is unavailable, the sponsor may solicit volunteers from among the parents of 

the students. The sponsor shall submit the list of volunteers to the principal, and the principal shall select the chaperone(s). 

The decision of the Principal shall be final.  

Regardless of whether or not additional chaperones are available, the sponsor has the primary responsibility for the 

supervision of the students. 

Sponsors shall remember that the supervision of students is not a passive activity. Be vigilant. Be alert. Be proactive, not 

reactive.  *Sponsors should check the halls frequently. Make room to room calls. Stroll the hotel lobby and grounds. Set a 

time for lights out, and enforce it.  

PROHIBITION OF RACE AND SEX DISCRIMINATION IN CURRICULUM AND 

COMPLAINT PROCESS 
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The board of education hereby directs that neither the district, nor any employee of the district shall teach or include in a course for 

students or employees the following discriminatory principles:  

 

(1) One race or sex is inherently superior to another race or sex,  

(2) An individual, by virtue of his or her race or sex, is inherently racist, sexist or oppressive, whether consciously 

or unconsciously,  

(3) An individual should be discriminated against or receive adverse treatment solely or partly because of his or 

her race or sex,     

(4) Members of one race or sex cannot and should not attempt to treat others without respect to race or sex,  

(5) An individual’s moral character is necessarily determined by his or her race or sex,  

(6) An individual, by virtue of his or her race or sex, bears responsibility for actions committed in the past by other 

members of the same race or sex,  

(7) Any individual should feel discomfort, guilt, anguish or any other form of psychological distress on account of 

his or her race or sex, or  

(8) Meritocracy or traits such as a hard work ethic are racist or sexist or were created by members of a particular 

race to oppress members of another race.  

 

A “course” shall include any forum where instruction or activities tied to the instruction are provided, including training, seminars, 

professional development, lectures, sessions, coaching, tutoring, or any other class.   

 

Any individual may file a complaint alleging that a violation has occurred of enumerated items 1-8 above.  In order for a complaint 

to be accepted for investigation, it must:  

 

(A) Be submitted in writing, signed and dated by the complainant, including complaints submitted through 

electronic mail that include electronic signatures;  

(B) Identify the dates the alleged discriminatory act occurred;   

(C) Explain the alleged violation and/or discriminatory conduct and how enumerated items 1-8 above have been 

violated;   

(D) Include relevant information that would enable a public school to investigate the alleged violation; and  

(E) Identify witnesses the school may interview.  The school will not dismiss a complaint for failure to identify 

witnesses.   

 

The district hereby designates the superintendent as the employee responsible for receiving complaints.  Complaints may be 

provided via telephone at 918-326-4116 and via email to bsimmons@colcordschools.com.  This contact information shall also be 

accessible on the school district’s website.   

 

Upon receipt of a complaint, the complainant shall receive notification from the designated employee that the complaint has been 

received and whether it will be investigated within ten (10) days of receipt.  

 

The school district shall investigate all legally sufficient complaints and decide as to whether a violation occurred.  The school 

district shall receive, process and investigate complaints in the same manner as all other complaints of discrimination. The 

investigation process shall be completed within ninety (90) days of receipt of a claim.  Within thirty (30) days of resolution of the 

complaint, the designated employee shall report the resolution to the State Department of Education.   

 

No individual shall be retaliated against for (1) filing a complaint; or (2) the purpose of interfering with any right or privilege 

secured by federal civil rights laws and regulations.  Any school employee who retaliates against a complainant may be subject to 

disciplinary action by the school district or by the State Board of Education.   

 

Any teacher who files a complaint or otherwise discloses information that the teacher reasonably believes is a violation of the 

prohibited concepts listed above shall be entitled to Whistleblower Protections.   

 

Any teacher or other school employee who, willfully, knowingly, and without probable cause makes a false report may be subject 

to disciplinary action by the school district or by the State Board of Education.    

 

LEGAL REFERENCE:  70 O.S. § 24-157 

    State Accreditation Standard 210:10-1-23 

 

mailto:bsimmons@colcordschools.com
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Colcord Public Schools Safety Guideline for Employees 
 
This manual contains safety policies developed to control the risks associated with school operations. It’s impossible to write a 
rule for every potential work scenario; therefore, while many policies are detailed, others dealing with specific job 
responsibilities may be provided by your supervisor. 
 
If you have a suggestion that could improve safe measures at Colcord Public Schools, please speak with your supervisor. It is 
everyone’s job to help prevent accidents in the workplace.  
 
Accidents are the result of unsafe conditions and/or unsafe acts or practices. Many accidents are caused by the use of unsafe 
equipment, using tools in an unsafe manner or by neglecting to follow safe work practices. Violations of school safety policies 
and procedures could result in disciplinary action up to and including termination. Therefore, if you have questions and/or 
requests for additional information concerning the contents in this manual you must speak with your immediate supervisor or 
predetermined designee. 
 

Safety policy statement 
 
Providing a safe work environment for the staff at Colcord Public Schools is of the utmost importance. The goal of our safety 
policy is to provide guidance on how to avoid risks associated with the jobs performed by school employees. There is 
absolutely no way to provide guidance for every situation that may arise; therefore, we must depend on you, our staff, to 
make safe choices in your daily work. Our success depends on everyone performing their job in the safest possible manner. 
 
 

Safety is a team effort 
 

1. Superintendent’s responsibilities: 
a. Provide a safe work environment and adequate supervision of school operations. This includes, as applicable, the 

provision of tools and equipment, proper safety equipment/clothing, training and on-site safety direction.  
b. Periodic inspection of school departments. 
c. Ensure prompt preventative and corrective action is taken with unsafe conditions and/or actions. 
d. Ensure all accidents are reported and investigated in a timely manner. 
e. Review incident reports to verify corrective action has been taken. 

 
2. Principal’s responsibilities: 

a. Promote safety awareness and lead by example. 
b. Ensure employees are trained on safe work practices related to their assigned job tasks. 
c. Ensure that safety equipment and protective devices are provided and properly used. 
d. Conduct frequent safety inspections of all work areas and operations to improve and eliminate unsafe conditions. 
e. Take prompt corrective action when unsafe conditions and/or unsafe actions are observed. 
f. Investigate and report to the superintendent all incidents involving school personnel and/or property. 
g. Review newly purchased equipment to identify potential risks being introduced in to the operations. 
h. Inform employees of the disciplinary policy and takes appropriate action when warranted. 

 
3. Certified and noncertified employee’s responsibilities: 

a. Follow the school and district safety policy and procedures. 
b. Report unsafe conditions and practices to the principal immediately. 
c. Keep work areas clean and orderly at all times. 
d. Operate equipment only if you have been authorized and instructed on safe work procedures. 
e. Report all accidents/incidents to the principal immediately and complete an incident report as soon as possible.  
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What to do if an accident occurs 
 

a. All accidents/incidents, no matter how minor, shall be reported immediately to your principal. Prompt reporting 
will ensure proper treatment, if required, and ensure appropriate corrective action is addressed.  

b. First-aid and CPR shall be performed only by trained personnel. 
c. Employees must follow established Bloodborne Pathogens procedures. 
d. The principal will arrange for transportation and accompany the injured employee to the medical facility to 

facilitate paperwork and answer questions by both the treating physician and injured/ill employee. 
e. The principal and employee must complete the school’s Incident Report forms as soon as possible and route as 

directed. 
 

Emergency action plans 
 

For everyone’s safety, emergencies (fire, severe weather, bomb threats, etc.) require immediate action by all employees. The 
following emergency action plans have been developed. The principal/superintendent or designee for their respective areas 
will:  

a. Direct actions of personnel. 
b. Know the location of fire extinguishers. 
c. Know who is first-aid and CPR trained. 
d. Identify individuals that may require special assistance during evacuations and make arrangements to ensure their 

safety. 
e. Familiarize employees with evacuation route. 
f. Ensure the building is clear and account for personnel after building evacuation.  

 
1. Fire evacuation: 

a. When the fire alarm sounds, only if possible, turn off nearby equipment and walk to the nearest exit out of the 
building. 

b. Assemble away from the building at the designated area. 
c. The principal or their designee will account for all individuals. Employees shall remain outside until the all-clear is 

given by responding fire personnel. 
 

2. Severe weather – tornadoes, etc.: 
In severe weather do not leave the building. Await direction to proceed in an orderly fashion to the designated storm 
shelter. 

 
3. Bomb threats: 

All bomb threats must be treated seriously. The receiver of the bomb threat should attempt to obtain as much 
information from the caller as possible. The incident should be reported immediately to the principal. If directed by 
your supervisor, follow the same evacuation procedures as a fire evacuation. 

 
Recordkeeping 

 
Documentation is a critical component for maintaining a safe working environment. The following records will be maintained 
in school files: 

a. Employee training records. 
b. Certifications. 
c. Accident/Incident reports. 
d. Hazard identification and corrective actions. 
e. Signed acknowledgements. 
f. Equipment inspection/certifications. 
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Violence in the workplace 
 
It’s the policy of Colcord Public Schools that physical violence or the threat of violence, even in a joking manner, is not 
appropriate and subject to the school’s disciplinary procedures up to and including termination. 
  
School employees are to report any acts or threats of violence to their principal immediately. Report the behavior or threats 
made, give facts of where and when it occurred, what was said and include any witnesses. 
 
Anyone who observes a weapon on the premises is required to report it to the principal immediately. 

 
Biological exposure control plan 

 
Within the scope of your job, you may come into contact with co-workers, students and/or members of the public who pose a 
risk of transmitting blood and/or airborne diseases. To protect yourself do not come into contact with blood or other body 
fluids without proper personal protective equipment as outlined in the Blood/Airborne Pathogens Program. 
 

General policies for all operations 
 
The expectation is that all employees will perform their job tasks in a safe manner. Speak with your supervisor if you have any 
questions regarding safe work practices. 
 
Illness and/or extreme fatigue may affect your ability to perform your job safely. You are responsible for monitoring your 
personal physical well-being and ensuring that you receive adequate rest. 
 
Horseplay of any kind is strictly forbidden and employees who willfully engage in horseplay are subject to the school’s 
disciplinary procedures up to and including termination. 
 
Clean and orderly work areas prevent injuries. Take time each day to keep your work area clear of unnecessary materials, tools 
and/or equipment.  
 
All exits and stairways shall be clear and free from obstructions. 
 
Only approved, grounded electrical extension cords shall be used. When extension cords are not in use, they shall be 
unplugged, coiled and stored in their designated locations. Extension cords that show wear and tear shall be disposed of 
immediately.  

 
When lifting, follow proper lifting techniques and seek assistance when necessary. Before use, all equipment (dolly, etc.) shall 
be checked to ensure it is in good condition.  
 
The use of a personal music device (iPod, MP3, radio, smartphone, etc.) in the work area, including vehicles, will be at the 
discretion of the immediate supervisor.  
 
Smoking, vaping, or the use of tobacco products is prohibited on or around school premises.   
 

Slip and fall prevention 
 
a. Footwear should be anti-slip, low-heeled shoes, with closed-toe and heel.  
b. Keep the floors clean and dry; use designated wet floor signage whenever necessary. Keep mops, brooms, boxes and other 

articles from passageways. 
c. When reaching overhead, use a step stool or ladder. Do not stand on boxes, chairs, desks or tables.  
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Ladders 
 
a. Ladders must be inspected before use. 
b. Don’t use chairs, boxes, etc. as ladders. 
c. Maintain 3-point contact (two hands, one foot or both feet) when ascending or descending ladders; always face the ladder. 
d. Do not climb higher than the second step from the top of a step ladder. When using a ladder, do not climb higher than the 

third rung from the top. 
 

Hazard communication 
 
Products used by the school are to be evaluated and approved before use. The associated risks with products shall be 
communicated to employees before use by reviewing the product Safety Data Sheet (SDS). Annual training on proper hazard 
communication will be provided with additional training as new products are introduced in the work environment (see Hazard 
Communication Program). 
 

Personal Protective Equipment (PPE) 
 
Head protection: 
Approved hard hats must be worn whenever there is a potential risk of injury to the head. Employees are responsible for 
keeping track of and making sure hard hats are in good condition. Head protection must be replaced as indicated by the 
stamped date located inside the hat. 
 
Respiratory protection: 
Colcord Public Schools has implemented a Respiratory Protection Program to control the risks associated with workplace 
exposure to dusts, vapors, fumes and/or other airborne particles (see Respiratory Protection Program). 

 
Foot and hand protection: 
Footwear suitable to the type of work and work environment shall be worn at all times. Slip resistant soles may be required in 
some operations. 
 
Hand protection shall be selected based on the risk associated with the assigned job tasks. However, in operations where hand 
protection may cause or contribute to an injury, other methods of hand protection shall be used. Consult your supervisor 
regarding the proper hand protection and use. If necessary, hand protection will be provided by Colcord Public Schools. 
 
Outerwear protection: 
Regular work clothing should be cotton or other natural fiber. Shorts and tank-top shirts are prohibited. Contaminated clothing 
or gear must be removed and replaced.  
 
Kitchen operations: 

a. Employees shall be trained on the safe operation of any machinery they use. 
b. All safety guards must be in place before operating the equipment. 
c. Keep electrical equipment unplugged and in the off position when not in use. 
d. All electric outlets that have potential to come in contact with water should be a ground fault circuit interrupter (GFCI). 
e. Do not turn thermostat on deep fryer above 375 degrees Fahrenheit, this causes oil to boil over when food is placed in 

fryer. 
f. Follow SDS guidelines when cleaning equipment with chemicals. 
g. Tools/cooking utensils are to be used only for the purpose for which they are designed.  The tools/cooking utensils 

shall be inspected before use and replaced as required. 
h. Don’t leave tools/cooking utensils in work areas. 
i. Never leave tools/cooking utensils lying around where they may be tripped over or interfere with other work in 

progress. 
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j. Don’t carry an edged or pointed tool/cooking utensil in apron pockets or belts unless the point or edge is protected. 
 
Avoiding burns: 

a. Always use caution when removing lids from pots. The edge of the lid farthest from the body should be raised slightly, 
first to allow steam to escape before lifting lid. 

b. Have a place ready to move hot cooking pans before removing from the stove. Place hot cooking pans on dry 
potholders. 

c. Do not pour boiling liquids into glass jars. 
d. Be sure pot handles do not extend into passage area around stoves or work tables. 

 
Avoiding cuts: 

a. Don’t place sharp knives or glass objects in sink. 
b. Use sharp knives carefully, store them in the space provided when not in use. Knives should be kept sharp to reduce 

force when cutting. 
c. Handle opened cans with care; never open cans with a knife. 
d. Cracked dishes should be discarded. Broken glass should be placed in a separate container for disposal, not a trash can. 
e. When using a knife, always cut away from the body. 
f. Safety gloves must be used when cleaning or dismantling the slicer. 
g. Never use a food slicer with the blade guards off. 
h. Never place hands or any utensil in a food mixer while the mixer is operating. 

 
Maintenance operations 

 
Hand tools: 

a. Hand tools are to be used only for the purpose for which they are designed. Tools will be inspected before use and 
replaced as required. 

b. Tools with burrs, cracks, mushroom heads or broken, lose splintered handles shall not be used.  
c. Do not leave tools on overhead work areas where they pose a risk of falling and striking someone. 
d. Never leave tools where they may be tripped over or interfere with other work in progress. 
e. Do not carry edged or pointed tools in pockets or belts unless the point or edge is protected. 

 
Portable power tools: 

a. Do not operate power tools without proper instruction and authorization. 
b. Always check portable power tools before use to ensure proper safeguard operation, (e.g., grinder guards, weed eater 

guards).  
c. Power tools should be inspected and tested by qualified personnel.  
d. Always report defects or minor shocks on any piece of equipment.  
e. Any electrical equipment or cord without a ground prong intact shall not be used. 
f. Ground fault circuit interrupters (GFCIs) shall be used in all wet locations. 
g. Electrical cords should be protected from damage by oil or wear. Cords shall not be left in aisles where they may be 

run over by trucks or other equipment, creating a tripping hazard.  
h. Never run an electrical cord through a doorway. 

 
 
Powered mowing equipment: 

a. Do not attempt to operate any power equipment without proper instruction and authorization. 
b. When in proximity of equipment operations, keep clear of equipment where operators cannot see you. 
c. Only the operator is allowed on the equipment.  
d. When working in close proximity to moving traffic, ensure that proper barricades have been placed around the work 

zone. 
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e. When leaving the seat, the operator should disengage the Power Take Off (PTO), engage the brake, stop the engine 
and wait for all parts to stop moving before dismounting.  

f. Never refuel equipment while the engine is running or hot.  
g. Ensure all roll over protective devices and seat belts are in place on equipment. 
h. When operating equipment on loose soil or slanted surfaces, operator should take caution to ensure equipment does 

not roll over or into open ditch area. 
i. If an area is too sloped or the ground is deemed too uneven to operate the mower safely, use a weed eater to cut the 

grass.  
j. Areas with high grass and weeds should be mowed to an intermediate height, inspected for debris then mowed again 

to the desired height.  
 

Motor vehicle operation: 
Because of the high risks associated with motor vehicle operation, the school has implemented the following requirements: 

a. All employees who operate vehicles for this school must have a valid Oklahoma driver’s license, operator, commercial 
or chauffeur’s license as required for the equipment being operated.  

b. Only school employees are permitted to operate school owned equipment/vehicles. 
c. Employees are required to obey all Oklahoma traffic regulations. Cost for   violations of traffic laws are the 

responsibility of the employee. Employees convicted of two or more moving violations within a 12-month period will 
not be allowed to operate school vehicles. 

d. Employees must report all vehicle accidents as required by city and state accident reporting procedures. Employees 
involved in vehicle collisions will report the incident to their supervisor or designee immediately after contacting the 
local law enforcement agency. 
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Safety policy/procedure acknowledgment 
 

By my signature below, I acknowledge that: 

 
I have received and read the school's safety policy/procedures and have been given the opportunity to ask questions and have 
received clarification of any area of the policy/procedures that I questioned. I agree to abide by the provisions in the 
policy/procedures and I understand failure to do so may result in disciplinary actions up to and including termination of my 
employment with the school. 
 
I have received training by the school for the duties associated with my job and I understand the potential hazards and physical 
requirements of these duties as well as the necessary precautions to control these hazards. 
 
I have been informed and understand I am to report to my supervisor any accident and injury occurring while performing the 
duties of my job, or if in their absence, the next available senior school representative. An Accident Investigation Report must 
be completed and signed immediately (as is reasonable under the injury circumstances) by me after my injury. 
 
I have been informed and I understand I am to immediately report any unsafe acts and/or conditions discovered during the 
performance of my job duties. 
 

 

Employee's signature __________________________________________________________ 

 

 

Printed name  __________________________________________________________ 

 

 

Witness signature __________________________________________________________ 

 
 
Dated:   _________________________ 
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A policy on this issue is required by the  

Standards of Accreditation for Oklahoma Schools 

Effective July of 2021 
 

* * C A U T I O N * * 

 

 

 

 

This copy of the Colcord School District Policy Manual is placed in the High School, 

Upper Elementary, and Lower Elementary offices for your information.  The district does 

not guarantee that the policies herein are current and correct.  If you need to be certain 

that you have the most current policy, you should check the Master Copy in the 

Superintendent's Office. 

  

DISCLAIMER 

   

The Colcord Board of Education does not intend that the contents of this policy manual will in any way 

constitute an employment contract and is not to be construed as an extension of any employment con-

tract.  All policies, regulations, procedures, and exhibits contained herein are subject to change as the 

board of education deems necessary and appropriate.  The final interpretation and application of any 

statement herein are within the discretion of the board of education. 

 

Employees that use school email, phones, or school devices have no rights to confidentiality. NO 

EXPECTATION OF PRIVACY.  

 

It is the employee’s responsibility to update personal contact information on an annual basis with 

the HR officer.  
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Contact Information  

Colcord Public Schools - (918) 326-4116    

Superintendent, Bud C. Simmons - bsimmons@colcordschools.com  

Human Resource / Treasurer, Paula Harrington - suzy@colcordschools.com  

Federal Programs Director/Virtual Admin., Remington Rogers - rrogers@colcordschools.com  

Director of Special Services, Rebecca Farris - bfarris@colcordschools.com  

Colcord High School - (918) 326-4117   

Principal, Sandra Shackelford - sshackelford@colcordschools.com  

Colcord Alternative Academy - (918) 326-4116  

Director/Teacher, Shawnda Benge slarmon@colcordschools.com  

Colcord Middle School - (918) 326-4852  

Principal/AD, Terrill Denny - terrilldenny@colcordschools.com  

Colcord Elementary School - (918) 326-4107   

Principal, Misty Winfield - mwinfield@colcordschools.com  

Information Technology - (918) 326-4116   

IT Director, Jeremy Shelley - jshelley@colcordschools.com  

School Resource Officer - (918) 326-4116    SRO, Whitney Reynolds - wreynolds@colcordschools.com  
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