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PARENT BOOSTER CLUB/PTA SANCTIONING 1005

The Board of Education of the Union Public School District believes that student achievement programs and parent/
teacher	associations	and	organizations	can	advance	the	educational	goals	of	the	Board	and	confer	a	benefit	to	the	
students of the district.  It is the purpose of this policy to establish guidelines for the sanctioning of parent-organized 
and operated student achievement programs and parent/teacher associations and organizations that raise money 
and	collect	revenues	for	the	benefit	of	students.		Only	those	parent-organized	and	operated	student	achievement	
programs and parent/teacher associations and parent organizations sanctioned in accordance with this policy will be 
exempt from the statutory controls over school activity funds found in the Oklahoma school Code, OKLA. STAT. tit. 
70, § 5-129.

SANCTIONING PROCEDURE
A. The district may sanction parent-organized and operated student achievement programs and parent/teacher 

associations and parent-organized and operated organizations that, according to the Board of Education’s 
determination, advance the educational objectives of the district, are beneficial to students and meet the 
requirements of this policy.

B. In determining whether a parent-organized and operated student achievement program or a parent/teacher 
association or organization should be sanctioned by the district, the Board of Education  may consider:  (1) if 
the program, association or organization promotes activities that are an extension, expansion or application of 
the district curriculum; (2) if the program, association or organization assists student government or activities 
in carrying out special projects or responsibilities; (3) if the program, association or organization assists student 
clubs, organizations and other student groups in raising funds to promote activities approved by the Board of 
Education; and (4) supplemental information provided by the student achievement program or by a parent/
teacher association or organization in support of its application.  A parent-organized and operated booster 
club shall support a program, team, club or organization and not duplicate the mission of another previously 
sanctioned organization.

C. An annual application written statement by a parent-organized and operated student achievement program 
or by a parent/teacher association or parent-organized and operated organization to the Board of Education 
requesting sanctioning shall include the following:  (1) a statement of its purpose, goals, organizational structure 
and membership requirements; (2) a detailed statement of how the district and its students will benefit if the 
organization is sanctioned; (3) (1) a statement of nondiscrimination consistent with all state and federal laws; 
(4 2) financial and performance audits, if any, which have been performed on such program, association or 
organization by an independent accounting firm or any other audit process; (5 3)a statement from the president 
and treasurer that they will follow proper bookkeeping practices to ensure the safeguarding of all assets and 
file all necessary IRS forms including 1099s and W-2s; and (6 4) the dates they attended the required Student 
Activity Fund Sanctioning workshop(s).

 The written application to obtain or renew is due to the Chief Financial Officer (CFO) by each October 15 and 
whenever officers change, but no less frequently than annually.  A revised application must be filed annually 
within 30 days of any change in organization officers or district sponsors.

D. The written sanctioning application shall be submitted to the CFO or Superintendent or designee for preliminary 
review.  After the program, association or parent organization’s written statement has been reviewed by the 
Superintendent or designee, the CFO/Superintendent shall make a recommendation to the Board of Education.  
The Board shall review the application written statement and shall sanction or decline to sanction the applicant.  
The decision of the Board of Education is final and non-appealable.  The organization has the option of 
reapplying for sanctioning.

E. In order to maintain the status of a sanctioned program, association or organization in accordance with this 
policy, the Superintendent, Chief Financial Officer or the Board of Education may require from any such 
program, association or organization that financial and performance audits by an independent accounting firm 
be performed on an annual basis on the program, association or organization.  If required by the Superintendent, 
CFO or the Board of Education, the audits or any other requested information shall be submitted to the 
Superintendent within 90 days of the request.  The submitted audits, other financial statements or other 
information shall be reviewed to determine if the program, association or organization is entitled to continue to 
be sanctioned in accordance with this policy and if its funds should continue to be exempt from the statutory 
controls over student activity funds found in the Oklahoma School Code, OKLA. STAT. tit. 70, § 5-129.

F. The Superintendent, CFO or the Board of Education  may, at any time they deem warranted, request copies of 
any and all records maintained by the program, organization or association, including tax records.  Copies of 
records must be promptly provided upon the request.  If required, the audits or any other requested information 
shall be submitted within five (5) days to the Superintendent or CFO.  The district reserves the right to review 
all financial records and/or perform spot audits throughout the year.

G. The Board of Education may, at its discretion, withdraw sanctioning at any time it deems it in the best interest of 
the district.  Any decision of the Board of Education to withdraw sanctioning is final and non-appealable.



H. The sanctioning of any program, association or organization under this policy by the Board of Education, is not 
intended to reflect any opinion by the Board or any employee of the district that the financial, performance or 
other records of the parent association or parent organization are accurate or should be relied on by any person 
in any manner.  Further, the Board of Education and all employees of the district specifically disclaim any and 
all liability for any obligation, loss of funds, misfeasance or malfeasance of any representative of any program, 
association or organization sanctioned under this policy.  Therefore, employees of the district may not serve as 
the treasurer of any parent booster club or PTA.

I. Sanctioned organizations may not use the district’s tax ID number.
J. Due to filing and reporting obligations imposed on the district by the IRS, sanctioned organizations shall not 

employ and/or pay district employees or hire independent contractors or outside employees without prior 
written approval by the Superintendent or Chief Financial Officer.  District employees may not be paid for 
services by the parent-operated booster club or PTA.  Any request for payments to be made for services 
rendered to a district employee must receive written approval in advance of any services being rendered so the 
funds can be given to the district and all payments for services paid by the district and not the booster club.

K.  Sanctioned organizations must issue all appropriate 1099s, W-2s and all other annual tax forms as required by 
law and should submit copies of such filed tax forms to the Chief Financial Officer no later than 30 days after 
filing date of each year.

L. Employees of the district may not have direct access to booster club, PTA, or student club bank accounts and 
may not serve as a booster club treasurer.

M. Teacher-sponsored student clubs shall fall under the control of the Board of Education and do not qualify to 
become sanctioned organizations.

N. No raffles and/or raffle-type activities are permitted.  Silent auctions are permitted.
O. No district logos shall be used without prior written permission from the Superintendent or designee.
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SCHOOL VISITATIONS/VISITOR CHECK IN 1450 

The Union Public School District welcomes and encourages visits to the schools by parents and interested members 
of the public.  The overall goal is to better control access to our schools, thus providing enhanced protection for our 
students and staff.   The district will also strive to maintain the best teaching and learning environment possible and 
one that is free from unnecessary outside distractions.  

PROCEDURES

Signs will be placed at main entry points directing all visitors to the main office to be checked in through an 
electronic check-in system. 

Each school site is equipped with an electronic security check-in device which is located at the main entry of the 
building.  All visitors will be required to check in through the electronic security check-in system to proceed beyond 
the main office during the school day.  The visitor will be asked to provide a photo identification to obtain access 
to the school beyond the main office.  Photo identification will include driver’s license, government-issued ID and/
or permanent resident/alien card.  The receptionist in the main office will scan the photo identification and issue the 
visitor a name badge that will identify the destination.  If the visitor does not have acceptable photo identification 
available, a building administrator will be called to the main office to evaluate the situation and decide about access.  
This name badge is to be worn in plain view by the visitor while in the building.  The visitor will be directed to 
return to the main office to check out through the receptionist.   This process will provide the following:  

A. A consistent check-in procedure throughout the school district that may include a sex offender background 
check; 

B. A record of who is in the building at any particular time; 

C. A daily/monthly log of all visitors and volunteers in the building. 

RULES

The following rules will also apply:

A. Each school will follow the electronic security check-in procedures unless otherwise noted in policy.  

B. All visitors wishing to visit in a classroom while class is in session must make prior arrangements through 
the principal and teacher.  Length of time for observations is limited to 15 minutes.  Visitors/parents must be 
accompanied at all times by an Administrator.  Principals may limit the number and lengths of observations or 
visits.

C. All visitors other than custodial parents/guardians wishing to visit during the school day, including during lunch, 
must make prior arrangements through the principal or designee.  Principals may limit the number and lengths 
of visits.

D. While in the classroom, a visitor must not interrupt the class in any way nor speak to or disturb the students.  If 
visitors wish to ask questions or confer with the teacher, they must request a conference.  This should be done 
through the office, either as the visitor leaves or later by phone.

E. Parents bringing items such as lunches, books, clothing, money, etc., must leave them at the front desk for later 
delivery to the student.  If the parent needs to speak directly with the student, the student will be called to the 
front desk.

F. The principal shall have the authority to remove from the school building or grounds any persons who he/she 
has reason to believe will disrupt the classroom or school, are disturbing students or teachers, or whom the 
principal believes are on the premises for the purpose of committing an illegal act or who are to be excluded by 
law.  The principal shall immediately inform the Superintendent or designee and the Director of Security of any 
person banned or removed from the school.

G. District personnel need not sign the guest register.  However, in order to be permitted in the classroom, they 
must follow the above procedures and must be wearing their employee identification badges and uniforms, if 
supplied.

H. For the purposes of this policy, the playground, cafeteria and buses are considered a part of the classroom.

I. Parents or others who are assisting with classroom activities with the principal’s permission are exempt from 
rules B, C and D.



J. The principal must give permission for the use of cameras or audio/video recorders at school at any time other 
than during public performances.

K. If members of the media arrive on campus without prior authorization from the principal or Chief 
Communications Officer, such authorization must be obtained before access is granted. 

L. Group events may be handled in a different manner.  

M. Minors must be accompanied by an adult who has been approved through the check-in system.  
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TECHNOLOGY UTILIZATION 1600 

Information and information systems are necessary for the performance of almost every business activity at Union 
Public Schools.  In the event of a serious security problem with this information or these information systems, Union 
Public	Schools	could	suffer	serious	consequences.		As	a	result,	information	security	must	be	a	critical	part	of	the	
district’s business environment.

EMPLOYEE ACCESS
Each employee who is granted access to a computer system or systems, data, software, technology equipment, 
communication	devices	and	computer	outputs	is	responsible	for	maintaining	the	confidentiality	of	that	information.		

RESPONSIBILITY
All employees shall use district equipment and technology in accordance with federal and state statutes and district 
policies.
Administrators and supervisors are responsible for monitoring compliance of employees under their direction.

PRIVACY  
Users must have no expectation of privacy when using information systems at Union Public Schools.  To manage 
systems and enforce security, the district may log, review and otherwise utilize any information stored on or passing 
through its systems.  Union Public Schools may capture user activity such as websites visited.  In order to make this 
clear to all computer users, the following message is displayed whenever they log on to the Union network from a 
Union computer:

This is a Union Public Schools (I-009) owned computer system.  This computer system, including all 
related equipment, networks and network devices (specifically Internet access), is provided only for 
authorized use.  Union Public Schools’ computer systems are monitored for all lawful purposes, including 
ensuring that their use is authorized, for management of the system, to facilitate protection against 
unauthorized access and to verify security procedures, survivability and operational security.  Monitoring 
includes active attacks by authorized Union Public Schools’ entities to test or verify the security of this 
system.  During monitoring, information may be examined, recorded, copied and used for authorized 
purposes.  All information, including personal information, placed on or sent over this system may be 
monitored and become property of Union Public Schools.  Use of this computer system, authorized or 
unauthorized, constitutes consent to monitoring of this system.  Unauthorized use may lead to criminal 
prosecution.  Evidence of unauthorized use collected during monitoring may be used for administrative, 
criminal or adverse action.  Use of this system constitutes consent to monitoring for these purposes.

PERSONAL USE OF INFORMATION SYSTEMS
A. Personal Use - All user activity is subject to logging and subsequent analysis.  Users must not perform any 

activity while on district provided internet on district information systems that could damage the reputation 
of Union Public Schools.  Unprofessional conduct could lead to disciplinary action.  Incidental personal use of 
district information systems including the telephone is permissible as long as the usage does not interfere with 
job performance, does not deny other users access to the system resources, and does not incur any costs without 
permission by an administrator.  Personal use of district information, such as a mailing list, requires the advance 
approval of the Superintendent or designee.  

B. Testing Prohibition - Users must not test or attempt to compromise any information security mechanism unless 
specifically authorized to do so by the Executive Director of Technology.  Unless specifically approved by the 
Executive Director of Technology, users must not possess or use software or other tools that are designed to 
compromise information security.

The district encourages employees to become computer literate and, therefore, will allow employees to use their 
district-owned computers for personal use as long as it does not interfere with professional responsibilities or violate 
the intended use expectation of district technology.  The district is not liable for any loss of an employee’s personal 
data.

ELECTRONIC MAIL
A. Sharing and Forwarding - When electronic mail accounts are set up for specific individuals, they must not 

be shared.  A generic electronic mail account may be set up at the request of an administrator in order for 
multiple users to access it for a specific business purpose.  Generic accounts should not be used for personal 
information.  Notices can be established that will automatically inform correspondents that the recipient will not 
be responding for a certain period of time.  Upon departure from Union Public Schools, a user’s electronic mail 
account will be immediately disabled upon termination and deleted after thirty (30) days. must be secured 
from any further access unless an administrator makes a request for access.  

B. Default Protection - Users must be careful about the inclusion of sensitive information in electronic mail 
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messages that are not protected by encryption.  Only encryption facilities approved by the IT Department are to 
be used.

C. Content of Messages - Users must not use profanity, obscenities or derogatory remarks in any electronic mail 
messages. 

D. Harassing or Offensive Messages - Sexual, ethnic, racial and other harassment; hate speech; and political and 
religious proselytizing are strictly prohibited.

E. E-mail messages with sensitive information or information that should not be shared beyond the original 
receivers of the e-mail should have a disclaimer on the e-mail following the sender’s signature.  The standard 
disclaimer is:

CONFIDENTIALITY NOTICE:  If you have received this e-mail in error, please immediately notify 
the sender by e-mail address shown.  This e-mail transmission may contain confidential information 
in its message or in an attachment.  The information is intended only for the use of the individual(s) 
or entity to whom it is addressed.  Any inappropriate disclosure, distribution, copying or use of 
the information by others is strictly prohibited.  Please delete it from your files if you are not the 
intended recipient.  Thank you for your compliance.

ACCEPTABLE USE OF THE INTERNET
A. Information Reliability - All information acquired from the Internet must be considered suspect until confirmed 

by separate information from another source.  Users must not rely on the alleged identity of a correspondent 
through the Internet unless the identity of this person is confirmed.

B. Downloading Software - Users must not download software from the Internet unless specifically authorized to 
do so by the IT Department. 

C. User Anonymity - Users must not misrepresent their own or another user’s identity on the Internet or on any 
other district information system.  

D. False Security Reports - All users in receipt of information about system vulnerabilities must forward this 
information to the IT Department which will determine what action is appropriate.  Users must not redistribute 
system vulnerability information.

MOBILE COMPUTING AND WORK AT HOME
A. Security - It is the responsibility of the user to properly use and protect any portable computer, tablet, or other 

portable technology device.  It should be in a safe location when not being used.  Great care and caution must 
be taken whenever a computer is loaned to a non-district employee for temporary access.  Its screen should be 
password locked when turned on but not being used.

B. Users need to periodically bring any mobile computer back to the district for necessary updates.
C. If a mobile device is lost or stolen, the user shall notify the IT Department and the employee’s direct supervisor 

within the next business day.

D. Data Encryption:  Any data stored on a mobile device or mobile storage device, must be encrypted.

THIRD-PARTY ACCESS
Before third-party users are permitted to reach the district’s internal systems through real-time computer 
connections,	specific	approval	from the employee’s administrator must be obtained.  These third-parties include 
information providers such as outsourcing organizations, business partners, contractors and consultants working on 
special projects.  All third-party access must be through the use of a VPN (Virtual Private Network) or a secured 
remote desktop application approved by the Executive Director of Technology.
Third-party information system vendors must be given only in-bound connection privileges when the applicable 
project manager determines that they have a legitimate business need.  These privileges must be enabled only for the 
time	period	required	to	accomplish	previously	defined	and	approved	tasks.		Third-party	vendor	access	that	will	last	
longer than one day must be approved by the IT Department.
Unless the relevant information project manager has approved in advance, employees must not place anything other 
than district public information in a directory, on a server or in any other location where unknown parties could 
readily access it.
As a condition of gaining access to the district computer network, every third party must secure its own connected 
system in a manner consistent with district requirements.  Union Public Schools must reserve the right to audit the 
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security	measures	in	effect	on	third-party-connected	systems	without	prior	warning.		Union	Public	Schools	also	
must reserve the right to immediately terminate network connections with all third-party systems not meeting such 
requirements.
In the event of a breach or intrusion or otherwise unauthorized access to district-owned data stored on vendor 
equipment, vendor shall immediately notify the Executive Director of Technology to allow the proper compliant 
(SOX, PCI, HIPAA, FERPA) break notification process to commence.

In the event of a breach or intrusion, the vendor acknowledges any/all costs related to breach or intrusion or 
unauthorized access to data entrusted to vendor deemed to be the fault of the vendor shall be the liability of vendor.  
Vendor agrees to assume responsibility for informing all such individuals in accordance with applicable law and 
to indemnify and hold harmless Union Public Schools and its officers and employees from and against any claims, 
damages, or other harm related to such breach.

INTELLECTUAL PROPERTY RIGHTS
A. Legal Ownership - With the exception of material clearly owned by third parties, Union Public Schools is the 

legal owner of all business information stored on or passing through its systems.  Unless the Superintendent has 
signed a specific written agreement, all business-related information developed while a user is employed by the 
district is Union Public Schools’ property.

B. Making Copies of Software - Users must not make copies of or use software unless they know the copies 
are in keeping with the vendor’s license to Union Public Schools.  If a system that is used to process district 
information has been set up by the IT Department, users can rely on the fact that all software on this system 
is	licensed	and	authorized.		Questions	about	licensing	must	be	directed	to	the	IT	Department	which	maintains	
documentation reflecting software licenses throughout the district.  Making regular backups of software for 
contingency planning purposes is permissible.  The IT Department must remove all unauthorized software from 
systems that are used to process district information.
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INTERNET ACCEPTABLE USE 1601

Union Public Schools provides its students and employees with access to the district’s computer network system, 
including	Internet	access,	in	an	effort	to	expand	the	informational	and	communication	resources	in	furtherance	of	the	
district’s goal of promoting educational excellence.  It is hoped that the expanded use of these resources will enhance 
students’	research	capabilities,	increase	faculty	and	staff	productivity	and	result	in	better	communication	between	the	
district and its patrons.  

With access to such vast storehouses of information and instant communication with millions of people from all 
over the world, material will be available that may not be considered to be of educational value by the district or 
which is inappropriate for distribution to children.  The district will take available precautions to restrict access to 
inappropriate material.  However, on a global network, it is impossible to control all materials, and an industrious 
user	may	obtain	access	to	inappropriate	information	or	material.		The	district	firmly	believes	that	the	value	of	the	
information and interaction available on the Internet far outweighs the possibility that students and employees may 
procure material which is not consistent with our educational goals.

Internet access is coordinated through a complex association of government agencies, regional and state networks.   
The smooth operation of these networks relies upon the proper conduct of the end users and the users’ adherence to 
generally	accepted	guidelines.		The	guidelines	provided	in	this	policy	are	designed	to	promote	the	efficient,	ethical	
and legal utilization of network resources.  If a district user violates any of these provisions, his or her account will 
be terminated and future access could be denied.  Students’ use of the district’s system will also be governed by a 
student code of conduct. 

INTERNET ACCESS - TERMS AND CONDITION
A. Acceptable Use - The use of the district system, whether by students, faculty or staff, must be in support of 

education and consistent with the educational objectives of the district.  The use of any other organizations’ 
network or computing resources must comply with the rules and regulations appropriate for that network.  
The transmission or receipt of any material in violation of any United States or state law or regulation and the 
transmission or receipt of any material inconsistent with the education objectives of the district is prohibited.  
This includes, but is not limited to, copyrighted material; threatening, indecent, lewd or obscene material; 
or material protected by trade secret.  Use of the district system for personal commercial activities is not 
acceptable.  Use for product advertisement or political lobbying is also prohibited.

B. Privilege of Use - The district system and its Internet access is a privilege afforded to students, staff and 
employees of the district.  Use of these resources is not a right, and inappropriate use may result in a 
cancellation of those privileges.  Inappropriate use is any use prohibited by the terms of this policy or use 
determined by the district’s system administrators to be inappropriate under particular facts and circumstances.  

C. Internet Filtering

 1. The district implements various technologies that block and filter Internet access to visual depictions that 
are obscene, pornographic, or harmful to minors.  The district defines “harmful to minors” as any picture, 
image, graphic image file, or other visual depiction that appeals to a prurient interest in nudity or sex or, 
taken as a whole, lacks serious literacy, artistic, political or scientific value as to minors.

 2. As no Internet filter can ensure all inappropriate sites are blocked, the district implements various 
technologies to block websites categorized as adult, pornographic, promoting illegal activities, hate, 
gambling, weapons, violence, and other categories determined to negatively impact the classroom.

 3. All Internet activity may be tracked, monitored, and recorded by the unique individual user name.

D. Inappropriate Use - Each system user is expected to comply with all district policies governing Internet access 
and to abide by generally accepted rules of network etiquette.  These general rules include, but are not limited 
to, the following:

1. Appropriate language - Do not use abusive language, including acronyms or abbreviations, in messages 
to others.  Be polite and respect the feelings and ideas of others.  Do not use obscene, indecent, lewd or 
profane language, vulgarities, rude, threatening, harassing, insulting, teasing, or disrespectful language.  

2. Safety - Do not reveal personal contact information about yourself or any other person.  This information 
includes age, telephone numbers, and addresses.  Users will promptly disclose to the teacher or district  
administrator any message they consider to be inappropriate or which makes them feel uncomfortable.

3. Electronic Communication - Users should be aware that electronic communication may not be assumed to 
be a private communication.  Messages relating to or in support of illegal activities will be reported to the 
authorities.  System users should not post any message which is intended to be private.  Users should not 
upload, post, or share pictures or videos that would not be appropriate to share in the classroom.



4. Network resources - System users should not use the network in a way that will disrupt the use of the 
network by other users.  The network should be used for educational, professional and career development 
activities. 

5. Intellectual property - Do not plagiarize works obtained from the Internet.  Users must respect the rights of 
copyright owners and comply with all limitations imposed upon use of copyrighted material.

6. Unique Login credentials - Do not share login information with anyone.

E. Limitation of Liability - The district makes no warranties of any kind, whether express or implied, for the 
services provided and will not be responsible for any damages which users may suffer through use of the district 
system or the Internet, including, but not limited to, the loss of information or files or the interruption of service.  
The district is not responsible for the accuracy or quality of information obtained through use of the district 
system or the Internet.  The district is not responsible for any personal financial obligations which may be 
incurred through use of the district system.

F. Security - Security on any computer system is a high priority, especially when the system involves multiple 
users.  Users are responsible for their individual account and should take precautions to prevent others from 
accessing that account.  Under no conditions should a user provide his/her personal password to another 
person.  If you identify a potential security problem on the district system or the Internet, you must notify 
the Executive Director of Technology immediately.  You should not demonstrate the problem to others, nor 
should you intentionally attempt to identify potential security problems.  In either instance, your actions may 
be misinterpreted as an illegal attempt to gain unauthorized access.  Any attempt to log on to the Internet as 
a system administrator will result in cancellation of user privileges.  Any user identified as a security risk or 
having a history of abusive problems with the district system or any other computer system may be denied 
further access. 

G. Vandalism - Vandalism of district hardware, software or the system itself will result in cancellation of privileges.  
Vandalism is defined as any malicious attempt to harm or destroy the property or data of the district, of another 
user or of any other network connected to the Internet or all or any portion of the district’s computer network 
system or any other network or system connected to the Internet.  This includes, but is not limited to, the 
uploading or creation of computer viruses or any actions that disrupt, “crash” or “bomb” all or any portion 
of the district’s computer system.  All system users shall avoid the accidental spread of computer viruses 
by strict adherence to district policies governing the downloading of software.  No system user may use the 
system to “hack” or attempt to gain unauthorized access to any other computer system, network or site or any 
unauthorized portion of the district’s system.

H. Inappropriate Material - Access to information shall not be restricted or denied solely because of the political, 
religious or philosophical content of the material.  However, system users must realize that rights go hand-
in-hand with responsibilities and agree not to use the district system to access information or to distribute 
information or material which is:

1. Obscene, meaning (a) material which, taken as a whole, lacks serious literary, artistic, political or scientific 
value and, (b) when an average person, applying contemporary community standards, would find that the 
written material, taken as a whole, appeals to an obsessive interest in sex. 

2. Libelous, meaning a false and unprivileged statement about a specific individual which tends to harm the 
individual’s reputation.

3. Vulgar, lewd or indecent, meaning material which, taken as a whole, an average person would deem 
improper for access by or distribution to minors because of sexual connotations or profane language.

4. Display or promotion of unlawful products or services, meaning material which advertises or advocates the 
use of products or services prohibited by law from being sold or provided to minors.

5. Group defamation or hate literature, meaning material which disparages a group or a member of a group 
on the basis of race, age, color, religion or religious affiliation, ethnic or national origin, gender, gender 
identity or preference, sex, sexual orientation, genetic information, veteran status, disability or handicapped 
condition or which advocates illegal conduct or violence or discrimination toward any particular group of 
people.  

6. Disruptive to school operations, meaning material which, on the basis of past experience or based upon 
specific instances of actual or threatened disruptions relating to the information or material in question, is 
likely to cause a material and substantial disruption of the proper and orderly operation of school activities 
or school discipline.

I. CIPA Compliance - As Internet safety is of utmost importance for all students, the district provides annual 
education to minors to demonstrate appropriate online behavior, including interacting with other individuals on 
social networking websites and in chat rooms as well as cyberbullying awareness and response.
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HOME PAGE AND WEB SITES
The Communications Department is responsible for the style, content and presentation of the district’s Internet home 
pages and websites.  
Individual	sites,	staff	and	departments	may	have	their	own	home	pages/web	pages.		All	must	adhere	to	this	policy	
and the guidelines set out by Teaching and Learning and the Communications Department which have the authority 
to review and edit content. (Board Policy #1102).

J. Personal Hotspots - Any portable internet device (MiFi, iPad, etc.) should be used for school use only.  
Internet access may or may not be filtered.  Extreme caution should be used when connecting to any personal 
hotspots.

K. High Demand Internet Times -  During high bandwidth times, internet activity may be restricted 
or shaped to allow traffic priority to school related essential functions.  Non-essential traffic may be limited 
during these high bandwidth times.
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NETWORK AND INTERNET SECURITY 1602

A. Opportunities and Risks - The wide array of new resources, services and inter-connectivity available through the 
internal network and the Internet introduce new opportunities, and new security and privacy risks.  In response 
to the risks, this policy describes the Union Public School district’s official policy regarding Internet and 
network security.

B. Applicability - This policy applies to all employees, contractors, consultants, temporaries and volunteers who 
use the internal network and/or the Internet with district computing or networking resources.  The policy 
applies to all those who use the Internet and represent themselves as being connected in some way with Union 
Public Schools.  All of these Internet users are expected to be familiar with and fully comply with this policy.  
Questions	about	the	policy	should	be	directed	to	the	IT	Department.		Violations	of	this	policy	can	lead	to	
revocation of system privileges or disciplinary action up to an including termination.

C. Prior Management Approval - Access to the internal network and the Internet will be provided to only those 
employees who have a legitimate business need for such access.  The ability to access the internal network 
and the Internet is not a fringe benefit to which all employees are entitled.  In order to receive Internet 
access privileges, an employee must have on file in the Human Resources Department a signed Internet Use 
Agreement.

RELIABILITY INFORMATION OBTAINED FROM THE INTERNET
A. Information Reliability - All information acquired from the Internet must be considered suspect until confirmed 

by separate information from another source.  Before using free Internet-supplied information for business 
decision-making purposes, employees should corroborate the information by consulting other sources.

B. Virus Checking - The use of digital signatures to verify that a file has not been altered by unauthorized parties is 
recommended, but this does not assure freedom from viruses, trojan horses and other problems.

C. Software Downloading - Union Public Schools can automatically audit all software residing on any district-
owned computer systems.  Employees must not install software on the district-supplied computers without their 
director’s approval from the Executive Director of Technology or has been approved and posted to the 
“Approved Software List”, whether the software was downloaded from the Internet or procured elsewhere.  
When unapproved or unlicensed software is found, it will be removed from the district’s computer system.

D. Spoofing Users - It is strongly recommended that before employees use information obtained from the Internet 
or from e-mail, the identity of the individuals and organizations contacted should be confirmed.  Identity 
confirmation is ideally performed through digital signatures or digital certificates, but in cases where these 
are not available, other means such as letters on official stationery, third-party references and telephone 
conversations may be used.

E. Electronic Mail Attachments - Employees should not open electronic mail attachments unless they were 
expected from a trusted sender.

F. Hyperlinks within an email - Users shall use extreme caution with clickable links in an email.  When 
possible, user shall copy the URL to a browser to ensure accuracy and validity.

INTELLECTUAL PROPERTY RIGHTS
Copyrights - When at work or when district computing or networking resources are employed, copying of software 
in a manner that is not consistent with the vendor’s license is strictly forbidden.  The reproduction, forwarding or in 
any other way republishing or redistributing words, graphics or other copyrighted materials must be done only with 
the permission of the author or owner.  Employees must assume that all materials on the Internet are copyrighted 
unless	specific	notice	states	otherwise.		When	information	from	the	Internet	is	integrated	into	internal	reports	or	
used	for	other	purposes,	all	material	must	include	an	appropriate	citation	and	specifics	about	the	source	of	the	
information.

ACCESS CONTROL
A. Inbound User Authentication - All users wishing to establish a real-time connection with the district’s internal 

computers through the Internet must employ a solution approved by the Executive Director of Technology that 
can encrypt all traffic exchanged.  The solution must authenticate remote users before permitting access to the 
district’s internal network.  This authentication process must be achieved through a dynamic password system 
approved by the Executive Director of Technology.  Designated public systems do not need user authentication 
processes because anonymous interactions are expected.

B. Remote Machine Security - Employees whose computer does not have the required software patches or 
upgrades or whose systems are virus-infested must be disconnected from the district network until they 
have reestablished a secure computing environment.  The computers used by all employees employing VPN 
technology must have all software updated and patched.

C. Restriction Of Third-Party Access - Inbound Internet access privileges will not be granted to third-party 
vendors, contractors, consultants, temporaries, outsourcing organization personnel or other third parties unless 
the relevant administrator determines that these individuals have a legitimate business need for such access and 
it has been approved by the IT Department.  These privileges must be enabled only for specific individuals and 
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only for the time period required to accomplish approved tasks.
D. Data Aggregators - Employees must not provide their Internet user IDs and passwords to data aggregators, data 

summarization and formatting services or any other third parties.

E. Any VPN client, include SSL and Web VPN access, must be approved by the Executive Director of 
Technology prior to accessing or installing any VPN client.

PERSONAL USE
A. Personal Use - Employees shall not abuse Internet access.  Games, news groups, social media, and other 

non-business activities must be performed on personal, not district time.  Minimal use of district computing 
resources for these personal purposes is permissible.  No Union Public Schools business activity is to be 
preempted by the personal use, and the usage is not likely to cause either a hostile working environment or 
a poor behavioral example.  Employees must not employ the Internet or other internal information systems 
in such a way that the productivity of other employees is eroded.  Examples of this include chain letters and 
broadcast charitable solicitations.  Union Public Schools computing resources must not be resold to other 
parties.  Also, they shall not be used for running a personal commercial business during the employee’s work 
day.  No district computer shall be used for mining, acquiring, buying, selling, or trading in cryptocurrency.

B. Offensive Web Sites - Union Public Schools is not responsible for the content that employees may encounter 
when they use the Internet.  When and if users make a connection with websites containing objectionable 
content, they must promptly move to another site or terminate their session.  Employees using Union Public 
Schools computers who discover they have connected with a website that contains sexually explicit, racist, 
sexist, violent or other potentially offensive material must immediately disconnect from that site.

C. Blocking Sites and Content Types - The ability to connect with a specific website does not in itself imply that 
users of Union Public Schools systems are permitted to visit that site.  The district may, at its discretion, restrict 
or block websites and the downloading of certain file types that are likely to cause network service degradation.  

PRIVACY EXPECTATIONS 
A. No Default Protection - Employees using Union Public Schools information systems or the Internet must realize 

that their communications are not automatically protected from viewing by third parties.  Unless encryption 
is used, employees should understand that any data including confidential or private information may be 
intercepted by third-party individuals or organizations.

B. Management Review - At any time and without prior notice, Union Public Schools reserves the right to examine 
electronic mail messages, files on personal computers, web browser cache files, web browser bookmarks, logs 
of websites visited, computer system configurations and other information stored on or passing through Union 
Public Schools computers.

C. Logging - Union Public Schools routinely logs the websites visited, files downloaded, time spent on the Internet 
and related information.  The Superintendent or designee may request, from the IT Department, reports of such 
information on any employee in their area.  The IT Department may also archive network access activity to 
files and directories for certain Federal compliances.  Such logging could include username, date of access, and 
whether or not the user modified data.

D. Junk Electronic Mail - Users must not use district computer systems for the transmission of unsolicited bulk 
electronic mail advertisements or commercial messages without the permission of the Superintendent or 
designee.  These prohibited messages include a wide variety of unsolicited promotions and solicitations such 
as chain letters, pyramid schemes and direct marketing pitches.  When employees receive unwanted and 
unsolicited internal electronic mail of this type, they should refrain from responding directly to the sender. 

E. Public WiFi - When connecting to any public WiFi (Hotel, Conference, etc.) there shall be no expectations 
of privacy.  Users must connect to the District VPN system prior to accessing any confidential or private 
data.

REPORTING SECURITY PROBLEMS
A. Notification Process - If sensitive Union Public Schools information is lost, disclosed to unauthorized parties or 

suspected of either, the IT Department must be notified immediately.  If any unauthorized use of Union Public 
Schools information systems has taken place or is suspected of taking place, the IT Department must be notified 
immediately. 

B. False Security Reports - Employees in receipt of information about system vulnerabilities must forward it to 
the IT Department, who then will determine what, if any, action is appropriate.  Employees must not personally 
redistribute system vulnerability information to other users.

C. Testing Controls - Employees must not test or probe security mechanisms at either Union Public Schools or 
other Internet sites unless they have obtained written permission from the IT Department.  The possession or the 
usage of tools for detecting information system vulnerabilities, or tools for compromising information security 
mechanisms, is prohibited without the advance permission of the IT Department.
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COMPUTER SECURITY  1603

A large portion of Union Public Schools business is conducted with district-owned computers, including portable 
computers, handheld computers, tablets, personal digital assistants and similar computers dedicated to a single user’s 
activity.  Protection of district-owned computers and the information handled by these systems is an essential part 
of doing business at Union Public Schools.  All district computer users are expected to comply with this policy. This 
policy applies whether district-owned computers are stand-alone or connected to a network such as a local-area 
network. 

BUSINESS USE ONLY 
In general, district computer and communication systems are intended to be used for business purposes only.  
Incidental personal use is nonetheless permissible if the use does not consume more than a trivial amount of resources 
that could otherwise be used for business purposes; does not interfere with employee productivity; does not preempt 
any business activity; and does not cause distress, legal problems or morale problems for other employees.  Permissible 
incidental use of a district-owned computer would, for example, involve responding to an electronic mail message 
about	a	luncheon,	purchasing	a	gift	online	or	paying	bills	through	the	Internet.		Offensive	material	that	might	cast	
Union Public Schools in a bad light, including sexist, racist, violent or similar content, is strictly forbidden from all 
district-owned computers.

CONFIGURATION CONTROL 
A. Changes To Application Software and Hardware - Union Public Schools has a standard list of permissible software 

packages that users may run on their district-owned computers.  Employees must not install other software 
packages on district-owned computers without obtaining advance permission from the IT Department.  Employees 
must not permit automatic software installation routines to be run on district-owned computers unless these 
routines have been approved by the IT Department.  Unapproved software may be removed without advance 
notice to the involved employee.

B. Changes To Operating System Configuration - On district-supplied computer hardware, employees must not 
change operating system configurations, upgrade existing operating systems or install new operating systems.  If 
such changes are required, they must be performed by IT Department personnel except when an employee has 
been issued a device set up to allow that capability.

C. Changes To Hardware - Computer equipment supplied by Union Public Schools must not be altered or added to in 
any way without the prior knowledge of and authorization from the IT Department.

ACCESS CONTROL 
A.  Choice Of Passwords - The user-chosen passwords employed by access control software packages and the keys 

employed by encryption packages must be in compliance with requirements set by the IT Department.  These 
passwords must be difficult to guess. 

B.  Storage Of Passwords - Employees must maintain exclusive control of their personal passwords.  They must not 
share them with others at any time.  Passwords must not be stored in readable form in batch files, automatic logon 
scripts, software macros, terminal function keys, in computers without access controls or in any other locations 
where unauthorized persons might discover them.

C. Teacher Computer Use - Computers assigned to teachers shall not be used by students and should never be 
accessed while using teacher’s credentials.

D. USB Access - Teachers shall never insert any portable mass storage device into their computer that is not 
their own.  This would include never downloading any files or uploading any files to a student’s portable 
storage device.

BACKUP 
A. Periodic Backup - All sensitive, valuable or critical information resident on district computer systems must be 

periodically backed up.  Such backup processes should be performed weekly.  All end users are encouraged 
to keep at least one current backup copy of sensitive, critical or valuable files.  These separate backup copies 
should be made each time a significant number of changes are saved.  User-generated backups of critical district 
data should be periodically stored off-site in a physically secure location.  Selected files from backups must 
be periodically restored to demonstrate the effectiveness of every backup process.  Supervisors should verify 
that proper backups are being made on all district-owned computers used for district business.  Help Desk 
technical support is available for those employees who are having difficulty specifying, configuring or otherwise 
establishing backup systems, however the end user is ultimately responsible to ensure the accuracy of the 
backup.

B. Copyright Protection - Making unauthorized copies of licensed and copyrighted software, even if for “evaluation” 
purposes, is forbidden.  Union Public Schools permits reproduction of copyrighted materials only to the extent 
legally considered fair use or with the permission of the author or owner.  If employees have any questions 
about the copyright laws as they pertain to software, they should contact the IT Department.  Unless they receive 
information to the contrary, employees must assume that software and other materials are copyrighted.
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NETWORKING 
A. Modems, switches, routers, or wireless access points - Modems or wireless access points are not permitted without 

approval from the IT Department.  Modems that are built in to district-owned laptops are an exception to this rule. 
B. Internet - Inbound Internet connections to Union Public Schools district-owned computers is forbidden unless these 

connections employ an approved software package that utilizes an encrypted tunnel technology approved by the 
Executive Director of Technology.  These systems must employ both user authentication features with at least fixed 
passwords and data interception prevention features, such as encryption.

C. Downloading Sensitive Information - Sensitive district information may be downloaded from a multi-user system 
to a district-owned computer only if a clear business need exists, adequate controls to protect the information are 
currently installed on the involved district-owned computer and advance permission from the information owner 
has been obtained.  This policy is not intended to cover electronic mail or memos, but does apply to databases, 
master files and other information stored on minicomputers, servers and other multi-user machines.  This applies 
regardless of the media on which information is stored, the locations where the information is stored, the systems 
technology used to process the information, the people who handle it or the processes by which information is 
handled.

D. Installation Of Communications Lines - Employees and vendors must not make arrangements for or actually 
complete the installation of voice or data lines with any carrier if they have not obtained approval from the 
Executive Director of Technology. 

E. Establishing Networks - Employees must not establish local-area networks, wireless networks, or modem 
connections to existing networks or other multi-user systems for communicating information without the specific 
approval of the Executive Director of Technology.  

F. Remote Desktop or Terminal Services - Remote desktop or terminal services to home or out-of-district computers 
must be approved by the Executive Director of Technology.   

PHYSICAL SECURITY 
A. Lending District-Owned Technology To Others - Employees must never lend a Union Public Schools district-

owned computer to a non-district employee without the Superintendent’s or designee’s approval. 
B. Custodians For Equipment - The primary user of a district-owned computer is considered a Custodian for the 

equipment.  If the equipment has been damaged, lost, stolen, borrowed or is otherwise unavailable for normal 
business activities, a Custodian must promptly inform his/her supervisor.  With the exception of portable machines, 
district-owned computer equipment must not be moved or relocated without the knowledge and approval of the 
supervisor.

C.  Use of Personal Equipment - Employees are allowed to bring their own computers and peripherals to work if their 
supervisor has no objections.  The computers can only connect to the “guest” wireless network for Internet access, 
and no further network resources including servers, printers, and workstations.  The Technology Department shall 
not provide any support for personal devices including driver installation.

D. Positioning Display Screens - Care must be taken to position keyboards or screens so that unauthorized persons 
cannot readily see confidential information, employees enter passwords, encryption keys and other security-related 
parameters.

E. Locking Sensitive Information - When not being used or when not in a clearly visible and attended area, computers 
should must be locked or the user logged off.

F. Environmental Considerations - All district-owned computers in district offices should use surge suppressors.  
Those district-owned computers running critical applications should use uninterruptible power systems approved by 
the IT Department.

MANAGEMENT 
A. Rights To Programs Developed - Without a specific written exception, all computer programs and documentation 

generated or provided by employees for the benefit of the district are the property of Union Public Schools.  All 
other material developed by district employees using district-owned computers is considered the property of Union 
Public Schools.  This material includes patents, copyrights and trademarks.

B. Browsing - Employees must not browse through district computer systems or networks.  Steps taken by employees 
to legitimately locate information needed to perform their job are not considered browsing.  Use of the Union 
Public Schools intranet is not considered browsing.

C. Tools To Compromise Systems Security - Unless specifically authorized by the Executive Director of Technology, 
district employees must not acquire, possess, trade or use hardware or software tools that could be employed to 
evaluate or compromise information systems security.  Examples of such tools include those that defeat software 
copy protection, discover secret passwords, identify security vulnerabilities or decrypt encrypted files.

D. Reporting Problems - Users must promptly report all information security alerts, warnings and suspected 
vulnerabilities to the IT Department.  Users must not use district systems to forward such information to other 
users, whether the other users are internal or external to Union Public Schools.
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EMERGENCY DRILLS 1860

State Law requires that each school site conduct at least four (4) security drills and six (6) safety drills.  Local 
requirements include additional fire drills.  No security drill shall be conducted at the same time of day as a previous 
security drill in the same school year and no more than two (2) security drills shall be conducted in one semester.
To prepare students and staff for possible emergencies and to meet the state and local requirements the following 
drills will be conducted at each school site:

A. Two (2) Lockdown/Intruder on Campus Drills - one drill shall be conducted within the first 
fifteen (15) days of each semester;

B. Two (2) Tornado Drills - one drill to be conducted in September and one drill conducted in 
March;

C. Two (2) Shelter-In-Place Drills - these two drills are in addition to the two tornado drills and 
should be focused on security procedures to prevent or mitigate injuries or deaths that may 
result from a threat around or in the school;

D. Ten (10) Fire/Evacuation Drills - one drill shall be conducted within the first fifteen (15) days 
of each semester and every month thereafter;

E. Two (2) School Bus Emergency Drills - one drill shall be conducted within the first two
weeks of each semester;

E F. Additional Safety Drills may be added. 
Documentation of completion of drills shall be maintained for at least three (3) years.  The written report shall 
include the following:  
A. Type of drill;
B. Time of drill;
C. Date of drill;
D. Approximate number of occupants involved in the drill;
E. Total time for evacuation; and
F. Other information relevant to the drill.
Records for each fire drill shall be preserved for at least three (3) years and made available to the State Fire Marshal 
or the marshal’s agent upon request.  Completed documentation of all safety drills shall be filed at the school site 
with a copy sent to the district administrative office.  Each drill shall be submitted to the Oklahoma School Security 
Institute by the district administrative office.  
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SERVICE ANIMALS 1960

The district acknowledges its responsibility to permit students and/or adults with disabilities to be accompanied 
by a service animal in its facilities and programs and intends to comply with all state and federal laws, rules and 
regulations regarding the use of service animals by district employees and students with disabilities.

Definitions:

“Service animal” is defined by the Americans with Disabilities Act (ADA) as any service dog animal that is 
individually trained to do work or perform tasks for the benefit of an individual with a disability, including a 
physical, sensory, psychiatric, intellectual, or other mental disability.  The work or tasks performed by a service 
animal must be directly related to the individual’s disability.  Service animal is limited to the animals defined under 
the ADA and does not include any other species of animal, wild or domestic, trained or untrained.  Service animal 
does not include an animal used or relied upon for crime deterrence, emotional support, well-being, comfort, or 
companionship.

“Employee” is defined as a person who is employed by the district on a part or full-time basis, with or without 
compensation, and elected or appointed members of the district’s board of education.

“Student” means a child who is currently enrolled at the district, and includes the parents and guardians of a child 
who is (a) under the age of 18, or (b) otherwise unable to manage their own affairs.

“Visitor “means an individual other than an employee or student who is present in areas of district property 
that have been made available by the district to the general public and/or specified members of the public, 
including, but not limited to family members of students/employees and individuals attending a public event 
held on school district property.

Procedures/Requirements for Employees and Students:

The use of service animals by employees and students with disabilities is subject to the following procedures and 
requirements:
 A. Students will submit a notification of the intent to use a service animal to the site Principal. The
  notification will identify whether the service animal is required because of the person’s disability,   
  and, if so, identify and describe the manner in which the service animal will meet the individual’s   
  particular need(s).
 B Employees will submit a notification of the intent to use a service animal to the District’s Human   
  Resources Department.  The notification will identify whether the service animal is required   
  because of the person’s disability, and, if so, identify and describe the manner in which the service   
  animal will meet the individual’s particular need(s).
 C. Notifications for the use of service animals on district property will, whenever possible, be made at  
  least one week prior to the proposed use of the service animal.
 D. As part of the district’s consideration of the use of a service animal, the district may require   
  certification of proper vaccinations verified by a veterinarian.
 E. The district’s review of use of a service animal may include consideration of a student’s IEP or   
  Section 504 records. The district may also request a meeting with the employee or student.
 F. The use of a service animal on district property may be subject to a plan that introduces the   
  service animal to the school environment, any appropriate training for staff and students regarding   
  interaction with the service animal, and other activities or conditions deemed necessary    
  the district.  The district’s approval of the use of a service animal on district property is subject to   
  periodic review, revision, or revocation by district administration.
 G. Service animals will always be on a leash or other form of restraint mechanism.  It is    
  recommended that service animals have proper identification.  It is the responsibility of the   
  employee or student who uses a service animal pursuant to this policy to serve as the handler or   
  arrange for a third party handler to provide proper handling of the service animal.  Any    
  cost incurred to handle the service animal will be the responsibility of the employee or    
  student who uses the service animal.
 H. Service animals will be allowed in district vehicles when:
  1. The inclusion of the service animal is documented as required on district transportation forms;   
      and 
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  2.  The service animal is under the control of the handler at all times, including entering and   
       exiting the vehicle.

Procedures/Requirements for Visitors

The use of service animals by visitors with disabilities is subject to the following procedures and 
requirements:

 A. When a visitor seeks to bring a service animal onto school property, staff may ask the visitor 
  to provide the following information in order to confirm that the animal qualifies as a service  
  animal under this policy:

  1. Whether the visitor’s animal is a service animal required because of a disability.

  2. The work or task the visitor’s animal has been trained to perform.

Staff shall not question visitors regarding their use of a service animal except as set 
forth above.  Staff shall not inquire as to the nature of the visitor’s disability, request 
documentation regarding a visitor’s service animal, or request that the service animal 
demonstrate the work/task it has been trained to perform.

 B. Except as provided in this policy, visitors with disabilities shall be permitted to be    
  accompanied by their service animals in all areas of school facilities where similarly situated   
  non-disabled visitors are permitted to be present.

 C. Visitors shall not be allowed to bring a service animal into an area of school property where   
  the presence of the service animal would pose a risk to the health or safety of others.

 D. When a visitor requires accommodations to be made to district policies, practices or                               
  procedures to allow a service animal to accompany the visitor on school property, the visitor   
  must, whenever possible, provide prior written notice to the site principal no later than one   
  (1) week before the service animal will be present on district property.

Control and Supervision of Service Animals

 A. The owner/handler of a service animal must be in full control of the animal at all times.

 B. Service Animals must always be on a leash or other form of restraint mechanism, unless   
  impracticable or unfeasible due to the disability of the employee, student or visitor.

I  C.       The responsibility for the care and supervision of the service animal rests solely on the employee                 
	 or	student.		The	district	is	not	responsible	for	providing	any	staff	member	to	walk	the	service																								
               animal or provide any other care or assistance to the animal.  Issues related to the care and   
 supervision of service animals will be addressed on a case-by-case basis in the discretion of the   
 building administrator.

 J  D. Pursuant to federal law, the district retains discretion to exclude or remove a service animal from   
  district  property and transportation if:        
  1. The service animal is out of control and/or the service animal’s handler does     
	 	 					not	effectively	control	the	service	animal’s	behavior;
  2.  The service animal is not housebroken;
  3.  The service animal poses a direct threat to the health or safety of others that cannot be    
	 	 					eliminated	by	reasonable	modifications;	or,
  4.  Permitting the service animal would fundamentally alter the nature of the service, program or   
       activity.



Liability

The An employee, or student or visitor accompanied by a service animal will be responsible for any damage to 
district or personal property and any injuries to individuals caused by the service animal.  The individual employee 
or student who uses a service animal on district property will hold the district harmless and indemnify the district 
from any such damages.

Visitors

Any visitor requiring the accompaniment of a service animal for the purposes of this policy is welcome in all areas 
of district facilities and programs that are open to the public (except in situations determined to apply under item J. 
in the Procedures/Requirements section, above).

Appeals and Grievances

Any	person	dissatisfied	with	a	decision	concerning	a	service	animal	can	file	a	grievance,	using	the	district’s	
grievance procedures.

Requirements for Service Animals

Vaccination:  Service animals must be immunized against diseases common to that type of animal.  [Okla. Admin. 
Code 310:599-3-9.1].  All vaccinations must be current.  Dogs must wear a rabies vaccination tag.

Licensing:  All service dogs must be licensed as may be required by state and/or local law.

Identification:  it is recommended, but not required, that service animals have proper identification.

Owner ID and Other Tags:  Dogs may be required to wear a current dog license and rabies-vaccination tag, unless 
the	dog	is	permanently	and	uniquely	identified	with	a	microchip	implant	or	tattoo.

Leash:  Service Animals must be on a leash or tether at all times, unless impracticable or unfeasible due to the 
disability of the employee or student.

Collar:  A service dog used by a person who is deaf or hard-of-hearing must wear an orange identifying collar.  
[Okla. Stat. tit. 7, § 19.1(C)].

Under Control:  The owner/handler of a service animal must be in full control of the animal at all times.  The care 
and supervision of a service animal is solely the responsibility of owner/handler.

Cleanup Rule:  The handler of the service animal, whether it be the employee, student or a third party, must clean 
up after the animal defecates or urinates, as well as follow any municipal ordinance applicable thereto.

Grooming: 	All	service	Animals	must	be	treated	for,	and	kept	free	of,	fleas	and	ticks.		All	service	animals	must	be	
kept clean and groomed to avoid shedding and dander.

Reference:   28 C.F.R. Park 36; OKLA STAT. Tit. 4 § 801 (2019)

Adopted 12/10/18
Revision Proposed - 11/11/19
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PURCHASING AND PROCUREMENT 3010

This policy shall govern the purchase of all goods, equipment and services, and real property for the district.  For 
the purpose of this policy, “goods” refers to supplies, materials, furniture, equipment, software and licenses and any 
other tangible personal property.

DEFINITIONS
A. Adequate Number - Unless otherwise defined by the federal government for federal programs and funds, the 

adequate number of solicited price or rate quotations from qualified sources is three (3).
B. Best Value - An acquisition based on clearly defined quantifiable evaluation criteria including, but not limited 

to: unit pricing; total acquisition cost; cost of ownership; cost of distribution; form, fit and function of products; 
innovation; warranties and guarantees; supplier qualifications, reliability and past performance; quality of 
goods; transition costs; opportunity cost and other quantifiable criteria deemed to be in the best interest of the 
district.

C. Emergency - An event that requires the purchase and procurement of goods or services necessary to protect the 
personal health, safety, life or property of the district or its students, employees and patrons, or necessary to 
avoid the interruption of critical school business and operations.

D. Encumbrance Clerk/Assistant Encumbrance Clerks - The employees designated by the Board of Education to 
oversee all encumbrances and to charge each encumbrance appropriately and in accordance with Oklahoma 
legal requirements.

E. Goods - Personal property, movable property, thing or things for sale (e.g., furniture, equipment, materials, 
supplies, software and licenses, etc.)

F. Lowest and Best - An award method for non-federal programs and construction solicitations based on lowest 
total purchase price, quality and reliability, best delivery offer, and other factos as identified in the solicitation.

G. Independent Contractor - An individual who provides goods and/or services in a manner defined by the Internal 
Revenue Service regulations and the Oklahoma State Department of Education Independent Contractor 
guidelines as amended.  The independent contractor provides the same goods and/or services to at least two or 
more other entities.  

H. Professional and Technical Contracted Services - Those services defined as outsourced services provided by 
professionals in their field.   

I. Purchase Order  (PO) - The district’s written printed or electronic document issued to a supplier formalizing 
all the terms and conditions of a proposed transaction, such as description of the requested items, delivery 
schedule, and terms of payment.  If the Board of Education fails to approve a purchase order, it shall be null and 
void.  The purchase order serves as the contract and authorizes the employee to place an order with the supplier.  
Purchase orders must be issued prior to ordering goods or services.

J. Purchasing Cooperative - An association of entities or alliances working together to provide leverage in 
achieving best value and/or the best terms in contracts awarded.

K. P-Card/Credit Card - Purchase/Procurement or district-owned credit card program approved by the Board of 
Education.

L. Real Property - Land and its permanently affixed buildings or structures; any property which is not personal 
property.

M. Requisition – The printed or electronically generated document used to request the encumbrance of funds and 
the issuance of a purchase order.  

N. Sole-Source Procurement – A contract for the purchase of unique goods and services from a sole supplier 
whereby said supplier is the only source.  Sole source does not necessarily include proprietary goods or 
equipment.

O. Source Selection – The sourcing method used to select a supplier of goods or services; request for written 
quotations,	invitation	for	bids,	request	for	proposals,	[e.g.,	written	quotations	(Request	for	Quotation),	sealed	
bids (Invitation for Bids), proposals (Request for Proposal or Request for Information), etc.)

P. Supplier - A person or entity that provides good and/or services.  
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GENERAL PROVISIONS
The Board of Education authorizes the Superintendent and/or Chief Financial Officer or designees to establish 
purchasing and procurement procedures and practices consistent with this policy, federal laws, Oklahoma law and 
generally accepted governmental purchasing practices. 
A.   Purchase Orders and Requisitions:
 General:  All purchases shall be made with the use of a purchase order issued prior to the ordering of goods 

or services.  All purchase orders, including emergency and manual purchase orders and credit card or P-Card 
purchases, are contingent upon the availability of funding, submission and approval of a the requisition form, 
and approval by the Board of Education.  The Board authorizes the Superintendent, Chief Financial Officer and 
the Director of Accounting (encumbrance clerk) or designee to issue purchase orders, blanket purchase orders, 
manual purchase orders and emergency purchase orders for less than $50,000 without prior Board approval.  

 Any agenda item(s) approved by the Board at a regular or special Board meeting constitutes approval by the 
Board to encumber the funds, issue the purchase order, and make appropriate payments.

 Credit Card/P-Card:  Credit card and P-Card purchases may be permitted provided a purchase order or blanket 
purchase order has been issued to the credit card or P-Card supplier to cover the transaction.

 Public Improvement/Construction Projects of $50,000 or more:  Public improvement/construction projects, 
subject to the Oklahoma Competitive Bidding Act of 1974 of $50,000 or more must be awarded and approved 
by the Board of Education as a separate agenda item prior to the release of a purchase order and contract.  

 All acquisitions or encumbrance of funds to a supplier/contractor of $50,000 or more must be approved by the 
Board of Education as a separate agenda item prior to the issuance of a purchase order.  Board approval of the 
purchase constitutes approval of the associated purchase order and payments.  

 Requisitions and purchase orders issued to the same vendor shall not be split to avoid bidding and quotation 
and/or Board approval requirements.

 Blanket Purchase Orders:  All annual blanket purchase orders of $50,000 or more must be approved by the 
Board of Education prior to the release of the blanket purchase order.

B. Emergency Purchases and Emergency Purchase Orders: 
 General:  In the event of emergency situations or where it is necessary to avoid the interruption of critical school 

business and operations, or in accordance with the Board Expense Reimbursement policy, the Superintendent, 
Chief Financial Officer, Director of Accounting, or designee may authorize the issuance of emergency purchase 
orders.  Emergency purchase orders are not issued out of the bond funds.

 Emergency Purchase Orders Subject to the Oklahoma Competitive Bidding Act of 1974 (the Act):  All 
emergency purchase orders over $50,000, which are subject to the Act, shall be submitted as a separate 
agenda item to the Board of Education for consideration and approval, in accordance with the Act, at the next 
scheduled Board meeting.  Pursuant to the Act, the Board of Education authorizes the Superintendent ot declare 
emergencies of up to $75,000.

 Emergency Purchase Orders Less Than $50,000:  The Board authorizes the Superintendent, Chief Financial 
Officer, Director of Accounting, or designees to issue emergency purchase orders of less than $50,000 not 
subject to the Oklahoma Competitive Bidding Act of 1974. 

C. Travel Reimbursement:
 All travel will be approved and paid in accordance with district travel policy #3200, state laws and IRS 

guidelines.  Please refer to Policy #3200 - Travel Expense Approval, Documentation, and Reimbursement.   
D. Federal Uniform Guidance Requirements:
 As a non-federal entity, the district will follow this purchasing and procurement policy and the written 

procedures and requirements of the district’s federal Uniform Guidance Procurement Plan as amended and 
approved.

 Where the district’s procurement policies, requirements and procedures are more restrictive than the federal 
requirements, the district’s policy, the district’s procurement policies, requirements, and procedures shall be 
followed for the use and expenditure of all federal funds.
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CONTRACTS
A. General:
 No employee of the district shall enter into any financial contract or agreement (verbal or written), on behalf 

of the district, without the prior approval of the Board of Education.  The Board may, upon approval of any 
encumbrance, purchase order and all adjoining contract documents, authorize an administrator(s) of the district 
to sign said contract documents on behalf of the Board and authorize issuance and payment of purchase order.

 All school picture and yearbook contracts shall be approved by the Board of Education on an annual basis prior 
to signing of any contract. 

B. Federal Contracts:
 Conflict of Interest - No employee, officer, or agent of the district may 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.  See also Board Policy #4057.

C.  Student Activity Fund Contracts:
 Duly authorized student activity fund custodians may be permitted to execute Board-approved activity fund 

related contracts and agreements after all of the following conditions have been met:
•  The Board has approved the contract or agreement and authorized the Activity Fund custodian to sign the 

contract.
• The associated encumbrance and purchase order(s) have been issued and approved.

D. Independent Contractors:
 The Board of Education may, upon approval of any encumbrance, purchase order, and all accompanying 

contract documents, procure the services of an individual who is deemed to be an independent contractor as 
defined by the IRS regulations and Oklahoma State Department of Education guidelines.

 As with any other supplier, an independent contractor will be required by the district to complete a supplier 
registration form and IRS form W-9 to ensure that IRS form 1099 reporting, ordering, and remittance 
information is correct.  The district reserves the right to issue a 1099 to any supplier regardless of the total 
amount of the goods and/or services provided by the supplier.  The independent contractor may be required to 
provide proof of workers compensation and liability insurance and must agree to the terms and conditions of the 
district’s official purchase order.

BIDDING	AND	QUOTATION	REQUIREMENTS
A. General:
 The solicitation for bids, proposals and quotations shall be conducted in accordance with the provisions of 

this policy and district purchasing procedures as approved by the Superintendent or Chief Financial Officer.  
Procurement transactions must be conducted in a manner that provides for full and open competition.

B. Methods of Procurement:

 Unless otherwise exempted herein for non-federal procurements, the procurement thresholds in Table 1 shall 
apply to the acquisition of all supplies, equipment, and services.  These procurement thresholds shall apply to 
the total amount of a requisition.
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 Table 1 - Sourcing Methods

Low-Dollar Micro-Purchases $0 - $4,999.99 Informal price quotes recommended
High-Dollar Micro-Purchases1 $5,000 - $9,999.99 Reasonable pricing supported by price 

comparison or quote(s)
Small Dollar (Simplified 
Acquisition)

$10,000 to $99,999.99 Adequate number of solicited written quotes 
(Request	for	Quotation)

Competitive Sealed Bids2 $100,000.00 and up Adequate number of solicited sealed bids 
(Invitation for Bid)

Competitive Sealed Proposals3 $100,000 and up Adequate number of solicited sealed 
proposals (Request for Proposals)

Non-Competitive Proposals4 $10,000 and up Sole Source
Public Improvement/
Construction Projects5

$10,000 5,000.00 to 
$49,999.99

Use Small Dollar Method

Public Improvement/
Construction Projects5

$50,000+ Competitive Sealed Bids

 1This threshold is based on the Federal Acquisition Regulation (FAR) threshold., as amended.  If increased 
or decreased by FAR, the then-current FAR threshold will be used.  For micro-purchases of $5,000 or more, 
the acquisition must be supported by at least one price comparison or quote, beside the quote from the 
recommended supplier.

 2The sealed bid method of procurement shall be used for all competitive bidding of construction and 
maintenance projects (public improvements), school bus purchases, and federal program award procurements 
exceeding the threshold amount.  Sealed bid solicitations shall be publicly advertised, opened publicly, and 
awarded in accordance with federal or state requirements, e.g., lowest responsive and responsible bidder 
(construction and federal programs) or lowest and best bid (school buses).  This method, with or without the 
advertising requirement, may be used for the purchase of supplies and equipment over the required threshold, 
provided the procurement is not from federal funds.

 3The competitive sealed proposal method shall be used when the conditions for the use of competitive sealed bid 
method are not appropriate or practicable.  Competitive sealed proposals, usually solicited through the use of a 
Request for Proposal (RFP), may be used for soliciting the procurement of services, software, and where other 
factors critical to the procurement, use, product(s), and service is necessary.  Competitive sealed proposals may 
be awarded to the bidder whose proposal is most advantageous to the program or project with price and other 
factors considered.  Federal program procurements must be awarded in accordance with federal regulations and 
the district’s federal programs compliance guide.

 4 Sole source procurements for federal programs must be processed and awarded in accordance with the federal 
program regulations (refer to the federal programs compliance guide).  A sole source procurement may be 
necessary when (1) the item or service is only available from one source and no other comparable is available; 
(2) after soliciting bids of proposals from an adequate number of potential sources, there exists an inadequate 
number of sources or suppliers; (3) the federal awarding agency or pass-through agency expressly authorizes 
the noncompetitive item or service, after written request is made of the agency(s); or (4) response to a public 
exigency or emergency will be delayed if competitive solicitations are issued.

 5 Public improvement and construction projects, subject to the Oklahoma Competitive Bidding Act of 1974 (the 
Act) shall be sourced in accordance with the Act, as amended.  The Board authorizes the use of amended bid 
thresholds immediately upon the enactment of the change in the Act. 

 Public improvement and construction projects, including minor maintenance and minor report work to 
District property, and the selection of construction management and consultants firms shall be sourced 
and selected in accordance with the Oklahoma Competitive Bidding Act of 1974, O.S. 61 § 101-139; the 
Public Construction Management Act for Political Subdivisions, O.S. 61 § 215-220; and the Fair Pay for 
Construction Act, O.S. 61 § 221-227, as amended.

 When fewer than three (3) bids or quotes are received by the established deadline in the bid/quote solicitation, 
the purchase may be approved and processed without obtaining additional bids or quotes, provided that the 
solicitation notices or requests were issued to an adequate number of bidders in a fair and equitable manner.

 The Director of Purchasing or designee may audit any or all requests for purchase requiring quotes or bids.  
Bids, quotes, and related documents not submitted with the requisition must be maintained by the school 
site or department for a minimum of two (2) years after the purchase.  If purchased with federal funds, the 
documentation shall be kept for three (3) years after the final payment for the goods or services has been 
received.
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C. Sealed Bid Requirements:
 Formal sealed bids shall have a specific bid opening date and time.  Bidders shall have the right to attend the 

public bid opening.  At least two administrators or designees from different departments must be present during 
the bid opening.   All sealed bids will be opened at the designated time and read aloud, if bidders are present.  

 The Board of Education authorizes the Director of Purchasing or designee to use electronic sealed bids provided 
there are adequate procedures and controls to prohibit district personnel and bidders from having or gaining 
knowledge of any bidder’s bid pricing and terms prior to the due date and time of the bid opening.

D.	 Waiver	of	Bids	and	Quotes:
 Where an emergency purchase (see definitions) is necessary, the Director of Purchasing or Director of 

Accounting may waive the quote requirements for all purchases of less than $25,000.  Emergency purchases 
over $25,000 shall require waiver approval of the Superintendent or Chief Financial Officer.

 A reason for the emergency waiver shall be recorded with the requisition.
 Emergency purchases and contracts for the repair, maintenance, and remodeling of buildings and facilities, 

subject to the Oklahoma Competitive Bidding Act of 1974 (the Act), shall require declaration of emergency 
with bidding waiver and approval by the Board of Education in accordance with the Act.

E. Solicitation Award:
 The district reserves the right to reject any or all bids, quotes and proposals, and to waive any bid informalities, 

technicalities, or irregularities.
 Sealed bids for all federal programs and public improvement and construction projects shall be awarded to the 

lowest responsive and responsible bidder, as determined by the district.  
 Non-federal program and non-public improvement/construction acquisitions may be awarded to the lowest and 

best bidder.
 Where it serves the district’s best interest to award based on “best value,” the district may award a written quote, 

sealed bid, or a proposal on a “best value” basis provided that the award is based on clearly defined evaluation 
criteria. 

 Requests	for	Proposals	and	Requests	for	Quotes	may	be	awarded	to	the	bidder	whose	proposal	or	quote	is	most	
advantageous to the district with price and other factors considered.

 School bus bids shall be awarded to the lowest and best bidder.
F. Bid Protests:
 Unless otherwise required under federal or state law, a supplier participating bidder may protest the award of 

a sealed bid by submitting a written notice of protest within ten (10) calendar days from the date recommended 
notice of award, e.g., posted on website, or award of a bid by the Board of Education.  A written notice of 
protest must be received in the office of the Director of Purchasing and in accordance with the following 
procedures.
•  Protest requests will only be considered from bidders, who submitted a timely bid or proposal in response 

to the District’s bid solicitation.
•  Protests must be submitted in writing on company letterhead.  The protest must include name, legal mailing 

address of the company, contact name, phone number, and email address.  To insure proper delivery of a 
protest, protests must be received by certified mail.

•  Protest must clearly identify the facts and reasons for the protest. 
 The Director of Purchasing or designee will review and deny or sustain the protest within ten (10) calendar days 

after receipt of the protest.
 The bidder may appeal the decision of the Director of Purchasing to the Superintendent of Schools or designee.  

The written appeal to the Superintendent must be submitted within ten (10) calendar days after receipt of the 
decision from the Director of Purchasing.  All appeals must be submitted to the Superintendent or designee in 
the same manner as the initial protest submission.

 The bidder may appeal the decision of the Superintendent to the Board of Education.   The appeal must be 
submitted to the President of the Board or the Board Clerk within ten (10) calendar business days after the date 
of the Superintendent or designee’s decision notice.

 The protest may be considered at the next regularly scheduled public Board of Education meeting or at a special 
meeting as determined by the Board, provided that the protest appeal was received at least 72 hours before the 
public required filing date for the Board agenda.  The Board may, at its discretion, permit a hearing, deny or 
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sustain the Administration’s decision, or table the issue.  The decision of the Board shall be final.
Protests against Oklahoma Competitive Bidding Act projects shall be subject to the associated laws and 
regulations of the Act.  Project delays due to protests may be subject to cancellation and rebid in accordance 
with the provisions of the Act.

BID EXEMPTIONS
A. General:

Except where otherwise prohibited by federal and state law, the following bidding exemptions shall apply to all 
non-federal fund/program procurements.  If a bidding exemption under the federal uniform guidance rules 
exists, the exemptions stated herein may be used.  Bid exemptions may be used for federal program acquisition 
within the Micro purchase thresholds.
School and department personnel must use prudent and ethical procurement practices.  Although the following 
goods and services are exempt from methods of procurement requirements, every effort should be made to 
obtain the best quality goods and services at the lowest price or cost from a responsible supplier:
Regardless of these bidding and sourcing exemptions, all purchases over $50,000 must still be approved by the 
Board of Education prior to issuance of a purchase order.

B. Bidding exemptions:
• Professional services and technical contracted services such as audit services, legal services, insurance and 

related services, medical services, demographic studies, employment services, drug and alcohol testing and 
professional consultation services unless otherwise exempted by law.

• Equipment maintenance services (e.g., copier maintenance services, elevator maintenance, software 
maintenance, hardware maintenance, etc.).

• Travel services (airfare, hotel accommodations, registrations, etc.)
• Goods purchased for student activity fund raisers and goods purchased by and/or provided to staff and/

or students from activity funds (e.g., candy, T-shirts, candles, food, flowers, etc.); disc jockey services and 
equipment rentals for graduation, prom, dances and other student social activities; unique and custom 
decorations purchased from student activity funds and used for student events (e.g., graduation ceremony, 
prom, etc.); class and spirit memorabilia items purchased for or by students and/or adults through the 
activity funds (e.g., class rings, student and group pictures, yearbooks, spirit promotion items).  Although 
bidding and/or proposals are not required for selection of yearbook and school picture suppliers annually, 
the district may require new proposals every three to five years.

• Goods purchased for resale.
• Standardized curriculum materials and related supplies, textbooks, student workbooks, library/media books, 

maps and globes, and educational and training videos, DVDs and CDs.
• Utilities (gas, electricity, etc.)
• Software and software subscription renewals, upgrades, custom software, and specialized source software 

(excluding off-the-shelf software).
• Training classes (e.g., computer classes).
• Equipment and vehicle rentals.
• Unique custom artistry work, graphic design service, custom set and prop design and construction, and 

custom vehicle wraps.
• Catering.
• Repairs to damaged vehicles, buses, trucks and trailers, e.g., body and frame work.  Where diagnostic 

services are necessary to determine the repair, e.g. disassembly is required, additional price comparisons or 
quotes for repairs under the Small Dollar threshold may be waived by the Chief Financial Officer, Director 
of Purchasing, Director of Accounting or their designee.

• Replacement repair parts purchased from the original equipment manufacturer (OEM) or OEM supplier 
when said supplier is the only manufacturer’s authorized supplier within the manufacturer’s designated 
sales territory for the Tulsa market.

• Used goods.
C. Standardization Programs:

aIf  standardization program of equipment, furniture, materials or software has been implemented, schools and 
departments may make supplemental purchases of furniture and equipment, defined in the standardization



program, without using one of the source selection methods, provided the price remains reasonable, and the 
procurement does not violate other federal or state bidding requirements.  Price comparisons for similar 
or like products may be required. 
The initial purchase of standardized furniture and equipment should be procured utilizing one of the required 
bidding/quotation methods defined in this policy; however, a cooperative contract may be used in lieu of district 
sourcing.
The Director of Purchasing shall be included on all standardization teams. Standardization programs and the 
purchase of standardized equipment, furniture, materials and software is subject to review and approval 
of the District’s Purchasing Department.
A copy of all standardization programs shall be on file in the office of the Director of Purchasing.

D. Sole-Source Selections:
Except as prohibited by federal Uniform Guidance requirements, sole-source procurements may be exempt from
bidding provided that said procurements meet the following criteria:
• The goods or services are unique to one manufacturer/supplier and no other similar (equal in function,

performance) or like goods or services are available from another supplier;
• The manufacturer distributes it directly or has limited distribution to a single distributor;
• The manufacturer (not distributor) or service provider submits a written letter on company letterhead

stating why the goods or services are unique to his company and that distribution is limited to himself or a
sole distributor. (This letter must be attached to the requisition.)

• Where compatibility of equipment, accessories or replacement parts are of paramount consideration or
where service work on the original equipment must be performed by the manufacturer’s designated territory
or assigned representative.  Written documentation of such from the manufacturer should be included with
the requisition.

The Director of Purchasing shall review and approve all single (sole) source procurement requests and will 
assist the school and department in securing the best price for the sole source procurement.  
Sole source procurements are subject to the approval of the District’s Purchasing Department.

E. State and Local Contracts:
The Board of Education authorizes the Superintendent, Chief Financial Officer and the Director of Purchasing
to waive procurement method sourcing requirements for goods and services purchased from a supplier
awarded an Oklahoma State Contract. Furthermore, when it is in the district’s best interest, the district may
purchase from other public contracts, cooperative purchasing alliances, or special pricing offers awarded to or
made available to municipalities, public schools, other political subdivisions of the State, the Department of
Corrections or other governmental entities of the United States.  For acquisitions above the competitive sealed
bid/proposal threshold, permission to use a state contract or purchasing cooperative must be obtained from the
Director of Purchasing or Chief Financial Officer before requesting a quote from the supplier and submitting a
requisition for the acquisition.

F. Procurement Cards:
The Board of Education authorizes the use of a procurement/purchasing card program.  Prior to the
implementation of the procurement card program, the Superintendent or Chief Financial Officer shall adopt
written procedures, limits and controls for the issuance and use of procurement cards.
No employee of the district shall authorize the use of or use any credit card which is not part of the purchasing
card program or which will in any manner obligate the district.  Where the purchasing card program is not
practicable for use, the Superintendent or Chief Financial Officer may authorize the use or issuance of other
specific types of credit cards on a limited basis with prior approval.  The procedures, limits and controls for the
purchasing card program shall apply toward all other specific credit cards.

FOOD PROCUREMENT
A. Child Nutrition:

Child Nutrition purchases shall be made in accordance with USDA, Oklahoma State Department of Education
Child Nutrition Procurement Guidelines, this policy, and the Uniform Guidance Procurement Plan, if Child
Nutrition guidelines are incorporated into the plan.

PURCHASING AND PROCUREMENT (Continued) 3010
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USDA Bidding Guidelines:
The Child Nutrition Department shall follow the more restrictive bid thresholds of either the USDA or this 
policy and award in like manner.  Sealed bids and proposals shall be awarded by the Board of Education.
Sealed bid and proposal solicitations for Child Nutrition purchases shall be advertised and opened publicly.

The Child Nutrition Procurement Plan or Uniform Guidance Procurement Plan shall be reviewed annually and 
updated.  If material changes are made to the plan, the revised plan shall be approved by the Superintendent or 
designee. 
The Board of Education authorizes the Superintendent, Chief Financial Officer, and Director of Accounting, 
(or designee) to issue purchase orders for fresh and perishable foods and related consumable goods of up to 
$50,000 each, prior to Board approval.  

OTHER
A. Bidder Registration:

In an effort to create a fair and competitive opportunity for potential bidders to do business with the district, a
potential bidder or existing supplier may request to be added to the district’s master bidders list.  Suppliers and
registered bidders who fail to maintain a responsible status, update information annually, or fail to respond to
two consecutive bid/quote invitations may be removed from the bid list at any time and for any length of time.

B. Supplier Registration:
In order to obtain all necessary information required by the Internal Revenue Service and to ensure that
supplier’s order and remittance information is correct, the district requires suppliers to complete a Supplier
Application form and IRS form W-9.  In order to do business with the district, new and existing suppliers must
agree to the terms and conditions of the district’s official purchase order.  The Board of Education authorizes
the Chief Financial Officer, Director of Accounting, or the Director of Purchasing, or their designee(s), to
complete and sign supplier-required documentation necessary to set up a supplier in the district’s automated
purchasing and accounts payable system.

C. Construction Contracts:
Contracts for the purpose of making any public improvement, constructing or making repairs to any public
building as defined by the Competitive Bidding Act of 1974 shall be made in accordance with the provisions of
the Act and Board of Education policy.

D. School Buses:
Pursuant to Oklahoma law, all school buses shall be purchased using the sealed-bid method.

E. Motivational Items:
The Board of Education will allow the purchase of inexpensive student items to be given to students as a
motivational tool for use in classroom instruction providing the planned activity furthers the adopted mission of
the district and is in compliance with state law.

F. Student Gifts
The Board of Education allows for the infrequent purchase of student gifts and prizes from a student activity
fund without the need to tag the asset or declare it surplus, provided a statement with the purchase order number
on it is signed by the student recipient of the gift and sent to the Director of Accounting to be attached to the
purchase order.

G. Reimbursement of Non-travel Related and/or Meal-Related Purchased Goods or Services
It is the intent of the district for employees to use the requisition and purchase order system for acquiring goods
and services; however, in situations where
• the vendor/supplier will not accept a district purchase order and an alternate vendor/supplier is not available,
• it is extremely impractical, or
• it is an emergency, then
employees may request to be reimbursed for the personal purchase of said goods and services.  If approved 
for reimbursement, employees may be reimbursed for the cost of the goods but may not be reimbursed for 
any associated sales tax without approval by the CFO, Encumbrance Clerk, or Assistant Encumbrance Clerks.  
The intent is to discourage reimbursement of sales tax for non-travel-related reimbursements except when the 
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vendor does not accept a district purchase order.  
Employees will not be reimbursed for inventoried assets, including but not limited to, non-serialized and 
serialized furniture, fixtures and equipment and all fixed assets that do not meet the above-noted exceptions 
without prior approval from the Chief Financial Officer, Director of Financial Reporting, or Director of 
Accounting.  If approved for reimbursement, the payment will not be issued until the goods have been 
inventoried and tagged by the district’s Fixed Asset Department and a purchase order has been issued and 
approved by the Board of Education. 
All requests for reimbursement must be supported with the original itemized receipt, unless a per diem meal 
reimbursement is instituted.  Where the vendor/supplier does not provide an itemized receipt, the employee 
must furnish an original receipt and documentation which includes the date of the purchase and the price and 
description of the goods or services purchased.  
The district assumes no liability for the purchase of goods or services purchased by an employee or for 
reimbursing the employee.  
If the reimbursement request is approved, the employee will not be reimbursed until a purchase order has been 
issued and approved by the Board of Education and appropriate documentation has been provided.  Personal 
reimbursements against General Funds, Building Funds or Child Nutrition funds must be pre-approved by the 
Superintendent or Chief Financial Officer.  No personal reimbursements will be made from bond funds.

H. Employee Gifts and Clothing
Pursuant to IRS regulations, gifts or non-uniform clothing purchased with district activity funds that exceed $50
25 per item per calendar year will be reported as income to be included on the employee’s year-end W-2 form.
Gift cards of any amount are considered to be cash by the IRS and are not appropriate gifts for employees.

PROHIBITED PURCHASING PRACTICES
A. Acceptance of Gratuities of Gifts:

District employees are expressly forbidden from accepting gratuities or gifts from any vendor or supplier except
as provided for by this policy.  Gratuities as specified under this policy include cash or assets easily convertible
to cash, travel, lodging, tickets, appliances, automobiles or their use, or any other form of special treatment
which might influence the employees’ selection of a supplier.  With the Superintendent’s approval or prior
Board approval, employees may accept vendor-/supplier-provided travel, lodging and registration, provided
said travel is for the purpose of attending professional development conferences, workshops, presentations or
training.
Acceptance of prizes received from random drawings at professional development events made equally
available to all participants at no cost or obligation to the employee or to the district may be permitted.
Promotional and advertising novelties, business meals, and tickets with an individual face value of $200 each or
less are not considered gratuities under this policy.
Federal Programs/Funds - No officers, employees, and agents of the district, participating in the selection,
award, or administration of a federal award, shall either solicit or accept gratuities, favors, or anything of
monetary value from contractors or parties to subcontracts.  Notwithstanding E-Rate Requirements, in situations
where the financial interest is not substantial or the gift is an unsolicited item of nominal value, the district’s
established gift policy may be applicable.
In instances where the district’s rules on the acceptance of gratuities, favors, or anything of value is more
restrictive than the federal Uniform Guidance, the district’s rules shall apply.

B. E-Rate Provisions:
No employee shall accept any gratuities or thing(s) valuing twenty (20) dollars or more from any supplier of
goods or services awarded a contract to provide goods or services under the Schools and Libraries Division
E-Rate program or associated Oklahoma Universal Service Fund (OUSF) programs.  Furthermore, the annual
maximum receipt of thing(s) of value for the school district shall not exceed fifty (50) dollars or the maximum
amount permitted under applicable E-Rate and OUSF program regulations as amended.

C. Violations of Purchasing Policy:
District employees violating this policy, exceeding their purchasing authority or incurring an expense without
a pre-approved purchase order may be held personally and financially liable and subject to disciplinary action
including, but not limited to, suspension, demotion, termination and legal action.

Revised 6/10/96
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RECYCLING AND RECYCLED GOOD MATERIALS 3015
PROCUREMENT 
In	an	effort	to	comply	with	the	provisions	of	the	Oklahoma	State	Recycling	Act, the and Recycled Materials 
Procurement Act (hereinafter referred to as the “Acts”) and all associated state administrative regulations, the Board 
of Education authorizes the Superintendent or designee to develop and implement, at their discretion, a recycling 
and recycled good procurement program management practices consistent with the Act (Ref. O.S. 74 § 85.55)
Oklahoma Statute and Administrative Code.
The district’s program may include, but may not be limited to, the following provisions:
A. All schools and departments may participate in the district’s recycling program by collecting paper goods and

other materials identified as recyclable by the state recycling coordinator and the district’s recycling coordinator.
B. All schools and departments will use the district-approved recycling collection company.
C. The Superintendent or designee shall complete and file the annual recycled materials and recycled goods

procurement report to the Oklahoma State Recycling Coordinator Office of Management and Enterprise
Services, Division of Capital Assets Management State Recycling Program designee, In accordance with
statutory requirements, said report shall be filed on or before November 1 of each year.  

D. To the greatest extent economically practical and possible, the District will ensure that the recycled or
recovered content of all paper purchased, measured as a proportion, by weight, of paper products
purchased in a calendar year, is not less than forty percent (40%) of all purchased paper. the district shall
purchase recycled products including, but not limited to: white copy paper, computer paper, envelopes, other
printing papers, and printer toner and ink cartridges.  In compliance with the Recycled Materials Procurement
Act; all paper goods purchased by the district shall contain no less than 40% recycled content.  The Board
of Education authorizes the Superintendent, Chief Financial Officer or the Director of Purchasing to waive
such requirements when it is determined that the purchase of recycled materials is not economically feasible,
practicable or possible, as permitted under the Act.  Such waiver shall occur only after a reasonable attempt
has been made to purchase goods which conform to the statutory requirements.

E. The district shall track all procurements for recycled goods and report such on the annual report required by the
Acts.  The report shall include the amount of recycled goods purchased (in pounds) each fiscal year and the total
amount expended for the purchase of those goods.

F E. The PTAs and booster clubs may, upon written permission from the building principal and district recycling 
coordinator, participate in recycling for profit (e.g., collection and selling of aluminum cans) provided that said 
organizations track and report to the district’s recycling coordinator the monthly and annual volumes of recycled 
goods collected on school property.  An annual report of the previous fiscal year’s volume (July 1 through June 
30) shall be submitted to the recycling coordinator on or before August 1 of each year for the preceding year’s
activity.

G F.Bond funds should not be used for the purchase of recycled goods if possible.

Statutory and Administrative Code References
Title 74 O.S. § 85.51-55 50 et seq.
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Pursuant to SEC Rule 15c2-12 (the “Rule”), issuers of municipal obligations are required under most circumstances 
to provide financial and operating information on an annual basis with the Municipal Securities Rulemaking 
Board (MSRB) using the Electronic Municipal Market Access system (EMMA) for the benefit of Bondholders.  
Independent School District No. 9, Tulsa County, Oklahoma (Union Public Schools) (the “district”) has issued 
obligations which are covered by the Rule and must comply with any required filings in a timely manner.  This 
Board Policy is intended to assure such filings are completed to provide a competitive market for the district’s bonds 
or notes and meet all obligations related to the Rule.  The district has covenanted to comply with the Rule through 
the execution and delivery of Continuing Disclosure Certificate(s) applicable to each series of bonds issued.  
The Responsible Party for the district shall be the Chief Financial Officer and/or the Director of Accounting 
(“Responsible Party”).  The Responsible Party shall maintain a current list for each fiscal year identifying each issue 
of Obligation of the district outstanding during such fiscal year setting forth the name, original principal amount, 
date of issuance and CUSIP numbers for each such issue and the dates by which the Annual Report Filings and the 
Audited Financial Statements are required to be submitted to the MSRB using EMMA, such list to be accompanied 
by copies of the related Continuing Disclosure Certificate.  He/she shall be knowledgeable and familiar with the type 
of financial information and other data necessary to meet any requirements as set forth in the Continuing Disclosure 
Certificate(s).  The district may engage the services of a bond consultant to fulfill the Continuing Disclosure filing 
requirement(s).
The Responsible Party shall be knowledgeable and familiar with the provisions of each Continuing Disclosure 
Certificate as to the type, format, and content of the financial information and operating data to be included in each 
Annual Report Filing to be made thereunder and the timing requirements for the filing thereof.  Generally such 
Continuing Disclosure Certificate provides or is expected to provide submission dates of no later than 180 days 
following the close of the district’s fiscal year which is currently June 30, generally by December 27, or another date 
specified in the Continuing Disclosure Certificate.
The Responsible Party shall be knowledgeable and familiar with the specific requirements for the filing of a Notice 
of Failure to provide the Annual Report and/or to file Audited Financial Statements by the date(s) required under 
the terms of each Continuing Disclosure Certificate.  The Responsible Party shall send a notice of such failure to the 
MSRB by a date not in excess of ten (10) business days after the occurrence of such failure. 
On or about October 1 of each year, the Responsible Party will submit the District’s Estimate of Needs to EMMA.  
On or about November 1 of each year, the Responsible Party will prepare a draft submission of other required 
information, highlighting the information still unavailable.  Not later than December 20 of each year, On or before 
the submission date indicated above, the Responsible Party shall electronically file the required information (i.e., 
the Annual Report and the Audited Financial Statements) with EMMA.  If the Audited Financial Statements are not 
available by December 20 27 the Responsible Party shall instead file the Annual Report and unaudited financial 
information with EMMA.  Thereafter, said Audited Financial Statements shall be filed with EMMA as soon as 
possible, but not later than 45 days following receipt and acceptance of the Audited Financial Statements by the 
Board of Education.  The district will implement calendar reminders in district recordkeeping systems.
The Responsible Party shall register with EMMA and review the online process of filing with EMMA located at 
www.emma.msrb.org in order to submit the required information.  The MSRB Market Information Department can 
also be contacted at 703-797-6668.  A tutorial is available at the website and a practice submission is available as 
well.  The district shall also enroll in EMMA’s reminder system to ensure timely performance of its responsibilities 
and obligations.
The Responsible Party shall coordinate the preparation and submission of the required information with the district’s 
Financial Advisor or Paying Agent to ensure full compliance with the Rule. 
The Responsible Party shall maintain records with respect to the filings with EMMA, including, but not limited 
to, EMMA posting receipts showing the dates and nature or contents of all filings during each fiscal year for each 
outstanding bond issue.  
Currently, there is no SID State Information Depository (SID) in the State of Oklahoma.  If the State of Oklahoma 
should establish a SID, the district will file all required information with such state information depository SID.
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FUND RAISING, CROWDFUNDING, GRANTS, 3080
DONATIONS  

This	policy	identifies	the	differences	between	grants	and	crowdfunding,	and	establishes	guidelines regarding 
crowdfunding, school-related fundraising, selling products, or door prizes using school-supported organizations’ 
names, the school’s name, or involving students and employees. 

GRANTS

Grants are funds that are disbursed to a recipient or organization by a government department, foundation, or 
corporation to fund a specific project.  To receive a grant, an application or proposal must be submitted to a potential 
funder and the recipient must meet certain qualifications.  All grant applications must be received by the Senior 
Executive Director of Federal Programs or designee and approved by the Board of Education, if needed, prior to 
submission to the granting authority.

CASH DONATIONS

Any single individual cash donation greater than $100 must be approved by the Chief Financial Officer, or 
designee, and accepted ratified by the Board of Education.  Refer to Policy #3150, Asset SSET Management 
ANAGEMENT, for guidelines regarding donations of tangible goods furniture and equipment, which also 
must be approved by the Chief Financial Officer, or designee, and accepted ratified by the Board of Education.  
Donations of consumable items may be accepted by the site or department administrator at their discretion.

CROWDFUNDING

Crowdfunding donations (collaborative funding via the Internet) by any employee outside of any sanctioned 
organization must follow Board of Education guidelines.  In particular, crowdfunding applications must be 
completed, submitted and approved by the appropriate administrator(s) prior to the project being posted on the 
crowdfunding website and the subsequent crowdfunding donations must be approved by the Board of Education.  
Crowdfunding shall be used for the solicitation of tangible property.  While crowdfunding platforms allow for the 
solicitation of funds to be used for professional development or field trips, these activities may only be requested 
when the funds are to be paid directly to the service provider, and not submitted directly to the District. All items 
purchased or donated through district-approved entities such as DonorsChoose.org or Partners in Education become 
the property of the district and must be submitted to the Board of Education for approval and acceptance.  See also 
Board Policy #3150 - Asset Management.

FUNDRAISING

POLICIES THAT AFFECT BOTH ELEMENTARY AND SECONDARY FUND-RAISING ACTIVITIES
A. Fund-raising activities shall be approved in advance by the principals so they will minimize time away from

class, either during the activity or in training for participation in the activity.
B. A faculty member or faculty sponsor must assist with a fund-raising activity.
C. All funds received must be deposited in the school’s activity fund, unless the Chief Financial Officer or

designee has given prior approval to deposit into an alternate fund.  When large fundraisers benefitting
charitable organizations outside Union Public Schools are held at a site, checks may be addressed directly to
the organization, i.e. United Way or Make a Wish.  All checks for outside organizations must be delivered to the
organization as soon as the fundraiser is completed.

D. No company or other outside organization representative shall be permitted to visit the schools during school
hours for the purpose of selling to students or faculty.

E. Requests for school fund-raising activities must be approved by the Board of Education in advance of the
activity, in accordance with state law.

F. Food sold to students during the school day must comply with the nutritional standards of the Healthy, Hunger-
Free Kids Act of 2010, and those fundraisers must be approved by the Child Nutrition Department prior to the
activity.

G. All district purchasing policies must be followed.
H. School activity fund budgets and fund-raising requests must be approved by the Board of Education annually

and when revised.
I. The Board of Education authorizes the Superintendent and/or Chief Financial Officer or designees to establish

school activity fund procedures and practices consistent with Board of Education policy and Oklahoma law.
J. Fund-raising activities which involve consignment merchandise for resale shall be encumbered at one-hundred
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percent (100%) of the estimated cost of the goods or services.  However, if the consignment goods are non-
perishable and returnable, then with prior Board of Education approval, a minimum ten percent (10%) of the 
estimated cost of the goods or services must be encumbered.

K. If an individual activity account does not have sufficient funds to encumber the cost of a proposed fund raiser,
then the site principal may elect to provide temporary funding using the site general activity fund.

L. Establishment of new activity fund projects for student organizations must be approved by the Superintendent
or designee prior to Board of Education approval.

M. No fund-raising activity shall be approved that will in any way interrupt or take away from class time either as
part of the activity or in training for the activity with the following exceptions:
1. Since physical education is an activity class which emphasizes physical fitness, certain athletic fundraising

activities, such as a jog-a-thon, may be allowed during the time a student has allotted for physical
education.  The association must request this in writing, stating the type, date, purpose, and length of the
activity.  At no time will more than two days be allotted for each of these activities.

2. Students may only participate in the actual athletic-type fundraiser during the time they have allotted for
physical education.

3. It is the desire and goal of the Board of Education to encourage all students to develop a deep appreciation
for reading and good media skills.  Furthermore, the Board of Education views book fairs as important
vehicles in accomplishing these desires and goals.  Therefore, book fairs may be allowed during the regular
school hours as well as before and after school.

ELEMENTARY SCHOOL FUND-RAISING POLICY
A. The sale of student pictures and book fairs are fund-raising activities which are allowed with prior Board of

Education approval.
B. No fund-raising activity shall be approved which, by its nature or by promised prizes or awards, would

induce  or require elementary students to go door-to-door without adult supervision (e.g., selling products or
sponsorships).

SECONDARY SCHOOL FUND-RAISING POLICY
A. The sale of student pictures and book fairs are fund-raising activities allowed with prior Board of Education

approval.
B. Fund raisers which are co-sponsored by a parent organization for the purpose of a trip to reward students

for their successful participation in an organization or out-of-state competition must receive prior Board of
Education approval.

C. All fund-raising activities at the secondary level must be approved by the sponsor and principal establishing that
the fund raiser:
1. Meets the safety, moral, ecological, and economic standards reflected by the district and that it complies

with federal, state, and local regulations.
2. Meets the criteria established by this policy.

FUND RAISING BY PARENT-TEACHER ASSOCIATIONS 
A. Recognizing the importance of parent-teacher groups, district schools may assist with requests for facility use

from school-supportive organizations.
B. All use of school facilities must be authorized and scheduled by the appropriate administrative personnel.
C. The district discourages going door-to-door by elementary students, without adult supervision.
D. All funds raised by parent-teacher associations shall remain the property of the parent-teacher association unless

gifted to the district.
E. All property and items given to the schools shall be presented to the Board of Education as a gift and shall

become and remain the property of the district.
F. Prior approval from the principal must be given for the purchase of equipment or service for the schools.
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ASSET MANAGEMENT 3150

The building principal or director is the custodian of site Iinventories of furniture, and non-consumable 
equipment and computers are a responsibility of the building principal or director.  Current building inventories 
are the responsibility of the principal, and classroom inventory is a responsibility of the teacher.  Furniture 
and equipment inventories must be maintained by the site and submitted to the Chief Financial Officer or 
designee annually.  The fixed asset department will visit some sites and departments to verify the submitted 
inventory on an annual basis. Furniture and equipment inventories must be submitted to the Chief Financial 
Officer	or	designee	annually.		
Inventories	must	be	maintained	by	the	district	should	it	become	necessary	to	file	claims	arising	from	fire,	theft,	or	
natural disaster storm damage.  
Transfers	of	equipment	and	furniture	must	be	reported	to	the	Chief	Financial	Officer	or	designee.		Transfers	of	
technology computers and computer equipment	must	be	reported	to	the	Chief	Financial	Officer	or designee and the 
Executive Director of Technology.
A separate furniture and equipment list must be maintained for each room of the building listing all items of 
furniture and equipment which are movable or portable.
Current building inventories are the responsibilities of the principal, and classroom inventory is a responsibility of 
the teacher.
All	donated	equipment	and	furniture	must	be	reported	to	the	Chief	Financial	Officer	or	designee	and	ratified 
accepted by the Board of Education to become district assets.  If the donation is technology-related, the Executive 
Director of Technology must approve the donation prior to the Board ratifying accepting the donation.
Asset tags shall not be removed until the Board ratifies the asset for surplus and is staged for disposal.

All assets being disposed of must go through the district’s surplus procedures and be ratified approved by the Board 
of Education before being disposed.  Used textbooks, books, supplies and materials, not considered a fixed 
asset, serialized asset, or otherwise tagged equipment or furnishings, may be sold, donated, or discarded 
without Board ratification.

Any and all district-owned equipment and/or materials (including technology devices) in possession of an employee 
must be immediately returned upon request of the district and in all situations must be returned no later than the last 
day of employment.  See Board Policy #4021.

Management of federal assets must follow Federal Programs Compliance Guide, effective July 1, 2017.
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SUMMARY AND RESPONSIBILITIES
The Board of Education believes that professional growth is integral to achieving the district’s goals and mission.  
Employees and Board members are encouraged to participate in meetings, conferences, seminars, and workshops 
that promote professional growth or are essential to conducting district business.  Employees may be authorized by 
administrative approval or by Board of Education approval to participate in professional growth or district business 
activities	requiring	travel.		Authorization	shall	be	based	on	the	availability	of	funds,	staffing	requirements	for	the	
work area, the relationship of the activity to the employee’s role in the district, and the employee’s role within the 
organization sponsoring the activity.
District employees, members of the Board of Education, prospective employees for sponsored visits to the district, 
District guests, and volunteers who provide approved services on behalf of the district in lieu of district employees 
shall be reimbursed for their reasonable and necessary expenses while on authorized travel status on district 
business, subject to furnishing proper documentation of expenses for which reimbursement is requested.  Travel 
approval may be contingent upon an employee’s ability to fund travel expenses prior to reimbursement.
An individual traveling on district business is responsible to exercise the same care in incurring expenses that a 
prudent person would exercise if traveling on personal business.  Excess costs for food and tips, materials and 
supplies,	circuitous	routes,	luxury	accommodations	or	auto	rentals,	and	services	not	necessary	or	justified	in	the	
performance of district business are to be avoided as standard practice.
Those performing authorized travel are responsible for the preparation and submission of the district’s travel claim 
form and accompanying documentation within thirty (30) days of the completion of the travel.  Regardless of who 
prepares the forms, the claimant will always retain responsibility for reporting travel expenses in an accurate and 
ethical manner, demonstrating compliance with all applicable Board policies related to travel.  
This	travel	policy	shall	govern	all	official	Union	Public	Schools	travel,	including	travel	funded	under	state	or	
federal grants, contracts, or other authorized outside sources.  Any exceptions to this policy shall be submitted to the 
Superintendent	or	Chief	Financial	Officer	for	consideration.		All	official	district	travel	shall	be	properly	authorized,	
reported, and reimbursed in accordance with Board policy, the laws of the State of Oklahoma, and other applicable 
federal or IRS regulations. 

TRAVEL APPROVAL
Only persons designated by the Superintendent may approve travel and, after the travel is completed, approve claims 
for recommended payment by the district.  
A. All out-of-state travel must be approved by the Superintendent in advance of travel or requests for expenditures.

A request form approved by the employee’s supervisor must be submitted to the Superintendent in advance.
The out-of-state travel authorization number assigned by the Superintendent must be included on the travel
reimbursement claim form and all attached requisitions.  Items to be included at a minimum are:
1. Employee name and position.
2. Date of projected travel.
3. Business purpose of travel and benefit to district.
4. Projected expenditures for transportation, lodging, meals, incidental expenses, registration costs, rental

vehicle, other.
5. Funding source.

B. With prior Superintendent approval or prior Board of Education approval, employees may accept vendor-
provided travel, lodging, and registration provided said travel is for the purpose of attending professional
development conferences, workshops, presentations, or training.

C. Site/Department Approval
1. All forms related to travel must initially be approved by the site/department administrator with appropriate

decision-making authority.
2. This authorized approver is responsible for verifying:

a. the purpose of the travel is valid and directly related to the district’s educational mission or  business
goals;

b. the total cost of the trip is within the approved OCAS project budget;
c. expenses are charged to the proper OCAS codes.

D. Central Administrative Approval
1. After site/department approval, the forms must be approved by the Associate Superintendent, the

appropriate Assistant Superintendent, the Chief Financial Officer, Senior Executive Director, or Executive
Director of Elementary or Secondary Education.
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2. This administrator is responsible for ensuring compliance with Board policy and will verify that
information on the form and in the accompanying documentation is reasonable, complete, and accurate.

E. Claimants may neither authorize their own travel nor approve the reimbursement of their own travel expenses.
F. Teachers on official school business that require expenses may be reimbursed if:

1. Prior authorization has been requested and approved on a Professional Leave Request.
2. The Professional Leave Request is submitted to the Executive Director of Human Resources or

Superintendent by the immediate supervisor of the employee making the request.
G. Activity accounts may be used for travel expenses incurred for school activities, professional meetings, etc.,

once budget authorization has been approved by the Board of Education and the out-of-state travel request
approved by the Superintendent.  Employees may not use student-raised activity fund revenue to pay for adult
travel.

NON-EMPLOYEE TRAVEL
There may be times when individuals not employed pursuant to employment contracts with the district perform 
approved services on behalf of the district that are similar to duties performed by employees, and may be reimbursed 
for their reasonable and necessary expenses while on authorized travel status on district business, subject to 
furnishing proper documentation of expenses for which reimbursement is requested.  
A. Volunteers

1. Volunteers may be authorized to perform duties for which travel reimbursement is to be paid.
Reimbursement claims will be honored only if written authorization to receive reimbursement for
performance of the services is issued by the Superintendent prior to the rendering of the volunteer services.
For example, if a parent is authorized by the Superintendent to transport participating students to a
school event in lieu of the district providing such transportation, a pre-approval form for reimbursement
must be signed by the designated approving official for mileage reimbursement to be made after the
trip.  Separate written authorization is not needed for services that written documentation shows is to be
furnished on a repeated performance basis during the school year.  For example, a written Individualized
Education Plan (IEP) providing that the parent shall transport a student with disabilities to school in lieu of
district transportation and that the parent will be reimbursed for such mileage provides sufficient written
authorization for reimbursement during the time period that provision is part of the IEP.

2. Volunteers must be performing substantial and necessary employment-like work for the benefit of the
district which has been pre-approved by the Superintendent.  Reimbursement for expenses incurred by a
volunteer must be authorized in writing by the Superintendent prior to the start of volunteer services.  The
above-referenced individuals are referred to as “claimants” or “travelers” in this policy.

B. Prospective Employees -- Prospective employee travel costs for sponsored visits to the district for which the
individual was assured that reasonable and necessary travel expenses would be paid are subject to the provisions
of the district’s travel policy.

C. Students
1. Student travel expenses for students may be paid from general, activity, and/or gift fund.
2. All out-of-state student travel must be approved by the Board of Education in advance of the travel.
3. Student travel is subject to the provisions of Board Policies #5200 and #5250 in addition to the

documentation and reimbursement procedures outlined in Board Policy #3200.

D. District Guests
1. The Superintendent may invite individuals to attend and/or participate in special District-sponsored

   events as District guests.  Upon written approval from the Superintendent or designee, guest travel 
 expenses shall be reimbursed by the District pursuant to this Board policy.  District guests are     
referred to as “claimants” or “travelers” in this policy.

2. District guest travel is subject to the documentation and reimbursement procedures outlined in this
 Board policy.

TRAVEL REIMBURSEMENT
The Oklahoma School Code authorizes a school district to reimburse Board of Education members, employees, and 
other preauthorized individuals for necessary travel expenses.  These procedures apply to the documentation and 
reimbursement of travel expenses of district employees, members of the Board of Education, prospective employees, 
District guests, students, and volunteers.      
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All travel will be approved and paid in accordance with district travel policy, state laws, and IRS guidelines.  
The Board of Education authorizes the encumbrance clerk to issue the purchase orders and pay travel-related 
reimbursements, POs for hotel, registration and airline, and Board-authorized travel pre-payments prior to travel 
provided the travel claim meets all Board policies and statutory requirements.  These purchase orders must be 
submitted for Board of Education approval.  Reimbursement will be made only for expenses which are reasonable 
and	necessary	to	the	transaction	of	official	business	in	connection	with	the	purpose	of	the	travel	and	which	are	within	
Board policy.  Cash advances to an employee shall not be issued.  
Requests for reimbursement must be made on the proper expense reimbursement form, must be signed by the 
claimant and signed by the approving designated administrator, must have complete itemized receipts, and must be 
in accordance with district procedures.  Expenses allowed may include:
A. Transportation Reimbursements:

1. Air fare shall be reimbursed on actual cost basis and supported by documentation verifying proof of
payment.  Air travel shall be at coach rate.  Air travel cost may also include baggage fees, seat fees, or other
fees associated with air travel.

2. Personal automobile reimbursement costs shall not exceed the cost of flying coach plus other business-
related transportation costs.  Reimbursement will be made only for the most direct route in travel and shall
be supported by:
(a) Date of travel.
(b) Business purpose of travel.
(c) Miles traveled.
(d) Allowance of IRS prevailing rate per mile by the shortest, most direct travel route from the authorized

point of departure is allowed for each individual if performed by conveyance other than that owned
by the district.  Employee will be reimbursed for mileage to and from the employee’s principal work
site.  Reimbursement may be made for travel expenses incurred both within and without the district,
but no reimbursement will be allowed for travel between the regular work site and the residence of an
employee or between the site of a regular Board meeting and the residence of a Board of Education
member.  Travel by commercial conveyance will be reimbursed at actual cost when supported by valid
receipts.

(e) Comparative cost calculations when choosing travel via personal automobile rather than air travel.
3. District-owned vehicles -- Valid itemized receipts or documentation for necessary gas, oil, turnpike charges,

parking, and repairs are required if purchased from personal funds for travel in district-owned conveyance.
4. Taxi fare Ground transportation shall be reimbursed on actual cost basis and supported by

documentation.
5. Parking fees and turnpike tolls shall be reimbursed on actual cost basis and supported by itemized

documentation.
6. Rental car shall be reimbursed on actual cost basis and supported by itemized documentation.

B. Lodging Reimbursement:
1. Reimbursement shall be based on the actual cost incurred and supported by itemized documentation.
2. The maximum amount to be reimbursed shall not exceed the actual cost of a single room rate, or double

room rate if two district employees occupy the same room.
3. Itemized receipts listing the guest’s name, the amounts charged, and showing printed name and address of

service business must accompany all requests for reimbursement.  Lodging receipts should indicate a zero
balance or a charge to a credit card.

4. All lodging shall be secured at a reasonable rate for the activity and/or event scheduled.
C. Meal Reimbursements:

1. Per IRS regulations, meal reimbursements can only be paid if travel includes an overnight stay.  While on
travel status, meal expenses incurred within the principal employment area are considered taxable by the
IRS and therefore will not be reimbursed.

2. Meal reimbursement will be based on the actual cost incurred for the total time traveled or on a per diem
rate if instituted by the Chief Financial Officer.  For actual cost reimbursement, the following cumulative
maximums shall be observed:
(a) $50 per day - In-state travel.
(b) $75 per day - Out-of-state travel.  Exceptions to the out-of-state meal maximum per day may be made

with the prior approval of the Superintendent or Chief Financial Officer.
The reimbursement may exceed the per-day maximum provided the total meal reimbursement amount is 
within the cumulative maximum.
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3. Itemized receipts must support all travel claims.
4. Documentation detail shall also include:

(a) Individual(s) present (if claim includes individuals in addition to claimant).
(b) Business purpose.
(c) Date of activity.
(d) Location.
(e) Amount.
(f) Itemized receipt from vendor.

5. Per diem for meals, up to the amount allowed by state law, may be paid in lieu of actual expenses.   Actual
reimbursement method shall be determined by the Chief Financial Officer.

6. No purchase of alcohol will be reimbursed.
D. Other Travel Expenses – Other travel expenses as approved with accompanying itemized receipts and

descriptions would include, but not be limited to:
1. Meals for others (must indicate business relationship along with all other requirements for meal

reimbursement).  The purchase of business-related meals for others must be approved in advance by
the Superintendent, Chief Financial Officer, Associate Superintendent, Assistant Superintendent, Senior
Executive Director, or Executive Director.

2. Miscellaneous supplies, including workshop/conference materials such as books, tapes, and videos.
3. Registration fees
4. Tips and Gratuities – tips and gratuities may be reimbursed without itemized documentation when they

are deemed reasonable.  Tips in excess of 20% may be reduced after taking into account the geographic
location, type of service provided, and any special circumstances.

E. Travel Expenses of Persons with Disabilities – Payment may be approved for extraordinary expenses incurred
in travel by an individual with a disability as defined by the Rehabilitation Act of 1973.  Reimbursement
requires that expenses be approved and authorized by the Superintendent and identified on the travel claim form
as “Reasonable Accommodations for Claimant with Disability as Approved by the Superintendent.”  Expenses
allowed may include:
1. Transportation, lodging, and subsistence expenses incurred by an attendant approved and authorized to

accompany the claimant when assistance is necessary for travel.
2. Cost of specialized transportation to and from the points of travel.
3. Costs of specialized services provided by a commercial carrier necessary to accommodate the claimant’s

disability.
4. Costs incurred as a direct result of the claimant’s disability for baggage handling in connection with public

transportation or at lodging facilities.
5. Cost of renting and/or transporting a wheelchair.

F. Other Special Circumstances
1. If prepayment of the initial cost of district-required travel is requested, the employee may, upon approval

by the Chief Financial Officer or the Director of Accounting, submit appropriate documentation to be
reimbursed for airfare, registration fees, and/or hotel deposits prior to the date of travel, as long as the
expenses are within statutory guidelines.  Additional documentation may be required upon completion of
the travel including boarding passes, registration confirmations and/or lodging receipts.  The employee may
be required to reimburse the district the amount of the prepaid expense if the employee fails to complete
the travel.  Any costs associated with a change in travel itinerary will be reimbursed to the traveler if the
change is essential to conducting district business.

2. Financial hardship may ultimately necessitate appointing a substitute traveler.
3. Employees are not authorized to pay the travel expenses of another employee without approval from the

Superintendent or Chief Financial Officer prior to making travel arrangements.

REPORTING TRAVEL EXPENSES
Those performing authorized travel are responsible for the initial cost of travel, the preparation and submission 
of the district’s travel reimbursement claim form and accompanying documents within thirty (30) days after the 
travel is completed.  When traveling, the claimant should obtain appropriate, itemized original receipts for all 
applicable charges and keep a personal record of miscellaneous expenditures charged to the district so that necessary 
documentation is accumulated and available to prepare and submit with the travel reimbursement claim form.  
The travel reimbursement claim form must be signed by the claimant seeking reimbursement.  The claimant’s 
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signature	affirms	that	the	travel	was	performed	as	stated	and	that	the	claim	for	reimbursement	is	a	true	and	correct	
account	of	expenses.		The	signature	also	certifies	that	none	of	the	expenses	claimed	have	been	previously	reimbursed	
or otherwise provided by other sources.  Claimants are warned that by their signature, the claimant is held liable 
under	possible	penalty	of	law	for	any	falsified	expenses	or	misstatement	of	claim,	in	addition	to	adverse	employment	
actions that may be taken by the district against an employee/claimant, including possible employment termination.
A. Claims for reimbursement for travel expenses must be signed by the claimant and by the approving designated

administrator and submitted on the district travel claim form.  Completion may be made by means of computer,
typewriter, or clearly legible handwriting.  Request for reimbursement with insufficient or incomplete
documentation will be denied.

B. Claims should be submitted within thirty (30) days after travel is completed.  Notwithstanding this time
limitation, all requests for reimbursement must be made prior to the end of the fiscal year or be encumbered
with an open purchase order prior to June 30.  Reimbursement requests not complying with these requirements
will be denied unless unusual circumstances are presented to and approved by the Superintendent, the Chief
Financial Officer, or designee.

C. The claim must be submitted to the designated official for approval who, after review and approval of the claim,
is to sign authorization for disbursement of funds and verify that the claim complies with the requirements of
this policy.

D. The Chief Financial Officer, Director of Accounting, or designee is responsible for the final audit of the
reimbursement claim for accuracy, completeness, validity, and compliance before processing the claim through
the Accounting Department for payment.
1. Errors in calculation or procedure shall be corrected and the claimant provided with a corrected copy or

notified of the change in dollar amount on the travel reimbursement claim form.
2. Issues involving an interpretation of law, policy, or procedure shall be corrected or returned to the

authorizing administrator or claimant.
3. Issues unresolved by the authorizing administrator and the Chief Financial Officer shall be forwarded to the

Superintendent for a final decision.
E. A claimant must state the purpose of the travel in the appropriate space on the travel claim form.  Although the

statement should be concise, it must be clear enough that an ordinary citizen would understand the purpose of
the trip.

F. Travel status begins when the employee leaves the district or authorized point of departure and ends when the
employee returns to the district or authorized final destination.  The inclusive dates during which the travel was
conducted must be shown on the travel form.  If available, the formal announcement or brochure of a meeting,
workshop, or conference should be attached to the travel claim form.  Reimbursement for meals and lodging
expenses for overnight travel without approval shall not exceed more than 24 hours after the date/time the
meeting, workshop, or conference began and/or ended.  With approval, if it is in the best interest of the district,
an exception is allowed only if a saving in travel costs is available through the purchase of discount airline
tickets in connection with commercial airline flights.  If such savings are available, reimbursement may be
allowed to begin or end up to 48 hours before or 48 hours after the date of the object of travel, provided that any
extra day of travel must be on a weekend.  Ordinarily, expenses incurred outside the period of travel will not
be reimbursed.  However, incidental before- and after-travel expenses consequential to the completion of the
purpose of the travel may be reimbursed as related trip expenses and, with approval, may extend the 24-hour
travel period.

G. Expense of spouse attending conference/meeting shall not be paid with district funds.
H. A claimant may be reimbursed only for expenses the claimant personally incurred and is entitled to claim

as reasonable and necessary travel expenses.  If charges for multiple individuals or non-reimbursable items
appear on a receipt, the claimant shall clearly identify the items for which they are seeking reimbursement.  The
claimant is responsible for the accuracy of the travel claim form.

I. The “Miscellaneous Costs” section on the travel claim form:
1. Miscellaneous expenses must be listed separately under the “miscellaneous expense” category and must

not exceed $25 for any single expense.  An expense will not qualify as miscellaneous travel expense unless
it is clearly connected with the purpose of the travel and cannot be otherwise grouped in another category
of travel expense on the travel claim form.  There must be a clear business reason for incurring these
expenses.  If the business connection of the expense with the purpose of the travel is not clear, additional
information may be required to determine if the claimed expense is valid.  If the claimant has doubt as to the
connection to a valid business purpose, a statement explaining the expense should be attached to the travel
claim to minimize delay of payment.  Purchases and charges of a personal nature, such as telephone calls
not necessary to the travel purpose or employment duties, reading materials, over-the-counter medications,
alcoholic beverages, movies, non-meal snacks, non-business use of transportation, etc., are not allowable
miscellaneous reimbursement expenses.
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2. Miscellaneous travel expenses may include tips, parking and toll fees, business communications such as
Internet access, telephone, postage and fax charges (when approved and authorized); baggage handling for
equipment and materials; registration fees, and non-personal emergency and other expenses incidental to the
purpose of travel.

J. Documentation – Original receipts must be attached to travel claim forms when seeking reimbursement for any
miscellaneous expense item in the amount of $25 or more, including any sales tax associated with the purchase
and for the expenses listed below in subsections 1 through 4, regardless of the amount.  By law, all receipts are
to contain the following information:
1. Date the expense was incurred.
2. Quantity	purchased	and	amount	paid.
3. Description of the goods or services purchased.
4. Name and address of the vendor, if available.
A credit card slip alone, which is the customer’s copy of a credit card charge form, may not be sufficient to 
qualify as a receipt.  To qualify as a receipt, a credit card slip should be attached to a supporting vendor receipt, 
if available, which contains all the information required of a receipt. 
Some types of expenses require more than the above information for reimbursement.  Receipts acknowledging 
payment by the vendor for the following expenses should include the additional facts noted after each listed 
expense.
1. Lodging - The room rate charged, an itemized list of all charges included on the bill, and an

acknowledgement or verification that the bill has been paid.
2. Registration/Tuition - An itemized list of all charges and an acknowledgement or verification of receipt of

payment.
3. Common carrier passenger’s ticket receipt - The passenger’s ticket receipt issued by the common carrier

agent must show the passenger’s name, the number of seats charged, the date of arrival or departure, and the
destination points.

4. Hire of travel conveyance - The vendor for the rent or lease of a vehicle must issue a receipt showing all
charges paid, including any purchases of fuel and payment of other purchases made in the operation of the
rented or leased vehicle, and the amount of miles driven.

K. If one of the three major categories of expenses - meals, lodging and transportation - are omitted for overnight
travel and one or both of the others is claimed, the claim form must be either annotated with a statement to cross
reference to another claim by number where the omitted expense item was claimed; must show that payment
of the omitted expenses was made by another source; or must state that no reimbursement is being claimed for
omitted expenses.  For example, if meals are claimed, there needs to be a notation that lodging or transportation
is being claimed or not claimed.  If lodging is claimed, there must be a notation regarding whether meals and/or
transportation are claimed or not claimed.  The notation may be a simple “no charge” or “zero expenses.”

L. Payment of travel expenses of a person who thereafter becomes deceased is to be made to the estate of the
claimant.  The travel claim form shall be in the name of the deceased person and the assignment section
completed for payment to the “Estate of (claimant’s name).”  The assignment section and the claim form are to
be signed by the decedent’s spouse, appointed power of attorney, or estate representative.

M. If a receipt for an expense item under $25 is lost or it is impossible or impractical to furnish one, a letter of full
explanation of the lack of receipt documentation and an itemized list of what, where, and when the items were
purchased must be submitted and attached to the travel claim form.  A signed and dated statement or affidavit of
lost or unavailable receipt by the claimant may be used to document lost or unavailable receipts.  The affidavit
must include the name of the claimant, the inclusive dates of travel, an itemized list of expenses for which the
required receipts are missing, and a full explanation of how receipts were lost or destroyed.  The reviewing
authority may take the time needed to investigate any such request for reimbursement before taking action.
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NON-DISCRIMINATORY PERSONNEL POLICIES 4000

Union Public Schools is an equal opportunity employer and complies with all applicable federal and state civil rights 
statutes, laws and regulations.  Discrimination is prohibited against any person in recruitment, selection, promotion, 
transfer, retention, discipline, pay, or other terms and conditions of employment, in access to facilities, or in any 
aspect of operations, because of race, age, color, religion, national origin, pregnancy, gender, gender expression or 
identity, sex, sexual orientation, disability, genetic information, or veteran status.  Discrimination is a violation of the 
law and will not be condoned or tolerated in the district.
This notice is provided as required by Title II of the Americans with Disabilities Act (ADA) of 1990 and Section 504 
of	the	Rehabilitation	Act	of	1973.		Questions,	complaints	or	requests	for	additional	information	regarding	the	ADA,	
Section 504, Title VII/Age Discrimination in Employment Act (ADEA), Genetic Information Nondiscrimination Act 
(GINA), and/or Title IX may be forwarded to the designated ADA/GINA, Section 504, Title VII/ADEA and/or Title 
IX compliance coordinators or any other district administrator.  The district administrator shall report the question or 
complaint to the appropriate coordinator listed below during regular business hours:

ADA/GINA Coordinator Section 504 Coordinator 
Director of Human Resources Director of Special Services
Union Education Service Center Union Education Service Center
8506 E. 61st Street 8506 E. 61st Street
Tulsa OK  74133 Tulsa OK  74133
918-357-4321 918-357-4321

Title VII/ADEA Coordinator Title IX Coordinator 
Executive Director of Human Resources Director of Athletics/
Union Education Service Center      Sr. Executive Director of Teaching & Learning

     Assistant Superintendent 
8506 E. 61st Street Union Multipurpose Activity Center
Tulsa OK  74133 6836 S. Mingo Rd.
918-357-4321 Tulsa, OK  74133

918-357-7481 / 918-357-4321

This notice will be made available in large print, on audio tape, and in Braille upon request.
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ALCOHOL AND ILLEGAL CHEMICAL SUBSTANCE 4026

The	Board	of	Education,	with	the	intent	that	all	employees	have	notice	and	knowledge	of	the	ramifications	
concerning alcohol and illegal chemical substance use, possession, purchase, sale, or distribution when the employee 
is on duty or on school property, does hereby adopt the following policy on testing employees and applicants for 
employment (other than bus drivers) with regard to the use of alcohol and illegal chemical substances.

STATEMENT OF PURPOSE AND INTENT
A. The safety of students and employees of the district is of paramount concern to the Board of Education.
B. Employees who are under the influence of alcohol or an illegal chemical substance when on duty or on school

property pose serious safety risks to students and other employees.
C. The use of alcohol and illegal chemical substances has a direct and adverse effect on the safety, personal health,

attendance, productivity and quality of work of all employees and the safety of all students.
D. Recent scientific studies demonstrate that the use of alcohol and illegal chemical substances reduces an

employee’s ability to perform his/her job beyond the time period of immediate consumption or use.
E. The Board of Education recognizes that all employees have certain personal rights guaranteed by the

Constitution of the United States of America and by the Constitution of the State of Oklahoma as well as by
the Oklahoma Standards for Workplace Drug and Alcohol Testing Act, Okla. Stat. Tit. 40, Section 551 et seq.
(Supp. 1994).  This policy will not infringe on those rights.

F. As part of this policy, the Board of Education has adopted an Employee Assistance Program in which
employees may be referred to third-party providers who will provide the employee, at the employee’s expense,
a confidential drug and alcohol dependency evaluation and referral service for substance abuse counseling,
treatment or rehabilitation.  The Board of Education encourages employees who have chemical dependency
problems to seek professional assistance.

G. Due to the devastating impact the use of alcohol and illegal chemical substances can have on the safety of
students and employees and their adverse effect on an employee’s ability to perform his/her job, the Board of
Education will not tolerate employees who use, possess, distribute, purchase, sell or are under the influence (as
defined in the policy) of alcohol or illegal chemical substances when on duty or while on school property.

H. This policy will apply to all employees of the district regardless of position, title or seniority, except that for
bus/CDL (commercial driver’s license) drivers, the primary policy for alcohol or illegal chemical substances is
Board Policy #4028 -  Alcohol and Drug Testing for Bus/CDL Drivers and the federal Omnibus Transportation
Act of 1991.   The district may also apply any or all of the requirements of this policy to bus/CDL drivers, and
specifically may apply post-accident testing requirements under this policy to bus/CDL drivers.

I. Violations of this policy will subject the employee to disciplinary action, including termination.

DEFINITIONS
A. Applicant:  A person who has applied for a position with the district and received a conditional offer of

employment.
B. Illegal chemical substance:  Any substance which an individual may not sell, possess, use, distribute, or

purchase under either federal or Oklahoma law.  Illegal chemical substance includes, but is not limited to,
all scheduled drugs as defined by the Oklahoma Uniform Controlled Dangerous Substances Act, including
synthetic narcotics and designer drugs, all prescription drugs obtained without authorization, and all prescribed
drugs and over-the-counter drugs being used for an abusive purpose.  By this policy, applicants and employees
are placed on notice that the school district may test individuals for drugs and alcohol.

C. Alcohol:  Ethyl alcohol or ethanol.
D. Under the influence:  Any employee of the district or applicant for employment with the district who has any

alcohol or illegal chemical substance or the metabolites thereof present in the body in any amount which is
considered to be “positive” for such alcohol or drug or drug metabolites, using any scientifically substantiated
drug-use screen test and drug-use confirm test.

E. Positive:  When referring to an alcohol or drug-use test administered under this policy, means a toxicological
test result which is considered to demonstrate the presence of alcohol or an illegal chemical substance or the
metabolites thereof using the cutoff standards or levels determined by the State Board of Health or, in the
absence of such State Board cutoff levels, using the cutoff standards customarily established by the testing
laboratory administering the alcohol or drug-use test.

F. School property:  Any property owned, leased or rented by the district including, but not limited to, school
buildings, parking lots and motor vehicles.

G. Drug or alcohol test:  A chemical test administered for the purpose of determining the presence or absence of
alcohol or illegal chemical substances or their metabolites in a person’s blood, bodily tissue, fluids, or products.
Adulteration of a specimen or of a drug or alcohol test shall be considered as a refusal to test.

H. Confirmation test:  means a drug or alcohol test on a sample to substaniate the results of a prior drug or
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alcohol test on the same sample and which uses different chemical principles and is of equal or greater 
accuracy than the initial test.  In instances when a breathalyzer test is used a confirmation test means a 
second sample test that confirms the prior result.  Where a single use test is utilized, a confirmation test 
means a second test confirmed by a testing facility.

H.I. Employee:  Any person who supplies labor for remuneration to the district and shall not include an independent
contractor, subcontractor, or employees of an independent contractor; provided, however, an independent
contractor, subcontractor, or employees of an independent contractor may be subject to a workplace drug or 
alcohol testing policy under the terms of the contractual agreement when the drug or alcohol testing policy 
applies to other workers at the job site or workers who are in the same or similar classification or group.

I. J. On duty:  Any time during which an employee is acting in an official capacity for the district or performing
tasks within the employee’s job description, including the taking of an annual physical examination.

J.K. Bus driver:  A district employee who is required to have a commercial driver’s license (CDL) to perform the 
employee’s duties; employees of independent contractors who are required to have a CDL, owner-operators, 
leased drivers, and occasional drivers.  

L. “Direct Child Care” means the following:
1. Administering to the needs of infants, toddlers, preschool age children and school-age children outside

of school hours;
2. By persons other than their parents, guardians, or custodians;
3. For any part of the twenty-four hour day;
4. In a place other than a child’s own home, except that an in-home aide provides child care in the child’s

own home.
K.M.To the extent not specifically defined herein, the definition of any term, word, or phrase found in this policy

shall be as set forth in the Oklahoma Standards for Workplace Drug and Alcohol Testing Act.

PROCEDURES FOR ALCOHOL OR ILLEGAL CHEMICAL SUBSTANCE TESTING  
A. Any alcohol or drug-use test administered under the terms of this policy will be administered by or at the

direction of a testing facility licensed by the Oklahoma State Department of Health and using scientifically
validated toxicological methods that comply with rules promulgated by the State Department of Health.  Testing
facilities shall be required to have detailed written specifications to assure chain of custody of the samples,
proper labeling, proper laboratory control and scientific testing.  All aspects of the alcohol and drug-use testing
program, including the taking of samples, will be conducted so as to safeguard the personal and privacy rights
of employees and applicants.  The test sample shall be obtained in a manner which minimizes its intrusiveness.
In the case of urine samples, the sample must be collected in a restroom or other private facility behind a closed
stall; a sample shall be collected in sufficient quantity for splitting into two (2) separate samples, pursuant
to rules of the State Board of Health, to provide for any subsequent independent analysis in the event of a
challenge of the test results of the main sample.  The test monitor shall not observe any applicant or employee
while the sample is being produced, but the test monitor may be present outside the stall to listen for the normal
sounds of urination in order to guard against tampered samples and to ensure an accurate chain of custody.  The
test monitor may verify the normal warmth and the appearance of the sample.  If, at any time during the testing
procedure, the test monitor has reason to believe or suspect that an applicant or employee is tampering with the
sample, the test monitor may stop the procedure and inform the test coordinator.  The test monitor shall be of
the same gender as the applicant or employee giving the sample.
The test monitor shall give each applicant or employee a form on which the applicant or employee may, but
shall not be required to, list any medications he/she has taken, or any other legitimate reasons for having been in
recent contact with alcohol or illegal chemical substances.

B. If the initial drug-use test is positive for the presence of an illegal chemical substance or the metabolites thereof,
the initial test result will be subject to confirmation by a second and different test of the same sample.   The
second test will use the gas chromatography/mass spectrometry technique or an equivalent scientifically
accepted method of equal or greater accuracy as approved by rules of the State Board of Health at the cutoff
levels determined by Board of Health rules.  An applicant for employment will not be denied employment or
an employee will not be subject to disciplinary procedures unless the second test is positive for the presence of
illegal chemical substances or the metabolites thereof.

C. If an initial alcohol-use test is positive for the presence of alcohol, the initial test result will be subject to
confirmation by a second and different test using any scientifically accepted method approved by the State
Board of Health, at the cutoff levels determined by the Board of Health rules.

D. 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.

E. Any applicant for employment or employee who is subject to disciplinary action as a result of being under the
influence of alcohol or an illegal chemical substance, as and for an appeal procedure, will be given a reasonable
opportunity, in confidence, to explain or rebut the alcohol or drug-use test results.  If the applicant or employee
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asserts that the positive test results are caused by other than consumption of alcohol or an illegal chemical 
substance by the applicant or employee, then the applicant or employee will be given an opportunity to present 
evidence that the positive test result was produced by other than consumption of alcohol or an illegal chemical 
substance.  The district will rely on the opinion of the district’s testing facility which performed the tests in 
determining whether the positive test result was produced by other than consumption of alcohol or an illegal 
chemical substance.

F. In the case of drug-use testing, the applicant or employee will have a right to have a second gas chromatography
/mass spectroscopy test performed on the same test sample at the expense of the applicant or employee.  In
the case of alcohol testing, the applicant or employee will have a right to have a second test performed on the
same test sample using any scientifically accepted method approved by rules of the State Board of Health, at
the cutoff levels determined by Board of Health rules.  The request for the second test must be made within
twenty-four (24) hours of receiving notice of a positive test in order to challenge the results of a positive test
and subject to approval by the district’s testing facility that (1) the facility selected by the applicant or employee
for the second test meets the qualifications required for a testing facility under the Oklahoma Standards for
Workplace Drug and Alcohol Testing Act and (2) the testing methodology used by the facility selected by the
applicant or employee conforms to scientifically accepted analytical methods and procedures, including the
cutoff levels, as determined by the State Board of Health.  If the re-test reverses the findings of the challenged
positive result, then the district will reimburse the applicant or employee for the costs of the re-test.  A proper
chain of custody shall be maintained at all times in transmitting the sample to and from a second testing facility.

G. The district may permit testing for drugs or alcohol by other methods reasonably calculated to detect the
presence of drugs or alcohol, including but not limited to breathalyzer testing, testing by use of a single-use
test device, known as onsite or quick testing devices, to collect, handle, store, and ship a sample collected for
testing.  However, a breathalyzer test shall not be grounds for immediate termination absent a confirmation test.

H. The testing facility reports and results of alcohol and drug-use testing will be maintained on a confidential
basis except as otherwise required by law.  The laboratory performing alcohol or drug-use tests for the district
will not report or disclose to the district any physical or mental condition affecting an employment applicant or
employee which may be discovered in the examination of a sample other than the presence of alcohol or illegal
chemical substances or the metabolites thereof.  The use of samples to test for any other substances will not be
permitted.

APPLICANT AND EMPLOYEE ALCOHOL AND DRUG-USE TEST	REQUIREMENTS
The district is authorized to conduct drug and alcohol testing in accordance with the Standards for Workplace 
Drug and Alcohol Testing Act.  The district has chosen to conduct drug or alcohol testing under the following 
circumstances:
A. Applicant testing:  The district will require an applicant, as defined above, to undergo drug or alcohol testing

and may use a refusal to undergo testing or a positive test result as a basis for refusal to hire;
B. For-cause testing:  The district will require an employee to undergo drug or alcohol testing at any time the

Superintendent or designee reasonably believes that the employee may be under the influence of drugs or
alcohol, including, but not limited to, the following circumstances:
1. drugs or alcohol on or about the employee’s person or in the employee’s vicinity,
2. conduct on the employee’s part that suggests impairment or influence of drugs or alcohol,
3. a report of drug or alcohol use while at work or on duty,
4. information that an employee has tampered with drug or alcohol testing at any time,
5. negative performance patterns, or
6. excessive or unexplained absenteeism or tardiness.

C. Post-accident testing:  The district may require an employee to undergo drug or alcohol testing if the employee
or another person has sustained an injury while at work or the employer’s property has been damaged, including
damage to equipment.  For purposes of workers’ compensation, no employee who tests positive for the presence
of substances defined and consumed pursuant to Section 465.20 of Title 63 of the Oklahoma Statutes, alcohol,
illegal drugs, or illegally used chemicals, or refuses to take a drug or alcohol test required by the employer, shall
be eligible for such compensation;

D. Scheduled, periodic testing:  The district may require an employee to undergo drug or alcohol testing as a
routine part of a routinely scheduled employee fitness-for-duty medical examination of employees who:
1. are police or peace officers, have drug interdiction responsibilities, or are authorized to carry firearms, or
2. may be determined to be engaged in activities which directly affect the safety of others, including but not

limited to school vehicle mechanics, and those employees designated as “safety sensitive” pursuant to
this policy.

E. Post-rehabilitation testing:  The district may request or require an employee to undergo drug or alcohol testing
for a period of up to two (2) years commencing with the employee’s return to work, following a positive test or
following participation in a drug or alcohol dependency treatment program.
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F. Any employee who refuses to take an alcohol or drug-use test when so required under the provisions of this
policy may be deemed to have committed an act of insubordination or willful neglect of duty which will be the
basis for disciplinary action, including termination.

EMPLOYEE USE, SALE, POSSESSION, DISTRIBUTION, PURCHASE OR BEING UNDER THE INFLUENCE 
OF ALCOHOL OR ILLEGAL CHEMICAL SUBSTANCE
Any	employee	who	possesses,	uses,	distributes,	purchases,	sells	or	is	confirmed	by	alcohol	or	drug-use	tests	to	be	
under	the	influence	(as	defined	by	this	policy)	of	alcohol	or	an	illegal	chemical	substance	while	on	duty,	while	on	
school property or as a result of alcohol or drug-use tests conducted under this policy will be subject to disciplinary 
action, including termination.

ALCOHOL	AND	DRUG-USE	TESTS	OF	APPLICANTS	FOR	EMPLOYMENT	-	WHEN	REQUIRED
All	applicants	for	employment	will	be	required	to	submit	to	alcohol	and/or	drug-use	testing	after	a	conditional	offer	
of	employment	has	been	made	to	the	applicant.		All	applicants	will	be	notified	that	alcohol	and/or	drug-use	testing	
will	occur	if	they	are	offered	a	conditional	offer	of	employment.		Any	applicant	who	refuses	to	submit	to	an	alcohol	or 
drug-use	test	after	a	conditional	offer	of	employment	will	not	be	hired.

APPLICANTS UNDER THE INFLUENCE OF ALCOHOL OR AN ILLEGAL CHEMICAL SUBSTANCE

Any	applicant	who	is	confirmed	by	alcohol	or	drug-use	tests	to	be	under	the	influence	(as	defined	by	this	policy)	of	
alcohol or an illegal chemical substance will not be hired.

PERSON AUTHORIZED TO ORDER ALCOHOL OR DRUG TESTING
The following persons have the authority to require alcohol or drug-use testing of employees under this policy:

A. The Superintendent.
B. Any employee designated for such purposes by the Superintendent or the Board of Education.

RELEASE OF INFORMATION
A. Upon written request, the applicant for employment or the employee will be provided, without charge, a copy

of all information and records related to the individuals’ testing.  All test records and results will be confidential
and kept in files separate from the applicant’s or employee’s personnel records.

B. The district shall not release such records to any person other than the applicant, employee or the district’s
review officer unless the applicant or employee, in writing following receipt of the test results, has expressly
granted permission for the district to release such records in order to comply with a valid judicial or
administrative order.

C. The testing facility, of any agent, representative or designee of the facility, or any review officer, shall not
disclose to any employer, based on the analysis of a sample collected from an applicant or employee for
the purpose of testing for the presence of drugs or alcohol, any information relating to the general health,
pregnancy, or other physical or mental condition of the applicant or employee.

D. The testing facility shall release the results of the drug or alcohol test, and any analysis and information related
thereto, to the individual tested upon request.

E. This policy does not preclude the district, when contracting with another employer, from sharing drug or alcohol
testing results of any tested person who works pursuant to a contractual agreement.

MEDICAL MARIJUANA

Pursuant to OKLA. STAT. tit. 63 § 420A et seq., unless failure to do so would cause the school district to 
imminently lose a monetary or licensing related benefit under federal law or regulations, the school district 
will not discriminate against an applicant in hiring or take employment action against an employee on the 
basis of the employee’s or applicant’s status as a medical marijuana license holder.

Additionally, the school district shall not refuse to hire, discipline, discharge, or otherwise penalize an 
applicant or employee solely on the basis of a positive test for marijuana components or metabolites unless:

1. The applicant or employee is not in possession of a valid medical marijuana license;

2. The licensee possesses, consumes or is under the influence of medical marijuana or medical marijuna
  products while at the place of employment or during the fulfillment of employment obligations; or

3. The position is one involving safety sensitive job duties as set out in this policy.

When permitted, adverse action pursuant to this policy may be taken against an employee or applicant for a 
positive drug test for marijuana components or metabolites.



As used in this section, a determination of whether an applicant or employee is “under the influence 
of medical marijuana or medical marijuana product” shall be based on the totality of circumstances.  
Circumstances that may contribute to a determination that the applicant or employee is under the influence 
may include, but are not limited to:

1. Observation of any of the conduct or phenomenon described below:

A. The odor of marijuana on or around the individual;
B. Disorganized thinking;
C. Paranoia and/or confusion;
D. Bloodshot eyes;
E. Increased heart rate;
F. Increased appetitite; or
G. Loss of Coordination and

2. Any circumstance that would permit the school district to engage in “for cause” drug or alcohol testing
of the employee.

The district has determined that the following categories of job qualify as having safety sensitive job duties:

1. Police or peace officers, those employees with drug interdiction responsibilities, or who are authorized to
carry firearms;

2. Employees whose responsibilities require the operating, repairing, or maintaining a school vehicle,
motorized equipment, machinery or power tools;

3. Employees whose responsibilities include the operation, maintenance or oversight of critical services and
infrastructure including, but not limited to, electric, gas, and water utilities, power generation or 
distribution;

4. Employees whose responsibilities include the repairing, maintaining or monitoring the performance or
operation of any equipment;

5. School Nurses or employees who are authorized to administer medicine to students;
6. Employees whose responsibilities include direct patient care or direct child care;

NOTICE OF POLICY
This policy shall be given broad circulation to all employees of the school district which shall include prominent 
posting at various places in the district.  Each employee shall be given a copy of this policy and each applicant 
shall be given a copy of this policy upon the tender of a conditional offer of employment.  Delivery of the policy to 
applicants or employees may be accomplished in any of the following ways:
A. Hand-delivery of a paper copy of or changes to the policy;
B. Mailing a paper copy of the policy or changes to the policy through the U.S. Postal Service or a parcel delivery

service to the last address given by the applicant or employee;
C. Electronically transmitting a copy of the policy through an email or by posting on the employer’s website or

intranet site; or
D. Posting a copy in a prominent employee access area.

THE STANDARD FOR WORKPLACE DRUG AND ALCOHOL TESTING ACT
This policy is subject to and supplemented by the Oklahoma Standards for Workplace Drug and Alcohol Testing 
Act (the Act).  To the extent that any provision of this policy is in contravention to the Act, then the Act shall 
control.  To the extent that this policy is silent as to any matter covered by the Act, then the Act shall control.  This 
policy shall be interpreted by the Board of Education and its employees consistent with the Act.

Revised 6/10/96 
Revised 12/14/98
Revised 12/13/99
Revised 12/13/04
Revised 12/10/07
Revised 11/8/10
Revised 12/12/11
Revised 5/14/12
Revised 12/9/13
Revised 12/14/15
Revision Proposed - 11/11/19
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This policy is intended to prevent accidents and injuries resulting from alcohol or controlled substance use by 
employees who are required to have a commercial driver’s license to perform their duties.  In particular, this 
policy is intended to comply with the district’s obligations under The Omnibus Transportation Act of 1991 and the 
regulations issued by the United States Department of Transportation.

DEFINITIONS
Certain terms used in this policy have the following meaning unless the context plainly shows otherwise:
A. Accident:  Except as provided in section two of this definition, an occurrence involving a commercial motor

vehicle operating on a public road in interstate or intrastate commerce which results in:
1. A fatality,
2. Bodily injury to a person who, as a result of the injury, immediately receives medical treatment away from

the scene of the accident; or
3. One or more motor vehicles incurring disabling damage as a result of the accident, requiring the motor

vehicle to be transported away from the scene by a tow truck or other motor vehicle.
The term “Accident” does not include:
1. An occurrence involving only boarding and alighting from a stationary motor vehicle,
2. An occurrence involving only the loading or unloading of cargo; or
3. An occurrence on the course of operation of a passenger car or a multipurpose passenger vehicle by a motor

carrier and is not transporting passengers for hire or hazardous materials of a type and quantity that require
the motor vehicle to be marked or placarded in accordance with DOT regulations.

B. Alcohol:  The intoxicating agent in beverage alcohol, ethyl alcohol or other low molecular weight alcohols,
including methyl or isopropyl alcohol.

C. Alcohol concentration:  The number of grams of alcohol (e.g., 0.04) in 210 liters of expired deep lung air.
D. “Alcohol confirmation test” means a subsequent test using an EBT (a breath testing device), following

a screening test with a result of 0.02 or greater, that provides quantitative data about the alcohol 
concentration.

E. “Alcohol screening device “ (“ASD”) means a breath or saliva device, other than an EBT, that is
approved by the National Highway Traffic Safety Administration (“NHTSA”) and appears on the Office 
of Drug & Alcohol Policy & Compliance’s web page for “Approved Screening Devices to Measure Alcohol 
in Bodily Fluids” because it conforms to the model specifications from NHTSA.

D.F. Alcohol use:  The consumption of any beverage, mixture, or preparation, including any medication, containing
alcohol.

E.G.BAT:  A qualified breath alcohol technician.
F.H. CDL:  Commercial driver’s license.
G.I. Controlled substance:  Amphetamines, cannabinoids, cocaine, phencyclidine (PCP), hallucinogens,

methaqualone, opiates, barbiturates, benzodiazepines, synthetic narcotics, “designer” drugs, any substance
classified by state or federal law as a “controlled substance” or a metabolite of any of the above substances.

H.K.Driver:   
1. A district employee who is required to have a CDL to perform the employee’s duties.
2. Employees of independent contractors who are required to have CDLs.
3. Owner-operators.
4. Leased drivers.
5. Occasional drivers.

I.L. EBT:  An evidential breath testing device on the National Highway Traffic Safety Administration’s conforming
products list for evidential breath testing devices. means a device that is approved by NHTSA for the 
evidential testing of breath at the .02 and .04 alcohol concentrations, and appears on the Office of Drug & 
Alcohol Policy & Compliance’s web page for “Approved Screening Devices to Measure Alcohol in Bodily 
Fluids” because it conforms to the model specifications available by NHTSA.

J.M.Federal Act:  The federal Omnibus Transportation Testing Act of 1991 and the regulations issued by the
Department of Transportation pursuant to the Federal Act.

K.N.Oklahoma Act:  The Standards For Workplace Drug and Alcohol Testing Act, tit. 40, O.S. (1997 Supp.) 551 et 
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seq. and the regulations issued by the Oklahoma State Board of Health pursuant to the Oklahoma Act.
O. “Initial drug test” means the test used to differentiate a negative specimen from one that requires further

testing for drugs or drug metabolites.
P. “Initial validity test” means the first test used to determine if a specimen is adulterated, diluted, or

substituted.
Q. “Invalid drug test” means the result reported by an HHS-certified laboratory in accordance with the

criteria established by HHS Mandatory Guidelines when a positive, negative, adulterated, or substituted 
result cannot be established for a specific drug or specimen validity test.

R. “Medical review officer” (“MRO”) means a person who is a licensed physician and who is responsible
for receiving and reviewing laboratory results generated by an employer’s drug testing program and 
evaluating medical explanations for certain drug test results.

L.S. Safety-sensitive function:  Any of the following:  time at a facility waiting to be dispatched, unless the driver
has been relieved from duty; time inspecting equipment; driving time; all time other than driving time in
or upon a vehicle; loading and unloading time; time obtaining assistance or remaining in attendance upon 
a disabled vehicle; and time spent providing a breath or urine sample, including travel time to and from a 
collection site.

T. “Screening  Test Technician” (“STC”) means a person who instructs and assists employees in the alcohol
testing process and operates an ASD.

U. “Service Agent” means any person or entity, other than an employee of the employer, who provides
services to employers and/or employees in connection with DOT drug and alcohol testing requirements.

V. “Split Specimen” means a part of the urine specimen that is sent to a first laboratory and retained
unopened, and which is transported to a second laboratory in the event that the employee requests that it 
be tested following a verified positive test of the primary specimen or a verified adulterated or substituted 
test result.

W. “Stand down” means the practice of temporarily removing an employee from the performance of safety-
sensitive functions based only on a report from a laboratory to the MRO of a confirmed positive test for 
a drug or drug metabolite, an adulterated test, or a substituted test, before the MRO has completed a 
verified test.

X. “Substance Abuse Professional” (“SAP”) means a person who evaluates employees who have violated a
DOT drug and alcohol regulation and makes recommendations concerning education, treatment, follow-
up testing and aftercare.

Y. “Substituted specimen” means a specimen with creatinine and specific gravity values that are so
diminished that they are not consistent with human urine.

Z. “Verified test” means a drug test result or validity testing result from a United States Department of
Health and Human Services certified laboratory that has undergone review and final determination by 
the MRO.

PROHIBITIONS
A driver will not be permitted to report to duty or to remain on duty requiring the performance of a safety-sensitive 
function if any of the following is present:
A. Alcohol:

1. The driver has an alcohol concentration of 0.02 or more as measured on a breath test.
2. If the driver:

a. Has an alcohol concentration of 0.04 or more as measured on a breath test.
b. Possesses alcohol at work.
c. Uses alcohol at work.
d. Reports for duty within four hours after alcohol use.
e. Uses alcohol within eight hours after an accident.
f. Refuses to submit to a required alcohol test, the driver cannot return to a safety-sensitive function until:

(1) Evaluated.
(2) Treated, if required, by a substance-abuse professional.
(3) Retested with a result below 0.02.



3. After testing from 0.02 to 0.039 concentration during a pre-employment, post-accident, random, reasonable
suspicion, return-to-work or follow-up test, until:
a. The next scheduled duty period if at least 24 hours have elapsed, or
b. A retest shows the alcohol concentration has fallen below 0.02.

4. The driver displays behavior or appearance characteristic of alcohol misuse.
5. The driver is under the influence of or is impaired by alcohol, as shown by behavioral speech and

performance indicators of alcohol misuse.
6. The driver possesses alcohol while on duty.
7. The driver uses alcohol during duty performance.
8. The driver has used alcohol within the four hours previous to performing duties.
9. The driver has had an accident within the last eight hours and has not taken a breath test showing clearance

from prohibited alcohol levels.
10. The driver has refused to take a breath test for alcohol use.

B. Controlled substances:
1. The driver uses any controlled substance, unless the use is pursuant to a physician’s written certification

stating that the use does not adversely affect the driver’s ability to safely operate a motor vehicle.
2. A supervisor or administrative employee has actual knowledge that a driver has used a controlled

substance.
3. The driver has a verified positive confirmed test for a controlled substance.
4. The driver displays behavior or appearance characteristic of controlled-substance use.

C. Medication:
1. The driver is taking any prescription or non-prescription medication containing alcohol, even if the driver

has notified the driver’s supervisor of the medication use.

PREEMPLOYMENT CONSENT
The School district shall request the driver’s written consent to obtain the following information from DOT-
regulated employers who have employed the driver during the two (2) years before the date of the driver’s 
application to a position requiring safety-sensitive duties:

i. Alcohol tests with a result of 0.04 or higher alcohol concentration;
ii. Verified positive drug tests;
iii. Refusals to be tested (including verified adulterated or substituted drug test results);
iv. Other violations of DOT agency drug and alcohol testing regulations; and
v. Documentation of the driver’s successful completion of return-to-duty requirements (for those

drivers who have violated a drug or alcohol regulation).  If the previous employer does not have this 
documentation, the school district shall request that the driver produce it.

A driver may not perform safety-sensitive functions if s/he refuses to consent in writing to the release of the 
above information.
Drivers are responsible for furnishing the district with accurate information regarding their employment 
history, including accurate identification of all former DOT-regulated employers.
The school district shall maintain a written, confidential record of the information obtained or of the good 
faith efforts made to obtain the information.  This record shall be maintained for three years from the date of 
the driver’s first performance of safety-sensitive functions.
Prior to the driver’s first performance of safety-sensitive functions, the school district shall ask the 
driver whether s/he has tested positive, or refused to test, on any pre-employment drug or alcohol test (1) 
administered by a DOT-regulated employer, (2) in connection with a position for which the driver applied, 
(3) involving the driver’s failure to obtain safety-sensitive transportation work, and (4) over the period of two
years preceding the date of the employee’s application for employment with the school district.  If the driver 
admits to a positive test or a refusal to test within the past two years, the school district shall not allow the 
driver to perform safety-sensitive functions until and unless the driver documents successful completion of 
the return-to-duty process.
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CONSEQUENCES ASSOCIATED WITH PREEMPLOYMENT TESTING
The school district may decline to employ an applicant who fails drug testing, provides false information, or 
who fails to cooperate with the district in procuring testing and test results.  To the extent the applicant has 
been offered employment or placed in an alternate position pending the receipt of test reults, the offer may be 
withdrawn and alternate employment terminated in accordance with the district’s policies and procedures 
applicable to employee termination.

REQUIRED	TESTING
The following testing is required of all drivers:
A. Pre-employment testing:

1. Alcohol:  A driver must pass a test prior to performing a safety-sensitive function.  The test will be made
during the hiring process or immediately before the driver first performs a safety-sensitive function.  A 
driver may not commence the driver’s duties unless the test shows a concentration of less than 0.04.  If the
test shows a concentration of between 0.02 and 0.04, no safety-sensitive duties may be performed for at
least 24 hours.  A pre-employment alcohol test will not be required if:
a. The driver has undergone an alcohol test required by the Federal Act within the previous six weeks and

tested under 0.04, and
b. The driver provides evidence that no prior employer of the driver has records of alcohol misuse within

the previous six months.
2. Controlled substances:  The driver must receive a confirmed negative controlled-substance test result from

a medical officer, except that no testing is required if:
a. The driver has participated within the previous 30 days in a drug-testing program meeting the

requirements of the Federal Act.
b. While participating in the program, either:

(1) Was tested for controlled substances within six months prior to the date of employment
application.

(2) Participated in a random controlled-substance testing program for the 12 months prior to the date
of the employment application, and

c. The driver provides evidence that no prior employer of the driver has records of a violation of
controlled-substance use rules within the previous six months.

B. Post-accident testing:
As soon as practical after an accident, the following tests will be administered:
1. Alcohol:

a. Each surviving driver who was performing safety-sensitive functions with respect to the vehicle, if the
accident involves loss of life, regardless of whether the driver was at fault.

b. Each driver who received a moving traffic violation arising from the accident.
c. The test is to be administered within two hours of the accident.  If the test is not administered within

that time, the driver’s supervisor shall cease attempts to administer an alcohol test and shall prepare a
written report as to why a test was not given.

d. Drivers shall remain readily available for testing.  A driver leaving the scene of an accident without a
valid reason prior to submission to the test may be deemed to have refused to submit to testing.

e. A breath or blood alcohol test conducted by a law enforcement agency will be considered to meet these
requirements if the test meets the requirement of the Federal Act and the results are obtained by the
district.

2. Controlled substances:
a. A test for controlled substances will be administered to those drivers for whom an alcohol test is

required within 32 hours following an accident.  If no test is made within that time period, then no
test will be made and the driver’s supervisor will prepare a written report stating the reasons for not
administering a prompt test.

b. A urine test for controlled substances administered by a law enforcement agency will be considered
to meet these requirements if the test meets the requirements of the Federal Act and the results are
obtained by the district.
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C. Random testing:
Random testing of drivers will be conducted throughout the year.  Selection of the drivers to be tested will be
made by a scientifically valid method, such as random-number table or a computer-based random-generator
matched with drivers’ social security numbers, payroll identification numbers or other comparable identifying
numbers.  Dates for administering unannounced testing shall be unpredictable and spread reasonably through-
out a 12-month period.  Drivers are to be tested while performing safety-sensitive functions, just before
performing those functions, or just after ceasing those functions.
1. Alcohol:  The minimum annual percentage rate for random alcohol testing will be ten percent (10%) of

the average number of driver positions, subject to adjustment of the percentage by the Federal Highway
Administration.

2. Controlled substances:  The minimum annual percentage rate for random testing for controlled substances
will be 50 percent of the average number of driver positions.

D. Reasonable suspicion testing:
Alcohol and controlled-substance testing will be conducted when there is reasonable suspicion to believe that
a driver has violated the prohibitions under Prohibitions of this policy.  Reasonable suspicion shall be based on
specific, contemporaneous, articulable observations concerning the appearance, behavior, speech or body odors
of the driver.  Reasonable suspicion for controlled-substance use may also include indications of the chronic and
withdrawal effects of controlled substances.
1. Alcohol testing is authorized only if the observations are made during, just preceding or just after the period

of the work day that the driver is performing a safety-sensitive function.
2. Persons designated to determine whether reasonable suspicion exists must receive at least 60 minutes of

training on performance indicators of probable alcohol misuse.
3. The required observations shall be made by a supervisor who has received training in detecting the

symptoms of alcohol/controlled-substance misuse.  The supervisor who makes the determination that
reasonable suspicion exists shall not conduct the alcohol test.

4. A written record must be made as to why an alcohol test was not made within two hours following a
determination of reasonable suspicion of misuse.  No test is to be made if eight hours passed after the
determination.

5. A written record will be made of the observations leading to a controlled-substance reasonable-suspicion
test.  The record will be signed by the supervisor who made the observations.  The record will be made
within 24 hours of the observed behavior or before the test results are received, whichever is earlier.

E. Return-to-duty testing:
No one suspected of being under the influence of, or impaired by, alcohol will be permitted to perform a safety-
sensitive function until:
1. An alcohol test shows a concentration of less than 0.02, or
2. Twenty-four hours have elapsed following a determination that there was reasonable suspicion to believe

the driver has violated the rules in this policy against alcohol use.
A driver engaging in conduct prohibited under Prohibitions of this policy shall not return to a safety-
sensitive function without first passing a breath test with a result of alcohol concentration of 0.02 or less.

F. Follow-up testing:
A driver who has been identified by a substance abuse professional as needing assistance in resolving problems
with alcohol/controlled-substance misuse, and who has returned to duty involving the performance of a safety-
sensitive function, will be subject to a minimum of six unannounced follow-up alcohol/controlled-substance
tests over the following 12 months.  The substance abuse professional can direct additional testing during this
period or for an additional period up to a maximum of 60 months.

TEST PROCEDURES
Testing methodology will comply with the requirements of the Oklahoma Act, except that the requirements of the 
Federal Act stated in Test Procedures supersede the provisions of the Oklahoma Act. Alcohol testing must be 
conducted in a location that provides visual and aural privacy to the driver, sufficient to prevent unauthorized 
persons from seeing or hearing the test.
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Alcohol Testing Procedures
1. Initial Alcohol Screening Tests

i. Procedures for an Alcohol Screening Test Using an EBT or Non-Evidential Breath ASD
a. When the driver enters the testing location, the BAT or STT will require the driver to

provide positive identification.  If the driver requests, the BAT or STT will provide positive
identification.  The BAT or STT will explain the testing procedure.  An individually-sealed
mouthpiece is open in the view of the driver and attached to the EBT.  The driver will then
blow into the mouthpiece for at least six (6) seconds or until the device indicates that an
adequate amount of breath has been obtained.  The BAT or STT will show the driver the
displayed test reult.  if the EBT does not provide a printed result, the BAT or STT will
record the test number, date, technician’s name, location and test result

b. If the screening test result is less than 0.02, the BAT or STT will transmit the result in
a confidential manner to the school district’s DER, who is designated by the board of 
education or the school superintendent to receive and handle alcohol test results in a 
confidential manner.

c. If the breath test is 0.02 or higher, a confirmation test is required.

ii. Procedures for an Alcohol Screening Test Using Saliva ASD
a. When the driver enters the testing location, the STT will require the driver to provide

positive identification.  If the driver requests, the STT will provide positive identification.  The 
STT will check the expiration date on the device and show it to the driver.  An individually 
wrapped package containing the device will be opened in the presence of the driver, and the 
driver will be instructed to insert the device into his or her mouth and use it in the manner 
described by the manufacturer.  If the driver chooses not to use the device, the STT must insert 
the device into the driver’s mouth and gather salvia. 

b. If the screening test result is less than 0.02, the STT will transmit the result in a confidential
manner to the school district’s DER who is designated by the board of education or the 
school superintendent to receive and handle alcohol test results in a confidential manner.

c. If the test result is an alcohol concentration of 0.02 or higher, a confirmation test is
required.

2. Alcohol Confirmation Tests
i. All confirmation tests must be conducted using an EBT.  The confirmation test must occur
no less than fifteen (15) minutes after the completion of the screening test and should occur no more  
than thirty (30) minutes after the completion of the screening test.
ii. Before a confirmation test is given, the BAT must conduct a “blank” test on the EBT to
obtain a reading of 0.00.  The remainder of the confirmation test is identical to the screening test for 
EBT’s described in section 1.i.a. above.
iii. If the confirmation test result is lower than 0.02, nothing further is required of the driver.
iv. If the confirmation test result is 0.02 or higher, the driver must sign and date the ATF.  The
BAT will immediately transmit the result to the DER in a confidential manner.
v. Refusal to take a required test has the same consequences as if the driver had tested 0.04
or more.  The following constitutes a refusal to take a test:  (1) failure to appear for any test within 
a time required to appear; (2) failure to provide an adequate amount of saliva or breath for testing 
without a valid medical explanation; (3) failure to cooperate with any part of the testing process; (4) 
failure to sign the alcohol testing form or ATF certification; (5) failure to remain at the testing site 
until the testing process is complete, unless the test is a pre-employment test; (6) failure to undergo 
a medical examination or evaluation due to insufficient breath sampling; (7) leaving the scene of a 
accident before being tested, except when reasonably necessary to receive medical treatment.

Controlled Substances Testing Procedures
1. Procedures for Collection of Urine Specimens

i. All urine collections must be split specimen collections
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ii. The school district must direct an immediate urine collection under direct observation with
no advance notice to the driver, if:

a. the laboratory reported to the Medical Review Officer (“MRO”) that a specimen is invalid
and the MRO has reported that there is not an adequate medical explanation for the result; 
or

b. the MRO reported that the original positive, adulterated, or substituted test result had to be
cancelled because the test of the split specimen could not be performed;

c. the laboratory reported to the MRO that the speciment was negative-dilute with a
creatinine concentration greater than or equal to 2 mg/dL, and the MRO reported the 
specimen as negative-dilute and that a second collection must take place under direct 
observation.

iii. The school district must direct a collection under direct observation of a driver if the drug
test is a return-to-duty test or a follow-up test.
iv. A driver must receive an explanation of the reasons for a directly observed collection.
v. If a driver declines to allow a directly observed collection, that driver will be considered to
have refused to test.

2. Procedures for Testing of Urine Specimens
i. Testing of urine samples for controlled substances shall be performed by a laboratory
certified by the federal Department of Health and Human Services (“DHHS”) under the National 
Laboratory Certification Program.
ii. Controlled substance testing may only be performed for the following five drugs or classes of
drugs:  (a) marijuana metabolites, (b) cocaine metabolites, (c) amphetamines, (d) opioid metabolites, 
and (e) phencyclidine (PCP).
iii. If the driver requests a test of a split specimen, the first laboratory will ship the unopened
split specimen to a second DHHS-approved laboratory for testing.  If the test of the split specimen 
fails to confirm the presence of a controlled substance, the entire test is cancelled.
iv. The driver must request a split specimen test verbally or in writing within 72 hours of being
notified of a verified positive drug test or refusal to test because of adulteration or substitution.
v. If a driver does not make a request within 72 hours, the driver may present information
to the MRO documenting that serious injury, illness, lack of actual notice of the verified test result, 
inability to contact the MRO, or other circumstances unavoidably prevented the driver from making 
a timely request.
vi. If a driver makes a timely request for a split specimen test, the school district must ensure
that the MRO, first laboratory and second laboratory perform the split-specimen testing functions 
in a timely manner.  If necessary, the school district must pay for the split speciment testing and seek 
reimbursement from the driver.
vii. The MRO will report split speciment test results to the DER and driver.
viii. The laboratory will report results directly to the MRO.  The laboratory will not report the
results to anyone else.
ix. When the MRO receives a confirmed positive, adulterated, substituted, or invalid test result
from the laboratory, the MRO will attempt to contact the driver to determine whether the driver 
wants to discuss the test result.  If the MRO cannot reach the driver after reasonable efforts to do so, 
the MRO must contact the DER but cannot tell the DER that the driver has a confirmed positive, 
adulterated, substituted, or invalid test result.  The DER must then attempt to contact the driver.  
If the DER makes contact with the driver, the DER should simply direct the driver to contact the 
MRO immediately and inform the driver of the consequences of failing to contact the MRO within 
the next 72 hours.  If the DER is unable to reach the driver after making three (3) attempts, spaced 
reasonably, over a 24-hour period, then the DER may place the driver on temporary medically 
unqualified status or medical leave.  Documentation must be kept by the DER of any actual and/
or attempted contacts with the driver, including the dates and times of the contacts.  If the DER is 
unable to contact the driver within the 24-hour period, the DER must leave a message for the driver 
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by voice mail, e-mail or letter to contact the MRO and inform the MRO of the date and time of this message. 
x. Confirmation testing for controlled substances will be performed in accordance with the Oklahoma Act,
except when the Oklahoma Act conflicts with Federal law.
xi The MRO may conduct additional testing of a specimen as authorized by the DOT if doing so is necessary to 
verify a test result.
xii. The MRO must verify a confirmed positive test result for marijuana, cocaine, amphetamines, semi-synthetic
opiods (i.e. hydrocodone, hydromorphone, oxycodone, and oxymorphone) and/or PCP unless the driver presents 
a legitimate medical expanation for the presence of the drug(s) metabolite(s) in her or his system.  In determining 
whether an employee’s legally valid prescription consistent with the Controlled Substance Act for a substance in the 
categories constitutes a legitmate medical explanation, the MRO must not question whether the prescribing physician 
should have prescribed the substance.
xiii. The MRO must verify a confirmed positive test result for opiates in the following circumstances:

a. The MRO must verify the test result positive if the laboratory confirms the presence of 6-acetylmorphine
(6-AM in the specimen)

b. In the absence of 6-AM, if the laboratory confirms the presence of either morphine or codeine at 15,000 ng/
mL, or above, the MRO must verify the test result positive unless the employee presents a legitmate medical 
explanation for the presence of the drug(s) metabolite(s) in her or his system.

c. For all other opiate positive results, the MRO must verify a confirmed positive test result for opiates only if
they determine that there is clinical evidence, in addition to the urine test, of unauthorized use of any opium, 
opiate or opium derivate.

xiv. As part of the verification decision, the MRO must conduct a medical interview that includes reviewing the
driver’s medical history and any other relevant biomedical factors presented by the driver, as well as directing the 
driver to undergo further medical evaluation.
xv. DOT tests must be completely separate from non-DOT tests in all respects, and DOT tests must take priority
over non-DOT tests.  DOT tests must be completed before a non-DOT test is begun.  The results of a DOT test shall 
not be disregarded or changed based on the results of a non-DOT test.

A. Alcohol breath testing must be performed by a qualified breath alcohol technician (BAT) who has completed a course of
instruction approved by the federal Department of Transportation.  The district will establish and retain documentation of the
training and proficiency of each BAT.  The demonstrated proficiency must be specific as to particular breath testing models.  A 
BAT-qualified supervisor of a driver may conduct an alcohol test for that driver only if another BAT is not available to perform
the test in a timely manner.

B. Law enforcement officers certified by their agencies to conduct breath alcohol testing are deemed to be qualified as BATs.
C. If a non-employee BAT other than a law enforcement officer is used for a breath alcohol test, the non-employee BAT must furnish

a certificate that the BAT has completed a course of instruction approved by the federal Department of Transportation for the
particular breath testing device.

D. EBTs which do not meet the requirements for confirmation tests (sequential numbering and print-out capability) may be used for
screening tests.  Non-evidential breath screening devices (breath tubes) may not be used.  If an EBT used for screening does not
meet all of the requirements for a confirmation EBT device, a log book must be used with the screening EBT.

E. EBTs used for confirmation testing must be capable of:  providing triplicate copies of each test; assigning a unique and sequential
number to each test; being read by the BAT and the employee before each test and the test result being printed out on each copy;
and printing out on each copy the manufacturer’s name for the device, the device’s serial number, and time of the test.  The device
must be able to distinguish alcohol from acetone at the 0.02 alcohol concentration level.  The EBT must be capable of performing
an external calibration check.

F. A screening or confirmation EBT must have a quality assurance plan developed by the manufacturer.  The district will comply
with the plan.  This will involve:  external calibration checks; removing the EBT from service if it fails a check; and maintaining
records of external calibration.  The external calibration must be performed by the manufacturer or a state health agency.  If
the EBT is owned by a third party, the district will require a written certification that the third party is familiar with these
requirements and will be responsible for compliance.  The district will require that the third party’s compliance records will be
available for inspection by representatives of the district.

G. Alcohol testing must be conducted in a location that provides visual and aural privacy to the driver, sufficient to prevent
unauthorized persons from seeing or hearing the test.  When the driver enters the testing location, the BAT will require the driver
to provide positive identification.  If the driver requests, the BAT will provide positive identification.  The BAT will explain the
testing procedure.  An individually sealed mouthpiece is opened in the view of the driver and attached to the EBT.  The driver
will then blow into the mouthpiece for at least six seconds.  If the EBT does not provide a printed result, the BAT will record the
test number, date, BAT’s name, location and test result in a log book.  The driver will initial the log book.  If the EBT provides a



printed result, the result is either:
1. Printed on the testing form, or
2. Affixed to the form with tamper-evident tape.
If the test result is less than 0.02, the BAT will transmit the result in a confidential manner to a district 
representative designated by the Board of Education or the Superintendent for the purpose of receiving and 
handling alcohol test results in a confidential manner.

H. Refusal to take a required test has the same consequences as if the employee had tested 0.04 or more.  The
following also constitute refusal to take a test:  failure to provide adequate breath for testing without a valid
medical explanation; engaging in conduct that clearly obstructs the testing process; failure to sign the alcohol
testing form; leaving the scene of an accident before being tested (except when reasonably necessary to receive
medical treatment); or refusal to take a confirmation test after an initial positive screening test.

I. If the breath test is 0.02 or more, a confirmation test is required.  The confirmation test must be conducted
within 20 minutes of the initial test.  Before a confirmation test is given, the BAT must conduct a “blank” test
on the EBT to obtain a reading of 0.00.  Confirmation testing for controlled substances will be performed in
accordance with the Oklahoma Act, except that gas chromatography/mass spectrometry is the only acceptable
confirmation method for cocaine, marijuana, opiates, amphetamines, and phencyclidine.

J. Testing urine samples for controlled substances must be performed by a laboratory certified by the federal
Department of Health and Human Services.  If the driver requests a test of a split specimen, the first laboratory
will ship the unopened split sample to a second DHHS-approved laboratory for testing.  If the test of the split
sample fails to confirm the presence of a controlled substance, the entire test is canceled.

K. A confirmed positive controlled-substance test must be reviewed by a medical review officer before the test
results are transmitted to the district.  The medical review officer must be a licensed physician (M.D. or D.O.)
who has knowledge of substance abuse disorders and has appropriate medical training to interpret and evaluate
the test results, the driver’s medical history, and any other relevant biomedical information, including possible
alternative medical explanations.

REFERRAL AND TREATMENT
Drivers testing for more than 0.04 alcohol concentration, possessing alcohol at work, using alcohol at work, working 
within four hours after alcohol use, using alcohol within eight hours after an accident, refusing to submit to required 
alcohol or controlled-substance tests or showing use of controlled substances shall be advised of the resources 
available to the driver in evaluating and resolving problems associated with alcohol/controlled-substance misuse, 
including the names, addresses and phone numbers of substance abuse professionals and counseling and treatment 
programs.  These drivers will be evaluated by a substance abuse professional who shall determine what assistance, 
if any, the driver needs in resolving problems associated with alcohol/controlled-substance misuse.  The driver will 
not be permitted to return to work until receiving a test result of less than 0.02 alcohol concentration if the conduct 
involved	alcohol,	or	a	controlled-substance	test	with	a	confirmed	negative	result	if	the	conduct	involved	substance	
abuse.		If	the	driver	is	identified	as	needing	assistance	in	resolving	problems	associated	with	alcohol/controlled-
substance misuse, the driver must be evaluated by a substance abuse professional to determine that the driver has 
properly followed the prescribed rehabilitation program, and the driver must be subject to unannounced follow-up 
alcohol and controlled-substance tests on return to duty as stated above.
These requirements do not apply to drivers refusing to be tested or drivers having a pre-employment test of 0.04 or 
more.  

MANAGEMENT INFORMATION SYSTEM
The district will prepare an annual calendar year summary of its alcohol testing program.  The report will be 
submitted in accordance with the Federal Act by March 15 for the prior year.  The report will contain the statistical 
data required by the Federal Act.

EDUCATIONAL MATERIALS
Each driver must receive educational materials that explain the alcohol misuse prevention requirements; the  
district’s policies and procedures; the identity of a contact person knowledgeable about the materials; factual 
information	on	the	effects	of	alcohol/controlled-substance	misuse	on	personal	life,	health	and	safety;	where	help	can	
be obtained, including the district’s Employee Assistance Program; categories of employees subject to testing; what 
functions are covered by the policy; a description of prohibited conduct and the circumstances that trigger testing, 
testing procedures and safeguards; what constitutes a refusal to submit to testing and the consequences; signs and 
symbols of an alcohol/controlled-substance problem; consequences for drivers with an alcohol test level of 0.02 or 
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more	but	less	than	0.04;	and	the	consequences	of	violating	the	rules.		The	staff	will	prepare	appropriate	educational	materials.

MAINTENANCE OF RECORDS
The district shall maintain records of its alcohol/controlled-substance misuse prevention program.  The period of retention for 
these records shall be: 
A. Five years:

Records of driver alcohol/controlled-substance tests with confirmed positive results; documentation of refusal to take
required tests; calibration tests for EBTs; and driver evaluation and referrals.

B. Two years:
Records relating to controlled-substance collection and training.

C. One year
Records of negative controlled-substance test results.
Upon written request, a driver is entitled to obtain copies of any district records concerning the driver’s use of alcohol/
controlled substances, including test results.

DISCIPLINARY ACTION
Employees	who	violate	the	prohibitions	in	the	Prohibitions	section	of	this	policy	or	have	a	confirmed	alcohol	breath	test	of	
0.02	or	more	while	performing	safety-sensitive	functions	or	who	have	a	confirmed	positive	controlled-substance	test	will	be	
subject to disciplinary action, including termination.

OTHER POLICIES
This policy does not supersede any other district policy pertaining to alcohol or controlled-substance use by district 
employees,	except	to	the	extent	that	this	policy	is	specific	to	drivers	performing	safety-sensitive	functions.	To	the	extent	
permitted by federal law, this policy is to be interpreted consistent with the Oklahoma Act.

Revised 6/10/96 
Revised 12/14/98
Revised 1/14/02
Revised 12/10/07
Revised 12/9/13
Revision Proposed - 11/11/19



CARE OF EQUIPMENT AND BOOKS 4031

All employees should exercise supervision over the furniture, equipment, computers, books and supplies in their 
rooms and shall not remove district-owned items from the room without administrative approval.  If delivered, 
subscriptions, equipment, book and material orders shall be delivered to a district address.

LOANING	OF	EQUIPMENT
A. Instructional and related items:

All instructional equipment or related items are not to be loaned by the teacher to any person, groups, or
organizations without written consent of the building principal, director, or Executive Director of Technology.

B. Maintenance and custodial items:
All maintenance, transportation, food service and custodial items will not be loaned, except in extreme
emergencies, without written consent of the Superintendent, Associate Superintendent, or the Assistant
Superintendent. for Support Services.

Revised 6/10/96
Revised 12/8/97
Revised 12/14/98
Revised 12/13/99
Revised 1/8/01
Revised 12/13/04
Revised 2/12/07
Revised 11/8/10
Revision Proposed - 11/11/19



FORMAL GRIEVANCE PROCEDURE FOR FILING, PROCESSING, 4047
AND RESOLVING ALLEGED DISCRIMINATION COMPLAINTS

A. DEFINITIONS
1. Discrimination Grievance - A formal written complaint alleging any policy, procedure or practice which 

discriminates on the basis of race, age, color, religion, national origin, genetic information, pregnancy, 
gender, gender expression or identity (including sexual harassment), sex, sexual orientation, qualified 
disability or veteran status.  Grievances forms are available from the  can be turned into the Human 
Resource’s office of or to the district’s Title IX, ADA, Title VII/ADEA and 504 coordinators. and will be 
available in the district Human Resources office and on the intranet.

2. Grievant - An employee or other non-student of the district who submits a grievance alleging discrimination 
based on race, age, color, religion, national origin, genetic information, pregnancy, gender, gender 
expression or identity (including sexual harassment), sex, sexual orientation, qualified disability or veteran 
status.

3. Title IX, ADA, Title VII/ADEA and 504 Coordinator(s) - The person(s) designated to coordinate efforts to     
comply with and carry out responsibilities under Title IX of the Education Amendments of 1972;
the Americans with Disabilities Act; Title VII of the Civil Rights Act of 1964, as amended; the Age 
Discrimination in Employment Act; Section 504 of the Rehabilitation Act of 1973 and any other state
and federal laws addressing equal educational opportunity.  The coordinator under Title IX, ADA, Title VII/
ADEA and 504 may be included in procedures and hearings conducted pursuant to this policy.  The 
coordinator of each statutory scheme may be the same person or different persons.

4. Respondent - The person alleged to be responsible for the violation contained in the grievance.  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 grievance.

5. Day - A working day when the district’s main administrative offices are open.  The calculation of days in 
complaint processing shall exclude Saturdays, Sundays and legal holidays.

6. Executive Director of Human Resources - Where referred to in policy, the role or activity may be performed 
by the Director of Human Resources.

7. Representative - a non-attorney representative may accompany grievant at any/all hearings.  At the Board of 
Education hearing, attorney representation is permitted.

B. RESOLUTION PRIOR TO FILING FORMAL GRIEVANCE
Prior to the filing of a formal grievance, the employee or other non-student is encouraged to visit with the 
Executive Director of Human Resources or the district’s Title IX, ADA, VII/ADEA or 504 coordinator or any 
other district administrator, and reasonable effort should be made to resolve the problem or complaint pursuant 
to applicable Board of Education policies.  (Board Policies #4044 and #4046)

C. FILING AND PROCESSING FORMAL DISCRIMINATION GRIEVANCES
1. Grievant:  Submits grievance to the Executive Director of Human Resources stating name, nature and date 

of alleged violation; names of persons responsible (where known) and requested action.  Whenever 
possible, it is encouraged that grievances be filed within 30 days of the alleged violation.  Grievances may 
be submitted electronically through email or delivered in person in hard copy.  forms are available from 
the office of the district’s Title IX, ADA, VII/ADEA and 504 coordinator(s) and in the district Human 
Resources office.

2. Executive Director of Human Resources:  Notifies respondent within ten days and asks respondent to:
a. Confirm or deny facts;
b. Indicate acceptance or rejection of grievant’s requested action; or
c. Outline alternatives.

3. Respondent:  Submits written answer within ten days to the Executive Director of Human Resources.
4. Executive Director of Human Resources:  Within ten days after receiving respondent’s answer, Executive 

Director of Human Resources notifies the respondent and grievant of the date of a hearing to be conducted 
with the grievant, the respondent and the Executive Director of Human Resources.

5. Executive Director of Human Resources and respondent:  Hearing is conducted.  Testimony of grievant and 
respondent may be scheduled separately, if deemed appropriate by the Executive Director of Human 
Resources.

6. Executive Director of Human Resources:  Issues within ten days after the hearing a written decision to the 
grievant and respondent.

7. Grievant or respondent:  If the grievant or respondent is not satisfied with the decision, he/she must notify 
the Executive Director of Human Resources within ten days and request, in writing, a hearing with the
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Superintendent.
8. Executive Director of Human Resources:  Schedules a hearing with the grievant, respondent and

Superintendent and notifies grievant and respondent of the date of the hearing within ten days of receipt of
the request for the hearing.

9. Superintendent, grievant, respondent and Executive Director of Human Resources:  Hearing is conducted.
10. Superintendent:  Issues a written decision within ten days following the hearing.
11. Grievant:  If the grievant or respondent is not satisfied with the decision, he/she must notify the Executive

Director of Human Resources, in writing, within ten days and request a hearing with the Board of
Education.

12. Executive Director of Human Resources:  Notifies Board of Education, in writing, within ten days after
receiving request.  Executive Director of Human Resources schedules hearing with the Board of Education.
Hearing is to be conducted within 30 days from the date of notification to the Board of Education.

13. Hearing held by the Board of Education, grievant, respondent and Executive Director of Human Resources;
and the Board of Education issues a final decision at the hearing regarding the validity of the grievance and
any action to be taken.

D. 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 date that complaint is filed until complaint is resolved
shall be no more than 180 days.

2. Access to Regulations:  Upon request, the district shall provide copies of any district regulations prohibiting
discrimination on the basis of race, age, color, religion, national origin, genetic information, pregnancy,
gender, gender expression or identity (including sexual harassment), sex, sexual orientation, qualified
disability or veteran status.

3. Confidentiality during investigation:  Confidentiality will be maintained to the extent possible, but during
the course of the investigation, interviewing of witnesses and the explanation of allegations to respondent,
some information regarding the grievance may necessarily be disclosed.

4. Confidentiality of Documents:  Complaint documents will remain confidential, to the extent allowed
by law, unless permission is given by the parties involved to release such information.  All complaint
documents will be kept separate from any other records of the district.  No complaint document shall be
entered in any personnel file unless adverse employment action is taken against an employee.  Complaint
documents shall be maintained on file for three years after complaint resolution.

5. Grievant may bring his/her union representative to hearings under this policy.

Adopted 12/13/99 UCTA Procedural Agreement, V
Revised 1/8/01 USPA 3.14
Revised 12/13/04
Revised 2/12/07
Revised 12/10/07
Revised 12/14/15
Revised 11/14/16
Revised 12/11/17
Revision Proposed - 11/11/19



SUBSTITUTE TEACHERS 4060

All substitute teachers will be employed through the Education Service Center.  Building principals and teachers 
will submit the proper forms in a timely manner via the district’s substitute placement and leave request systems.  
Substitutes will be paid in accordance with district pay calendar. Warrants/checks will be issued on a bi-monthly 
basis for those who are substituting.
Although	efforts	will	be	made	to	place	certified	substitutes	in	classrooms, effective November 1, 2012, the Board 
of Education authorizes the placement of a non-certified substitute in the same assignment for up to and including 
ninety (90) days 135 days per school year if the substitute does not have a current or lapsed expired teaching 
certificate or bachelor’s degree, or 145 days if the substitute has a lapsed/expired certificate or possesses a 
bachelor’s degree, with a maximum of 145 days in the same assignment;  or no limit on the number of days 
within the district or in the same assignment if the substitute holds a valid certificate and further authorizes 
the Superintendent, Deputy Assistant Superintendent, Associate Superintendent, or Executive Director of Human 
Resources the ability to grant an appropriate number of days above 90 135 or 145 that may be warranted by the 
specific circumstances.

Revised 6/10/96
Revised 12/8/97
Revised 12/13/04
Revised 8/13/12
Revised 12/10/12
Revised 12/11/17
Revision Proposed - 11/11/19



CERTIFICATION, LICENSING, AND HIGHLY 4062
QUALIFIED STATUS 

It	is	the	responsibility	of	the	employee	to	meet	the	qualifications	for	any	license,	certification,	or	highly	qualified	
status	required	in	order	to	hold	the	position	assigned.		Any	license	or	certification	required	must	be	kept	valid	and	
up-to-date	to	qualify	for	continued	employment.		State	school	law	requires	a	valid	certificate	before	salary	can	be	
paid	as	a	certified	teacher.		Unless	otherwise	specified	by	law, pursuant to Board Policy #4050, a teacher without 
valid, current Oklahoma certification on file* in the Human Resources Department will be transferred to long-term 
substitute status and paid as a long-term substitute and, effective November 1, 2012, may not teach for more than 
90 135 days in the classroom (with the same group of students) except under circumstances specifically authorized 
by the Superintendent, Deputy Assistant Superintendent, Associate Superintendent, or the Executive Director of 
Human Resources.  The Board authorizes these individuals to determine the appropriate number of additional days 
above 90 135 that may be granted under specific circumstances warranting such extension.
Any such long-term substitute who has not provided a valid, official certificate to the Human Resources Department 
by the 90th 135th day of any classroom assignment will be removed from the assignment unless an extension 
of days has been authorized by one of the individuals listed above.  Upon receipt of a valid, official Oklahoma 
certificate in the Human Resources Department, the long-term substitute teacher may be transferred back to teacher 
status at teacher pay.
New hire teacher candidates recommended for open teaching positions with the district, whose certification* is 
pending, if hired by the district will be hired as non-certified, long-term substitute teachers at long-term substitute 
pay until a valid, official Oklahoma Certificate is provided to the Human Resources Department.  Upon receipt of 
a valid, official Oklahoma certificate in the Human Resources Department, the long-term substitute teacher may 
be transferred to teacher status at teacher pay.  Any such long-term substitute who has not provided a valid, official 
certificate to the Human Resources Department by the 90th 135th day of any classroom assignment will be removed 
from the assignment, with no obligation by the district to hire the candidate as a teacher at any future date unless an 
extension of days has been authorized by one of the individuals listed above.

* Valid certification requires specific certification endorsement(s) that are required by the Oklahoma State
Department of Education to teach the subject/grade level of the classroom assignment.
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TEACHER RESIDENCY PROGRAM 4065

For compliance with Oklahoma law and the guidelines and requirements of the Oklahoma State Department of 
Education regarding the Teacher Residency Program, the Board of Education designates the following positions as 
the Oversight Committee for the Teacher Residency Program for Union Public Schools:

Superintendent,
Associate Superintendent,
Senior Executive Director of Teaching and Learning Assistant Superintendent
Executive Director of Elementary Education,
Executive Director of Secondary Education,
Executive Director of Human Resources, and
Director of Professional Learning.

The Board specifically delegates authority to the Teacher Residency Oversight Committee for the development 
and oversight of the Teacher Residency Program.  Authority of the Oversight Committee includes the authority 
to determine the specifics of the Residency Program, to determine the member types to make up the Residency 
Committees for resident teachers in the district, and to appoint Residency Committees.  The Oversight Committee 
is further authorized to delegate aspects of the administration of the Residency Program and may specifically 
delegate to school site administrators the appointment of Residency Committees for resident teachers at the school 
sites.  Input from the Union Classroom Teachers Association will be considered in developing and administering the 
Teacher Residency Program.
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SICK LEAVE 4080

Sick leave is allowed for sickness, injury, pregnancy, childbirth or recovery from childbirth, medical, surgical, dental 
or optical examination or treatment; when an employee’s presence at work would jeopardize the health of others 
because of exposure to contagious disease; or accidental injury or illness in the immediate family.  The immediate 
family	shall	be	defined	as	the	employee’s	spouse,	child,	parent,	parent-in-law,	legal	dependent,	or	persons	currently	
residing in the immediate household.  Accumulated sick leave may also be used for the serious illness of a sibling, 
grandparent, or grandchild.

CERTIFIED EMPLOYEES
Certified	employees	shall	earn	sick	leave	according	to	the	following	schedule:

Ten-month employees 10 days per year
Eleven-month employees 11 days per year
Twelve-month employees 12 days per year

Sick	leave	for	certified	employees	shall	be	credited	at	the	beginning	of	the	school	year.		If	a	certified	employee’s	
effective	date	of	employment	is	not	at	the	beginning	of	the	school	year,	the	employee	shall	immediately	be	credited	
sick	leave	in	an	amount	equal	to	one	day	for	each	month	to	be	worked	between	the	effective	date	of	employment	and	
the end of the contract year. 
Upon	retirement,	severance	or	termination,	certified	employees	who	have	been	continuously	employed	in	the	Union	
School District for the last ten years or more in a sick-leave qualifying position are eligible to be paid for unused 
sick days in accordance with the negotiated UCTA Master Contract.
Upon	retirement,	severance	or	termination,	the	Board	of	Education	will	pay	all	certified	personnel	at	the	rate	of	$50	
per day for unused sick leave up to 120 days accumulated while employed at Union Public Schools.  Only days 
accumulated while continuously employed at Union Public Schools will be eligible for payment.  Transferred-in sick 
leave days from any source, including sick leave accumulated from prior service with Union Public Schools, will not 
be eligible for payment.  
Upon	retirement,	severance	or	termination,	the	Board	of	Education	will	pay	all	certified	employees	at	the	rate	of	$65	
per day for unused sick leave accumulated in excess of 120 days.  These days will be maintained by the district until 
employment ends and will not be available for employee sick leave or donation leave use.  
Current sick leave balance could include the cap of 120 days, plus ten sick days for the current school year, plus any 
unused personal leave days from the previous year.  Sick leave in excess of the maximum amount available for use 
will be maintained by the district but will not be available for use by the employee.
Only days currently accumulated while continuously employed at Union Public Schools will be eligible for 
payment.  For the exclusive purpose of retention of leave balances, a leave of absence granted by the Union Board 
of Education shall not be considered as an interruption of employment.
Any qualifying, terminating employee who wants to retain sick days for the purpose of transferring the sick days 
to another school district for the next school year (rather than having the days automatically paid out), must request 
in writing to the Director of Payroll that sick days be retained for the purpose of allowing the employee to transfer 
the sick days to another school district for the next school year.  The written request to retain sick days must be 
received by the Director of Payroll no later than thirty (30) days after the employee’s notice of retirement, severance, 
resignation or other termination is received by the Human Resources Department.

SUPPORT EMPLOYEES
Full-time and part-time support employees shall earn sick leave at the rate of one day per month or a proportionate 
amount	based	on	the	number	of	hours	consistently	scheduled	to	work	for	a	five-day	work	week	as	per	the	negotiated	
USPA Master Contract.  A support employee’s initial hire date will be used to determine the number of sick-leave 
days	earned	during	the	first	year.		This	benefit	will	be	credited	at	the	rate	of	one	day	per	month	or	one	month’s	
proportion of the total annual amount.  Provisional support employees will not accrue sick leave.
Sick leave shall accumulate up to 120 days (plus current school year’s accrual) for full-time support employees.  For 
accumulation purposes, one day equals up to 8 hours for full-time employees based on regular work schedule as per 
the HR100.  Part-time support employees shall accumulate sick leave for a proportionately equal number of hours 
up to a maximum of up to 690 hours.  One (1) day equals up to 5.75 hours based on the regular work schedule as 
per the HR100.  On June 30 of each year, any sick leave balance available for use by the employee exceeding the 
maximum will be reduced to 120 days for full-time employees and 690 hours for part-time employees.  Sick leave in 
excess of the maximum amount available for use by the employee will be maintained by the district but will not be 
available for use by the employee.  If an employee transfers from full-time to part-time, he/she will forfeit sick leave 
in excess of maximum accrual for part-time employees.  Sick leave may be taken in 15 one (1) minute increments.
A support employee with ten or more consecutive years vested in the district in a sick-leave qualifying position, 
upon termination, shall qualify to receive payment for unused sick leave up to the cumulative cap at the rate of $40 
per day for 8-hour employees or $5.00 per hour for less than 8-hour employees for unused sick days up to 120 days 
and at the rate of $48 per day for 8-hour employees or $6.00 per hour for less than 8-hour employees for unused 
sick days in excess of 120 days.  No employee shall be reimbursed for any unused sick leave which the employee 
transferred in from another school district or elects to transfer to another school district.



SICK LEAVE (Continued) 4080

Any qualifying, terminating employee who wants to retain sick days for the purpose of transferring the sick days 
to another school district for the next school year (rather than having the days automatically paid out), must request 
in writing to the Director of Payroll that sick days be retained for the purpose of allowing the employee to transfer 
the sick days to another school district for the next school year.  The written request to retain sick days must be 
received by the Director of Payroll no later than thirty (30) days after the employee’s notice of retirement, severance, 
resignation or other termination is received by the Human Resources Department.

ADMINISTRATORS
Sick leave earned at Union Public Schools for administrators shall be earned at the rate of one day per month.  An 
administrator’s	initial	hire	date	will	be	used	to	determine	the	number	of	sick-leave	days	to	be	earned	during	the	first	
year.		Sick	leave	for	administrators	shall	be	credited	at	the	beginning	of	the	fiscal	year.		The	administrator	shall	be	
eligible	immediately	for	sick	leave	in	an	amount	equal	to	one	day	for	each	month	to	be	worked	between	the	effective	
date of employment and the end of the contract year. 
Payment for accumulation of and reimbursement for unused sick leave for administrators shall be made as per the 
negotiated UCTA Master Contract.
All administrators are eligible, provided they have been continuously employed in the Union Public School 
District for ten years or more in a sick-leave qualifying position, for payment of unused sick leave upon retirement, 
severance or termination.  Unused sick leave up to 120 days accumulated while employed in the district will be at 
the rate of $50 per day and accumulated but unused sick leave in excess of 120 days accumulated while employed in 
the district will be at the rate of $65 per day.  Only days accumulated while continuously employed at Union Public 
Schools	for	ten	years	will	be	eligible	for	payment	unless	specifically	approved	otherwise	by	the	Board	of	Education	
and as allowed by state law.  Except days earned in the current year and personal leave accumulated but unused in 
the prior year, sick leave days accumulated in excess of 120 days will be maintained by the district but will not be 
available for employee sick leave or donation leave use.
Any qualifying, terminating employee who wants to retain sick days for the purpose of transferring the sick days 
to another school district for the next school year (rather than having the days automatically paid out), must request 
in writing to the Director of Payroll that sick days be retained for the purpose of allowing the employee to transfer 
the sick days to another school district for the next school year.  The written request to retain sick days must be 
received by the Director of Payroll no later than thirty (30) days after the employee’s notice of retirement, severance, 
resignation or other termination is received by the Human Resources Department.

TRANSFER OF SICK LEAVE
Unused sick leave earned in another Oklahoma school district may be transferred to Union Public Schools provided 
the employee is employed the next succeeding school year.  By law, the district cannot accept the transfer of sick 
days when the employee does not submit paperwork to transfer his/her sick days within the fiscal year following 
his/her previous school employment.  Such	sick-leave	days	transferred	to	the	district	shall	be	used	first	in	the	
case	of	illness	and	shall	not	be	eligible	for	reimbursement	upon	separation	from	the	district.		Certified	employees	
and administrators may transfer in a maximum of 120 days of sick leave.  Support employees may transfer in a 
maximum of 120 days of sick leave.
At separation from district service, employees shall not be reimbursed for unused sick leave which they elect to 
transfer to another school district.
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USE OF CELL PHONES WHILE DRIVING DISTRICT- 4095
OWNED OR DISTRICT-SUPPLIED VEHICLES

In order to minimize safety risks to students caused by the distraction of an employee driver, the district prohibits 
the use of utilizing cell phones or other technical communication electronic devices other than bus radios while 
driving,.  tThe district prohibits cell phone usage by employees driving district-owned or district-supplied vehicles 
when students are passengers.

Employees who are driving district-owned vehicles or district-supplied vehicles, or who are driving on district 
business are prohibited from using a hand-held electronic communication device to manually compose, send, or read 
an electronic text message while the motor vehicle is in motion.

A violation of this policy can result in disciplinary action up to and including termination of employment.
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NON-DISCRIMINATION 5000

It is the policy of the Union Public School District to provide equal opportunities without regard to race, age, 
color, religion, national origin, pregnancy, gender, gender expression or identity, sex, sexual orientation,	qualified	
disability, genetic information, or veteran status in its educational  programs and activities, in access to them, or in 
any	aspect	of	their	operations.		This	includes,	but	is	not	limited	to,	admissions,	educational	services,	financial	aid,	
and employment.  
This notice is provided as required by Title II of the Americans with Disabilities Act (ADA) of 1990 and Section 504 
of	the	Rehabilitation	Act	of	1973.		Questions,	complaints	or	requests	for	additional	information	regarding	the	ADA,	
Section 504, Title VII/Age Discrimination in Employment Act (ADEA), Genetic Information Nondiscrimination Act 
(GINA), and/or Title IX may be forwarded to the designated ADA/GINA, Section 504, Title VII/ADEA and/or Title 
IX compliance coordinators, the site principal or other district administrator.  Students and parents may also bring 
complaints	to	the	assistant	principal,	counselor,	nurse,	or	a	teacher.		The	administrator	or	staff	member	notified	shall	
immediately report the complaint to the site principal.  The site principal shall notify the appropriate coordinator 
listed below during regular business hours:

ADA/GINA Coordinator Section 504 Coordinator 
Director of Human Resources Director of Special Services
Union Education Service Center Union Education Service Center
8506 E. 61st Street 8506 E. 61st Street
Tulsa OK  74133 Tulsa OK  74133
918-357-4321 918-357-4321

Title VII/ADEA Coordinator Title IX Coordinator 
Executive Director of Human Resources Director of Athletics/
Union Education Service Center      Sr. Executive Director of Teaching & Learning

     Assistant Superintendent 
8506 E. 61st Street Union Multipurpose Activity Center
Tulsa OK  74133 6836 S. Mingo Rd.
918-357-4321 Tulsa, OK  74133

918-357-7481 / 918-357-4321

This notice will be made available in large print, on audio tape, and in Braille upon request.
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AIDS/HIV AND OTHER COMMUNICABLE DISEASES 5013

Acquired	Immune	Deficiency	Syndrome	(AIDS)	is	one	of	a	number	of	communicable	diseases	which	require	special	
precautions to prevent transmission in the school environment.  Because there is no cure for AIDS and because it is 
a life-threatening disease, it is imperative that specialized procedures be followed in the management of a student 
who	is	diagnosed	as	a	carrier	of	the	Human	Immunodeficiency	Virus	(HIV).		This	policy	addresses	admission	and	
management	of	students	with	Acquired	Immune	Deficiency	Syndrome	(AIDS).

NATURE OF THE VIRUS
AIDS	is	a	disease	which	disables	the	body	from	fighting	infection.		The	cause	of	the	disease	is	infection	by	HIV.		
Two categories of outcomes result from infection by HIV.  AIDS is the more severe form of the infection.  The 
second,	and	most	common,	form	of	infection	by	HIV	causes	the	affected	person	to	be	an	Asymptomatic	Carrier,	
having no symptoms but still believed capable of transmitting the virus to others.  Based upon the medical evidence 
presently available, it appears that both of the two levels or stages of HIV infection are contagious under certain 
conditions.

TRANSMISSION OF HIV
HIV (unlike many other communicable diseases) is not believed by most medical authorities to be transmissible 
through casual contact in the normal school environment.  Present medical knowledge indicates that HIV is 
transmitted by the introduction of the virus into the blood stream through sexual contact, sharing of hypodermic 
needles among intravenous drug users, receiving blood transfusions from infected individuals, or at birth.  Pending 
further	research,	however,	any	spill	of	body	fluid	(blood,	tears,	semen,	saliva,	vomitus,	urine,	or	excrement)	by	an	
HIV-infected individual should be considered as a possible source of infection.

CLEANUP OF BODY FLUIDS
Since it is not always known whether a student is infected with HIV, the district will follow the requirements of the 
Bloodborne	Pathogen	Exposure	Control	Plan	in	all	situations	requiring	the	cleanup	of	body	fluids.

REFERRAL OF STUDENTS DIAGNOSED WITH HIV/AIDS
When school administrators learn that a student may have HIV or AIDS, the Superintendent may refer the matter 
to the Oklahoma State Health Department and request that it convene a multi-disciplinary team for evaluation and 
recommendation to the school for placement of the student.  The multi-disciplinary team shall be comprised of 
(a) the student’s parents or legal guardian, legal representative, or legal custodian, (b) representative(s) of
the Superintendent, (c) relevant school personnel, and (d) the student’s physician, if possible. The student’s 
parents or legal guardian, legal representative or legal custodian, the student’s physician, a representative of the 
Superintendent, a representative of the Oklahoma State Health Department, and a representative of the State 
Department of Education may be included in the multi-disciplinary team.
If	the	case	is	verified	by	medical	authorities	as	HIV	or	AIDS	and	if	there	is	a possibility a heightened risk that other 
students or employees might become infected from the student, the Superintendent is authorized to arrange a safe, 
temporary placement for the student until permanent arrangements can be made.
If an alternative educational program is required, the program will be established in the least restrictive environment 
possible.
The	principal	is	to	establish	a	separate	file	on	that	student	to	which	only	he/she	and	those	identified	employees	are	to	
have access.  No entry regarding the HIV or AIDS condition is to be made on the student’s cumulative record, health 
card, the computerized student database, or any other record.
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ATTENDANCE 5025

Educational programs are built on the foundation of continuity of instruction and participation in the classroom 
setting.  Consistent classroom attendance can lead to the development of strong work habits, responsibility, and self-
discipline.  Because attendance also has a definite correlation to academic performance, the quality of a student’s 
education suffers when he/she is absent from class.  Students are encouraged to maintain regular attendance and to 
schedule non-academic activities during times which will not conflict with classroom instruction.
Students will be recorded as “absent” when they are late to their assigned class or do not attend in accordance with 
each building’s administrative regulations.  This will apply to both the regular schedule and to a modified schedule. 

CATEGORIES OF ABSENCES
Excused Absence: 
A.  An absence, as defined by Oklahoma Statute, is classified as excused only if one of the following conditions 

exists.  
1.  The student is excused from attending school by reason of mental or physical disability as determined by 

the district upon receipt of written recommendation by a duly licensed and practicing physician.
2.  The student is excused from attendance at school during observance of a religious holiday.
3.  The student is excused from attendance at school if the absence is deemed by the principal and parent/

guardian to be an emergency.
4.  A student who has attained his/her 16th birthday is excused from attending school by written, joint 

agreement between (a) the school administrator of the district where the student attends school, and (b) 
the parent/guardian.  It must be determined that such action is in the best interest of the student and/or 
the community and the student will be under the supervision of the parent/guardian until the student has 
reached the age of 18 years.

B.  An excused absence as outlined above will not count against the number of allowable absences.
C. A student is excused from attendance if the parent/legal guardian has been called to duty for, is on leave from, 

or has immediately returned from deployment to a combat zone or combat support posting and may be granted 
excused absences at the discretion of the Superintendent or designee.

Unexcused Absence:
A.  When a student misses one or more classes during a school day with or without the knowledge or permission of 

a parent/guardian and school authorities provided the absence does not qualify as an excused absence. 
B.  Unexcused absences are limited to ten per semester for each class. Students who exceed ten absences in a 

semester may receive an “F” grade for that class. 
C.  If a student exceeds ten unexcused absences, a doctor’s statement that confirms the dates of the illness may be 

turned in to the attendance office upon the student’s return to school resulting in the absence(s) being changed 
to an excused absence(s). 

D.  Students who fail based only on their attendance exceeding the ten-day limit may submit an appeal to a site 
committee composed of an administrator, the school nurse, a teacher and a counselor.

ATTENDANCE PROVISIONS 
A. If a student is absent, a parent or guardian must notify the school office, give reason for the absence, and 

approximate date of return.
B. Students who are unaccounted for and/or truant may receive additional disciplinary action in accordance with 

Board Policy #5050. 
C. Students must be in attendance at least two of the first three hours or two of the last three hours to be recorded 

present one-half day, each for the morning and afternoon.
D. Students are encouraged to make up any work missed due to an absence. In order to receive credit, the student 

is responsible for obtaining, completing and returning to the teacher the assignments missed during the absence. 
In general, students will be granted one school day for each school day missed due to an absence. More time 
may be allowed at the discretion of the teacher, depending on the nature of the assignment(s) and length of the 
absence. 

E. It shall be unlawful for a parent, guardian, custodian, or other persons having control of a child who is over 
the age of five years and under the age of 18 years, and who has not finished four years of high school work, 
to neglect or refuse to cause or compel such child to attend and comply with the rules of some public, private, 
or other school, unless other means of education are provided for the full term the schools of the district are in 
session; and it shall be unlawful for any child who is over the age of 12 years and under the age of 18 years, and 
who has not finished four years of high school work, to neglect or refuse to attend and comply with the rules of 
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some public, private, or other school, or receive an education by other means for the full term the schools of the 
district are in session.

F. If a child is absent without valid excuse four or more days or parts of days within a four-week period, the 
principal or designee shall notify the parent, guardian or custodian of the child with an attendance warning 
letter.  After the warning letter is sent,  the parent, guardian, or custodian of the child does not comply with 
the compulsory attendance laws and six (6) additional days are recorded, the principal or designee shall 
immediately report such absences to the district residency/truancy officer in the Enrollment Center.  The 
residency/truancy officer will then report to the Tulsa County District Attorney pursuant to Okla. Stat. Tit. 70, 
Article X, Section 232 or the appropriate City of Tulsa official when a city ordinance applies.

G. All students attending Union schools, unless they are legally emancipated or meet the requirements to qualify 
for “self-support,” shall be required to have absences excused by their parent/guardian.  Students who are 
legally emancipated or meet the requirements of “self-support” may assume responsibility for all absences.

H. The maximum number of absences for activities, whether sponsored by the school or outside agency/ 
organization, which removes any student from the classroom shall be ten (10) for any one class period of each 
school year.  Excluded from this number are state and national levels of school-sponsored contests.  State and 
national contests are those for which a student must earn the right to compete.  The criteria for earning the right 
to represent the school in any activity or contest must be submitted in writing by local school sponsors and 
approved by the Board of Education. 

I.  The Internal Activities Review Committee includes the Executive Director of Secondary Education, Director of 
Fine Arts, Director of Athletics, and Activity Coordinator.  This committee shall be responsible for reviewing 
and recommending any deviation of the activities policy to the Board of Education. Any deviation from the ten 
days absence rule shall not exceed five days. 

J. College visitations may be counted as a school activity and will not count as an absence provided the following 
criteria are met:  
1.  limited to two per year, 
2.  parent notifies attendance office, 
3.  documentation confirming the visit is provided by the college or university and turned in to the attendance 

office upon return to school.
K. When determining absences for accountability purposes on the Oklahoma Report Card, absences that 

are confirmed by a doctor’s statement will be considered medically exempt.
Semester exam exemption (High School and 9th Grade Center):  To encourage students to attend class regularly, the 
following incentive is available:
A. Students who have no more than three absences in the semester may, with parent approval, waive one semester 

exam in a course in which they have an “A” average.  Seniors who have no more than 5 absences in the 
second semester may, with parent approval, waive the semester exam for any course in which they have 
an “A” average.

B. Students who have no more than two absences for the semester may, with parent approval, waive one semester 
exam in a course in which they have a “B” or better average.  Seniors who have no more than four absences 
in the second semester may, with parent approval, waive the semester exam for any course in which they 
have a “B” average.

C. Students who have no more than one absence for the semester may, with parent approval, waive one semester 
exam in a course in which they have a “C” or better average. Seniors who have no more than three absences 
in the second semester may, with parent approval, waive the semester exam for any course in which they 
have a “C” average.

D. Seniors who meet the above criteria may, with parent approval, exempt all semester exams during the spring 
semester.
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PROMOTION, PLACEMENT, AND RETENTION 5030
OF STUDENTS

Promotion is the expected culmination of	a	school	year	and	affects	the	teacher,	pupil,	and	parents.		Therefore,	serious	
consideration should be given to the following factors:
A. Number of years retained.
B. Chronological age.
C. Scholastic achievement.
D. Cognitive ability.
E. Developmental and social maturity.
Whenever a teacher or teachers recommend that a student be retained at the present grade level or not be passed in 
a	course,	the	parent/guardian	of	elementary	students	should	be	notified	of	the	recommendation	by	the	end	of	the	
third	quarter.		If	dissatisfied	with	the	recommendation,	the	parent/guardian	may	appeal	the	decision	by	complying	
with	the	district’s	appeal	process.		The	decision	of	the	Board	of	Education	shall	be	final.		The	parent/guardian	may	
prepare	a	written	statement	to	be	placed	in	the	file	and	become	a	part	of	the	permanent	record	of	the	student	stating	
the reason(s) for disagreeing with the decision of the Board of Education.
Because enrollment in the primary multiage program may be for two or three years, parents/guardians and teachers 
are encouraged to communicate regularly about the child’s progress.  The district reserves the right to determine 
placement for students in any class/program exclusive of the provisions of an Individual Education Plan (IEP).

APPEALS PROCEDURE FOR RETENTION OF STUDENTS (with the exception of third grade)
A. An appeal may be requested by letter to the principal.  This request should be made within ten calendar days

after the parent/guardian is aware of the student’s grade or promotion status.
B. The principal or designee shall hold a conference with the teacher and the parent/guardian as soon as possible

after receipt of the appeal.  The conference will be held during regular school hours, Monday through Friday,
with consideration given to the hours of working parents whenever possible.

C. At the conference, the principal will read Board Policy #5030 and ask the teacher to explain the rationale for
the teacher’s decision.  The parent/guardian will be given the opportunity to respond and present evidence that
supports the parent/guardian position.

D. At the conclusion of the conference, the principal will state, in writing, whether he/she will uphold, rescind, or
modify the teacher’s decision.  In all cases, the parent/guardian will be advised of the right to have the decision
reviewed by the Superintendent or designee.

E. If the parent/guardian desires a further appeal, he/she should request in writing an additional appeal to the
Superintendent or designee within five calendar days.

F. The Superintendent or designee shall hold a conference with the principal and the parent/guardian as soon as
possible after receipt of the appeal.  The conference will be held during regular school hours, Monday through
Friday, with consideration given to the hours of working parents whenever possible.

G. At the conference, the Superintendent or designee will read Board Policy #5030 and ask the principal/designee
to explain the rationale for the principal/designee’s decision.  The parent/guardian will be given the opportunity
to respond and present evidence that supports the parent/guardian position.

H. At the conclusion of the conference, the Superintendent or designee will state in writing whether he/she will
uphold, rescind, or modify the principal’s decision.  In all cases, the parent/guardian will be advised of the right
to have the decision reviewed by the Board of Education.

I. The parent/guardian must notify the Board of Education in writing if further appeal is desired.  The parent/
guardian should specify whether they desire an open or closed hearing with the Board of Education.

J. The Board of Education will conduct a hearing with all relevant parties present.  The Board will advise in
writing the parent/guardian, Superintendent, principal, and teacher of its decision.  The decision of the Board of
Education is final.

THIRD GRADE RETENTION/MID-YEAR PROMOTION FOR THIRD GRADE STUDENTS
Oklahoma State law, the Reading Sufficiency Act (RSA), provides specific requirements for third grade students to 
advance to fourth grade.  In order to be promoted to fourth grade automatically, a student must:
• Demonstrate proficiency in reading at the third-grade level through a screening instrument approved by the

State of Oklahoma, or
• Score advanced or proficient on the reading comprehension and vocabulary portion of the Oklahoma School

Testing Program (OSTP).
If the student does not demonstrate proficiency in reading at the third-grade level or scores unsatisfactory or limited 
knowledge on the reading comprehension and vocabulary portion of the OSTP, then the student may be promoted if 
he/she qualifies through one of the “Good Cause Exemptions” or Probationary Promotion.
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“Good Cause Exemptions”
A. Limited-English proficient students who have had less than two (2) years of instruction in an English language

learner program; and are identified as LEP/ELL on a screening tool approved by OSDE.
B. Students with disabilities whose individualized education program (IEP), and are consistent with state law,

indicates that the student is to be assessed with alternate achievement standards through the Oklahoma Alternate
Assessment Program;

C. Students who demonstrate an acceptable level of performance on an alternative standardized reading assessment
approved by the State Board of Education;

D. Students who demonstrate, through a teacher developed student portfolio, that they can read the student is
reading on grade level as evidenced by demonstration of mastery of the state standards beyond the retention
level;  Portfolio shall include evidence of the student’s mastery of the state standards in reading equal to
grade-level performance on the Oklahoma School Testing Program (OSTP);

E. Students with disabilities who participate in the statewide criterion-referenced tests take the OSTP and who
have an individualized education program that reflects that the student has received intensive remediation in
reading for more than two (2) years but still demonstrates a deficiency in reading and was previously retained in
pre-kindergarten for academic reasons, kindergarten, first grade, second grade, or third grade; states they have
made adequate progress toward their IEP goal;

F. Students who have received intensive remediation in reading through a program of reading instruction for
two (2) or more years but still demonstrate a deficiency in reading and who were previously retained in pre-
kindergarten for academic reasons, kindergarten, first grade, second grade, or third grade for a total of two (2)
years; and Transitional grades count;

G. Students who have been facing exceptional emergency circumstances which prevent the student from being
assessed during the testing window.  These requests for exemptions must be approved by the Office of 
Accountability and Assessment, granted an exemption for medical emergencies by the State Department of
Education.

Probationary Promotion
A teacher shall request retention exemption if a third grade student who scores at the unsatisfactory or 
limited knowledge on the reading comprehension and vocabulary portion of the OSTP and shall include 
documentation of alternate assessment or portfolio work and a copy of IEP as applicable. level on the reading 
portion of the third grade statewide criterion-referenced test may be evaluated for a probationary promotion by 
the Student Reading Proficiency Team evaluates for “probationary promotion”. The student shall be promoted 
to the fourth grade if the team members unanimously recommend probationary promotion to the school principal 
and the Superintendent, and the principal and Superintendent approve the recommendation that promotion is the 
best option for the student.  If a student is allowed a probationary promotion, the team shall continue to review 
the reading performance of the student and repeat the requirements of this paragraph each academic year until the 
student demonstrates grade-level reading proficiency, as identified through a screening instrument which meets the 
acquisition of reading skills for the corresponding grade level in which the student is enrolled or transitions to the 
requirements set forth by the Achieving Classroom Excellence Act.  The Student Reading Proficiency Team shall be 
composed of:
A. Parent(s) and/or guardian(s) of the student,
B. Teacher assigned to the student who had responsibility  Current teacher responsible for reading instruction in

that academic year,
C. Teacher in reading who teaches in the subsequent grade level, and  Future teacher responsible for teaching

reading, and;
D. Certified reading specialist.

Principal and Superintendent must approve the recommendation of the SRPT.  Student must be provided 
an (APP)Academic Progress Plan until student meets grade level through mastery performance screening 
instrument.

Mid-Year Promotion
Students retained in third grade may only be promoted to fourth grade mid-year prior to November 1 and only upon 
demonstrating a level of proficiency required to score at the proficient level on the statewide third grade criterion-
referenced test, or upon demonstrating proficiency in reading at the third-grade level through a State Board of 



Education approved screening instrument, and upon showing progress sufficient to master appropriate fourth-grade-
level skills, as determined by the school.  A mid-year promotion shall be made only upon agreement of the parent or 
guardian of the student and the school principal.
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GANG INVOLVEMENT 5041

To enhance a safe, secure learning environment and to help foster an attitude of respect for the rights of others, 
Union Public Schools prohibits any gang-related involvement and activities at school-related functions or on any 
district property.
The	district	identifies	gang	activity	and/or	involvement	as:
A. Wearing, possessing, using, distributing, displaying, or selling any clothing, jewelry, emblems, badges, symbols,

signs, graffiti, or other items that are evidence of membership in or affiliation with a gang or other secret
society.

B. Committing any act or communicating using any speech, either verbal or non-verbal (gestures, handshakes,
stares, social media, etc.), showing membership in or affiliation with a gang or other secret society.

C. Using speech or committing an act which furthers interest of any kind in any gang activity, including, but not
limited to:
1. Soliciting and/or initiating others for membership in a gang or other secret society.
2. Requesting a person pay for protection or otherwise intimidating or threatening a person.
3. Committing an illegal act or violation of district policies.
4. Inciting other students to act with physical violence upon another person.
5. Engaging in concert with others in intimidating, fighting, assaulting, or threatening to assault others.

Revised 6/10/96
Proposed Revision - 11/11/19
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The Board of Education recognizes that students do not surrender any rights of citizenship while in attendance at 
Union schools.  The school is a community with rules and regulations.  Those who enjoy the rights and privileges 
provided must also accept the responsibilities that membership demands, including respect for and obedience to 
school rules.

VIOLATION OF SCHOOL RULES
The following behaviors while in school, at school bus stops, in school vehicles, on school grounds, going to or from 
school,	off	campus	during	lunch,	attending	school	events	or	while	attending	school-sponsored	events	whether	at	
Union Public Schools or elsewhere will result in disciplinary action which may include in-school placement options 
or out-of-school suspension.  This list includes, but is not limited to:
A. Conduct which jeopardizes the safety of others including, but not limited to:

1. Possession, threat or use of dangerous weapons.
2. Possession of ammunition, explosives or flammable material.
3. Arson, abuse of fire alarms or safety equipment, or bomb threats.
4. Fighting.
5. Membership or involvement in gangs or gang-related activities, in secret clubs, fraternities, sororities or

other secret organizations.
6. Hazing.
7. Harassment:

a. racial
b. sexual
c. student to student
d. student to staff
e. threat to students or staff
f. any other harassment based on national origin, color, age, religion, gender, gender expression or

identity, sexual orientation pregnancy, genetic information, veteran status, or disability
B. Threats to students or staff or property:  Threatening behavior means any verbal threat or threatening behavior

(including social media) which indicates potential for future harm to students, school personnel, or school
property whether or not it is directed at another specific person.

C. Possession, use, or being under the influence of alcoholic beverages, low-point beer, inhalants or any drug or
medication not administered by the school nurse with parental authorization.

D. Use or possession of tobacco, tobacco products, vapor products/e-cigarettes, or other smoking paraphernalia.
E. Theft.
F. Vandalism.
G. Possession/distribution of pornographic material (written, audio, technological or visual).
H. Extortion.
I. Willful disobedience of a request of any school official.
J. Use of profanity or vulgar/profane gestures.
K. Cheating.
L. Violation of the dress code.
M. Forgery.
N. Gambling.
O. Failure to attend assigned Detention Halls/discipline programs.
P. Inappropriate public behavior.
Q. Truancy.
R. Immorality.
S. Inappropriate use of technology.
T. Unauthorized use of an electronic paging device, cellular phone, wireless telecommunications device and/or

potentially harmful laser pointer.
U. Failure to comply with state immunization requirements.
V. Any behavior that disrupts the education process.
W. Violation of school rules and regulations.
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X. Conduct occurring outside of the normal school day or off school property that has a direct and immediate
negative effect on the discipline, educational process or effectiveness of the school.

Y. Bullying constitutes unethical and unacceptable conduct that will not be tolerated at any level.  All persons
are strictly prohibited from engaging in any form of bullying of any student.  Anyone engaging in any form of
bullying is subject to disciplinary action in accordance with district policy.
When allegations of bullying are filed, a thorough investigation will be conducted by the Superintendent or
designee.  The investigation will include interviews with relevant persons including, but not limited to, the
complainant, the accused, student(s) and other potential witnesses.
Students found in violation of this policy may be subject to any and all disciplinary action that may be imposed
by Board Policy #5050.
Prevention and education about bullying behavior will be provided at all schools as a part of the overall
discipline and behavior program.  The district will establish a procedure whereby a school may recommend that
available community mental health care options be provided to the student, if appropriate, and whereby a school
may request the disclosure of any information concerning students who have received mental health care that
indicates an explicit threat to the safety of students or school personnel.  Any disclosure of student information
shall not violate any applicable federal or state privacy law.

The following behaviors, while riding on a Union school bus, will result in disciplinary action which may include 
discipline, school suspension or restriction of bus riding privileges:
A. Throwing any objects.
B. Placing any part of the body outside of the window (bus moving or stationary).
C. Eating, drinking, and/or possession of food or drink while on a bus.  Lunches taken to school are excluded,

provided they are packed in a container and the container is not opened on the bus.
D. Failure to remain seated (feet on floor, facing front).
E. Disrespectful words, comments, or actions toward the driver.
F. Blocking aisle.
G. Pushing while loading/unloading or while bus is approaching.
H. Transporting unauthorized items.
I. Harassment, including sexual harassment.
J. Excessive noise.
K. Improper street crossing during loading or unloading.
FORMS OF DISCIPLINE
Union Public Schools believes parental involvement is necessary in successful discipline.  These disciplines or a 
combination thereof are intended to alter and improve student behavior.  Discipline shall be consistent with the 
nature	and	severity	of	the	offense,	and	shall	take	into	account	whether	it	is	a	first	or	repeat	offense	and	the	student’s	
general disciplinary record.  Discipline shall also be consistent from student to student under similar circumstances 
considering the exceptions dictated by federal law.  Discipline of students with disabilities will be administered 
pursuant to federal and state laws.
A. Detention:   Detention shall be an isolated supervised study time, meeting each day before or after regular class

hours.
Types of detention that might be provided:

1. Before school.
2. Recess.
3. Lunch.
4. After school.

B. Service:  Providing a service for the improvement of the community and school campus under proper
supervision.
Examples of service:
1. Cleaning cafeteria area (wiping tables or picking up litter).
2. Grounds beautification.
3. Other services considered appropriate by the building principal.

C. Dismissal from individual class:  A student may be dismissed from an individual class to an area designated by
a principal for disruptive behavior in that class.  It is the student’s responsibility to make up all work missed in a
timely fashion.  Failure to make up work will result in loss of credit for work missed.  Repeated discipline from
the same class may result in other disciplinary action.
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D. Guidance and counseling:  This service may be made available during any stage of a disciplinary action.
Confidentiality of the counseling/health service shall preclude any disciplinary action if deemed appropriate for
the benefit of the student.

E. Other disciplinary actions:
1. Conferences:

a. Individual student.
b. Parent/student/teacher.
c. Parent/student/teacher/principal.
d. Student/teacher.
e. Parent/student/bus driver/principal.
f. Parent/student/bus driver/transportation director.

2. Parental shadowing allows the parent to attend classes with the student with special permission from the
building administrator.  Parental shadowing also allows the parent to ride the bus with the student with
special permission from the Director of Transportation and building administrator.

3. Written assignments.
4. Development of a behavior modification plan.
5. Fines (library, lost books, vandalism, etc.).
6. Bus suspension:  Misconduct on a school bus may result in loss of the bus riding privilege.  Actions by

the student that directly threaten the safety of a student(s), and/or cumulative minor offenses will result in
removal of the bus riding privilege.  Any form of discipline which applies to classroom conduct may be
applied to misconduct on a bus.  Transportation of the student while under bus suspension will be the sole
responsibility of the parent.

F. SUSPENSION (OUT OF SCHOOL)
Students may be disciplined and removed from the normal class setting for offenses of a serious or continuous
nature or any of the behaviors set forth above.
Students will not be permitted to come to school for classes or activities, nor will they be permitted to
participate in any extracurricular activities associated with the district while involved in other disciplinary or
corrective actions.
Students may be suspended for a specific number of days, not to exceed a calendar year.
In accordance with state statutes regarding suspension, students suspended out-of-school shall be provided with
a home-based work assignment plan, and/or the opportunity to complete ongoing assignments at home, and the
opportunity to make up assignments missed as a result of their suspension.

G. INTERVENTION PROGRAM (IP)
Intervention Program (in-school placement) is a disciplinary/correctional measure that may be used by the
school when deemed appropriate.  It involves assignment to a school site and a specific Intervention Program
designated by the school for a prescribed course of education as determined by the school.  Before a principal
recommends out-of-school suspension, the principal shall consider alternative in-school placements, including
but not limited to, placement in the Intervention Program, reassignment to another classroom, placement in
detention, or other available disciplinary or correctional options.  Intervention Program placement, detention,
and similar disciplinary options or correctional measures are not out-of-school suspensions.

H. ADULT LEARNERS
Adult Basic Education students who are enrolled in the Adult Basic Education Learning Center must follow the
behavior contract approved by the State Department of Education for adult learners.

DISCIPLINE PROCEDURE STEPS:
Student Discipline Conference
A. When a student violates Board of Education policy, a school rule, or regulation, the principal or assistant

principal will conduct an informal conference with the student.  At the conference with the student, the principal
or assistant principal will read the policy, rule or regulation which the student is charged with violating and will
discuss the conduct of the student which violated the policy, rule or regulation.

B. The student will be asked whether he/she understands the policy, rule or regulation and be given a full
opportunity to explain and discuss his/her conduct.

C. If it is concluded that an out-of-school suspension and/or Intervention Program placement is appropriate, the
student will be advised of the length of the discipline.
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D. The principal or assistant principal will immediately notify the parent/guardian by phone and in writing that the
student is being suspended out of school or placed in the Intervention Program and other available options have
been considered and rejected.  Students will not be dismissed before the end of the school day without advance
notice to the parent/guardian.

Immediate Suspension Without a Student Discipline Conference
A. A student may be suspended without the above student discipline conference with the student only in situations

where the conduct of the student reasonably indicates to the principal that the continued presence of the
student in the building will constitute a danger to the health or safety of other students, to school property, or a
continued substantial disruption of the educational process.

B. In such cases, a student discipline conference with the student and the parent/guardian will be scheduled as soon
as possible after the student has been removed from the building.

C. A student may lose bus riding privileges without a student discipline conference.  An attempt to notify the
parent/guardian will be made.

STUDENT PRIVILEGES WHILE UNDER EITHER OUT-OF-SCHOOL SUSPENSION OR INTERVENTION 
PROGRAM PLACEMENT 
Participation in the extracurricular activities of the school is a privilege and not a right.  Accordingly, when a 
student’s behavior results in an out-of-school suspension and/or Intervention Program placement, the student 
immediately,	regardless	of	filing	of	any	appeal,	forfeits	the	privilege	of	participating	in	all	extracurricular	activities	
of the school throughout the disciplinary period.  In the sole judgment of the principal, students may be allowed to 
practice and go through tryouts, but may not in any way represent the school in performances.
“Extracurricular activities” include, but are not limited to, all school-sponsored teams, clubs, organizations, events, 
ceremonies, student government, band, athletics and all other school-sponsored activities and organizations.

APPEAL PROCEDURES  
The judicial extension of the 14th Amendment, Protection to Students in the Public School, emphasizes the need for 
school administrators to protect the procedural due process rights of students in discipline cases.  The policy of the 
district must be consistent with the due process rights of students and must provide proper machinery for fair and 
consistent treatment of students.

FIRST LEVEL OF APPEAL: 
Principal Conference:
A. A parent/guardian may initiate an appeal to the principal by requesting it within 24 hours (excluding weekends

and holidays).  The conference will be held during the regular school hours, Monday through Friday, with
consideration given to the hours of working parents whenever possible.

B. At the conference, the principal will read the policy, rule, or regulation which the student is charged with
violating and will briefly outline the conduct on the part of the student.  The parent/guardian will be asked by
the principal if he/she understands the rule and the charges against the student.

C. The principal will inform the parent/guardian whether he/she will uphold, modify or rescind the out-of-school
suspension and/or Intervention Program placement.  The Principal’s decision will be final and non-appealable
for all appeals pertaining to out-of-school suspensions of 10 days or less and all Intervention Program
placements.  The parent/guardian will be advised of the opportunity to have out-of-school suspensions of 11
days or more reviewed by the Building-Level Review Committee.

SECOND LEVEL OF APPEAL:
Building-Level Review Committee
A. A parent/guardian may initiate a hearing by the Building-Level Review Committee by requesting that the

building principal schedule such a hearing.
B. The Building-Level Review Committee will meet with the parent/guardian and student to review the discipline

after the conference is held with the building principal.
C. The request must come within 24 hours (excluding weekends and holidays) after the principal conference.  The

hearing shall be held within 48 hours (excluding holidays and weekends) of the time the request is made, if at
all possible.

D. The committee will be composed of the following members:
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1. An administrator not involved in the discipline will conduct the hearing.
2. A teacher of the student’s choice.
3. A teacher appointed by the principal.

E. The appeals hearing is based on these questions:
1. Is the student guilty of the infraction?
2. Has the policy been applied in accordance with the student handbook?

F. The committee will decide one of the following:
1. To uphold the suspension.
2. To rescind the suspension.
3. To modify the suspension.

G. The committee will inform the parent/guardian of its decision and advise the parent/guardian of the opportunity
to have the discipline reviewed by the Superintendent or designee.

THIRD LEVEL OF APPEAL:
Appeal to the Superintendent
A. An appeal may be requested by letter to the Superintendent.
B. If no appeal is received within 24 hours after the Building-Level Review Committee’s decision is received by

the parent or student, the committee’s decision will be final.
C. The Superintendent or designee will hold a conference with the student and the parent/guardian as quickly as

possible after receipt of an appeal.  The conference will be held during regular school hours, Monday through
Friday, with consideration given to the hours of working parents whenever possible.

D. At the conference, the Superintendent or designee will read the policy, rule, or regulation which the student
is charged with violating and will briefly outline the conduct on the part of the student.  The parent/guardian
should be asked if the rule and the charges against the student are understood.

E. The Superintendent or designee will inform the parent/guardian whether he/she will uphold, rescind, or modify
the suspension.  The student and the parent/guardian will be advised of the opportunity to appeal the ruling to
have out-of-school suspensions of 11 or more school days reviewed by the Board of Education.

FOURTH LEVEL OF APPEAL:
Appeal to the Board Of Education
A. An appeal for out-of-school suspensions of 11 or more school days may be requested by letter to the

Superintendent or to the clerk of the Board.  The Board of Education’s decision is final and non-appealable.
B. If no appeal is received within 24 hours after the Superintendent’s or designee’s decision is received by the

parent/guardian or student, the decision will be final.
C. The Board of Education will hear the appeal as soon as possible.  Reasonable efforts will be made to

accommodate the work schedule of parents and members of the Board of Education.
D. The parent/guardian and student will be notified in writing of the date, time, and place of the hearing and will be

provided a copy of this policy.
E. The parent/guardian and student will have the right to an open or closed hearing, at their option.

BOARD APPEAL PROCEDURE 
A. The Board of Education president should:

1. Announce that the next agenda item is an out-of-school suspension and/or Intervention Program placement
review hearing for the student, stating his/her name.

2. Ask whether the parent/student wish the hearing to be open to the public or in executive session.  The offer
of an open hearing and their response are to be made a part of the minutes of the meeting.  If the parent/
student requests a closed hearing, a motion to go into executive session, per their request, should be made
and voted on.

B. The Board of Education president should advise the parent/student:
1. That they are entitled to legal counsel, if they desire it.
2. That the administration will present witnesses first and that after each witness, the parents or their legal

counsel will be given an opportunity to cross-examine.
3. That the parent/student will be given an opportunity to call any witnesses and present evidence, subject to
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cross-examination by an appropriate administrator or legal counsel.
4. The Board of Education will consider the evidence and documents and reach a decision which will be

recorded by vote in open session.
5. The parent/student may ask any questions about the procedure.

C. Following the presentation of A and B, all administration witnesses and documents should be presented, subject
to cross-examination.

D. Parent/student may call witnesses and present documents subject to cross-examination.
E. After each witness is presented, Board of Education members may ask the witness questions.
F. Administration’s closing statement.
G. Closing statement by parent/student.
H. Deliberate in private (if the hearing is not in executive session, the Board of Education may deliberate in

executive session only with permission of the parent/student).
I. Return to open session and vote.  After adopting a motion and making certain findings of facts, the Board of

Education must  make a motion  to:  (1) uphold discipline, (2) modify discipline (increase or decrease severity
of discipline), or (3) rescind discipline.

ATTENDANCE AT SCHOOL PENDING APPEAL HEARING
Pending the outcome of the appeal process for an out-of-school suspension, the student will have the right to attend 
school in the Intervention Program under such restrictions as the principal deems necessary and proper, except that 
at the discretion of the principal, the student may be prohibited from attending school pending the appeal hearing if 
in the judgment of the principal:
A. The conduct for which the student was suspended reasonably indicates that continued attendance by the student,

pending the appeal hearing, would be dangerous to other students or school property.
B. The conduct for which the student was suspended reasonably indicates that the continued attendance of the

student at the school, pending the appeal hearing, would substantially interfere with the educational process at
the school.

Pending the outcome of the appeal process, the student will attend the Intervention Program rather than the      
regular classroom.

RECORDS AND REPORTS  
The principal will keep written records for two years containing the date of the conference, the names of the persons 
present, and the time duration of each discipline assigned. 
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While the mission of Union Public Schools is to educate its students, there is a close relationship between high 
standards of dignity and pride and proper grooming.  It is important that dress contribute to the atmosphere of a good 
educational	environment.		It	is	hoped	that	a	minimum	amount	of	time	and	effort	is	spent	on	enforcement;	however,	
it is the responsibility of the student and the parent to adhere to these guidelines.  Exceptions to this policy are at the 
discretion	of	the	building	principal.		There	may	be	clothing,	hairstyles,	and/or	accessories	not	specifically	addressed	
herein that might be so disruptive to the educational process that the building principal may need to take immediate 
corrective action.  In those cases requiring such action, the building principal may act immediately.
General Guidelines:
A. Modesty will be the dominant feature in all clothing.
B. Clothing must be clean and safe.
C. Clothing, hairstyles and/or accessories must not be revealing, disruptive, or distract from the educational

process in any way.
D. Clothing must not be derogatory to any individual, group, or institution, including hate-group messages.
E. All students are required to wear clothing including shoes which are safe and appropriate for school activities.
F. Hair is to be well-groomed and clean.
G. Coats and/or outerwear may not be worn during the school day except at the discretion of the classroom teacher

(dependent on classroom conditions) or the administration.  Coats should be kept in lockers except when
arriving to or exiting from the building.

H. One-piece swimsuits must be worn while using the pool.
I. Shorts, dresses or skirts must be longer than two inches beyond the tip of the longest finger with arms fully

extended against the leg (no tears, cuts or holes in garments above this point are acceptable).
J. Tattoos which violate Board policy must be covered so they are not visible.

Unacceptable Clothing and Accessories:
A. Dresses, shirts or blouses that only partially cover the shoulders (no tank tops and no halter tops).
B. Low-cut shirts or blouses; shirts which expose the midriff or full back; and pants, skirts or other clothing which

expose the midriff.
C. Any clothing which reveals undergarments.
D. Slacks, pants or shorts worn below the hip.
E. Caps, hats, hoods or other head covering in the building.
F. Clothing and or accessories which carry messages either written or suggesting the promotion of illegal

substances including, but not limited to, drugs, alcohol, tobacco products; vulgar language, sex, violence, gang-
related affiliation or other symbols that detract from the learning environment.

G. Gang-related attire (colors, bandannas, shoelaces, symbols, belts/buckles, jewelry, etc.)
H. Bedroom attire (pajamas, lounge pants, slippers, etc.)
I. Jewelry with spikes, electronic jewelry, or items worn as jewelry which are not intended to be worn as jewelry.
J. Collars intended for use on animals.
K. Chains, including wallet chains or collars.
L. Excessive or distinctive makeup.
M. Sheer shirts covering unacceptable clothing.
N. Cleated or steel-toed shoes or boots.
O. Sunglasses.

STUDENT DRESS AND PERFORMING GROUPS 5060
AND GRADUATION ATTIRE



PERFORMING GROUP UNIFORM GUIDELINES

Uniforms used by parent- or school-sponsored groups will be selected by the sponsor with approval by the principal 
or director responsible, after consultation with the Superintendent or designee.  Uniforms should be tasteful and 
appropriate for the activity.  Some approved uniforms may be appropriate for performances or competitions, but not 
for school attire.  Uniforms worn on campus during the school day must meet the dress code guidelines.

GRADUATION ATTIRE

Each year students eligible to graduate will be given expectations for appropriate dress for the graduation ceremony.

Revised 6/10/96
Revised 12/13/99
Revised 1/14/02
Revised 12/8/03
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Revised 12/10/18
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SEXUAL HARASSMENT 5065

Sexual harassment is a form of sex discrimination that violates the law.  The Board of Education believes that each 
student and employee should be able to attend school and work in an environment which provides for fair and 
equitable treatment and is free of discriminatory intimidation based on sex and unwelcome sexual advances.
A. Definition:

Sexual Harassment - Any unwelcome sexual advances, requests for sexual favors, or verbal, physical or other
sexually offensive conduct made by anyone on district property or during any district-sponsored event when:
1. Submission to the conduct is either explicitly or implicitly a term or condition of an individual’s education

or employment;
2. Submission to or the rejection of such conduct by an individual is used as a basis for educational or

employment decisions affecting that individual; and/or
3. Such conduct has the purpose or effect of unreasonably interfering with an individual’s educational or work

performance or creating an intimidating, hostile or offensive educational or work environment.
Examples of acts of sexual harassment which shall not be tolerated include, but are not limited to:
1. Written:  Sexually suggestive or obscene letters, notes, invitations, graffiti, including social media.
2. Verbal:  Sexually derogatory comments, epithets, slurs, degrading jokes, “teasing,” “kidding,” double

meanings, demeaning comments about a person of a particular sex, solicitation of sexual favors or attention.
3. Physical:  Unwelcome touching of an individual, such as pinching, hugging, patting, repeated brushing

against an individual’s body, pulling at clothing, blocking one’s passage.
4. Visual:  Sexually oriented gestures, displaying sexually suggestive or derogatory objects, pictures,

magazines, cartoons, or posters.
5. Any other action which emphasizes the vulnerability of the victim specifically because of gender, gender

expression or identity, sex, or sexual orientation.
B. Prohibition:

Sexual harassment will not be permitted or tolerated.  This policy is applicable to all students, employees,  non-
employees, and volunteers on district property or serving as trip sponsors.

C. Action to be taken:
Students who sexually harass shall be subject to any and all disciplinary action that may be imposed by the
district’s policy regarding student behavior (Board Policy #5050).
If a member of the public is in violation of this policy, the response may include barring the person(s) from
district property, termination of business relationships with individual(s) and/or prosecution of the person(s).

D. Procedures:
1. A student who feels comfortable doing so should directly inform the harasser that such conduct is

unwelcome and must stop.
2. A student or parent of the student may bring a complaint to the principal of the student’s school or a

coordinator designated in Board Policy #5000.  A student or the parent of the student may also bring a
complaint to the assistant principal, counselor, nurse or a teacher.  The coordinator, assistant principal or
other staff member shall immediately notify the principal of the complaint.

3. The principal will be responsible for notifying the Executive Director of Human Resources of the complaint
if the complaint involves an employee.

4. If the complaint involves an employee, the Executive Director of Human Resources and principal shall
immediately investigate the complaint and shall, at the end of the investigation, recommend disciplinary
action against the harasser if the complaint is substantiated.  Both parties shall be notified of the results of
the investigation.

5. If the complaint does not involve an employee, the principal shall immediately investigate the complaint
and, at the end of the investigation, recommend disciplinary action to be taken against the harasser if the
complaint is substantiated.  Both parties shall be notified of the results of the investigation.

6. Any formal grievance investigated under this policy shall be handled pursuant to Board Policy #5047.
E. Retaliation:

Retaliation shall not be permitted against an individual who complains of sexual harassment, anyone who
testifies on behalf of the complainant, or anyone who assists or participates in an investigation or proceeding
conducted under this policy.
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EXTENDED SCHOOL YEAR/SPECIAL EDUCATION SERVICES 5504

Extended	School	Year	(ESY)	services	may	be	defined	as	special	education	and/or	related	services	which	are	
provided to eligible children (aged 3-21) with disabilities beyond the traditional school year, to maintain academic 
or functional progress as necessary for a free appropriate public education (FAPE), in accordance with state 
standards and the Individuals with Disabilities Education Act (IDEA), as amended by Public Law 105-17.

GUIDELINES
A. ESY shall be developed and documented through the Individualized Education Plan (IEP) process.
B. Students qualifying for ESY services shall be provided an appropriate program at no cost to the parents.
C. Eligibility for ESY shall be made on an individual basis, not a student’s categorical label.
D. All special education students are eligible for consideration for ESY.

ELIGIBILITY FACTORS
A. Degree of disability;
B. Degree of regression suffered;
C. Recovery time from this regression;
D. Ability of parents to provide educational structure at home;
E. Child’s rate of progress;
F. Child’s behavioral problems;
G. Child’s physical problems;
H. Availability of alternative resources;
I. Ability of the child to interact with non-disabled children;
J. Area(s) in curriculum which need continuous attention;
K. Child’s vocational needs;
L. Whether the requested service is extraordinary for the child’s disability, as opposed to an integral part of a

program for those with the child’s disability;
M. Other relevant factors as determined by the IEP team.

PROCEDURES
A. When the IEP team undertakes a determination of eligibility for ESY services, it shall collect and analyze

all pertinent data regarding the student’s physical and/or mental impairment, educational history and present
educational functioning.

B. Eligibility for ESY services shall be determined on an individual basis by the IEP team.
C. When an IEP team determines that a special education student qualifies for ESY services in order to receive

FAPE, the IEP team shall specify the instructional goals and services to be provided through ESY services.
Parents shall receive prior written notice of ESY eligibility and services.

D. Parents of a special education student who disagree with ESY eligibility and/or services may request mediation,
as defined in Parents Rights in Special Education: Notice of Procedural Safeguards.

Revised 6/10/96
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INTERNET-BASED INSTRUCTION 5508

Internet-based	instructional	courses	provide	flexibility	not	available	with	traditional	classroom	methods.		Students	
may	benefit	from	being	able	to	proceed	through	course	work	at	an	individual	pace	and	by	having	access	to	
information and course materials at convenient times and places.  Consistent with sound educational principles, it 
is the intention of the Board of Education to make full use of the Internet for the delivery of educational materials.  
Internet-based instructional courses approved by the Board of Education for use in the district are not viewed as 
a	substitute	for	direct,	face-to-face	student	and	teacher	interactions,	but	as	a	means	of	expanding	course	offerings,	
access to instructional resources, and the ability of the district to bring the world of knowledge to its students.  

GUIDELINES
A. Only students who are enrolled full time in Union Public Schools shall be allowed to enroll in an Internet-based

course for credit.  Course fees and equipment may be the responsibility of the student/parent.
B. Students must make application to enroll in Internet-based courses through their school counselor. or by

applying through Union’s Virtual Learning Academy.  Students will be provided with an ILP (Individual
Learning Plan) to ensure they stay on pace with the course in which they are enrolled.

C. The principal or designee shall evaluate and approve/disapprove all students’ requests to enroll in courses
delivered by means of Internet-based instruction.  Only those pre-approved enrollments shall be eligible for
credit granted by the district.

D. Students earning credit by means of Internet-based instruction shall participate in all assessments required by
the Oklahoma School Testing Program.  No student shall be allowed to participate in these assessments at a
place other than the school site at which the student is enrolled.

E. Exams relevant to the Internet-based course may be proctored by the certified staff member assigned as the
contact person.

F. Courses offered for credit by means of Internet-based instruction shall be aligned with current state standards.
G. To qualify for credit, Internet-based courses must be accredited by AdvancED or another recognized

accreditation agency.
H. Instructors of Internet-based courses must be: (a) certified in Oklahoma, or (b) if the course originates out of

state, must be certified in the state of origin to teach in the content area of the course offered, or (c) must be
a faculty member at an accredited institution of higher education, possessing the specific content expertise
necessary to teach the course.  Instructors of web-based courses shall be provided in-service training pertaining
to the methodology of instructional delivery and the technical aspects of distance learning.
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SUICIDE/CRISIS INTERVENTION PLAN 5520

Oklahoma Mental Health Laws require school personnel to notify parents/guardians of incidences of suicidal intent 
of	a	child.		Union	Public	Schools	supports	this	legislation	and	has	identified	the	following	reporting	procedures	
to ensure the safety of children and to maintain compliance.  These procedures are supplemental to the district’s 
Emergency Procedures Manual and specify the required documentation.  Each school site will identify a Crisis 
Intervention Team.  
A. Any school personnel who has reason to believe, by direct or indirect knowledge, that a student is at-risk for

suicide must immediately refer the student to the school counselor for intervention.  The counselor may elicit
assistance from another member of the building crisis intervention team to complete the suicide assessment
scale.

B. After the team has conferred and made their judgment on the lethality of the situation, the counselor must notify
the parent/guardian.
1. If the situation is judged to be of moderate or high lethality, the student may not leave the school grounds

until a conference is held with the parent/guardian.
2. The parents will be apprised of the seriousness of the situation and be provided a resource list of referred

for a free assessment to a mental health providers.
3. The parents will be requested to sign a statement that they have been notified of the situation and of the

school’s recommendations.
C. In serious cases, if the parent refuses to seek an emergency evaluation, the school shall contact the police and

notify the Department of Human Services of parent neglect.
D. If the parent seeks an emergency assessment from a one of the mental health providers, the agency will return to

the school a document confirming their assessment and recommendations.
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