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POLICIES, RULES AND REGULATIONS OF THE CAMERON 
INDEPENDENT SCHOOL 

FOREWORD 

The Board of Trustees of the Cameron Independent School District presents this brief outline 
of its policies, rules and regulations concerning the various phases of the operation of the public schools. 
It is done in an effort to make clear the responsibilities, obligations, and duties of all persons connected 
with the organization of our school system. It is hoped that it will promote understanding, remove 
doubts, answer questions, and be a helpful guide for all who are connected with the smooth and 
effective operation of our school system. 

We do not expect it to be the last word on the subject. Changes will be made from time to 
time as circumstances indicate a need. Until changes are approved and adopted, school personnel and 
others involved are expected to comply with the policies, rules and regulations outlined. 

THE BOARD OF TRUSTEES CAMERON INDEPENDENT SCHOOL 
DISTRICT 

Cameron, Oklahoma 

Rick Ward, President 

Mike Carter, Vice President        John Hambrick, Clerk 

Jake French, Member             Larry McCormick, Member 

POLICY NOTIFICATION 

It is the policy of the Cameron School District to provide equal opportunities without regard to 
race, color, national origin, sex, age, qualified handicap, or veteran in its educational programs and 
activities. This includes, but is not limited to, admissions, educational services, financial aid, and 
employment. Inquiries concerning application of this policy may be referred to: 

    Jim Caughern, Superintendent of Schools 
P.O. Box 190 

Cameron, OK 74932 
(918) 654-3412 or 1-877-803-3658 



PHILOSOPHY AND SCHOOL BOARD POLICIES 
FOR THE CAMERON SCHOOL 

We believe that education is not preparation for life, but that education is 
life. We believe that education is made of controlled experiences, and our 
objective is to provide the richest program of controlled experiences. 

We believe that the greatest opportunities for education of this type occur 
on the campus, on the playing fields, and in the classrooms; therefore, we believe 
that children should be supervised at all times. 

We believe that the school should provide good physical equipment and 
a wholesome atmosphere in which pupils can have the freedom and opportunity to 
develop to the fullest extent possible. 

It is more important that a pupil develop the right attitudes and 
appreciations, good character traits, habits of investigation, and respect for the 
rights and property of others than that he accumulate a great store of data and 
mechanical skill. 

We want a child to come to be satisfied with nothing except his or her best 
efforts. 

We believe that the child should be guided in making his/her own 
decisions and that he/she be led to assume responsibility on his/her level. 

We believe that the teacher is a personality with rights and privileges 
and that the teacher who demands respect of the student is building character in 
the student. 

We hope that the end product of our efforts is a person who works, lives 
decently, strives for success, and is happy with what is achieved. As we strive to 
do our best, we expect the same of the students and faculty. 



CAMERON SCHOOL CREED 

I am a capable and dependable Cameron student, full of possibilities and 
potential. I will show respect for myself and for others. 

I accept the responsibility for my behavior and its results. I am not here 
to play, to daydream, to drift. I have hard work to do. 

I do not have the right to interfere with the learning and well being of 
others; others do not have the right to interfere with my learning and well being. 

I believe the choices I make today will affect what I will have, what I will be, 
and what I will do in the tomorrows of my life. 

SCHOOLBOARD 

A. Membership 

The board of trustees shall consist of members elected at large by the 
qualified voters of the Independent School district. The school trustee election 
shall be held the second Tuesday in February of each year in accordance with 
the general election laws of the state. Each member shall be elected for a term of 
five years. The board of trustees shall have authority to fill any vacancy which 
may occur in the body for the remainder of the year as provided by law. 

B. Organization 

Oklahoma School Laws state that "newly elected trustees shall meet 
within twenty (20) days after election, or as soon thereafter as possible, for the 
purpose of organizing." A majority of the said board members shall constitute a 
quorum to do business. They shall choose from their number a president, a vice 
president, a clerk, and/or any other officers necessary to do business. 

The president should be one, by reputation, that is known to possess 
skills and good judgment in presiding over a meeting in an efficient and informal 
manner. He shall have power to call special meetings of the board at any time and 
at his own discretion, but the meetings must be registered with the county clerk. 



The vice president, since he is frequently required to act in the absence of 
the president, should have qualifications similar to those for president. 

The clerk, being responsible for keeping accurate and convenient records 
of the board's meetings, should be skilled in taking minutes and performing other 
clerical duties expected of a clerk. 

The president and clerk shall sign all school warrants, school diplomas, 
school board minutes, and miscellaneous official papers, as representatives of the 
board of trustees. 

C. Audit of School Funds 

There shall annually be an independent audit under the direction of an 
approved auditing firm not connected with the school district. 

A copy of the independent audit shall become a part of the board's 
official minutes and shall be available to the public for inspection. It shall meet the 
requirements of the State Department of Education and the laws of the state. 

D. General Functions of School Boards 

Like business organizations, school boards are confronted with 
extremely complicated duties. The board must, therefore, agree upon an effective 
division of labor within the system. Thus, experienced school board members, 
like directors of business corporations, agree that a school board should: 

1. Confine its time and energies to policymaking and 

evaluations. 

2. Delegate the detail and technical duties to a trained 

administrative staff with single executive (superintendent) at 

its head. 

3. Require frequent and on-going reports from the institution. 



E. Policy Making 

A policy of a school board is simply a statement of a rule or principle, 
which the board agrees, should be followed in deciding a case or a problem that 
may confront the board. 

The policies of the school board grow out of its own past experiences and 
business knowledge. Policies are not formulated at one or a few meetings devoted 
exclusively to policymaking - they accumulate over the years, and together make 
up the rules and regulations of the board. 

The principles of a new policy or changes of an old one frequently are 
initiated in the form of a recommendation by the superintendent who has given 
consideration to the problems involved in a consultation with a part or all of the 
school staff. Also, a new school policy may be presented to the board by a board 
member, an ordinary citizen, or a lay group. 

A policy does not become official, of course, until it is adopted by the 
school board. 

F. Meetings 

The regular meeting of the board shall be on the first Monday night of each 
month at 6:00 p.m. in the superintendent's office, unless otherwise notified. 
Called meetings will be limited to two a month, unless emergencies arise. The 
superintendent or any board member may call such meetings, if proper 
notice is given, and if deemed necessary for the welfare for the district. The 
superintendent of schools prepares the agenda for the meetings, but any 
member may request additions to the agenda. Official procedures of the 
agenda will be as follows: 

Record time and place of meeting 
Record members present 
Recognize visitors 
Reading and approval of minutes of last board meeting 
Communications to be read by the superintendent 
Regular business up for discussion 
Old business 
New and miscellaneous business 
Reports of accounts by superintendent 
Reports of instructional program by superintendent 
Report of any special committees 
Adjournment 



All minutes shall be signed by both the president and the clerk of the board. 
These minutes must be typed and placed in the Book of Minutes before they are 
read and approved by the board at the next regular meeting. 

Anyone wishing to place an item on the agenda needs to present the written 
material to either the Superintendent's Office or to the President of the Board of 
Education by 9:00 a.m., on the Thursday before the 1st Monday of the month, and 
inform them specifically of what issues are to be presented to the Board of 
Education. During the presentation, the presenter will be required to stay on 
track with the items listed on the agenda and not address non-listed issues. The 
President will impose a time limit of five (5) minutes for presentation of materials. 

The Cameron School Board will act on all matters as a body in an official 
session. A school board member out of session exercises no more authority over 
any school affair than does any other citizen of the district; the participation 
thereof shall be discouraged, and the principle of good ethics encouraged. The 
superintendent shall not work with authority until the board, as a body, gives him 
approval of the action at hand. The board, as a whole, like any other individual 
member, shall not entertain communications involving school problems from 
teachers, parents, or others until they have first been referred to the 
superintendent through the office of the principal. 

HARASSMENT 
The policy of this school district forbids discrimination against any employee 
or applicant for employment on the basis of sex. The Board of Education will 
not tolerate sexual harassment by any of its employees. This policy applies to 
non-employee volunteers whose work is subject to the control of school 
personnel.6 

GENERAL PROHIBITIONS 

A.   Unwelcome Conduct of a Sexual Nature 

1. Conduct of a sexual nature may include verbal or physical 
sexual advances, including subtle pressure for sexual 
activity; touching, pinching, patting, or brushing against; 
comments regarding physical or personality characteristics 
of a sexual nature; and sexually oriented "kidding", 
"teasing", double meanings, and jokes. 

2. Verbal or physical conduct of a sexual nature may constitute 
sexual harassment when the allegedly harassed employee 
has indicated, by his or her conduct that is unwelcome. 

 
3.    An employee who has initially welcomed such conduct by 

active participation must give specific notice to the alleged 
harasser that such conduct is no longer welcome in order for 
any such subsequent conduct to be deemed unwelcome. 

B.    Sexual Harassment 

For the purpose of this policy, unwelcome sexual advances, requests for 
sexual favors, and other verbal or physical conduct of a sexual nature constitute 
sexual harassment if: 



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

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

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

SPECIFIC PROHIBITIONS 

A. Administrators and Supervisors 

1. It is sexual harassment for an administrator or supervisor to use his or her 
authority to solicit sexual favors or attention from subordinates when the 
subordinate's failure to submit will result in adverse treatment, or when 
the subordinate's acquiescence will result in preferential treatment. 

2. Administrators and supervisors who either engage in sexual harassment 
or tolerate such conduct by other employees shall be subject to sanctions, 
as described below. 

B. Non-administrative and Non-supervisory Employees 

It is sexual harassment for a non-administrative and non-supervisory 
employee to subject another such employee to any unwelcome conduct of a 
sexual nature. Employees who engage in such conduct shall be subject to 
sanctions as described below. 
 
REPORT, INVESTIGATION, AND SANCTIONS 

A. It is the express policy of the board of education to encourage victims of 
sexual harassment to come forward with such claims. This may be done through 
the Employee Grievance Policy. 

1. Employees who feel that administrators or supervisors 
are conditioning promotions, increases in wages, continuation 
of employment, or other terms or conditions of employment upon 
sexual favors, are encouraged to report these conditions to the 
appropriate administrator. If the employee's direct administrator or 
supervisor is the alleged offending person, the report will be made 
to the next higher level of administration or supervision. 

2. Employees are also urged to report any unwelcome conduct of a 
sexual nature by a supervisor or fellow employee if such conduct 
interferes with the individual's work performance or creates a hostile 
or offensive working environment. 

3. Confidentiality will be maintained and no reprisals or retaliation will be 
allowed to occur as a result of the good faith reporting of charges of 
sexual harassment. 



B. In determining whether alleged conduct constitutes sexual 
harassment, the totality of the circumstances, the nature of the conduct 
and the context in which the alleged conduct occurred will 
be investigated. The superintendent has the responsibility of 
investigating and resolving complaints of sexual harassment. 

C. Any employee found to have engaged in sexual harassment shall be 
subject to sanctions, including, but not limited to warning, suspension, 
or termination subject to applicable procedural and due process 
requirements. 

REFERENCE: Title VII of the Civil Rights Act of 1964 42 U.S.C. 
SS2000e-2 29 C.F.R. SSI604.1, etseq. 

CROSS-REFERENCE: Policy DAB, Grievance Procedures, Sex Discrimination 
Policy DAAB-R, Grievance Procedures, Sex Discrimination, Regulation Policy DO, 
Termination, Certified Teacher Policy DO-R, Teacher Termination Procedures 

 
FACULTY 

ACTIVITY SCHEDULING 

All school activities must be scheduled on the official calendar through 
the principal. Teachers should place their activities on the calendar five (5) days 
in advance. The activity calendar will be made up as requests are made. 

ACTIVITY TRIPS 
All school activity trips must be scheduled with the principals. These trips 

will be made in the school buses unless otherwise authorized. 
All trips will require signed permission forms to be on file in the respective 

principal's office. Permission forms may be obtained from the school secretary. 
All students will ride the bus to the activity. Sponsors may give students 
permission to return from an activity with the student's legal parent/guardian only. 

All trips will require signed permission forms to be on file in the respective 
principal's office. Permission forms may be obtained from the school secretary. 
All students will ride the bus to the activity. Sponsors may give students 
permission to return from an activity with the student's legal parent/guardian only. 

ATHLETIC TRIPS 
Athletic trips involving Junior High and High School basketball, baseball, 

and softball will be subject to travel within a 75 miles radius of Cameron Public 
School with exception being playoff games.  Teams are to return to Cameron 
School in time for students to be home by 11:00 p.m. 

Students participating in athletics are not to leave campus in route to 
ballgames any earlier than 7th hour during a regular school day. 

 

 



DISCIPLINE REPORTS 
Teachers will file a discipline report on any student who is disruptive in class. 

This report will be a permanent record of the student's behavior. 

ATTITUDE 
You are professionals and should conduct yourself in this manner. Our 

most valued customers are our students. You should encourage your students' 
parents/guardians to visit with you, and when a visit does occur, invite them to 
come back. Greet all visitors, parents and guardians with a sincere welcome at all 
times. 

 
ATTENDANCE 

Teachers are to arrive and sign in by 7:45 a.m. 

Teachers are not to leave until last bus has left the campus.  

When a teacher must be absent from school, he/she will notify the building 
principal or superintendent as soon as possible so that a substitute may be 
secured. Class plans are to be prepared a week in advance so that the substitute 
teacher will know how to proceed. 

The teacher, if possible, will manage to get the grade book and other 
necessary materials to school on the morning that he/she is absent. 

 
EMPLOYEE LEAVE OF 

ABSENCE 

All Cameron Public School employees will report to their supervisor when he/she 
will be absent from work. Any vacation time, personal leave or funeral leave needs 
to be approved in advance and each employee is responsible for filling out the 
"EMPLOYEE REPORT OF ABSENCE" forms. Forms may be obtained from 
the secretaries in the offices and reason for absence must be stated on the form. 
Sick leave forms will be filled out on the first day of return. 

The Cameron School Board of Education grants sick leave with full pay to all 
full-time certified and support personnel employees. This is to give an employee 
financial protection in case of personnel illness and to protect the welfare of the 
children. Any absence for illness shall be certified by the principal or the 
administrative official who shall be responsible for its validity. 

Cameron Public School will hire all substitutes and the employee will not send 
in a replacement when he/she is absent from work.   Due to insurance reasons 
employees will not let other people work in their place if they are not employed by 
Cameron Public School. 



SICK LEAVE 

1. Sick leave will be provided and a teacher will receive ten (10) days sick 
leave per year. Those teachers employed on an eleven-month contract will 
receive eleven (11) days of sick leave, while those employed on a twelve-month 
contract will receive twelve (12) days of sick leave. A teacher may accumulate up 
to sixty (60) days of sick leave. A teacher may use sick leave for personal accident, 
injury, illness or pregnancy, accidental injury or illness in the immediate family. 
Immediate family includes only those who live in the teacher's home. 

2. It is not required that a teacher and/or support personnel obtain 
prior approval to use sick leave; however, the teacher may be required to 
provide certification of illness by a medical doctor or other bonafide 
evidence of illness prior to approved sick leave. 

3. The cumulative sick leave allowances for permanent, part- 
time teachers shall be proportioned to the amount of time 
worked. 

4. When a teacher has exhausted all accumulated sick leave, and  is 
absent from duty for any reasons stated above, the teacher 
shall receive, for a period of not to exceed twenty (20) days, the 
full contract salary less the: 

A. amount actually paid a substitute teacher for his/her 
position if a substitute teacher is hired; or 

B. amount normally paid a certified substitute teacher 

for his/her position if a certified teacher is not hired. 

5. Twenty (20) working days after a teacher exhausts accumulated sick 
leave and continues to be unable to return to work because of 
personal illness, the teacher will automatically be placed on sick leave 
without pay. To remain on sick leave without pay for a balance of the 
current school year, the teacher must have a doctor's statement 
certifying that he/she is not able to work. 



6. A newly hired teacher shall be credited a maximum of sixty (60) days for 
sick leave earned in another Oklahoma public school district provided: 

a. The teacher was employed by an Oklahoma public school 
district the preceding school year; and 

b. The number of days to be transferred into the School District 
has been certified in writing by the sending District. 

7. Cameron teachers may transfer sick leave only to Cameron teachers. 

SUPPORT EMPLOYEES 

Sick leave will be provided to support employees at the rate of one (1) 
day for each month worked not to exceed the number of hours per day for which 
they are regularly employed. A support employee may accumulate up to sixty (60) 
days of sick leave. 

1. A support employee may use sick leave for personal accidental injury, 
illness or pregnancy, accidental injury or illness in the immediate family. 

2. The cumulative sick leave allowances for permanent, part-time support 
employees shall be proportioned to the amount of time worked. 

PERSONAL BUSINESS LEAVE 

Three (3) days per year, non-cumulative, are allowed for personal 
business leave. These may not be used to receive compensation for work or acts 
performed.   

The amount normally paid to a substitute teacher/support person to supply a 
substitute in their absence of a regular school day will be deducted from the 
teacher/support persons salary for each day of personal business leave used. 

1. Appointments with IRS 
2. Professional meetings dealing with school related 

organizations unless authorized by the 
administration. 

3. Unexpected business that cannot be handled during 
afternoons or on Saturdays (Banking) 

4. Death or sickness in family outside of immediate family 
5. Any other reasons that are approved by administration 
6. A valid written reason must be given 
7. 48 hours notice must be given, if possible 



PROFESSIONAL LEAVE 

School district employees may be granted, upon application to and 
approval of the superintendent, leave to attend professional conferences, 
conventions, and meetings. 

 
OVERTIME POLICY 

OVERTIME 
 

Any hourly wage employee that works past their regular scheduled time 
will be paid overtime wages at one and one half their hourly wage (time and a half).  
The employer will keep up with the employee’s time through a time clock or time 
sheets.  The employee will be compensated on their next available pay period.  
Overtime should be used only in an emergency situation and not be used regularly.  
The employee should have stated working hours and should have their jobs 
performed during that time table.  If an emergency situation arrives and the 
employee has to work over then it will be documented at that time. 

COMP TIME 
 

If the employee agrees to take comp time instead of overtime he or she can.  
All comp time will be approved through the superintendent’s office and the 
employee has to take the comp time within 30 days of the time he/she worked the 
overtime or he/she will be paid overtime pay within the next pay period.  Comp 
time cannot be carried over from one school year to the next so all overtime will be 
paid by June 30th of each school year.  If the employee takes comp time instead of 
overtime pay he/she will be given time and one half for each hour he/she worked 
over.  Example:  If an employee works one hour overtime and chooses to take comp 
time then he/she will be given one and one half hours of comp time.   

DEDUCTION FOR UNPAID AUTHORIZED ABSENCES 

If a school district employee believes there is a need to be absent from work 
for any reason not covered in the approved leave section, the employee may 
request, in writing, unpaid leave for that purpose from his/her immediate 
supervisor. 

If the immediate supervisor grants unpaid leave, an amount equal to one (1) 
day's pay will be deducted from the employee's salary for each day of such 
approved absence. 

If an employee is absent without securing approval for an unpaid absence, 
said employee shall be denied his/her salary for such absence and will be 
considered to be engaging in willful neglect of duty; and therefore, subject to 
disciplinary action up to and including termination. 

CARE OF SCHOOL PROPERTY 

Teachers are requested to exercise the alertness and precaution needed to 
keep property in the best condition. The responsibility for the condition of furniture, 
chalkboards, walls, etc., rests with the teacher. All classrooms shall be kept neat, 
attractive, and well ventilated. Most students will take pride in a building that 
has a pleasing appearance. 

It is the obligation of every teacher to plan a system of checking the 



equipment and furniture each period. If there is any marring of the building or its 
furniture, it is suggested that the teacher assign each student a special chair. 
This is probably the best way to control the marking and carving of desks. 

Marked desks and an untidy room indicate a lack of discipline by the teacher. 

Teachers must not release their keys to students. All use of 
facilities will be scheduled in the principal's office. 

 
PLANNING TIME 

Teachers should use their planning time to make copies and to plan 
lessons for their classes. Teachers should not leave the room during class time to 
make copies. **Plan Ahead** 

EXTRA-DUTY ASSIGNMENTS 

The Superintendent will recommend to the Board the establishment of 
extra-duty assignments and the personnel to be assigned to them. 

Employees' extra-duty assignments shall be compensated 
according to the extra-duty schedule. 

A separate extra-duty contract shall be issued to each employee assigned 
one or more extra-duty assignments. 

CLASS RECORD BOOK 

Keep an accurate record of your pupils in the class record book by 
subjects. It is important that all information asked for be filled in, including date 
and assignments that correspond to grades. At the bottom of the columns for 
grades, indicate what the grade was taken from. Example: Page 30 or science 
project, maps, etc. These books should be kept in such a way that they could be 
easily interpreted. Mark each pupil's absence and tardy in your record book 
during the first of each period. Record books are filed in the office at the close of 
each year. 

Teachers must have grade books, lesson plan books, inventory of 
rooms, want lists, and text-book orders turned into the office, and grades posted in 
the permanent records before receiving final pay checks. 

It is suggested that you use a class attendance sheet the first week of 
school as enrollment changes will be made during that time. Names in your book 
are to be listed in alphabetical order. The names of late enrollees should be 
added at the bottom of the list. All nine-week and semester grades should be 
placed in your grade book in the proper place. Teachers will record at least one 
grade per week. 



COOPERATION AND GOOD WILL 

When teachers work together as a unit, great things can be accomplished. 
Cooperation between teachers is expected. 

DISCIPLINE 

Different teachers have different methods of controlling their pupils. 
The classroom is a place to learn, and it is not fair to let one or two students 
disturb the class to the extent that other students cannot learn. 

The teacher should never slap or hit the student with their hands. If a paddling 
needs to be administered, the student will be brought to the office. The teacher must 
always have a witness to a paddling. 

The administration is always willing to help you with your discipline 
problems. Do not hesitate to ask for help if you need it. 

Each teacher is responsible for the order inside his/her room and the hall 
nearest that classroom during intermission and just before and after school. 
Teachers are expected to be near the classroom door between classes. 

In the matter of discipline, the following items have been of help to some 
teachers: 

1.   At the beginning of the term: 
a. Do not be concerned with popularity 
b. Do not take infraction of rules lightly 
c. Be even more firm than you intend being later. You 
can let up later if it is warranted. 

2. Keep the pupils busy - that is half the battle 
3. Have a well-planned daily program 
4. Be kind, but be firm 
5. Be interested in what the pupils are doing 
6. Play no favorites, be fair 
7. Keep your eyes moving about the room 
8. Attend to each problem as it arises. Do not use too much 
       class time for pupil conferences. 
9. Demand and get attention and respect by being mobile in the 
        classroom. 
10. Keep a minimum of rules 
11. Carry out promised penalties. Make no promise you cannot keep. 



12. Change the tone of your voice often, six hours of the same tone is 
       boring. 
13. Do not permit students to bring food or drink into the classroom. 
      Teachers are not permitted to have food or drink in the classroom, 
      either. 
14. Conferences with parents should be arranged outside of class time 
      if possible. Parent-teacher conferences are encouraged by the 
      school administration. 
15. Keep in contact with parents/guardians as needed. Parents/ 
     guardians want to hear about progress being made by their child.                       
Even parents/guardians need positive reinforcement. 
16. NO gum chewing in classes. 
17. Do not use the phone during class time. 
18. Teachers should be near their classroom door between classes.      
This enables the classroom and the hallway to be monitored. 

DRESS-CODE FOR EMPLOYEES 

Employees will be required to wear proper attire.  Any attire exposing 
any midriff, back or too much upper portion of the body will not be permitted.  No 
extremely tight-fitting, short or revealing clothing is permitted. Teachers, male 
or female, will not be permitted to wear jeans, overalls, coveralls, soft 
plastic/rubberized footwear, tennis shoes/athletic shoes, flip-flops, tank tops, 
sweat pants, leisure type sport suits, hoodies, wind suits, or shorts (Any apparel 
that comes above mid calf is considered shorts). Shirts or blouses should not be 
low cut as to expose any cleavage (part or portion) of the upper body or back 
area.  Clothes should be worn that conform to the body, so as not to allow 
exposure when bending over to help a student, etc. For special occasions 
staff may dress formally, but according to dress code.  Any questionable 
dress or appearance will be at the discretion of the administration.  
Appropriate dress will also be in place on field trips and during the summer 
months. 

Specifically:  Ladies: Capri pants can’t resemble jeans and should be 
dress pants.  Capri pants must be mid-calf or below.  Dresses should resemble 
a dress in style and length. Sundresses will not be allowed.  Pantsuits or dress 
pants and a blouse may be worn.  Gentlemen: Dress slacks are to be worn 
except in shop. Jeans may be worn in shop class. Facial hair will be permitted 
if it is kept short and well groomed.  

Coaches and coach’s aides are to dress professionally according to 
the above dress code policy, unless they are on the field or in the gym 
practicing.   If gym clothes are worn in P.E/athletic classes they are to be 
changed before returning to the regular classroom or any other building on 
campus. Coaches and aides are to dress professional according to dress 
code or may wear Cameron professional color coordinated/matching sport 
apparel athletic sets during games.  The purpose of a dress code is to 
maintain professionalism as we promote and represent our school 
district and serve as role models for our students. 



 

JEAN DAY ~ FRIDAYS ONLY 

The Cameron Board of Education will allow employees to dress more 
casual and to wear blue jeans on Fridays only. This policy does not allow jeans 
that are torn, wrinkled, spotted, and having holes in them, etc. to be worn 
during school hours. Shirts need to have a collar or T-shirts with Cameron 
School logos on them. Regular T-shirts will not be allowed but collarless 
women's blouses will be okay (no tank tops). Tennis shoes/athletic shoes may 
be worn on jean day. Anytime a policy like this is in place professionalism needs 
to always be maintained at all times and professional people need to use 
common sense. As stated before no extremely tight-fitting clothing or clothing 
that is revealing will be permitted.  Regular dress code is to be followed on 
Fridays during parent/teacher conferences or when a special event or guest 
speaker is on campus. 

FACULTY MEETINGS 

Meetings will be held for all teachers. Teachers should arrive promptly 
for the meetings. Announcements will be made in advance if there is any 
change in date or time. 

PROGRESS REPORTS 

Progress reports are to be sent home at each mid-nine week period 
and anytime there is a sudden drop in grades. 

PERMANENT RECORDS 

Cumulative records and folders are to be kept up to date and accurate. 
Information concerning grades, health records, and additional information that 
presents the total educational picture of the child will be filed in the cumulative 
folder. Teachers will record grades and file all other pertinent information in the 
cumulative folder, grade book, and lesson plan books before receiving their final 
paychecks at the end of the year. 

 
HANDLING OF SCHOOL MONEY 

All school money must be turned in to the office by 10:00 a.m. each 
Thursday. Money is not to be left in the school building overnight. Teachers 
should turn in money they receive on a daily basis if it is above $25.00. DO NOT 
HOLD money, while waiting to collect the entire amount (i.e., reselling of items 
and you wait until all the money is collected to pay the invoice). 

IMPORTANCE OF RECORDS 

Each teacher should be accurate in posting grades in the class record 
book. Teachers should not ask nor permit students to record grades in the class 
record books or computerized grade book programs. 

LESSON PLAN BOOKS 
Lesson plans will be turned in on Friday before each new week. Plan 



books are to be kept by each teacher. Lesson plans must show which Priority 
Academic Student Skills (PASS) are being used. Because of illness and 
emergencies, it is important to furnish the substitute teacher with detailed 
lesson plans. 

 

LIBRARY 

The librarian will make schedules for teachers to take their classes to 
the library. Individual students should very seldom be excused from class to 
go to the library. Teachers are encouraged to take their classes to the library 
for organized study and research. They are urged to call upon the librarian to 
teach their students how to properly use the library materials. 

PARTIES - ELEMENTARY 
Students are not permitted to have birthday parties in class. Students 

will have 3 parties a year: Christmas, Valentines' Day, and Easter. 

REPORT CARDS 
Report cards are issued for each nine-week period. Teachers will have 

grades ready when they are needed. 

TUITION REIMBURSEMENT 
Provided funds are available, Cameron Public School will reimburse 

for tuition at the rate of $100 per credit hour upon completion of course with a 
grade of ‘C’ or better with the stipulation that after obtaining degree the person 
will work for Cameron Public School for a period of at least 2 years or expense 
of degree will be reimbursed back to the school.  It will be the responsibility of 
the Cameron school employee seeking reimbursement to submit in writing the 
following information to the Superintendent’s Office:  educational institute 
attending, degree/certificate being sought, number of hours being taken the 
semester, semester attending (start date-ending date), and tuition cost per credit 
hour.  Approval for tuition reimbursement will not be considered for any 
semester after it has officially begun, and no reimbursements will be made back 
to the employee without an official grade report. 

 
SCHOOL ATMOSPHERE 

Be friendly. Know faculty names and backgrounds. Be sure to 
greet substitute teachers. Offer any assistance possible. Be sure to 
greet visitors. Make them feel welcome while in our school. 

SCHOOL CUSTODIAL SERVICES 

All classrooms are completely cleaned and made ready for school 
during the summer months. Floors are cleaned and waxed periodically during 
the school year. Every classroom is swept after school each day and made ready 
for the next day. Teachers must help custodians by having books, paper, 
clothing articles, etc., picked up off the floor and windows and doors closed 
before leaving the classroom. Teachers are not to leave empty beverage bottles, 
cans or cups in rooms, food in wastebaskets, nor should containers that have 



beverages or food in them be placed in wastebaskets. 

SUPERVISED STUDY PERIOD 

Teachers are encouraged to use the last part of the period for a 
supervisory student period. It is hoped that through a supervised study period 
the study habits of the students will be improved. 

TEACHER-SPONSORED ACTIVITIES 

Teachers will be asked to help with various activities from time to time. 
Our activities are as much a part of our school system as the classroom teaching. 
As a teacher in this school, you are part of the entire program' and should plan to 
assist in the entire program. 

TELEPHONE MESSAGES FOR TEACHERS 

Telephone messages will be placed in the teacher's mailbox unless the 
message involves some emergency. If a teacher is expecting an important 
message, notify the office and every effort will be made to cooperate. 

TELEPHONE MESSAGES FOR STUDENTS 

Students are not to use the telephone except for emergencies or 
important matters. When parents call, pupils will not be called to the telephone 
unless absolutely necessary. When possible, the principal will take the message 
and get it to the student. 

 
STUDENT CELL PHONE USE 

Cameron Public School allows students to carry cell phones to school and on 
the school bus. The Phone must be turned off and they are to be used in 
emergency situations only and not to be used to call home or for social calls. If 
a student needs to call home they will get permission to use a phone in the office or 
in some circumstances get permission to use their cell phone. This policy does 
include text messaging. 

If a student is caught using a cell phone without permission from their 
teacher, sponsor or administrator then the phone will be taken away from them for 
the remainder of the day. The student can then pick the phone up in the office 
when school is out. On the second offense the student will lose the phone and 
his/her parent will have to pick the phone up in the office. When a student is 
caught using a cell phone for the third time in a school year without permission 
they will be suspended for one (1) day. Suspension will follow after each use 
when the student does not have permission to use the cell phone. 

CELL PHONE USAGE FOR TEACHERS 
Personal cell phones are to be turned off or silenced and not visible 

during the scheduled workday.  This also includes texting.  Exception: Use of cell 
phone for personal business should be limited to your planning time or before and 
after school and should be for emergencies only. Teachers are not to use personal 
cell phones in front of any student. 

COMPUTER USAGE FOR TEACHERS 
Computer usage at school is limited to school business only.  Our 



technology is a wonderful tool to help educate the students and to keep up with 
student records.  All teachers have access to a school e-mail account to be used for 
school business. 

 
TEXTBOOKS 

The teacher is in charge of the class being taught and will be 
responsible for the textbooks used in that class. Students who damage or lose 
books must pay for them. All books should be numbered with magic marker in a 
place that the student cannot remove the number. Continue numbering the new 
books where we left off with the old ones. 

The teacher will make a record of the condition of all textbooks as they 
are checked out to the students. This record will be kept in the grade book. 
Books should be recorded as new, good, fair, or poor. The teacher will also 
record the number of each book checked out. 

 
WINDOWS, DOORS, AND LIGHTS 

Teachers in the high school are responsible for seeing that all doors are 
locked, and all windows are closed. Teachers are responsible for closing all 
shades and lowering them at the end of the day. Teachers are also responsible 
for the closing of any drapes at the end of the day. 

Teachers are responsible for the prevention of all writing and marking 
on the furniture and walls of their classrooms. Lights should be used when 
needed, but should not be wasted. Be sure that lights are turned off while the 
room is not in use. 

ASBESTOS HAZARD EMERGENCY ACT 
In response to the Asbestos Hazard Emergency Act, P.L.99-5519, and 

EPA regulations, we have completed the re-inspection of our buildings that 
contained asbestos building materials. 

As a result of our re-inspection, we are pleased to announce that areas 
that contain asbestos pose no health problems. 

The management plan and the results of the re-inspection will be 
available for your viewing during office hours in the office of the 
Superintendent. Please call for an appointment. 

COMPLAINT 

PROCEDURE Definition: 

A complaint is defined as a claim by a school district employee that 
there has been an inequitable application of a board policy directly related to 
the complaining employee's employment. 

Process: 
1.    An employee shall submit a written complaint citing the 

policy which the employee believes to have been 
inequitably applied within ten (10) days of the alleged 
occurrence to his/her immediate supervisor. 



2. If the complaint is not resolved to the employee's 
satisfaction following a meeting with the immediate 
supervisor, the employee may appeal his/her complaint 
with 
the superintendent. 

3. If the complaint is not resolved to the employee's 
satisfaction following a meeting with the Superintendent, 
the employee may, within ten (10) days, submit a written 
appeal to the Board. 

4. The Board will consider the complaint at its next regularly 
scheduled meeting or at a special meeting called for that 
purpose. The employee will be afforded an opportunity to 
appear before the Board and present his/her viewpoint 
before a decision of the Board is made. The decision of 
the 
Board will be final and binding on all parties. 

EVALUATION POLICY 

Evaluations shall be based upon the MINIMUM CRITERIA FOR 
EFFECTIVE TEACHING PERFORMANCE. 

All teachers will be formally evaluated once if years taught is greater than 
three, this evaluation will be by May 1st.   Teachers without career status will be 
evaluated twice during each school year, once by November 15 and again by February 10. 

A copy of each formal written evaluation shall be given to the teacher at 
a conference to be held between the teacher and the building principal. The 
teacher shall acknowledge the written evaluation by his/her signature. 

If the teacher feels his/her evaluation is incomplete, inaccurate, or unjust, 
the teacher may put his/her objections in writing and have them attached to the 
evaluation report to be placed in the personnel file. Such written response shall be 
submitted by the teacher within ten (10) days of the evaluation conference. 

HOMEWORK POLICY 

Homework shall be required in all academic classes at periodic intervals that 
insure mastery of skills facilitating satisfactory achievement. Students learn from a well-
formulated homework system that develops self-discipline and good study habits that 
will influence their academic career. 

Because of individual differences and needs of pupils, the teacher 
must consider the ability of each student in assigning homework. It is 
unreasonable to require or expect all pupils to be able to complete the same 
assignment each day. Some students may require some assignments to be 
adjusted, depending upon his/ her educational capacity, potential, and need. 

When homework is given, it will be based on one or more of the following 
purposes: 

1. To reinforce what was learned in class 
2. To practice what was learned in class 



3. To research a topic chosen in class, using a library 
facility 

4. To finish what was started in class 
5. To study, independently, a topic started in class 
6. To complete a project related to classroom learning 
7. To explore new fields 
8. To encourage reading 

Homework is an extension of the regular school day. Therefore, when 
homework is given, it should supplement, complement, and reinforce classroom 
teaching and learning. It should not be given unless the students have been 
instructed in how to do the work, as this leads to criticism of the teacher and 
the school. It is unfair to the student and would encourage negative transfer if 
worked improperly by the students. 

Teachers will not use unrelated homework as a disciplinary measure. A 
copy of the school district's written Homework Policy will be available to school 
personnel, parents/guardians, and students at the beginning of each school year. 
This informs parents/guardians, in advance, that homework assignments will be 
made and that they should encourage and be supportive of this effort. 

The Cameron School Board of Education believes that is has the right to 
expect unwavering loyalty to the school from all employees. Adverse or 
derogatory criticism of one's peers, the Board of Education, the administration, or 
the school in general is not becoming of an employee. 

Teachers and other employees shall respect the line of authority 
established by the Board of Education and shall in no way take grievances 
to anyone - people in the community, friends, board of education, etc., — 
except through the principals and the superintendent. 

 
PROCEDURES TO HANDLE GRIEVANCES 

1. Report any grievances to your immediate supervisor. 

2. The only grievances that will be heard are the ones you will write out so 
that the accused may face the accuser. No "hearsay" will be accepted. 
Written proof with the source of information must be provided. 

3. Effort on the part of the immediate supervisors will be taken to work out 
the grievances to all parties' satisfaction. If this effort fails, you and the 
supervisor go immediately to the next chain of command, even as far as 
the board of education, but only in the chain of command. 

4. It is the philosophy of the Cameron Board of Education that the school 
exists for the benefit of the children of the school and community. 

5. Supervisors shall supervise only those employees that are under their 
supervision. Teachers are under the supervision of the principals or 
superintendent. Custodians are under the supervision of the principals, 
superintendent, or maintenance supervisor. Lunchroom workers are 
supervised by the superintendent, principals, or lunchroom 
supervisor. 
Any employee that has a problem or concern should go directly to the 
appropriate supervisor. 



Failure to follow these procedures could be grounds for dismissal. 

SUSPENSION, DEMOTION, OR TERMINATION OF SUPPORT 
EMPLOYEES 

In order to comply with Title 70 of the Oklahoma Statutes, Sections 
24-132 thru 24-136, the Cameron Board of Education hereby adopts the 
following procedure for the suspension, demotion, or termination of support 
employees.  

For the purposes of this policy a “support employee” is defined as a 
full-time employee of a school district who provides those services, not 
performed by professional educators or licensed teachers that are necessary for 
the efficient and satisfactory functioning of a school district.  

No support employees who have been employed in Cameron School 
District for one year or more may be suspended, demoted or terminated except 
for the causes set out by this policy by the superintendent of schools.  

Nothing contained in this policy shall prevent the board of education 
from acting on its own violation in matters pertaining to suspension, demotion, 
or termination of support employees. 

Whenever the superintendent of schools is of the opinion that the 
immediate suspension of a support employee is necessary and in the best 
interest of a school district, the superintendent may suspend the employee 
without notice or hearing.  If an employee is suspended for a period exceeding 
ten (10) days, the superintendent of the district shall initiate proceedings for 
termination and shall follow the procedures set forth in this policy.  However, 
in a case involving a criminal charge, the suspension may be delayed until the 
case is adjudicated at trial.  Nothing herein shall prevent proceeding against 
the employee during or after the suspension for termination as provided in this 
policy. 

Prior to any demotion or termination the support employee shall 
receive notice of his or her right to a hearing, which if requested will be 
conducted by Cameron Board of Education. All notices shall be by certified 
mail, with the postmark used to determine the timeliness of such notice.  The 
support employee must request a hearing within ten (10) working days of said 
notice or be deemed to have waived his or her right to a hearing. 

If the support employee requests a hearing, the hearing shall be 
conducted at the next or next succeeding regularly scheduled meeting of the 
Cameron School Board of Education if the request is received by the clerk of 
the board at least ten (10) days prior to aforesaid meeting.  A special meeting 
may be conducted if requested by the employee or at the discretion of the 
Cameron Board of Education.  The special meeting shall be conducted no 
sooner than ten (10) days or no later than thirty (30) days after receipt of 
employee’s request. 

The decision of Cameron Board of Education shall be final. 

Nothing in the above stated policy shall be construed to prevent 
layoffs for lack of funds or lack of work. 

In order to comply with Title 70 of the Oklahoma Statutes Sections 
24-132 thru 24-136, the Cameron Board of Education hereby adopts the 
following causes for suspension, demotion, or termination. 



1. Failure to be at work station at starting time. 

2. Leaving work station without authorization prior to lunch periods, or 
end of work day. 

3. Excessive unexcused absenteeism. 

4. Chronic absenteeism for any reason. 

5. Excessive tardiness. 

6. Wasting time or loitering during working hours. 

7. Leaving work area during working hours, without permission first; for 
any reason. 

8. Falsification of personnel or other records. 

9. Possession of weapons on the premises at any time. 

10. Removing district property, records or confidential information from 
premises without proper authority. 

11. Willful abuse, misuse, defacing, or destruction of district property, 
including tools, equipment, or other property of other employees. 

12. Theft or misappropriation of property of employees, students or of the 
district. 

13. Sabotage. 

14. Distracting the attention of others. 

15. Refusal to follow instruction of supervisor. 

16. Refusal or failure to do work assignment. 

17. Threatening, intimidating, coercing or interfacing with employees or 
supervision at any time. 

18. The making or publishing of false, vicious, or malicious statements 
concerning any employee, supervisor, or the district. 

19. Creating disturbances on the premises at any time. 

20. Creating or contributing to unsanitary conditions. 

21. Practical jokes injurious to employees or district property. 

22. Possession, consumption, or reporting to work under the influence of 
alcohol, non-prescription drugs, or controlled substances. 

23. Disregard of known safety rules or common safety practices. 

24. Unsafe operation of motor driven vehicles. 

25. Operating machines or equipment without safety devices provided. 

26. Gambling, lottery, or any other game of chance on district property. 

27. Unauthorized distribution of literature, written or printed matter of any 
description on district property. 

28. Posted or removing notices, signs, or writing in any form on bulletin 
boards of district property at any time without specific authority of the 
administration. 

29. Poor workmanship. 

30. Immoral conduct or indecency including abusive and/or foul language. 

31. No personal calls during working hours, except for emergencies.  This 
includes in-coming and out-going calls. 



32. Walking off job. 

33. Smoking in an unauthorized area or at any unauthorized time. 

34. Failure to follow district dress code. 

35. Refusal of job transfer within the district, if transfer does not result in a 
demotion. 

36. Abuse of “breaks” (rest periods) or meal period policies. 

37. Insubordination of any kind. 

38. Violation of any district rule or policy. 

39. Violation of any administrative rule or order. 

40. When it is in the best interest of the school district, any support 
personnel may be suspended, demoted, or terminated. 

         Violations of any of the above shall be sufficient ground for the 
suspension, demotion or termination of the support employee. 

 
 

Standards of Performance and Conduct for Teachers 
Approved by the State Board of Education, March 1992 

Professional Services Division 
(70 O.S. Supp. 1990 § 6-101.21 and 101.22) 

 
 Teachers are charged with the education of the youth of this State.  In 
order to perform effectively, teachers must demonstrate a belief in the worth and 
dignity of each human being, recognizing the supreme importance of the pursuit of 
truth, devotion to excellence, and the nurture of democratic principles. 
 
 In recognition of the magnitude of the responsibility inherent in the 
teaching process and by virtue of the desire of the respect and confidence of their 
colleagues, students, parents, and the community, teachers are to be guided in their 
conduct by their commitment to their students and their profession. 
 

Principle I - Commitment to the Students 
 
 The teacher must strive to help each student realize his or her potential as 
a worthy and effective member of society.  The teacher must work to stimulate the 
spirit of inquiry, the acquisition of knowledge and understanding, and the 
thoughtful formulation of worthy goals.  
 
 In fulfillment of the obligation to the student, the teacher: 
 1. Shall not unreasonably restrain the student from independent 

action in the pursuit of learning; 
 2. Shall not unreasonably deny the student access to varying points 

of view;  
 3. Shall not deliberately suppress or distort subject matter relevant 

to the student’s progress; 
 4. Shall make reasonable effort to protect the student from 

conditions harmful to learning or to health and safety; 
 5. Shall not intentionally expose the student to embarrassment or 

disparagement; 
 6. Shall not on the basis of race, color, creed, sex, national origin, 

marital status, political or religious beliefs, family, social, or 
cultural background, or sexual orientation, unfairly 

i. exclude any student from participation in any program, 



ii. deny benefits to any student, or 
iii. grant any advantage to any student 

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

8. Shall not disclose information about students obtained in the 
course of professional service, unless disclosure serves a 
compelling professional purpose and is permitted by law or is 
required by law  

Principle II - Commitment to the Profession 
 
 The teaching profession is vested by the public with a trust and 
responsibility requiring the highest ideals of professional service. 
    
 In order to assure that the quality of the services of the teaching 
profession meets the expectations of the State and its citizens, the teacher shall 
exert every effort to raise professional standards, fulfill professional 
responsibilities with honor and integrity, promote a climate that encourages the 
exercise of professional judgment, achieve conditions which attract persons 
worthy of the trust to careers in education, and assist in preventing the practice of 
the profession by unqualified persons. 
 
 In fulfillment of the obligation to the profession, the educator: 

1. Shall not, in an application for a professional position, 
deliberately make a false statement or fail to disclose a 
material fact related to competency and qualifications; 

2. Shall not misrepresent his/her professional 
qualifications;  

3. Shall not assist any entry into the profession of a person 
known to be unqualified in respect to character, 
education, or other relevant attribute; 

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

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

6. Shall not disclose information about colleagues 
obtained in the course of professional service unless 
disclosure serves a compelling professional purpose or 
is required by law;  

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

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

 

Principle III 
 
A. Subject to the provisions of the Teacher Due Process Act of 1990, a 

career teacher may be dismissed or not reemployed for: 
   1.  Willful neglect of duty, 
   2.  Repeated negligence in performance of duty, 
   3.  Mental or physical abuse to a child, 
   4.  Incompetency, 
   5.  Instructional ineffectiveness, 



   6.  Unsatisfactory teaching performance, or 
   7.  Any reason involving moral turpitude. 
B. Subject to the provisions of the Teacher Due Process Act, a probationary 

teacher may be dismissed or not reemployed for cause. 
C. A teacher convicted of a felony shall be dismissed or not reemployed 

unless a presidential or gubernatorial pardon has been issued. 
D. A teacher may be dismissed, refused employment or not reemployed after 

a finding that such person has engaged in criminal sexual activity or 
sexual misconduct that has impeded the effectiveness of the individual’s 
performance of school duties.  As used in this subsection: 

1. “Criminal sexual activity” means the commission 
of an act as defined in Section 886 of Title 21 of 
the Oklahoma Statutes, which is the act of 
sodomy; and “Sexual misconduct” means the 
soliciting or imposing of criminal sexual. 

 
STATEMENT OF POLICY, DRUG FREE WORKPLACE 

 
A. In recognition of the clear danger resulting from drug abuse and in good 
faith effort to promote the health, safety and welfare to employees, students and 
the community as a whole it shall be the policy of the Board of Education of the 
Cameron Public School to provide a drug-free workplace in compliance with the 
Drug-Free Schools and Communities Act Amendment of 12989 (P.L. 101-226). 
 
 Employees are hereby notified that the unlawful manufacture, 
distribution, dispensing, possession or use of a controlled substance is prohibited 
in all work stations in the school district.  Such action is prohibited by any 
employee during that employee’s work hours or in the performance of any duties 
for the school system. 
 
B. Disciplinary action. Employees are further notified that as a 
condition of their employment they are required to abide by these requirements 
and that violation of any requirement will result in appropriate action. 
   1.  Probation 
   2.  Suspension 
   3.  Termination 
 
 Additionally, it shall be the responsibility of the employee to report to the 
district any and all conviction(s) of a criminal drug statute violation occurring in 
the workplace no later than five days following such conviction.  Appropriate 
personnel action shall follow such disclosure within 30 days of such notice. 
 
C. Because it is the policy of the Board of Education to promote prevention, 
information about a drug-free awareness program will be made available to inform 
employees about: 
 1.  The dangers of drug abuse in the workplace; 
 2.  The district policy of maintaining a drug-free workplace; 
 3.  Available drug counseling, rehabilitation and employee assistance                                

programs; 
   4.  Penalties that may be imposed upon employees for drug abuse 

violations occurring in the workplace. 
  
 It is a requirement of the Cameron Board of Education that each current 
employee shall be notified of this policy in writing and future employees shall be 
notified in writing upon employment.  This statement shall be published in other 
appropriate documents for proper distribution and posted at appropriate work sites. 
 



D. Compliance with the standards of conduct, Paragraph A, is 
mandatory. (ref. Paragraph (A) above.) 
 

PURCHASES 
It is the policy of the school to fulfill all reasonable requests for supplies. This totals 
up to quite an item of expense each year on the school. Please see that supplies 
requested by you are not carelessly or wastefully used. 

When ordering supplies or making purchases, employees shall do 
the following: 

1. Pick up a purchase order form from the principal's office or 
superintendent's office. 

2. Fill out the purchase order form completely including: 
A.     Account charged against: 

GENERAL FUND -       specific classroom materials, 
Teaching aids and 
equipment; list department 
ordering (Library, FCCLA, Vo-
AG, Math, Science, etc.) 
 

ACTIVITY FUND -      clubs or organizational 
purchases (Athletics, FFA, 
FCCL A, Yearbook, Class of 
2007, etc.) 

B. Company name from whom you are ordering. 
C. Complete address of Company. 
D. Company phone number and fax number. 
E.       Quantity and product number. 
F.      Description of items needed. 
G      Cost of items needed. 
H.    Shipping if applicable; estimate 10% shipping if amount is    

unknown. 

3. Sign and date purchase order form. 
4. Return the purchase order form to the principal or 

superintendent's office for approval, (depending on 
supervisor) 

5. DO NOT PLACE ORDER UNTIL A COPY OF THE 
APPROVED PURCHASE ORDER WITH A PURCHASE 
ORDER NUMBER IS RETURNED TO YOU.   You may 
then order the items requested. 

NOTE:       If an invoice is received in the Superintendent's 
Office without a purchase order number, the organization 
or person responsible for ordering the items will be liable for 
the bill. 

Purchase order forms will be used by the Activity Fund, Child Nutrition Fund, Building 
Fund and General Fund. 


