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 Business and Auxiliary Services 
COALGATE PUBLIC SCHOOLS 
BOARD OF EDUCATION POLICY 

 

 Adopted:  October 7, 2013 

 
MANAGEMENT AND INVESTMENT OF FUNDS 

 
This investment policy is adopted in accordance with the provisions of applicable law by the 
board of education.  This policy sets forth the investment policy for the management of the 
public funds of the district.  The policy is designed to ensure prudent management of public 
funds, the availability of funds when needed, and reasonable investment returns. 
 
Investment Authority: 
 
The district treasurer is required by the board of education to invest district monies in the 
custody of the treasurer in those investments permitted by law.  The treasurer shall, to the 
extent practicable, use competitive bids when purchasing direct obligations of the United 
States Government or other obligations of the United States Government, its agencies, or 
instrumentalities. 
 
The district treasurer shall limit investments to: 
 

1. Direct obligations of the United States Government to the payment of which 
the full faith and credit of the Government of the United States is pledged; 
provided the district treasurer, after completion of an investment education 
program in compliance with applicable law,  may invest funds in the 
investment account in other obligations of the United States Government, its 
agencies or instrumentalities; 

 
2. Obligations to the payment of which the full faith and credit of this state is 

pledged; 
 
3. Certificates of deposits of banks when such certificates of deposits are 

secured by acceptable collateral as in the deposit of other public monies; 
 
4. Savings accounts or savings certificates of savings and loan associations to the 

extent that such accounts or certificates are fully insured by the Federal 
Savings and Loan Insurance Corporation; 

 
5. Repurchase agreements that have underlying collateral consisting of those 

items specified in paragraphs 1 and 2 above including obligations of the 
United States, its agencies and instrumentalities, and where the collateral has 
been deposited with a trustee or custodian bank in an irrevocable trust or 
escrow account established for such purposes; 

 
6. County, municipal or school district direct debt obligations for which an ad 

valorem tax may be levied or bond and revenue anticipation notes, money 
judgments against such county, municipality or school district ordered by a 
court of record or bonds or bond and revenue anticipation notes issued by a 
public trust for which such county, municipality or school district is a 
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beneficiary thereof.  All collateral pledged to secure public funds shall be 
valued at no more than market value; 

 
7. Money market mutual funds regulated by the Securities and Exchange 

Commission and which investments consist of obligations of the United States, 
its agencies and instrumentalities, and investments in those items and those 
restrictions specified in paragraphs 1 through 6 above; 

 
8. Warrants, bonds or judgments of the district;  
 
9. Qualified pooled investment programs through an interlocal cooperative 

agreement formed pursuant to applicable law and to which the board of 
education has voted to be a member, the investments of which consist of those 
items specified in paragraphs 1 through 8 above, as well as obligations of the 
United States agencies and instrumentalities;  

 
10. Investment programs administered by the state treasurer; or  
 
11. Any other investment that is authorized by law. 

 
Investment Philosophy 
 
This policy shall be based upon a “prudent investor” standard.  The board of education 
recognizes that those charged with the investment of public funds act as fiduciaries for the 
public, and, therefore the treasurer is directed to exercise the judgment and care that 
persons of ordinary prudence, discretion, and intelligence exercise in the management of 
their own affairs as to the permanent non-speculative disposition of their funds, with due 
consideration of  probable income earnings and probable safety of capital.  In investing the 
district’s funds, the treasurer shall place primary emphasis on safety and liquidity of 
principal and earnings thereon. 
 
Liquidity 
 
Available funds will be invested to the fullest extent practicable in interest-bearing 
investments or accounts, with the investment portfolio remaining sufficiently liquid to meet 
reasonably anticipated operating requirements. 
 
Diversification 
 
The investment portfolio will be reasonably diversified so as to avoid any one investment 
having a disproportionate impact on the  portfolio.  Provided this restriction will not apply to 
securities of the United States Treasury backed by the full faith and credit of the United 
States Government. 
 
Safety Of Principal 
 
Although investments are made to produce income for the district, investments will be made 
in a manner that preserves principal and liquidity. 
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Yield 
 
The portfolio will be designed to attain maximum yield within each class of investment 
instrument, consistent with the safety of the funds invested and taking into account 
investment risk and liquidity needs. 
 
Maturity 
 
Investments may have maturities extending to 12 months, provided sufficient liquidity is 
available to meet major outlays, and except that general fund investments may not exceed 3 
months. 
 
Quality Of The Instrument And Capability Of Investment Management 
 
The superintendent shall be responsible for seeing that the treasurer and any assistant 
treasurer are qualified and capable of managing the investment portfolio and satisfactorily 
complete any investment education programs required by state law or by the board of 
education. 
 
Safekeeping And Custody: 
 
The treasurer will maintain a list of the financial institutions and pooled investment programs 
governed by an interlocal cooperative agreement formed pursuant to OKLA. STAT. tit. 70 § 5-
117b which are authorized to provide investment services, and will maintain a separate list 
of financial institutions with collateral pledged in the name of the district. 
 

1. Securities purchased from a bank or dealer, including any collateral required 
by state law for a particular investment, shall be placed under an independent 
third party custodial agreement.  The Trust Department of a financial 
institution will be considered to be independent from the financial institution.  

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

will be avoided. 
 
3. Telephone transactions may be conducted, but such transactions must be 

supported by written confirmation, which may be made by way of a facsimile 
on letterhead with authorized signatures of the safekeeping institution. 

 
4. Written transactions and confirmations of transactions by computer 

connections will be kept in the treasurer’s office. 
 
Reporting And Review Of Investments: 
 
The treasurer will prepare an investment report to be submitted to the board of education 
on at least a monthly basis.  The report will include: 

 
1. A list of individual securities held at the end of the reporting period. 
 
2. The purchase and maturity dates of these securities. 
 
3. The name and fund for these securities. 
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4. The yield rate of these securities. 
 
5. Any collateral pledged by a custodian. 

 
The board of education shall review the treasurer’s investment performance on a regular 
basis that is no less frequent than monthly. 
 
Depositing Of Interest: 
 
Unless otherwise directed by the board of education through policy or by special directive, 
by the Oklahoma Constitution, or by the federal government, income earned from the 
investment of non-activity funds shall be deposited in the general fund, and income earned 
from the investment of activity funds shall be deposited as directed by the board of 
education. 
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 Business and Auxiliary Services 
COALGATE PUBLIC SCHOOLS 
BOARD OF EDUCATION POLICY 

 

 Adopted:  October 7, 2013 

 
PUBLIC GIFTS TO THE SCHOOLS 

 
The board of education assumes responsibility, within its financial capabilities, for providing 
at public expense all items of equipment, supplies and services that may be required in the 
schools under its jurisdiction.  Gifts, grants or bequests will be accepted and the action 
recorded, provided the conditions of acceptance do not remove any degree of control of the 
district from the board and will not cause inequitable treatment of any student(s) or student 
group(s). 
 
Propositions giving funds, equipment or materials to the school with a “matching 
agreement” or restriction are generally not acceptable.  Acceptance of donated equipment 
or materials may depend upon compliance with the board’s policy of standardizing 
materials and equipment in the district, which could restrict gifts purchased by parent-
teacher organizations to individual schools.  The acceptance of a gift for a particular school, 
however, indicates the board’s approval of the use the benefactor specified. 
 
Any person or organization desiring to give a gift or make a grant or a bequest to the board 
should contact the superintendent, who may accept the gift, thank the donor, and inform the 
board, except that offers of real property will be accepted only by the board.  Also, where 
the appropriateness of a gift is in doubt, the superintendent will refer the matter to the board 
for its acceptance or rejection.  For example, single gifts of considerable value exhibiting 
the donor’s name or business shall be considered on an individual basis by the board. 
 
All conditional gifts must be approved by the board. 
 
Any gift or grant accepted by the board or the superintendent as its executive officer will 
become the property of the board of education and will comply with all state and federal 
laws, including but not limited to the rules outlined in the FCC’s 6th Report and Order.  
Specifically, E-Rate applicants are prohibited from soliciting or accepting any gift or other 
thing of value from a service provider participating in or seeking to participate in the E-Rate 
program.  It is a violation for any service provider to offer or provide any gift or other thing 
of value to those personnel of eligible entities involved with the E-Rate program. 
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 Business and Auxiliary Services 
COALGATE PUBLIC SCHOOLS 
BOARD OF EDUCATION POLICY 

 

 Adopted:  October 7, 2013 

 
ANNUAL STATISTICAL/FINANCIAL REPORTS 

 
The board of education will make annual statistical and financial reports to the State Board of 
Education in a timely manner.  The statistical report will be made as of June 30.  Each of such 
reports will be filed with the State Board of Education as soon as information is available 
following the effective date of such reports.   
 
Reference:  70 O.S. §5-128 
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 Business and Auxiliary Services 
COALGATE PUBLIC SCHOOLS 
BOARD OF EDUCATION POLICY 

 

 Adopted:  October 7, 2013 

 
SURETY BONDS FOR SUPERINTENDENT AND FINANCIAL OFFICERS 

 
Pursuant to OKLA. STAT. tit. 70, §5-116a (2009), the superintendent and any financial officer of 
the district are required to furnish a surety bond in the penal sum of not less than One 
Hundred Thousand Dollars ($100,000.00) or an amount otherwise set by law or set by the 
State Board of Education to assure the faithful performance of the duties of the 
superintendent and financial officers.   
 
The board finds that a reasonable definition of “financial officer” is any person whose job 
description or board policy or practice requires that he or she supervise or handle 
monetary receipts or disbursements on a reasonably consistent basis and any person who 
has oversight of funds or who actually transacts financial business on behalf of the district.  
In accord with this definition the board defines “financial officers” to include the individuals 
holding in whole or in part the following positions or their functional equivalent:  chief 
financial or business officer, encumbrance clerk, payroll clerk, treasurer, assistant 
treasurer, or activity fund custodian.  Provided however, the bonding requirements of this 
policy shall not apply to the treasurer which requirements are specifically governed by 
OKLA. STAT. tit. 70, §5-115 (1991).   
 
The requirement as to the terms, conditions, penalty, amount or quality or type of surety 
shall be deemed to mean the furnishing of a separate bond or surety contract for each 
individual officer or employee, or the furnishing of a “blanket bond”.  The latter means a 
school district officer and employees blanket position bond which covers all officers and 
employees up to the penalty of the bond for each officer and employee and the full penalty 
of the bond is always enforced during its term and no restoration is necessary and there is 
no additional premium after a loss is paid.     
 
The surety bonds required by §5-116a shall be furnished by a company duly qualified under 
the insurance laws of Oklahoma and shall be purchased by the district.  Each surety bond 
shall be payable to the district and require “financial officers” and the superintendent to 
faithfully perform their duties during their employment or term of office and properly 
account for all monies and property received by virtue of their position or employment. 
 
In the event of a conflict between this policy and any opinion of a court of competent 
jurisdiction or an opinion of the Oklahoma Attorney General regarding who constitutes a 
“financial officer” of the district, the opinion will be deemed to control over any 
contradictory definition in this policy.   
 
Reference:  70 O.S. §5-116a 
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 Business and Auxiliary Services 
COALGATE PUBLIC SCHOOLS 
BOARD OF EDUCATION POLICY 

 

 Adopted:  October 7, 2013 

 
ACTIVITY FUNDS 

 
The board of education will exercise complete control over all activity funds and will adopt 
appropriate rules and regulations for handling, expending and accounting for all such funds. 
 
At the beginning of each fiscal year, the board will approve all school activity fund 
subaccounts, all subaccount fund raising activities and all purposes for which the monies 
collected in each subaccount can be expended.  The board will approve any activity fund 
raising events during the fiscal year. 
 
The superintendent will cause the activity account to be audited annually by a certified 
public accountant who will be selected by the board.  The audit will be furnished to the 
board, and the cost of the audit will be paid from the general fund. 
 
No expenditures will be made from activity funds except by check and on the authorization 
of the sponsor of the group to whom the fund belongs.  All such checks are to be issued and 
signed by the custodian of the activity fund and countersigned by a person designated by 
the board. 
 
All activity monies will be deposited with the office of the superintendent.  The custodian of 
such funds will cause the funds to be deposited daily with the central office. 
 
The superintendent will cause to be kept complete and accurate accounts of all activity 
funds and will see that monthly reports are made to appropriate parties. 
 
The school activity fund custodian will be appointed by the board of education.  The 
custodian will provide a surety bond in an amount determined by the board, but not less 
than one thousand dollars ($1,000.00). 
 
These provisions will not apply to funds collected by student achievement programs or 
parent-teacher associations and organizations that are sanctioned by the board of education.  
 
Reference:  70 O.S. §5-129 
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 Business and Auxiliary Services 
COALGATE PUBLIC SCHOOLS 
BOARD OF EDUCATION POLICY 

 

 Adopted:  October 7, 2013 

 
SCHOOL RAFFLES 

 
OKLA. STAT. tit. 21 § 1051 allows schools and their affiliated student groups and parent-
teacher groups to raise money by conducting raffles in exchange for voluntary 
contributions.  While this law allows for the issuance of raffle tickets in exchange for a 
voluntary contribution, the sale of raffle tickets is against the law and subjects such persons 
or groups selling the tickets to criminal liability.  The district provides schools, student 
groups and parent-teacher groups with the option of conducting raffles.  However, in order 
to comply with state law as well as prevent exploitation of students, parents and the 
community, the district requires that all such raffles be conducted within the limitations and 
guidelines provided below.  
 
Groups Allowed to Conduct Raffles on School Property 

 
Only a school of the district, or a student or parent-teacher group affiliated with a 
school of the district may conduct a raffle or raffle-related activities on school 
property.  The group conducting such a raffle is the “sponsoring organization” for 
purposes of this policy.   
 

Prior Approval of Raffles Required 
 

Raffles and raffle-related activities are not permitted on school property unless prior 
approval has been given, in writing, by the school principal. In order to receive 
approval, the student group must prepare a Request for Raffle form and submit it to 
the school principal.  The principal will not issue an approval unless the form is 
complete and unless the organization is in compliance with the School Raffle Policy 
and policy concerning student fund raising activities.  In addition, before providing 
the approval, the principal must obtain the approval of the board.  The principal may 
deny a request for a raffle at his or her discretion, taking the purpose of the 
fundraising into account as well as the number of raffles or other fund raising 
activities already approved for the calendar year.  This decision may be appealed to 
the superintendent.  
 
If the raffle is being sponsored by the school generally (not by a student or teacher-
parent group), approval for such a raffle must be granted by the board upon the 
request of the school’s principal or the superintendent. 
 

General Requirements 
 
Raffle tickets may be issued only in exchange for a voluntary contribution.  
Specifically, there may be no set price for a raffle ticket, and the issuance of a raffle 
ticket may not be contingent on a financial contribution to the sponsoring 
organization.  However, the sponsoring organization may determine a suggested 
voluntary contribution amount and may print this amount on the ticket as the 
suggested voluntary contribution.   
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The sponsoring organization may not hire or contract with any person or business to 
conduct the raffle, to sell raffle tickets, or to solicit contributions in connection with a 
raffle on its behalf. 
 
No staff member or student shall be coerced or forced to participate in any raffle-
related activity. 
 
All tickets remain the responsibility of the sponsoring organization with 
accountability to the school’s principal. 
 
The fair market value of any one prize may not exceed $5000.00. 

 
Information Printed on Tickets 
 

The following information must be printed on the raffle ticket: 
 
1. The name of the organization sponsoring the raffle; 
2. Date, time and place of drawing; 
3. The district’s name; and  
4. Consecutive numbering. 

 
Records of Raffle Activity 
 

The sponsoring organization must report in writing to the school’s principal the 
following information within five days of the raffle drawing: 
 
1. Name of raffle winner(s) and respective prize(s), including the fair market 

value of the prize; 
2. Total raffle tickets sold; 
3. Total gross receipts; 
4. Details of expenses related to the activity; 
5. Net proceeds (gross proceeds minus expenses); and 
6. Details of the expected use of the profits from the activity. 
 
If the fair market value of the prize is $600.00 or more, then the school must also 
obtain and keep for its records the social security number of the prize winner and 
his/her address. 

 
If the raffle is being sponsored by the school generally (not by a student or teacher-
parent group), this information should be submitted to the superintendent. 

 
Federal Taxation Issues 
 

The fair market value of the prizes must be disclosed to the respective winners.   If 
the fair market value of the prize is $600.00 or more, then the sponsoring 
organization must issue an IRS Form 1099 to the IRS and the recipient.  Copies of the 
Form 1099’s must be sent to the district’s business office.  Note that prizes with a fair 
market value of $5000.00 or more are prohibited by the district. 
 

Reference: 21 O.S. §1051 (S.B. 837) 
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 Business and Auxiliary Services 
COALGATE PUBLIC SCHOOLS 
BOARD OF EDUCATION POLICY 

 

 Adopted:  October 7, 2013 

 
EMPLOYEE TRAVEL EXPENSE REIMBURSEMENT 

 
Statement of Policy 
 
Expenses incurred by individuals for travel on behalf of the district should be reimbursed 
by the district.  Reimbursement to individuals should be made upon approval by the board 
of education after proper presentation of supporting documentation, as defined below. 

 
Definitions 

 
Terms used in this policy are defined as follows: 
 
1. "Travel" means transportation arrangements made or incurred by car, 

airplane, train, bus or other means or hotel accommodations and meals, for 
the purposes of advancing the interests of the district.  Travel may be within 
or without the district.  Travel does not mean transportation to and from the 
employee's residence or abode to the district for employment. 

 
2. "Employee" means any person employed by the district or a member of the 

board acting in his or her capacity as a board member on behalf of the 
district. 

 
3. “Non-employee” travel and related expense reimbursement is limited to 

reimbursement of students and sponsors, engaged in approved school 
related activities.  Expenses eligible for reimbursement are only those for 
necessary meal and lodging expenses.  Students and sponsors seeking 
reimbursement must follow the procedures included in this policy or any 
reimbursement will be forfeited. 

 
4. "Expenses" means any actual indebtedness incurred and paid by an 

individual employee on behalf of the district, for the benefit of the district or 
for the purpose of advancing the interests of the district, with the intention of 
being reimbursed by the district. 

 
 Expenses may include, but are not limited to, these items: 
 

A. air, bus, taxi or train fares and car rentals; 
 

B. meals, unless payment is made on a per diem basis established by the 
board; 

 
C. hotel or motel accommodations; 

 
D. other travel related expenses when applicable, such as mileage; and 

 
E. registration fees and meeting expenses. 
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5. "Receipt" means an invoice document issued by a vendor which has been 

paid as an expense by an employee.  A receipt must contain the following 
information: 
 
A. date indebtedness incurred; 

 
B. date indebtedness paid; 

 
C. amount paid; 

 
D. amount of indebtedness; 

 
E. who paid the indebtedness; 

 
F. method of payment; 

 
G. the purpose of the indebtedness including an itemized description of 

the goods or services purchased; and  
 

H. the name, address and telephone number of the vendor. 
 
  A credit card slip alone is not a receipt. 

 
6. "Supporting documentation" means a memorandum to the board containing a 

request for reimbursement and explanation of the reason for the expense.  All 
receipts for which reimbursement is sought and a travel claim must be 
attached to the memorandum. 

 
7. "Travel claim" is a document prepared by an employee who seeks 

reimbursement which contains the following information: 
 
A. dates entering and ending travel status; 

 
B. points of travel; 

 
C. mileage to and from destination(s) when personally owned vehicle is 

used; 
 

D. amount per mile reimbursed; 
 

E. air, bus or train fares when public transportation is used; 
 

F. parking fees, taxi fares, car rentals and turnpike fees; 
 

G. meals or per diem rate established by the board of education, if any; 
 
H. purpose, time, location and those in attendance for meals;  

 
I. motel and hotel expenses; 

 
J. registration fees and meeting expenses; 
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K. other school business expenses such as telephone calls, tips, etc., 

which properly occur during the time an employee is in travel status; 
 

L. encumbrance to be charged for expense; and 
 

M. by whom the travel activity was approved. 
 

8. "Credit card slip" is the customer's copy of the credit card charge form.  A 
credit card slip alone is not a receipt.  To qualify as a receipt a credit card slip 
must be attached to a supporting invoice issued by the vendor which contains 
all the information required of a receipt.   

 
9. "Vendor" means the individual or entity that provided the goods or services to 

the district for which reimbursement is sought and a receipt for payment has 
been issued. 

 
10. "Meals" means actual food expenses incurred while traveling outside the 

district or within the district if allowed by other board policies. 
 
Procedure for Reimbursement 

 
To obtain reimbursement for travel expenses the employee must: 
 
1. Prepare supporting documentation to the board of education with attached 

receipts and travel claims.  Requests for reimbursement with insufficient or 
incomplete documentation will be denied. 

 
2. Submit supporting documentation with attachments to the board treasurer.  

The board treasurer and superintendent of schools or his or her designee will 
review the memorandum and attachments for completeness and accuracy.  If 
the memorandum is complete and accurate the board treasurer will advise 
the board clerk to list the reimbursement request as an agenda item on the 
next available board meeting. 

 
3. At the next available board meeting the board will consider the 

reimbursement request and authorize the board treasurer to issue a warrant 
to reimburse the employee for the amounts, if any, deemed appropriate by 
the board.  The board has absolute discretion to deny the request or approve 
it in whole or in part.  The board's decision is final. 

 
4. The board treasurer will issue the warrants for reimbursement authorized by 

the board as soon as is practicable following the board's action. 
 
Other Issues 
 

1. A request for reimbursement must be made within thirty (30) days after the 
vendor's invoice is issued.  Notwithstanding this time limitation, all requests 
for reimbursement must be made prior to the end of the fiscal year in which 
the vendor's invoice was issued and services rendered, and it must be 
submitted in sufficient time to allow the board to take action at its last regular 
meeting of the fiscal year.  Reimbursement requests not complying with these 
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requirements will be denied unless unusual circumstances are presented to 
and approved by the board. 

 
2. Reimbursements issued by the board are only for the actual amount of out of 

pocket expenses paid by the employee.  No additional charges may be added 
by the employee and the employee may not obtain a warrant for funds he or 
she expects to pay or incur in the future. 

  
3. An employee may elect a meal expense per diem in lieu of reimbursement for 

actual out-of-pocket meal expenses in an amount equal to the per diem 
allowance authorized by law for state employees in OKLA. STAT. tit. 74 § 500.8.  
The superintendent shall, upon request, provide any district employee with a 
copy of the current provisions of OKLA. STAT. tit. 74 § 500.8 for review. 

  
4. According to Internal Revenue Service regulations, meal reimbursements are to 

be reported as taxable income, unless the employee is required to work 
extensive hours requiring rest or incur overnight lodging, and there is a 
substantiated business connection.  When meal reimbursements are 
determined to be taxable, the district is required to withhold Federal income 
tax, social security (FICA) and Medicare tax and to pay matching employer 
contributions for FICA and Medicare tax.  Non-overnight meal reimbursement 
will be treated as non-taxable provided a substantial business discussion occurs 
during the meal and the meal is furnished for a substantial noncompensatory 
business reason.  When seeking reimbursement for business related meals, 
employees must document the purpose of the meeting, the time, location and 
who was in attendance.  Reimbursement of any taxable non-overnight meals will 
be paid in the employee’s next regularly scheduled paycheck. 

  
5. Any interpretation of this policy shall be made solely by the board of 

education and shall be binding in all respects. 
 
6. Violation of any of the provisions of this policy may result in dismissal, 

nonrenewal, or other adverse action. 
 

Reference:  70 O.S. §5-117 
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 Business and Auxiliary Services 
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BOARD OF EDUCATION POLICY 

 

 Adopted:  October 7, 2013 

 
REIMBURSEMENT FOR COCURRICULAR ACTIVITY EXPENSES 

Statement of Policy 

Expenses for necessary meal and lodging expenses incurred by district students and 
sponsors involved in authorized school-sponsored cocurricular activities should be 
reimbursed by the district.   

Definitions 

Terms used in this policy are defined as follows: 

1. "Student" means any student of the district who is participating in an 
authorized school-sponsored cocurricular activity. 

2. “Sponsor” mean an employee of the district or another person who has been 
authorized by the superintendent or the board of education to serve as a 
sponsor for an authorized school-sponsored cocurricular activity. 

3. "Expenses" means any actual indebtedness incurred and paid by an 
individual student or sponsor for meals and hotel or motel accommodations 
associated with an authorized school-sponsored cocurricular activity with the 
intention of being reimbursed by the district. 

4. "Receipt" means an invoice document issued by a vendor which has been 
paid as an expense by a student or sponsor.  A receipt must contain the 
following information: 

A. date indebtedness incurred; 

B. date indebtedness paid; 

C. amount paid; 

D. amount of indebtedness; 

E. who paid the indebtedness; 

F. method of payment; 

G. the purpose of the indebtedness including an itemized description of 
the goods or services purchased; and  

H. the name, address and telephone number of the vendor. 

 A credit card slip alone is not a receipt. 
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5. "Supporting documentation" means a memorandum containing a request for 
reimbursement and explanation of the reason for the expense.  All receipts for 
which reimbursement is sought and a claim must be attached to the 
memorandum. 

6. "Claim" is a document prepared by a sponsor who seeks reimbursement 
which contains the following information: 

A. a description of the authorized school-sponsored cocurricular activity; 

B. date of authorization by the board of education; 

C. meals; 

D. motel and hotel expenses; and 

E. encumbrance to be charged for expense. 

7. "Credit card slip" is the customer's copy of the credit card charge form.  A 
credit card slip alone is not a receipt.  To qualify as a receipt a credit card slip 
must be attached to a supporting invoice issued by the vendor which contains 
all the information required of a receipt.   

8. "Vendor" means the individual or entity that provided the goods or services to 
the sponsor or student for which reimbursement is sought and a receipt for 
payment has been issued. 

9. "Meals" means actual food expenses incurred while participating in the 
authorized school-sponsored cocurricular activity. 

10. “Authorized school-sponsored cocurricular activity” means participation in an 
event approved in advance by the board of education for a particular group of 
district students and their sponsor.  

Procedure for Reimbursement 

To obtain reimbursement for expenses the sponsor must: 

1. Prepare and maintain complete and accurate supporting documentation with 
attached receipts and claims for the sponsor(s) and students.  Requests for 
reimbursement with insufficient or incomplete documentation will be denied. 

2. Submit supporting documentation with attachments to the designated district 
employee/official.   

3. The board has absolute discretion to deny the request or approve it in whole 
or in part.  The board's decision is final. 

4. The district will issue payment for reimbursement authorized as soon as 
practicable following the approval. 
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Other Issues 

1. A request for reimbursement must be made within thirty (30) days after the 
vendor's invoice is issued.   

2. Reimbursements will be issued only for the actual amount of expenses paid 
by the sponsor(s) and the students.  No additional charges will be 
reimbursed.  The district will not issue payment for funds a student or sponsor 
anticipates incurring in the future.   

3. Reimbursement for necessary meal and lodging expenses incurred by district 
students and sponsors involved in authorized school-sponsored cocurricular 
activities may be made from the appropriate activity fund sub-account or from 
the general fund, as determined appropriate by the board of education. 

4. Any interpretation of this policy shall be made solely by the board of 
education and shall be binding in all respects. 

5. Violation of any of the provisions of this policy by a district employee/sponsor 
may result in dismissal or nonrenewal.  Violation of the provisions of this 
policy by a student may result in disciplinary action. 

 
Reference:  70 O.S. §5-129 
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GUIDELINES FOR THE SANCTIONING OF 

STUDENT ACHIEVEMENT PROGRAMS AND PARENT-TEACHER 
ASSOCIATIONS AND ORGANIZATIONS 

 
The board of education believes that student achievement programs (curricular, co-
curricular and extracurricular) and parent-teacher associations and organizations can 
advance the educational goals of the board of education and confer a benefit to the students 
of the district.  It is the purpose of this policy to establish guidelines for the sanctioning of 
student achievement programs and parent-teacher associations and organizations that raise 
money and collect revenues for the benefit of students.  Only those student achievement 
programs and parent-teacher associations and 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 for Student Achievement Programs and Parent-Teacher Associations 
and Organizations 
 

1. The district may sanction student achievement programs and parent-teacher 
associations and organizations that, according to the board's determination, 
advance the educational objectives of the district, are beneficial to students 
and meet the requirements of this policy. 

 
2. In determining whether a 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. 

 
3. A written statement by a student achievement program or by a parent-teacher 

association or 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) a statement of nondiscrimination consistent with all Oklahoma 
and federal laws; and (4) financial and performance audits, if any, which have 
been performed on such program, association, or organization by an 
independent accounting firm. 

 
4. The written statement shall be submitted to the superintendent for preliminary 

review.  After the program, association, or organization's written statement 
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has been reviewed by the superintendent, the superintendent shall make a 
recommendation to the board of education.  The board of education shall 
review the written statement, and shall sanction or decline to sanction the 
applicant.  The decision of the board of education is final and nonappealable.   

 
5. In order to maintain the status of a sanctioned program, association, or 

organization in accordance with this policy, the superintendent of schools or 
the board of education may require from any such program, association or 
organization, on an annual basis, that financial and performance audits be 
performed on the program, association, or organization by an independent 
accounting firm.  If required by the superintendent of schools or the board of 
education, the audits shall be submitted to the superintendent within ninety 
(90) days of the superintendent's request.  The board of education shall 
review any audits submitted and 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. 

 
6. The superintendent of schools 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.  Copies of records must be promptly 
provided upon the request of the board or superintendent.   

 
7. The board 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. 

 
8. No program, association or organization sanctioned under this policy shall 

publish or otherwise publicly indicate in any manner that it has been 
sanctioned by the district under this policy. 
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 AUDITOR 

 
The board of education will provide for and cause to be made an annual audit of the district 
for each fiscal year.  The audit will include a financial audit and a compliance audit of all 
district funds.  Audits will be made at the end of each fiscal year at a minimum and may be 
required by the board at more frequent intervals. 
 
A written report of the audit will be furnished to the board by the auditor.  The board will 
conduct a final exit interview with the auditor at an open board meeting. 
 
Reference:  70 O.S. §22-103 
 
 



Section 3 – Page 21 

 

 Business and Auxiliary Services 
COALGATE PUBLIC SCHOOLS 
BOARD OF EDUCATION POLICY 

 

 Adopted:  October 7, 2013 

 
PURCHASING AND DISTRIBUTION 

 
It is the policy of the board of education that purchasing and distribution shall be under the 
supervision of the superintendent, but may be delegated in writing by the superintendent to 
a teacher.  Written delegations of authority should contain specific limitations imposed by 
the board or superintendent upon the designee or may provide a complete delegation of 
purchasing and distribution duties.  No person except the superintendent or the 
superintendent’s designee shall make purchases without written authorization. 
 
The superintendent should take advantage of discounts for buying in quantity and, if 
possible, purchase in sufficient quantities for one full school term.  Requisitions for supplies 
shall follow the appropriate chain of command, originating from teachers to the 
superintendent.  Purchases shall be made from local firms when economically wise to do so. 
 
No expenditure involving an amount greater than $500.00 shall be made except in 
accordance with a written contract or purchase order. 
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PROCUREMENT 

 
To ensure fair and open competition in the purchase of needed equipment and supplies, the 
district shall seek quotes or proposals in the following manner:   
 
Quotes/Requests for Proposals: 
 
 Less than $2,000 Shall be secured verbally.  Purchase order may be approved 

by the superintendent or superintendent’s designee. 
 
 $2,000 to $10,000 Shall be obtained in written form from the supplier.  Purchase 

order may be approved by superintendent or superintendent’s 
designee. 

 
 $10,000 and over Shall be secured by sealed quotes or by formal request for 

proposal in accordance with specific procedures established 
by the superintendent.  Purchase order or contract must be 
submitted to the board of education for approval before the 
award is made. 

 
A summary of quotes and/or proposals will be attached to purchase orders. 

 
Bids 
 
No contract involving an expenditure of more than $50,000 for the purpose of constructing a 
building or making any improvements or repairs to school buildings shall be made except 
upon sealed bids in accordance with the Public Competitive Bidding Act of 1974, OKLA. STAT. 
tit. 61, § 101 et seq. (the “Act”).  The Act does not prohibit the district from erecting a 
building or making improvements on a force account basis.  The term “force account” 
means the purchase of necessary materials and the use of the district’s regularly employed 
staff to provide necessary labor.  No contract involving sums in excess of $50,000 shall be 
split into partial contracts involving sums below $50,000 for the purpose of avoiding the 
requirements of the Act. 
 
New transportation equipment shall be purchased from the list maintained by the State 
Board of Education by sealed bid at a price not greater than the price filed with the State 
Board of Education in accordance with the provisions of OKLA. STAT. tit. 70, § 9-109. 
 
Reference:  61 O.S. §103, 70 O.S. §9-109 
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SAFETY DRILLS 

 
The board of education has appointed a committee composed of the superintendent and 
other designated personnel for the purpose of developing and maintaining the district’s 
emergency plans.  A crisis plan will be developed by local officials and the Safe School 
Committee to provide guidance for those responsible for the safety of students and 
property.   
 
A minimum of 10 safety drill activities per year will be planned and implemented by the 
superintendent, the fire marshal, or other civil authorities, to ensure orderly movement of 
students to the safest available space(s) should an emergency occur.  Whenever drills 
occur, all individuals on campus will fully participate in the drills.  The following drills will 
be conducted each school year: 
 

▪ Lockdown (2 drills per year at different times of day) 
• Fire (1 drill within the first 15 days of the start of each semester) 
▪ Intruder (1 drill within the first 15 days of the start of each semester) 
• Tornado (1 drill in September and 1 drill in March) 
• Other drills such as terrorism, suicide, weapons, etc. (2 drills per year) 

 
The superintendent will maintain communication with other community agencies in order to 
share information on preparedness and planned procedures.  It is the responsibility of the 
superintendent to ensure that the schools work in cooperation with these other agencies 
during such emergencies.  Building principals are responsible for documenting each of the 
safety drills which are conducted and filing a copy of the documentation at the school site, 
with the district’s administrative office, and with the Institute for School Security Resources. 
 
Emergency preparedness will be discussed with teachers and students at least once per 
semester or as deemed necessary by the building administration.  Each classroom shall post 
a copy of rules, evacuation signals, evacuation routes and emergency procedures.  
Teachers will discuss these procedures with each class using the room during the first 
day(s) of the school year.   
 
All teachers and staff members shall make themselves familiar with safety procedures.  
During an actual emergency or a safety drill, teachers are responsible for following all 
procedures, including ensuring that doors and windows are closed appropriately, electrical 
circuits and gas jets are turned off, order is maintained, and all students are either 
accounted for or promptly reported missing to the building principal. 

 
In the case of building evacuations, all meeting areas will be at least 50 feet away from 
buildings and driveways.  
 
Reference:  OAC 210:35-13-115, OKLA. STAT. tit. 70 § 5-149  
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USE OF TOBACCO PRODUCTS 

 
Purpose  
 
Children are especially susceptible to secondhand smoke exposure and their lungs are still 
developing. More than 9 million children are exposed to secondhand smoke, which causes 
more than 300,000 lung infections, such as bronchitis and pneumonia.   Children exposed to 
secondhand smoke are more likely to develop asthma.  
 
Nearly 8.6 million children in the United States have asthma (60,000 in Oklahoma) 
accounting for 10 million lost school days annually.  Asthma is the leading cause of school 
absenteeism due to chronic conditions.  
 
Coalgate School wants to provide a safe and healthy environment for our students, staff, and 
community and set the proper example for our students.  
 
24/7 Tobacco Policy  
 
The Coalgate Board of Education is committed to providing a healthy and productive 
environment for all persons using the school facilities. The Board of Education also 
recognizes that tobacco use has been shown to be linked to illnesses and disability and that 
federal law prohibits smoking in any indoor facility or the grounds thereof, which is used to 
provide educational services to children. This policy is intended to improve the health and 
safety of all individuals using the schools.  
 
Therefore, smoking, chewing, or any other use of tobacco by staff, students, and members 
of the public is prohibited on, in or upon any school property during the day and including 
non-school hours. 
  
School Property Defined  
 
"School Property" is defined as all property owned, leased, rented, or otherwise used by 
any school in the district. This includes playgrounds, all athletic facilities, all maintenance 
building, school sites and campuses, parking lots, and all school vehicles.  
 
This policy applies to employees of the school district, students, and visitors. This policy 
applies to all public functions (ballgames, concerts, etc.), extra-curricular activities and any 
outside agency using the district's facilities. This is in effect 24 hours per day, seven days 
per week.  
 
Tobacco  
 
Tobacco is defined as cigarettes, cigars, pipe tobacco, snuff chewing tobacco and all other 
kinds and forms of tobacco prepared in such manner to be suitable for inhaling, dipping, 
chewing, or smoking, and includes cloves or any other product packaged for smoking.  
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All students, faculty, staff and visitors are responsible for adhering to this policy.  
 
Enforcement  
 
The success of this policy will depend upon the thoughtfulness, consideration, and 
cooperation of smokers and non-smokers. All individuals on school premises share in the 
responsibility for adhering to and enforcing this policy. All students will receive instruction 
on avoiding tobacco use. Each site administrator will take appropriate steps to enforce the 
regulation.  
 
Students found in violation of the policy will subject to discipline procedures as stated in the 
student handbook.  
 
Staff members who violate the regulation shall be subject to disciplinary action in 
accordance with procedures as defined in the employee handbook.  
 
Visitors who violate the policy shall be subject to a verbal request to the individual(s) to 
stop. If the person refuses to stop, the individual will be requested to leave. If the person 
refuses to leave, they will be referred to the appropriate authorities.  
 
The district will not accept donations of gifts, money, or materials from the tobacco industry. 
This district will not participate in any type of services that are funded by the tobacco 
industry. 
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SAFE SCHOOL COMMITTEES AND  

HEALTHY AND FIT SCHOOL ADVISORY COMMITTEES 

Safe School Committees 

 
Due to the growing concern of safety and the ever constant threat of violence in the public 
schools, the Oklahoma Legislature has enacted certain statutory mandates to assist in 
combating this rising problem.  This policy will implement the legislative mandate for the 
establishment and operation of safe school committees in this district as follows. 
 

1. The principal at each school site within this district where students are 
regularly present during the school day shall establish a Safe School 
Committee for the principal's school site to be composed of at least seven (7) 
members.  Members may be employees, parents, students, volunteers, 
community members and/or local law enforcement officials.  All members of 
each Safe School Committee shall serve until the following June 30 unless 
earlier removed from the Committee by the principal for any reason.  The 
principal who appoints the Safe School Committee members shall advise the 
superintendent, in writing, of the names, addresses and phone numbers of the 
committee members.  In case of a resignation, death or removal of any 
Committee member, the principal shall immediately appoint a successor 
Committee member so as to maintain the composition of the Committee as set 
forth above.   Committee members are eligible to serve consecutive terms. 

 
2. The Committee will assist the board in promoting a positive school 

environment through planning, implementing and evaluating effective 
prevention, readiness and response strategies.   

 
3. Each Safe School Committee shall study and make recommendations, in 

writing, to the school principal regarding:  
 

▪ Unsafe conditions, possible strategies for students to avoid harm at 
school, student victimization, crime prevention, school violence and 
other issues that prohibit the maintenance of a safe school, and student 
bullying; 

 
▪ Professional development needs of faculty and staff to recognize and 

avoid bullying and implement methods to decrease student bullying;  
 

▪ Methods to encourage the involvement of the community and students, 
the development of individual relationships between students and 
school staff, use of problem-solving teams that include counselors 
and/or school psychologists, and ways to utilize behavioral health 
resources. 
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As part of the process, each Committee shall review the district’s policies, 
traditional and accepted bullying prevention programs utilized by other 
states, state agencies or school districts, and the bullying resources provided 
on the Oklahoma State Department of Education’s website. 
 

4. Each Safe School Committee shall meet at least once each semester.  Each 
Committee shall appoint a committee chairperson who shall maintain written 
minutes of each meeting.  The Committee chairperson will be responsible for 
notifying all Committee members of meetings, preparing agendas for each 
meeting and posting the agendas in the principal's office for a reasonable 
period prior to the date and time of each meeting.  The principal of each 
school site will retain all agendas, minutes and other documents related to the 
Safe School Committee. 

 
5. Prior to the last day of school of each school year, each Safe School Committee 

shall make a written report to the school principal.  The school principal shall 
transmit a copy of the report to the superintendent.  The superintendent shall 
maintain the reports in the records of the district and shall transmit a copy of 
each Safe School Committee report to each district board member. 

 
Healthy and Fit School Advisory Committees 
 
The district also establishes Healthy and Fit School Advisory Committees, which shall be 
combined with the district’s Safe Schools Committees.  The Healthy and Fit School Advisory 
Committees are established pursuant to OKLA. STAT. tit. 70, § 24-100a, which created the 
Healthy and Fit Kids Act of 2004. 
 
The Committees shall be composed of no fewer than six (6) individuals who may be the 
same individuals appointed to the district’s Safe School Committees.  The composition of the 
Advisory Committees may include teachers, administrators, parents of students, health care 
professionals and business community representatives. 
 
The Advisory Committee at each school site shall study and make recommendations to the 
school principal regarding: 

 
1. Health education; 
 
2. Physical education and physical activity; and 
 
3. Nutrition and health services.   

 
School principals shall give consideration to the recommendations of their respective 
advisory committees.  The Advisory Committee, for purposes of timelines, shall follow the 
same schedule as established for the district’s Safe School Committees.  
 
Reference:  70 O.S. §24-100.5, 70 O.S. §24-100a 
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INTERFERENCE WITH THE 

PEACEFUL CONDUCT OF SCHOOL DISTRICT ACTIVITIES 
 
The superintendent or anyone designated by the superintendent or the board of education 
to maintain order in the school district shall have the authority and power to direct any 
person to leave school district property or any school activity when students are present,  
who is not a student, officer or employee thereof, and who: 
 

1. Interferes with the peaceful conduct of activities on school district property; 
 
2. Interferes with the peaceful conduct of school activities off school property 

when students are present; 
 
3. Commits an act that interferes with the peaceful conduct of activities on school 

district property;  
 
4. Commits an act that interferes with the peaceful conduct of school activities off 

school property when students are present; 
 
5. Enters school district property for the purpose of committing an act that may 

interfere with the peaceful conduct of activities on school district property; 
 
6. Enters non-school district property when students are present for the purpose 

of committing an act that may interfere with the peaceful conduct of school 
activities 

 
For purposes of this policy, the term “interferes with the peaceful conduct” includes, but is 
not limited to, actions that directly interfere with any student activities, classes, study, 
student or faculty safety, housing or parking areas or extracurricular activities or any lawful 
activity ; threatening or stalking any person; damaging or causing waste to any property 
belonging to another person or the school district; or direct interference with 
administration, maintenance or security of property belonging to the school district. 
 
Any person to whom this policy applies, who fails to leave a premises as directed or returns 
within six (6) months thereafter, without first obtaining written permission from the 
superintendent or anyone designated by the superintendent or the board of education, shall 
be guilty of a misdemeanor. 
 
Appeal Process 
 
After receiving a directive to leave the premises under this policy, the person issued the 
directive may request reconsideration  by taking the following steps:  
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First Level of Appeal 
 

The person may request review of the initial decision by letter to the superintendent.  
If no written request is received within five (5) calendar days of the person’s receipt 
of written notification of the directive to leave the premises, the directive will be final 
and nonappealable.  If the superintendent issued the initial directive to leave  the 
premises, the person issued the directive may proceed directly to the final level of 
appeal.  

 
Final Level of Appeal 

 
The person may request review of the superintendent's decision by letter to the 
superintendent or the clerk of the board of education.  If no written request is 
received within five (5) calendar days of the person’s receipt of the superintendent's 
written notification of his or her decision, the superintendent's decision will be final 
and nonappealable.  The person will be notified in writing of the date, time and place 
of the board meeting at which the decision will be reviewed.  The Board's decision 
will be final and nonappealable. 

 
The superintendent or person who issues the directive to leave the premises will give the 
person to whom the directive is issued a copy of this policy within a reasonable amount of 
time after issuing the directive.  During any appeal process, the person given the directive 
to leave the premises must remain off school property and away from school activities, 
whether on school district property or not, unless the superintendent, in writing, instructs 
that the directive is to be stayed pending the appeal process. 
 
Reference:  21 O.S. §1376 
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TRANSPORTATION MANAGEMENT 

 
The board of education recognizes that transportation is a necessary element of educational 
opportunity and, therefore, the board shall grant appropriations for transportation.  
Transportation is a privilege extended to students in the district only when necessary for the 
accomplishment of one of the following purposes: 
 

1. To provide transportation for any child who is participating in pre-
kindergarten, kindergarten or early childhood program operated by the 
school district or any Head Start program offered by the school district. 

 
2. To transport children whose homes are more than a reasonable walking 

distance, as defined by regulations of the State Board of Education, from the 
school attended by such child.  Transportation may be provided to children 
whose residence is within one and one-half miles of the school attended only 
within the limits of time, space and funds.  Such transportation privileges shall 
be withdrawn if the board believes it to be in the best interest of the school 
district. 

 
3. To allow, when practicable, the use of school buses for the transportation of 

students to school activities and on field trips that have been approved by the 
superintendent.   

 
4. To provide adequate education facilities and opportunities which otherwise 

would not be available. 
 
5. To contract for the use of school buses and other school transportation for 

general public use including religious, political, literary, community, cultural, 
scientific, mechanical, agricultural or parental involvement purposes, and to 
make a reasonable charge to cover the cost of the use of school buses and 
other school transportation. 
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LUNCH SERVICE 

 
The Coalgate Public Schools will operate a school lunch program that will include lunch, and 
may include breakfast, through participation in the National School Lunch Program.  The 
superintendent, in conjunction with the director of food services and with the approval of the 
board of education, will establish and post meal prices. 
 
As required for participation in the National School Lunch Program, the board prescribes 
that: 
 
 School lunch will be made available to all students. 
 
 Free and reduced price lunches will be made available for students who meet the 

federal income guidelines. 
  
Students who desire to do so may bring lunches from home and purchase beverages.  Those 
students may eat their lunch in the school cafeteria or a designated area. 
 

1. Students may bring or otherwise provide their own lunch.  Milk or other 
beverages may be purchased in the cafeteria, if desired. 

 
2. Meal prices will be established by the superintendent at the beginning of 

each school year. 
 
3. Meal prices will be conspicuously posted in the cafeteria. 
 
4. A guest must be cleared through the superintendent by his/her host to be 

eligible to eat in the cafeteria. 
 
5. Use of cafeteria facilities by non-district organizations or individuals must 

have approval of the administration. 
 
6. The superintendent will develop in-service training programs for the food 

service staff. 
 
7. Under federal law, a school that operates on a commodity program is 

prohibited from serving free meals to any adult, including employees of the 
district. 

 
8. Qualifications for free and reduced-price meals will vary annually in 

accordance with the annual eligibility schedule. 
 
9. All students in grades pre-kindergarten through four may charge meals at 

school.  Parents will be sent weekly notices regarding a child’s meal account 
balance. 
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SCHOOL LUNCH – BREAKFAST PROGRAM 

 
This service, sometimes called “Hot Lunch Program, Type A” and/or “Breakfast Program” is 
sponsored by the board of education in order that pupils may have better nutrition at a 
minimum cost.  The food is prepared under sanitary standards, inspected by the County 
Health Department.  We invite inspection by any parent at any time. 
 
Payment for Lunches: 
 
Meals for students and school personnel shall be paid by the week.  For days school is not in 
session, or if the student is absent, or if he/she is ill and does not eat, either a prorated 
refund will be made at the end of the week or a corresponding credit on next week’s 
lunches will be allowed.  Arrangements for lunch and/or breakfast on credit may be made 
with approval from the superintendent. 
 
Free or Reduced Price Lunch – Breakfast: 
 
Free lunches and/or breakfasts will be offered.  Parents or guardians shall make the need 
known by filling out an application for free or reduced cost meals.  Forms are available at 
the superintendent’s office. 
 
The official who has been designated to determine which individual children are eligible for 
reduced price or free meals under the following policy is the school superintendent. 
 
Parents or guardians will be notified individually of the denial of their applications 
immediately upon application or within ten (10) working days and will be informed of the 
procedure that may be followed.  No notification means approval.  If the application is 
denied, appeal can be made to the clerk of the board of education.  Parents or guardians 
will be informed of this right of appeal and of the time and date for a hearing of the appeal.  
The child or children may be represented by a legal aide or a friend of the family. 
 
The names of children determined to be eligible for reduced price or free meals will not be 
published, posted or announced in any manner. 
 
Children receiving reduced price or free meals will not be required, as a condition of 
receiving such meals: 
 
 • To use a separate lunchroom or section of the lunchroom; 
 • To go through a separate serving line; 
 • To enter the lunchroom through a different entrance; 
 • To eat lunch at a different time; 
 • To work for their meals; 
 • To use a different medium of exchange; or 
 • To eat a different meal. 
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An income scale, approved by the board of education, will be used by the superintendent as 
a guide in determining the eligibility of children for free or reduced price meals.  He/She 
may deviate from the scale in determining free or reduced cost meals by considering such 
factors as: 
 
 • Illness in family; 
 • Unusual expenses; 
 • Seasonal unemployment; or 

• Other substantiated hardships which may cause applicant to be unable to pay 
the full meal charge. 

 
The superintendent will announce this policy by means of a letter to parents and a news 
release at the beginning of each school term and will notify local governmental welfare and 
other major charitable agencies of this policy.  He/She shall keep on file for the period of the 
current school year a record of any applications and appeals made and the action taken. 
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TELEPHONES 

 
The board of education recognizes that telephone communications by staff and students are 
occasionally necessary.  However, classes must not be interrupted for routine telephone 
calls. 
 

1. Students or staff may be called from the classroom only for urgent or 
emergency telephone calls. 

 
2. Personal telephone calls are discouraged; however, students may obtain 

permission from office personnel to use the office telephones for business use 
only during class breaks. 

 
3. Incoming messages will be accepted and delivered during class breaks, if 

time permits. 
 
4. Teaching staff may use office telephones, if necessary.  Long distance calls 

will not be made without permission from the principal.  When personal long 
distance calls are made, arrangements must be made to promptly reimburse 
the district for the cost. 
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DISABILITY ACCOMMODATIONS 

 
It is the policy of the board of education to take reasonable steps to accommodate our 
patrons and students with disabilities. 
 
Employment opportunities will not be withheld from any qualified person solely because of 
a known disability.  The school district will make reasonable accommodations to the known 
physical or mental limitations of a qualified person, unless it can be shown that the 
accommodation would impose an undue hardship on the operation of this school district.   
 
For the purposes of this policy, the term “reasonable accommodation” may include making 
existing facilities used by employees readily accessible to and usable by individuals with 
disabilities; and job restructuring, part-time or modified work schedules, re-assignment to a 
vacant position, acquisition or modification of equipment, modifications or examinations and 
training, the provision of qualified readers and other similar and reasonable 
accommodation. 
 
Plan for Assessing Undue Hardship 
 
The district is not required to provide an accommodation if it will impose an undue hardship 
on the operation of its business.  Undue hardship is defined by the Americans with 
Disabilities Act ("ADA") as an action that is excessively costly, extensive, substantial, or 
disruptive, or that would fundamentally alter the nature or operation of the business. 
 
The district will evaluate and determine whether a particular accommodation will impose an 
undue hardship on a case-by-case basis.  The factors to be considered are as follows: 
 

1. The nature and cost of the accommodation needed. 
 
2. The financial resources of the facility making the accommodation, the number 

of employees, at the facility, and the effect on expenses and resources of the 
facility. 

 
3. The overall financial resources, size, number of employees, and type and 

location of facilities of the entity covered by the ADA. 
 
4. The operation of the district including the structure and functions of the work 

force, the geographic separateness, and the administrative or fiscal 
relationship of the facility involved in making the accommodation to the larger 
entity. 

 
5. The impact of the accommodation on the operation of the facility that is 

making the accommodation. 
 

Each of the related factors will be considered in determining whether an accommodation 
will pose an undue hardship.  The ADA compliance officer will investigate the 
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accommodations under consideration and will issue a report examining the 
accommodations in view of the factors listed. 
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PAYMENT OF SUBSTITUTE TEACHERS 

 
All substitute teachers will be paid the approved rate set by the Coalgate Public Schools. 
Substitute teacher’s time for each teacher’s absence will be turned in each day.  Checks will 
be mailed to substitute teachers after the board meeting for the preceding month’s time.   
 
Certified substitutes with stop training will receive $70 per day and certified substitutes 
without stop training will receive $65 per day.  Noncertified substitutes with stop training 
will receive $60 per day and noncertified substitutes without stop training will receive $55 
per day. 
 
Substitute teachers will be employed through the superintendent’s office. 
 
Reference:  70 O.S. §6-105 
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IMMUNIZATIONS 

 
The board of education shall provide an environment for students to study, interact, and 
learn.  Such an environment shall be reasonably free of known hazards that may threaten or 
endanger the health of our children or educators. 
 
The board of education shall require that no child be admitted to this school district unless 
and until certification from a licensed physician or authorized representative of the State 
Department of Health is presented to the school administrators that such child has received 
or is in the process of receiving the immunizations currently required by Oklahoma State 
Department of Health regulations, unless an exemption has been granted from the 
immunizations on medical, religious, or personal grounds or as otherwise required by law. 
 
If a parent or guardian is unable to pay for the required immunizations, the school will refer 
the student to the State Department of Health for assistance. 
 
Reference:  70 O.S. §1210.191, 70 O.S. §1210.192 
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COMMUNICABLE DISEASES 

 
Many communicable diseases, including Human Immunodeficiency Virus (HIV) and/or 
Acquired Immune Deficiency Syndrome (AIDS), require special consideration in the school 
environment.  The board of education seeks to provide an environment which is safe for all 
students and employees, while maintaining the dignity and privacy of individuals infected with 
communicable diseases.  
 
Current research indicates that the risk of transmitting HIV/AIDS and other communicable 
diseases is low in the school setting when appropriate procedures are followed.  All school 
employees are required to follow the district’s Bloodborne Pathogen Exposure Control Plan at 
all times when there is a potential for exposure to any bodily fluid.  Parents/guardians will be 
notified in the event a minor student has been exposed to a potentially infectious agent. 
 
Information regarding an individual’s communicable disease status will be maintained in a 
separate confidential file and will only be disclosed: 

 
▪ in compliance with Oklahoma law; or 
 
▪ with the express approval of the superintendent.   

 
Information about an individual’s communicable disease status will not be included in the 
individual’s regular school or health records.  Any individual who discloses another person’s 
communicable disease status without the superintendent’s express authorization will face 
disciplinary action.   
 
Student Admission 
 
No student will be denied an education or participation in the activities of the district  based 
solely on his/her status as a student infected with a communicable disease.  In the event the 
school administration learns that a student may have a communicable disease, the 
superintendent or designee will consult with the Oklahoma State Department of Health 
regarding an appropriate educational environment for the student.  All decisions regarding an 
appropriate educational setting for the student will be made on a case-by-case basis following 
established policies and procedures for students with chronic health problems or other 
disabilities.  The placement decision will be periodically reviewed, and will also be reviewed 
at any time a staff member observes behavior which might pose a reasonable risk of 
transmitting the communicable disease. 
 
Employment 
 
No individual will be denied employment or have his/her contract nonrenewed based solely 
on his/her status as an individual infected with a communicable disease.   
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SCHOOL BUS SAFETY PROGRAM 

 
The safety and welfare of student riders will be the first consideration in matters pertaining 
to transportation.  Children will be instructed as to the proper and safe conduct while 
aboard transportation vehicles.  Emergency evacuation drills will be conducted regularly to 
acquaint students thoroughly with appropriate procedures for emergency situations. 
 
All vehicles used to transport students will be maintained in a condition that will provide 
reasonably safe and efficient transportation service with a minimum of delay and disruption 
due to mechanical or equipment failure.  Buses will be replaced as required to provide good 
equipment at all times. 
 
Complete reports on any school bus accident should be filed in a timely manner.  These 
reports should be brought to the attention of the board as soon as possible. 
 
School bus drivers will always bring the bus to a full stop – with caution lights flashing – 
before loading or unloading passengers. 
 
When unloading passengers, the driver will stay in place with caution lights on until the 
exiting passengers are at a safe distance away from the bus and/or clear of the street. 
 
Reference:  OAC 210:35-13-115 
 
 



Section 3 – Page 41 

 

 Business and Auxiliary Services 
COALGATE PUBLIC SCHOOLS 
BOARD OF EDUCATION POLICY 

 

 Adopted:  October 7, 2013 

 
STUDENT INTERVIEWS AND INTERROGATIONS 

 
Should it become necessary for a member of a law enforcement agency or a social service 
agency to talk with a student and/or school personnel during the school day, the following 
procedures shall be observed to protect the rights of all parties involved. 
 
In the event of an emergency which necessitates that law enforcement be contacted, law 
enforcement personnel may use whatever legal means are necessary to ensure the safety of 
all district students, patrons and employees. 
 
In non-emergency situations, such as when law enforcement personnel wish to question a 
student or employee, law enforcement personnel must coordinate their business through 
the principal’s office.  The principal or designee is authorized to summon the student or 
employee to a private area so that law enforcement personnel may conduct a private 
interview.  If the interview involves a minor student, district employees will attempt to 
contact the student’s parent or guardian prior to the interview.  However, the inability to 
reach the student’s parent or guardian will not prevent the interview from being conducted.  
A school employee may remain present during the interview of a minor student to ensure 
compliance with the child’s rights but may not participate in the interview.  Students will not 
be removed from campus unless the student is being arrested or being placed in protective 
custody.   
 
Child welfare workers wishing to interview minor students about suspected abuse or 
neglect must also coordinate their business through the principal’s office.  The principal or 
designee is authorized to summon the student to a private area so that the child welfare 
personnel may conduct a private interview.  The principal or designee will ask the child 
welfare worker whether a parent/guardian may be contacted and/or whether a school 
official may be present for the interview, and school officials must comply with those 
instructions.  Child welfare workers wishing to remove any student from school property 
must have a properly signed court order or be accompanied by local law enforcement for 
the removal of the child. 
 
Reference:  10A O.S. §1-2-105 
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CUSTODIAL AND NONCUSTODIAL PARENTAL RIGHTS 

 
It is the policy of the board of education that a parent who is awarded legal custody of a 
child by court action shall file a copy of the court decree awarding such custody with the 
school.  If the custodial parent does not wish the child to be released to the noncustodial 
parent, an appropriate written instruction should also be filed with the school. 
 
All staff members are instructed to refer any questions to the appropriate building principal 
or the superintendent. 
 
Absent a court order to the contrary, both natural parents have the right to view the 
student’s school records; to receive school progress reports; to visit the child briefly at 
school; and to participate in parent and teacher conferences (not necessarily together in the 
same conference).  
 
Reference:  43 O.S. §109-6 
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DUPLICATE CHECKS 

 
The district may issue a second or duplicate check in lieu of any check issued and 
subsequently lost or destroyed by the payee.  No second or duplicate check will be issued 
until the district has stopped payment on the check by the payor bank or, in the alternative, 
until an affidavit explaining the circumstances regarding how the original check was lost or 
destroyed has been submitted to the district by the payee.  The appropriate administrator 
may use his/her discretion in determining which alternative to use to preclude any district 
loss taking into account the district’s past relationship with the payee, the amount of the 
original check, and other relevant factors. 
 
Reference:  70 O.S. §5-189 
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IDENTITY THEFT PREVENTION 

 
This policy is adopted to ensure compliance with the Fair and Accurate Credit Transaction 
Act, 15 USC. §1601 et seq. and the Federal Trade Commission’s rules regarding Identity 
Theft (the “Red Flag Rules”).  The district is subject to the Red Flag rules if it is a “Creditor.”  
The district is a Creditor if it provides any goods or services for a fee and as a matter of 
course extends credit to its customers by offering them the ability to pay for those goods 
and services after they are provided as opposed to requiring prepayment or 
contemporaneous payment.  The district is a creditor with respect to limited areas involving 
a low risk of identity theft.  Areas in which the district allows a debtor to defer payment 
owed the district include but are not limited to school meal charges, after school care 
charges, adult education tuition, facility use charges and similar accounts.  The district must 
review all of its “Accounts” to determine whether any of those accounts are “Covered 
Accounts.”  As to “Covered Accounts,” it must develop an Identity Theft Program (herein 
referred to as the “Program”) designed to detect, prevent, and mitigate identity theft in 
connection with a Covered Account.   
 
Definitions: 
 
For purposes of this policy, the following definitions apply.1 
 
A.  “Account” means a continuing relationship established by a person with the district 

to obtain a product or service for personal, family, household, or business purposes.  
Note that the requirements of the federal rules apply not only to existing accounts but 
also to new account openings, when a relationship has not yet been established. 

 
B. “District” means the Coalgate School District. 
 
C. “Covered Account” pertains to accounts which involve prepayment or 

contemporaneous payment as well as payment in arrears and means (i) an account 
that the district offers or maintains, primarily for personal, family or household 
purposes, that involves or is designed to permit multiple payments or transactions, 
such as a child care account, cafeteria account, tuition account, or facility rental 
account and similar accounts; and (ii) any other account that the district offers or 
maintains for which there is a reasonably foreseeable risk to customers or to the 
safety and soundness of the district from identity theft, including financial, 
operational, compliance, reputation, or litigation risks.  This category of Accounts 
includes the district’s small business accounts, sole proprietorship accounts, and 
accounts for which the risk of identity theft is reasonably foreseeable because of how 
they are opened and accessed (i.e., the accounts can be accessed without face-to-
face contact, such as through the Internet or by telephone).   

 

                                                 
1 Other than district and “personal identifying information”, definitions provided in this section are 
based upon the definitions provided in 16 C.F.R. § 681.1. 
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D. “Credit” means the right granted by the district to a debtor to defer payment of debt 
or to incur debts and defer its payment or to purchase property or services and defer 
payment therefore.   

 
E. “Creditor” means a business or organization that regularly defers payment for goods 

or services or provides goods or services and bills customers later (as opposed to 
requiring prepayment or contemporaneous payment).   

 
F. “Customer” means a person that has a covered account with the district. 
 
G. “Identity Theft” means fraud committed or attempted using identifying information of 

another person without authority. 
 
H. “Person” means a natural person, a corporation, government or governmental 

subdivision or agency, trust, estate, partnership, cooperative, or association. 
 
I. “Personal Identifying Information” means a person’s credit card account information, 

debit card information, bank, bank account information, and driver’s license 
information and for a natural person includes the individual’s social security number, 
mother’s birth name, and date of birth. 

 
J. “Red Flag” means a pattern, practice, or specific activity that indicates the possible 

existence of identify theft. 
 
K. “Service Provider” means a person that provides a service directly to the district. 
 
The district shall create an Identity Theft Program to protect Covered Accounts.  At a 
minimum, the district’s Program will: 

 
1. Identify and list the Covered Accounts. 
 
2. Identify and list the red flags indicating that someone might be attempting to obtain 

services, products or information surreptitiously by claiming to be someone they are 
not. 

 
3. Explain how the district will detect red flags that have been identified. 
 
4. Explain how the district will respond if a red flag is detected. 
 
5. Designate a senior administrative employee to administer the program. 
 
6. Describe the district staff who need to be trained on how to detect and respond to 

identity theft and the training they should receive. 
 
7. To ensure the protection of the district’s clients from identity theft via the district’s 

contracted service providers, identify the categories of service providers that should 
be required via contract to assist the district in detecting red flags and must therefore 
either have their own red flags program or ensure compliance with the district’s red 
flags program. 

 
8. Identify how the district will periodically reassess its operations to ensure that its red 

flag program reflects the current risks of identity theft to its clients (including, but not 
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limited to, the types of records/accounts that are subject to the Red Flag Rules as 
Covered Accounts and the activities or occurrences that should be designated as a 
red flag for identity theft).   

 
9. Be submitted to the district’s board for approval. 
 
10. Be annually re-evaluated to determine whether material changes have occurred 

warranting changes to the district’s identity theft policy and program. 
 
Updating the Program 
 
A. Upon the recommendation of the superintendent the board of education shall 

annually review and, as deemed necessary by the board, update the district’s 
identity theft prevention program along with any relevant red flags in order to reflect 
changes in risks to customers or to the safety and soundness of the district and its 
covered accounts from identity theft.  In so doing, the board of education shall 
consider the following factors and exercise its discretion in amending the program: 

 
1. The district’s experiences with identity theft; 
2. Updates and methods of identity theft; 
3. Updates and customary methods used to detect, prevent, and mitigate identity 

theft; 
4. Updates on the types of accounts that the district offers or maintains; and 
5. Updates in service provider arrangements. 
 

Reference:  15 U.S.C. 1601 et seq. 
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SERVICE ANIMALS 

 
Purpose 
 
The purpose of this policy is to establish procedures for the use of service animals in the 
Coalgate School District, including school buildings, school vehicles and other school 
property. 
 
Policy 
 
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 
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. 
 
Procedures/Requirements 
 
The use of service animals by employees and students with disabilities is subject to the 
following procedures and requirements: 

 
A. The employee or student will submit a notification of the intent to use a service 

animal to the district's superintendent.  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). 
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B.  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. 

 
C.  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. 
 
D.  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. 

 
E.  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 by 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. 

 
F.  Service animals will wear proper identification and will always be on a leash 

or other form of restraint mechanism. 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. 

 
G.  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 

2.  The service animal is under the control of the handler at all times, 
including entering and exiting the vehicle. 

 
H. 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. 

 
I.  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. 
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Liability 
 
The employee or student will be responsible for any damage to district or personal property 
and any injuries to individuals caused by the service animal. The 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 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 I. 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: The State of Oklahoma requires all dogs to be licensed by the time they reach 
four months of age. [Okla. Admin. Code 310:599-3.9.1] 
 
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.  
 
 
 


