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POSSESSION AND USE OF SIGNATURE STAMPS 
 
 
The members of the __________ Board of Education have signature stamps which have been properly registered with 
the Oklahoma Secretary of State.  It is the desire of the board members to place the responsibility for the safekeeping 
of these signature stamps with an employee of the board.  Therefore, the board requires that possession of the stamps, 
and sole responsibility for their safekeeping, be given to the school (activity fund custodian, encumbrance clerk, or 
other employee).  At all times, the stamps shall be kept in a safety deposit box, school safe, fireproof safe, or other 
secure place.  Possession of the stamps will be relinquished only for the purposes needed by the school (activity fund 
custodian, encumbrance clerk, or other employee), to the board members, or to the board designated school 
employees under the following circumstances: 
 
 1. To be used by the activity fund custodian to place the signatures on warrants after board approval for payment. 
 
 2. To make budget changes within board approved appropriations. 
 
 3. To record the receipt of state and federal funds so that paperwork can be processed promptly. 
 
 4. To be used by the payroll clerk to place the signatures on payroll warrants. 
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EXPENDITURE OF DISTRICT FUNDS 
(REGULATION) 

 
 
District funds will be allocated for administrative costs according to provisions in 70 O.S. §18-124, which defines 
administrative costs as “costs associated with staff for the board of education, the secretary/clerk for the board of 
education, staff relations, negotiations staff, the superintendent, and immediate staff for the superintendent, any 
elementary superintendent or any assistant superintendent, any employee of a school district employed as a director, 
coordinator, supervisor, or who has responsibility for administrative functions of a school district; and any consultant 
hired by the school district.”   Legal services for the district are not included in “administrative costs.”     A 
superintendent who spends part of the time performing exempted nonadministrative services such as teaching in the 
classroom, serving as a principal, counselor, or library media specialist, can code up to forty percent (40%) of their 
salary to other nonadministrative functions.   
 
The superintendent or designee will determine and certify the ADA (average daily attendance) and will limit 
administrative costs to the percentage of the total amount of district expenditures as allowed by law. 
 
If ADA was 
 
 1500 or more no more than 5% of total expenditures will be used for administrative costs 
 500 – 1499 no more than 7% of total expenditures will be used for administrative costs 
 less than 500 no more than  8% of total expenditures will be used for administrative costs 
 
 
 
LEGAL REFERENCE:  70 O.S. § 18-124 
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INTERNAL CONTROLS 
 

 
The Board of Education directs all school district personnel to maintain appropriate internal controls in accordance 
with this policy.  Internal Controls are to be an integral part of the school district’s financial and business policies and 
procedures.  The objectives of internal controls are: 
 

• Protecting resources against waste, fraud, and inefficiency;  
• Ensuring accuracy and reliability in accounting and operating data;  
• Securing compliance with the policies of the organization;  
• Ensuring compliance with applicable laws and regulations;  
• Evaluating the level of performance in all organizational units of the organization;   
• Providing management with reasonable assurance that all leave and payroll transactions are authorized, 

valid, complete and accurate; 
• Safeguarding leave and payroll documents from theft, loss and destruction; and 
• Internal controls are simply good business practices. 

 
Internal controls are the practices performed by employees to provide the board of education with reasonable 
assurance that assets are safeguarded and transactions are authorized, valid, complete and accurate. 
 
Internal control systems operate at different levels of effectiveness.  Determining whether a particular internal control 
system is effective is a judgment resulting from an assessment of whether the five components – Control Environment, 
Risk Assessment, Control Activities, Information and Communication, and Monitoring – are present and functioning.  
Effective controls provide reasonable assurance regarding the accomplishments of established objectives. 
 
The Superintendent or designee shall evaluate and monitor compliance with statute, regulations and the terms and 
conditions of federal awards.  When instances of noncompliance are identified, the Superintendent or designee shall 
take prompt action.  All school personnel shall take reasonable measures to safeguard personally identifiable 
information that is protected by state or federal law.   
 
Control Environment 
The control environment, as established by the organization’s administration, sets the tone of an institution and 
influences the control consciousness of its people.  Leaders of each department, area or activity establish a local 
control environment.   

 
Risk Assessment 
Every entity faces a variety of risks from external and internal sources that must be assessed.  A precondition to risk 
assessment is the establishment of objectives, linked at different levels and internally consistent.  Risk assessment is 
the identification and analysis of relevant risks to achievement of the objectives, forming a basis for determining how 
the risks should be managed.  Because economic, regulatory and operating conditions will continue to change, 
mechanisms are needed to identify and deal with the special risks associated with change. 
 
The process of identifying and analyzing risk is an ongoing process and is a critical component of an effective internal 
control system.  Attention must be focused on risks at all levels and necessary actions must be taken to manage.  Risks 
can pertain to internal and external factors.  After risks have been identified, they must be evaluated. 
 
Managing change requires a constant assessment of risk and the impact on internal controls.  Economic, industry and 
regulatory environments change and entities’ activities evolve.  Mechanisms are needed to identify and react to 
changing conditions. 
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INTERNAL CONTROLS, Con’t 
 
 
Control Activities 
Control activities are the policies and procedures that help ensure management directives are carried out.  They help 
ensure that necessary actions are taken to address risks to achievement of the entity’s objectives.  Control activities 
occur throughout the organization, at all levels, and in all functions.  They include a range of activities as diverse as  
approvals, authorizations, verifications, reconciliations, reviews of operating performance, security of assets and 
segregation of duties. 
 
Control activities usually involve two elements: a policy establishing what should be done and procedures to effect the 
policy.  All policies must be implemented thoughtfully, conscientiously and consistently. 
 
Information and Communication 
Pertinent information must be identified, captured and communicated in a form and time frame that enables people to 
carry out their responsibilities.  Effective communication must occur in a broad sense, flowing down, across and up the 
organization.  All personnel must receive a clear message from top management that control responsibilities must be 
taken seriously.  They must understand their own role in the internal control system, as well as how individual 
activities relate to the work of others.  They must have a means of communicating significant information upstream. 
 
Monitoring 
Internal control systems need to be monitored – a process that assesses the quality of the system’s performance over 
time.  Ongoing monitoring occurs in the ordinary course of operations, and includes regular management and 
supervisory activities, and other actions personnel take in performing their duties that assess the quality of internal 
control system performance. 
 
The scope and frequency of separate evaluations depend primarily on an assessment of risks and the effectiveness of 
ongoing monitoring procedures.  Internal control deficiencies should be reported upstream, with serious matters 
reported immediately to top administration and governing boards. 
 
Internal control systems change over time.  The way controls are applied may evolve.  Once effective procedures can 
become less effective due to the arrival of new personnel, varying effectiveness of training and supervision, time and 
resources constraints, or additional pressures.  Furthermore, circumstances for which the internal control system was 
originally designed also may change.  Because of changing conditions, management needs to determine whether the 
internal control system continues to be relevant and able to address new risks. 
 
Responsibility 
It is the responsibility of the superintendent and board of education to work together to develop and implement a 
system of internal controls.  However, everyone within the school district has some role in internal controls.  The roles 
vary depending upon the level of responsibility and the nature of involvement by the individual.  The Board of 
Education, Superintendent, and administrative staff establish the presence of integrity, ethics, competence and a 
positive control environment.  The employees of the district have oversight responsibility for internal controls within 
their areas.  Each employee is to be cognizant of proper internal control procedures associated with their specific job 
responsibilities and is responsible for complying with internal controls. 
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INTERNAL CONTROLS, Con’t 
 
Components of the Control Activity 
 
Internal controls rely on the principle of checks and balances in the workplace.  The following components focus on 
the control activity: 
 
Personnel need to be competent and trustworthy, with clearly established lines of authority and responsibility 
documented in written job descriptions and procedure manuals.  Organizational charts provide a visual presentation of  
 
lines of authority and periodic updates of job descriptions ensures that employees are aware of the duties they are 
expected to perform. 
 
Authorization Procedures need to include a thorough review of supporting information to verify the propriety and 
validity of transactions.  Approval authority is to be commensurate with the nature and significance of the transactions 
and in compliance with School District policy. 
 
Transactions should be authorized and executed by persons acting within the range of their authority. 
 

• Policies and procedures should clearly identify which individuals have authority to approve different 
types of transactions. 

• Authority comes with accountability and responsibility. 
• Individuals should understand what they are approving.  Individuals should have firsthand knowledge of 

transactions being approved, or they should review supporting information to verify the propriety and 
validity of transactions. 

• Authorization of adjustments should be timely. 
• Authorization for leave, overtime and change of work schedule should be obtained in advance and in 

writing. 
• Authorization should be from at least one level above. 
• Employees should not authorize their own transactions. 
• Adjustment documents should proceed directly for processing after approval by a supervisor and not 

return to the employee where it can be falsified.  Many frauds occur after approval. 
• Supervisors should not sign blank forms. 
• The supervisor and employee should initial corrections or adjustments. 
• Delegation of authority in writing is required for grants and recommended for other budgets. 
• Leave and payroll documents should proceed directly for processing after approval by a supervisor and 

not returned to the employee where they can be falsified.  Many frauds (i.e. unauthorized or excessive 
overtime hours charged) occur after approval. 

• Supervisors should not sign blank timesheets or leave request forms. 
• Corrections or adjustments should be initialed by the supervisor and employee. 

 
Segregation of Duties reduce the likelihood of errors and irregularities.  An individual is not to have responsibility for 
more than one of the three transaction components: authorization, custody, and record keeping.  When the work of one 
employee is checked by another, and when the responsibility for custody for assets is separate from the responsibility 
for maintaining the records relating to those assets, there is appropriate segregation of duties.  This helps detect errors 
in a timely manner and deter improper activities; and at the same time, it should be devised to prompt operational 
efficiency and allow for effective communications. 
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INTERNAL CONTROLS, Con’t 
 
 
Physical Restrictions are the most important type of protective measures for safeguarding school district assets, 
processes and data. 
 
Documentation and Record Retention is to provide reasonable assurance that all information and transactions of 
value are clearly, thoroughly, and accurately recorded and retained.  Records are to be maintained and controlled in 
accordance with the established retention period and properly disposed of in accordance with established procedures. 
 
Monitoring Operations is essential to verify that controls are operating properly.  Reconciliations, confirmations, and 
exception reports can provide this type of information. 
 
Reconciliation is the process of comparing the entries in the general ledger to supporting documentation and resolving 
any discrepancies or differences.  Accounts Payable, Accounts Receivable, and Cash, Property depreciation, Interest 
Income and other. 
 
An independent person should perform a reconciliation of the district financial records at least annually and when an 
employee transfers, requests extended leave without pay, or separates employment from the school district.  
 
Risk Assessment 
The process of assessing risk is an opportunity for management and directors to look at their operations, determine the 
areas of significant risk, and evaluate what actions can be taken to minimize the risk and enhance the effectiveness and 
efficiency of the operation, while following applicable laws and regulations.  The risk assessment and internal control 
evaluation can be integrated into the strategic planning process and program review. 
 
All levels of the organization should participate in an annual risk assessment.  The process of assessing risk is an 
opportunity for review of operations, determination of the areas of significant risk, and evaluation of what actions can 
be taken to minimize the risk and enhance internal controls. 
 
Determination of an effective means of managing the risks, determining the likelihood of occurrence, minimizing the 
risks, and providing compensating controls is management’s responsibility. 
 
Managing an Audit 
 
These are suggestions when interacting with auditors, to expedite the audit process while minimizing disruptions to 
day-to-day departmental operations.  It is important to both the auditors and the departments to have accurate and 
objective audit results. 
 

 Designate an audit liaison person (Department manager). 
 Clarify the audit object and scope (areas to be tested and period covered by the audit). 
 Determine auditor needs (records, workspace, and resources). 
 Consider giving the auditor a general tour of your facilities. 

 
Access to Records by Auditor 
Ensure original documents do not leave department premises without prior approval.  If a request is ambiguous, ask 
the auditor for the purpose of reviewing the document.  Be prepared to recommend alternate documents that would 
achieve the auditor’s purpose.  Unless absolutely necessary, do not allow full access to your file drawers, storerooms, 
etc.  Auditors are expected to obtain permission and state their objective for accessing these areas. Have documents  
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INTERNAL CONTROLS, Con’t 
 
 
available upon their arrival.  Maintain a list of records provided to the auditor. Review records you are providing to 
anticipate questions.  If records will hurt the School District’s interest, notify department management of the issue. 
 
Responding to Audit Findings 
Keep informed of issues throughout the audit. Ensure an exit interview is held.  Use it to verify facts and respond to 
the audit.  Ask a representative from the Treasurer’s Office to attend if there are questioned or disputed findings. 
Ask for time to review findings, and then re-verify calculations and source data. Concede valid findings, but do not 
speculate on whether they apply to other areas on campus. Discuss with the auditor the dispositions of audit issues, i.e.  
verbal comment, exit item, management summary or report item. If necessary, appeal the auditor’s conclusion with 
their supervisors.   
 

“Must Do” Management Actions 
 
‘Hard’ Controls (Mandatory Internal Control and Checks and Balances) 

1. Use only original signatures to approve documents. 
2. Provide departmental reports 
a. Review and document the reconciliations of the monthly department financial statements to the appropriate 

supporting documents to assure all items are authorized School District purchases/charges. 
b. Budget the best annual estimate of the department’s earnings and expenditures. 
c. Compare actual results to the budget and follow up significant variances. 
3. Issue Payroll  
a. Reconcile labor distribution reports to timesheets/exception reports (including reconciling leave accrual 

amounts to leave slips).  
b. Collect from Staff & Administration a signed Attendance Calendar for each pay period.  
c. Collect from nonexempt and exempt staff a signed Attendance Calendar for each pay period.  
d. Collect from hourly classified and student employees a signed positive timesheet for each pay period.  
e. Have supervisors with direct knowledge of the actual time worked sign Attendance Calendars and positive 

timesheets.  
f. Review the monthly departmental labor distribution report and reconciliation.  
g. Budget the best annual estimate of the department’s labor expenses. 
4. Separate incompatible duties (e.g. pro-card holder/approval authority, cash receipts handling/accounts 

receivable posting, payroll preparation/verification, etc.) among different department staff members. 
5. Identify active/inactive research accounts used by departmental faculty, and assure/implement a process 

through which the activity (including personnel requisitions, expenditures, and document retention) is 
approved by the Principle Investigator (PI) and periodically reviewed by the department chair and that this 
process is in accordance with School District and funding source (grant, department program, etc.) 
requirements (capital equipment approval, contract approval, etc.).  Ensure that inactive project grants are 
closed according to School District procedures. 

6. Count and balance your petty cash/change fund as determined necessary, and reconcile (by another person) 
as appropriate. 

7. Issue Cash Receipts 
a. Deposit daily or periodically with the Cashier’s Office any cash/checks received in your department as 

authorized in the policy and procedures manual.  
b. Issue a pre-numbered receipt for all cash transactions.  
c. Collect sales tax when taxable goods are sold.  
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INTERNAL CONTROLS, Con’t 
 

d. Use a cash receipts form for all checks and cash and submit them to the central office for deposit.   
e. Safeguard cash and checks against theft or loss.  
8.   Review purchases 
a. Review in detail the supporting documentation for any action that you authorize, approve, review, or sign. 
b. Use the School District account with ___________ for as much of the departmental purchasing needs as 

possible. 
c. Establish a mechanism for ensuring that all departmental purchases are appropriate. 
d. All contracts and credit applications require Treasurer’s Office approval. 
e. Always submit original receipts as proof of payment. 
9. List and account for each equipment asset and its location valued at less than $25,000 (assets not included on 

the School District’s inventory listing). 
10.  Reconcile external bank accounts and credit card transactions (if applicable) at least monthly. 
a.  Establish procedures to ensure that cardholders comply with the reimbursable business expense policy. 

 
‘Soft’ Controls (Internal Controls to Strengthen Oversight and Encourage Compliance) 
 
1. Complete an Annual Risk Assessment and/or Internal Control Review at least annually.  
2. Be familiar with the Policies and Procedures of the School District. 
3. Avoid circumventing any established internal controls over department operations. 
4. Review operational processes on a continuous basis for duplication of effort. 
5. Identify strengths/weaknesses within your employee pool and re-organize duties accordingly to develop a 

stronger team.  Encourage employees to participate in professional development activities. 
6. Be alert to fraud risks and ‘red flags’ for fraud occurring in your unit’s operations. 
7. On a regular basis compare/analyze the actual revenue and expenditures to the amount of budgeted 

revenue/expenditures (i.e. financial analysis). 
8. Provide relevant financial reports/status updates to appropriate Dean/Director on a regular basis. 
9. Document all reconciliation’s, verifications, approvals, etc. to assure a defined audit trail of all transactions exit. 

 
 

Legal Reference:  2 C.F.R. § 200.303 
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MANAGEMENT AND INVESTMENT OF FUNDS 
 
 
It is the policy of the Cordell Board of Education that all general fund receipts shall be transmitted to the treasurer of 
the board of education.  A receipt shall be issued by the person receiving the funds to the person depositing the funds, 
and a copy of the receipt shall be forwarded to the treasurer.  All disbursements shall be issued by the treasurer in the 
form of legal warrants, bonds, or treasures check. 
 
The board of education, at its regularly scheduled meeting, shall set aside funds to an operating account and to an 
investment account.  The board may direct the treasurer to satisfactorily complete an investment education program 
approved by the State Board of Education and the State Board of Career and Technology Education.  The treasurer 
shall invest the full amount of the investment account in: 
 
 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, a treasurer of a school district who has completed the 
appropriate training offered by the State Department of Education 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 deposit of banks when such certificates of deposit are secured by acceptable collateral; 
 
 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 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 beneficiary thereof; 

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

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

 
 8. Warrants, bonds, or judgments of the school district; or 
 
 9. Qualified pooled investment programs, the investment of which consist of those items specified in paragraphs 1 

through 8 as well as obligations of the United States agencies and instrumentalities, regardless of the size of the 
district’s budget.  To be qualified, a pooled investment program for school funds must be governed through an 
interlocal cooperative agreement formed pursuant to 70 O.S. § 5-117b and the program must competitively 
select its investment advisors and other professionals.  Any pooled investment program must be approved by 
the board of education. 
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MANAGEMENT AND INVESTMENT OF FUNDS (Cont.) 
 
 
 
 
Any interest received from investments shall be placed in the fund from which the investment was made as approved 
by the board of education at a lawfully convened board meeting. 
 
The treasurer shall place primary emphasis on safety and liquidity in the investment of funds.  Taking into account the 
need to use sound investment judgment, prior to purchasing direct obligations of the United States Government or 
other obligations of the United States Government, its agencies or instrumentalities, the school district shall utilize 
competitive bids, to the extent practicable.  All investments shall be designed to maximize yield within the class of 
investment instrument, consistent with the safety of the funds invested. 
 
To determine that school funds are properly secured, the treasurer shall, on a monthly basis, obtain from each bank 
where funds are deposited a listing of collateral pledged, setting forth the par value and market value of such collateral.  
The board shall utilize said documents in reviewing the investment performance of the treasurer. 
 
The board of education shall review the investment performance of the treasurer each month at its regularly scheduled 
board meeting.  Such review shall include, but is not limited to, a determination of whether the treasurer is making 
informed investment decisions regarding the safety, return, liquidity, costs, and benefits of various investment options 
in selecting investments for the school district.   
 
 
 
 
REFERENCE: 62 O.S. §471 
 70 O.S. §5-115 
 
 
 
 
 
 

THIS POLICY REQUIRED BY LAW. 
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PUBLIC GIFTS/DONATIONS TO THE SCHOOLS 
 
 
The Cordell 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 interest of education in the school 
units under its jurisdiction.  Gifts, donations, grants, or bequests will be accepted and the action recorded, provided the 
conditions of acceptance do not remove any degree of control of the school district from the board and will not cause 
inequitable treatment of any student(s) or student group(s). 
 
A gift shall be defined as money, real or personal property, and personal services provided without consideration.  
Gifts from organizations, community groups, and/or individuals that will benefit the district shall be encouraged by 
district administration.  Individuals or groups contemplating presenting a gift to a school or the district shall be 
encouraged to discuss, in advance, with the building principal or the superintendent what gifts are appropriate and 
needed. 
 
The superintendent has the authority to accept a gift on behalf of the board of education, and any such accepted gifts or 
donations will become the property of the board of education.  
Community groups or individuals may donate equipment to the district.  Equipment shall be added to the district’s 
inventory, provided it is operative at the time of donation and meets an educational purpose of the district. 
 
The district reserves the right to accept or decline any proposed gifts.  In determining whether to accept a gift the 
superintendent will consider whether the proposed gift:  
 
(1) Would conflict with desired board control over district operations, such as donations that would result in 

inequitable treatment of any student(s) as required for compliance with applicable federal or state statutes and 
government regulations or conflict with district policies, goals, and objectives (with particular emphasis on the 
goal of providing equal educational opportunities to all students) and adherence to the basic principles outlined in 
board-approved regulations (see CDC-R1). 

(2) Would be received from a potential donor involved in a commercial enterprise engaged in the manufacture, 
distribution, or sale of products that are contraband on district policy pursuant to student discipline codes or 
district policies. 

(3) Is, because such donor will receive board recognition for contributing to the advancement of district operations,  
presented by a donor who has a history of positively promoting the district and its schools through activities  
such as volunteer efforts on behalf of the district or positively recognizing the efforts of students and/or  
district employees, and which means not having engaged in behavior that was threatening, profane,  
lewd, or derogatory toward students, groups of students, or district personnel or having exhibited behavior  
that resulted in removal of the donor from school property or events due to language or activities that disrupted  
the peaceful conduct of those activities, or was cautioned not to continue such disruptive activities, or having  
engaged in behavior that damaged or intentionally impaired district property.  

(4) 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 the 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. 

(5) Would conflict with or compete with gift activities known to be contemplated by or being currently pursued by 
any other individual, organization, or community group, and in particular any school 
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Any individual, organization, or group whose proposed gifts or donations is not accepted by the  
superintendent may appeal that decision to the board of education. Such appeal must be presented to the  
superintendent in writing within five business days of the rejection and must detail why the proposed donor  
believes the rejection of the gift was not in conformance with the guidelines set by this policy. Any desired  
appeal not complying with these requirements shall be rejected. The board will consider the appeal at its  
next regular meeting, or special meeting as desired by the board, and will determine whether to accept 
or reject the proposed gifts or donations. Such board decision shall be final and non-appealable.  
 

 
REFERENCE: Title IX, Education Amendment of 1972, 20 U.S.C. §1681, et seq. 
 70 O.S. §5-117 
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PUBLIC GIFTS/DONATIONS TO THE SCHOOLS 
(REGULATIONS) 

 
 
The following basic principles shall apply to all gifts accepted by the school district: 
 
 1. Gifts to employ “regular” full- or part-time personnel shall be discouraged. 
 
 2. Gifts that involve significant costs for installation or maintenance, or initial or continuing financial 

commitments from school funds shall be discouraged. 
 
 3. Gifts to individual members of the staff by students, parents, or organizations shall be discouraged.  (See 

policy DHC.) 
 
 4. Gifts on a matching basis requiring money, property, or services by the district shall be discouraged. 
 
 5. Gifts to the school district become the property of the district and are subject to the same controls and 

regulations that govern the use of all district-owned property. 
 
 6. Any purchase to be funded by a cash donation must be processed in accordance with district policy.  (See 

policy CHA.) 
 
 7. Gifts that meet the definition of a fixed asset as outlined in the district policy on inventories must be added to 

the school’s fixed assets inventory.  (See policy CLB-R.) 
 
 8. Gifts with a value of $1,000 or less will be accepted by the authority of the appropriate principal, director, or 

program manager.  Gifts with a value in excess of $1,000 but less than $10,000 will be accepted by the 
authority of the superintendent or designee.  Contributions with a value in excess of $10,000 will be presented 
to and acted on by the board of education. 

 
 9. At the time of acceptance of the gift, there will be a definite understanding with regard to the use of the gift, 

including whether it is intended for the use of one particular school or all schools in the district.  It is the 
responsibility of the appropriate principal, director, or program manager to approve and accept the gift, 
process the appropriate forms to update inventory, and to send an acknowledgment letter to the donor. 
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ANNUAL BUDGET 
 
 
The Cordell Board of Education shall prepare a budget that shall represent a complete plan for the school district and 
shall present information necessary and proper to disclose the financial position and condition of the school district.  It 
shall contain a budget summary in tabular form for each fund: 
 
 1. Actual revenues and expenditures for the immediate prior fiscal year; 
 
 2. Revenues and expenditures for the current fiscal year as shown by the budget for the current year as adopted or 

amended; 
 
 3. Estimates of revenues and expenditures for the budget year. 
 
The board will schedule a public hearing at least 45 days prior to the beginning of the budget year.  Notice of the date, 
time and place of the hearing, together with the proposed budget summary, shall be published in a newspaper of gen-
eral circulation in the school district not less than five (5) days before the date of the hearing.  Any person present at 
the public hearing may present comments, recommendations, or information on the proposed budget to the board. 
 
On or before September 1, each year, the board of education shall prepare a statement of actual income and 
expenditures of the district for the fiscal year that ended on the preceding June 30 after the financial activity has been 
recorded, the annual Foundation and Salary Incentive Aid Allocations have been released, and the property tax 
valuation has been certified.  The amended budget shall contain all of the following information, if applicable: 
 
 1. Valuation of the school district by county and classification, excluding homestead exemptions; 
 
 2. Bonded debt and judgments outstanding, including interest rates by maturity; 
 
 3. Matured debt and judgments; 
 
 4. Sinking fund balance, including cash and investments; 
 
 5. Sinking fund levy calculations, including surplus/deficit, principal accrual, annual interest, judgment 

installment and interest, total net levy and delinquency; 
 
 6. Levies in millage for general fund, building fund and sinking fund; 
 
 7. Millage adjustment factor, if applicable; 
 
 8. Previous year sinking fund collections, including total proceeds as certified, additions or deductions, reserve 

for delinquent tax, reserve for protest pending, tax apportioned, net balance in process of collection, and excess 
collections; and  

 
 9. Surplus analysis, including itemized sources of excess and deductions. 
 
The board will post a copy of the statement in the administrative office of the board in an area accessible to the public 
and in at least one public library within the district within five (5) days after the statement is prepared. 
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ANNUAL BUDGET (Cont.) 
 
 
 
 
No later than September 1, each year, the district shall transmit a copy of the required income and expenditures data to 
the State Department of Education for posting on the Department’s Internet web site in a form that is accessible to the 
public. 
 
No later than 15 days prior to adoption of a final budget for the district, the board shall conduct a public hearing for 
the purpose of taking public comment on financial matters, including past and future expenditures, of the district at a 
regularly scheduled board meeting or at a special board meeting called for that purpose. 
 
Prior to September 1, each year, the board shall submit the statement of income and expenditures to the county excise 
board and shall file the itemized expenditure budget and request for state appropriated funds for the ensuing fiscal 
year, and an estimate of revenues to be received by the district with the State Board of Education. 
 
Not later than 45 days after the estimate of needs is approved by the county excise board, the board of education shall 
adopt a final budget for the current fiscal year. 
 
The final budget may be revised by the board in open meeting. 
 
 
 
 
REFERENCE: 68 O.S. §3002 
 70 O.S. §5-114, §5-129, §5-133, §5-134.1, §5-135, §5-154, §5-155 
 70 O.S. §5-128, §5-128.1 
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ANNUAL STATISTICAL/FINANCIAL REPORTS 
 
 
The Cordell Board of Education shall make annual statistical and financial reports to the State Board of Education in a 
timely manner.  The statistical report shall be made as of June 30.  Each of such reports shall be filed with the State 
Board of Education as soon as information is available following the effective date of such reports. 
 
No later than July 31, each year, the district shall transmit a copy of the income and expenditures data to the State 
Department of Education.  The Department shall post the data on the Department’s Internet web site in a form that is 
accessible to the public. 
 
 
 
 
REFERENCE: 70 O.S. §5-128 
 70 O.S. §5-134.1 
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 SCHOOL FINANCE 
 
 
It is the policy of the Cordell Board of Education that the superintendent of schools shall work with the school auditor 
and the board in the preparation of both a financial estimate and the annual budget, and to publish these documents, as 
well as any other necessary publications as required by law.  The superintendent or designee shall report to the board 
monthly on the status of the budget. 
 
The superintendent shall make to the board such fiscal recommendations as deemed necessary and shall furnish to the 
board all information pertaining thereto. 
 
After recommendations made by the superintendent have been considered by the board, the board shall adopt those 
recommendations which it deems advisable. 
 
Minor purchases may be made by school employees and charged to the school, provided such purchases are previously 
approved by the superintendent or made in accordance with procedures established by the superintendent. 
 
The superintendent shall cause to be prepared all claims against the school district for consideration by the board.  The 
superintendent shall furnish explanations of such claims. 
 
When claims are approved by the board for payment, the board encumbrance clerk shall issue warrants in payment 
with the school district treasurer.  The clerk shall insure that a record of such warrants is made in the school district 
warrant register, and that the warrants are distributed to the proper creditors. 
 
Should school personnel receive a report that an issued warrant or check has been lost or destroyed, a second or 
duplicate may be issued.  The school district cannot legally issue a second or duplicate warrant or check until such 
time as the school district has stopped payment on the initial document or the district has received an affidavit from the 
payee as to the facts concerning the loss or destruction of the original document. 
 
The superintendent shall make such financial reports as may be required by the State Department of Education and 
such other financial reports as the board may require.  The superintendent shall present to the board in July a financial 
statement reflecting the fiscal condition of the district as of the close of the previous fiscal year and an itemized state-
ment of estimated needs and the probable income including ad valorem tax for the current fiscal year.  These financial 
statements and estimates shall be published in one issue of a newspaper of general circulation in this area and shall be 
filed with the county excise board on or before September 1 of each year. 
 
 
 
 
REFERENCE: 68 O.S. §3002 
 70 O.S. §5-128, §5-128.1 
 70 O.S. §5-134, §5-134.1 
 70 O.S. §5-135 
 



 

CORDELL BOARD OF EDUCATION 
 

 

CFB 
 

 
 
Adoption Date:  August 15, 2011 

 
Revision Date(s):   

 
Page 1 of 2 
 

 

ACTIVITY FUNDS 
 
 
The Cordell Board of Education shall exercise complete control over all activity funds and shall adopt appropriate 
rules and regulations for handling, expending, and accounting for all such funds. 
 
At the beginning of each fiscal year, the board shall 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 school activity fund custodian will be appointed by the board of education.  The board shall review on an annual 
basis the surety bond for the activity fund custodian, which shall be in no case less than one thousand dollars ($1,000), 
and such bond shall be filed with the clerk of the board of education. 
 
Annually, the board shall approve the various activity funds, beginning balances, depository bank for fund, authorized 
signers on the account, and location where interest will be placed. 
 
The superintendent shall cause the activity account to be audited annually by a certified public accountant who will be 
selected by the board.  The audit shall be furnished to the board and the cost of the audit shall be paid from the general 
fund. 
 
No expenditures shall 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 shall be deposited with the office of the superintendent.  The custodian of such funds shall cause 
the funds to be deposited by the close of the next business day following receipt of the funds. 
 
The custodian of a school activity fund may provide cash advances to sponsors for travel expenses on behalf of school 
district students and sponsors of certain school activities.  The cash advances may come only from the school activity 
subaccount directly involved in the travel of such students or sponsor and only if the travel is one of the stated 
functions or purposes for the establishment of the subaccount.  Receipts must be turned in to the custodian. 
 
The principal shall cause to be kept complete and accurate accounts of all activity funds, and shall see that monthly 
reports are made to appropriate parties. 
 
These provisions shall not apply to funds collected by student achievement programs or parent-teacher associations 
and organizations that are sanctioned by the board of education.  Guidelines adopted by the board for the sanctioning 
of such organizations and associations may include, but not be limited to, examinations of financial and performance 
audits performed on each such organization and association. 
 
The superintendent is directed to establish a regulation governing activity funds.  Such regulation, when approved by 
the board of education, shall be incorporated into this policy and shall become a part hereof. 
 
The board alone has the authority to approve the establishment of accounts by whatever name or style it deems best 
suited to its needs for the revenue collected. 
 
The board shall prohibit purchases from the activity fund for materials or equipment unless invoices or delivery tickets 
are furnished. 
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ACTIVITY FUNDS (Cont.) 
 
 
 
 
The board shall require that receipts for collections by the custodian be given proper internal control by using pre-
numbered tickets for admission and providing written reconciliation made of tickets sold to actual revenues collected.  
Reconciliation documents will be filed and kept as documentation for the activity fund by the duly appointed activity 
fund custodian. 
 
The board shall evaluate and adopt standard forms for the documentation of cash receipts. 
 
The board shall require the custodian to deposit receipts in the local bank in a timely manner as proscribed by statute. 
 
Recognizing that students will also be involved in the collecting and accounting of funds through fund-raising and 
student activities, the board encourages student participation and instruction in proper accounting procedures. 
 
The board further requires the following procedures for the activity fund account: 
 
 1. The accounting system will be under the direction of one individual (activity fund custodian), who is responsi-

ble for keeping all accounts and preparing all financial reports.  The activity fund custodian may delegate some 
of these duties to a central bookkeeper. 

 
 2. Records will be maintained and will include books of original entry, a general ledger, cash receipts records, 

expenditure records, and subsidiary ledgers. 
 
 3. Summary financial reports will be prepared on a monthly and annual basis. 
 
 4. Records will reflect that the budget has been planned and adopted cooperatively by students, sponsors, and 

school officials. 
 
 5. A centralized system of accounting and uniform method of handling funds shall be used. 
 
 6. Pre-numbered receipts for all money received will be utilized. 
 
 7. All money received will be deposited in the bank in a single account, in the name of Cordell School Activity 

Fund. 
 
 8. All expenditures will be substantiated by an invoice or a signed receipt. 
 
 9. Pre-numbered checks will be used for all disbursements. 
 
 10. Two designated signatures will be required to authorize each expenditure. 
 
 11. All spoiled pre-numbered receipts will be marked void and will be retained. 
 
 
REFERENCE: 70 O.S. §5-129, §5-129.1 
 70 O.S. §22-103 
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SANCTIONING OF PARENT ORGANIZATIONS & BOOSTER CLUBS 
 
 The Board of Education of the Cordell Public Schools believes that student achievement programs and parent/ 
 teacher associations and organizations can advance the educational goals of the Board and confer a benefit to the  
students of the district. It is the purpose of this policy to establish guidelines for the sanctioning of parent-organized and 
operated student achievement programs and parent/teacher associations and organizations that raise money and collect 
revenues for the benefit of students. Only those parent-organized and operated student achievement programs and 
parent/teacher associations and parent organizations sanctioned in accordance with this policy will be exempt from the 
statutory controls over school activity funds found in the Oklahoma school Code, OKLA. STAT. tit. 70, § 5-129. 
 
 
 SANCTIONING PROCEDURE  

A. The district may sanction parent-organized and operated student achievement programs and parent/teacher association   
and parent-organized and operated organizations that, according to the Board of Education’s determination, advance        
the educational objectives of the district, are beneficial to students and meet the requirements of this policy.  

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

C. A written statement by a parent-organized and operated student achievement program or by a parent/teacher        
association or parent-organized and operated organization to the Board of Education requesting sanctioning shall    
include the following: (1) a statement of its purpose, goals, organizational structure and membership requirements;       
(2) a detailed statement of how the district and its students will benefit if the organization is sanctioned;                         
(3) a statement of nondiscrimination consistent with all state and federal laws; (4) financial and performance audits,        
if any, which have been performed on such program, association or organization by an independent accounting firm or 
any other audit process; (5) a statement from the president and treasurer that they will follow proper bookkeeping 
practices to ensure the safeguarding of all assets, file all necessary IRS forms including 1099s and W-2s; (6) the dates 
they attended the required Student Activity Fund Sanctioning workshop(s); and (7) the written application to obtain or 
renew is due to the Superintendent by each October 15 and whenever officers change, but no less frequently than 
annually. A revised application must be filed annually within 30 days of any change in organization officers or district 
sponsors.  

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

E. In order to maintain the status of a sanctioned program, association or organization in accordance with this policy, the 
Superintendent, or the Board of Education may require from any such program, association or organization that    
financial and performance audits by an independent accounting firm be performed on an annual basis on the program, 
association or organization. If required by the Superintendent, or the Board of Education, the audits or any other 
requested information shall be submitted to the Superintendent within 90 days of the request.  The submitted audits,  
other financial statements or other information shall be reviewed to determine if the program, association or    
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SANCTIONING OF PARENT ORGANIZATIONS & BOOSTER CLUBS 
 

       organization is entitled to continue to be sanctioned in accordance with this policy and if its funds should continue to be 
exempt from the statutory controls over student activity funds found in the Oklahoma School Code, OKLA. STAT. tit. 
70, § 5-129.  

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

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

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

J. Due to filing and reporting obligations imposed on the district by the IRS, sanctioned organizations shall not employ   
and/or pay district employees or hire independent contractors or outside employees without prior written approval by   
the Superintendent. District employees may not be paid for services by the parent-operated booster club or PTA. Any 
request for payments to be made for services rendered to a district employee must receive written approval in advance   
of any services being rendered so the funds can be given to the district and all payments for services paid by the district 
and not the booster club.  

K. Sanctioned organizations must issue all appropriate 1099s, W-2s and all other annual tax forms as required by law and 
should submit copies of such filed tax forms to the Superintendent no later than January 15 of each year.  

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

M. Teacher-sponsored student clubs shall fall under the control of the Board of Education and do not qualify to become 
sanctioned organizations.  
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REQUIREMENTS AND PROCEDURES FOR ADDING 
EXTRACURRICULAR ACTIVITIES   

 
 

Requirements for Sanctioning of Extracurricular Parent Organizations 
 
The Board recognizes that extra-curricular activities provide important learning opportunity for students.  The Board 
adopts the OSSAA mission of promotion of important educational and cultural values, attitudes, appreciations, and 
skills appropriate to all interscholastic activities, including high standards of good citizenship for both secondary 
school students and adults. 
 
Board Policy will allow additional OSSAA activities to be parent sponsored and receive "school sanctioned" status. 
 
Parents, or Parent Organizations, requesting additional extracurricular activities for students shall make application to 
the Board. 
 
This application process and the application in policy CFBB-E1 will need to be completed by the parent or parent 
organization that is requesting an additional extracurricular activity.   
 
The application in policy CFBB-E1 will be used for individual parents and or parent groups wishing to add extra 
curricular activities.   
 
Applications and instructions shall be available at the Superintendent's office.  The application and supporting 
documents will be accepted at the Superintendent's office.  The application and supporting documentation will be the 
primary information used by the Board of Education to determine if the parent organization will be sanctioned. 
However, all requirements listed in the Board rules must be met.  The board and administration reserve the right to 
require additional information from the applicant if necessary to make an informed decision on the proposed activity.  
The application for adding an activity must be submitted to the Superintendent before the annual May board meeting.  
This will give administration the needed time to research and make a recommendation as to adding 
activities/sanctioning programs. 
The Board of Education will not consider an application that is submitted during the school year.   
 
Definitions 
 
Sanctioned Activities:  An extra-curricular activity listed on the OSSAA website and approved by the Board of 
Education and sponsored by a parent organization for Cordell Public School students in grades 7 through 12.  The 
sanctioned activity must be approved on a yearly basis. 
 
Budget:  Written estimation of costs and income for the school year. 
 
Parent:  A parent or legal guardian that resides within the Cordell School District and who has children 
attending Cordell Schools.  
 
Parent Organization:  Club or Group of parents with students attending Cordell Schools who have an interest in 
applying for and supporting a sanctioned activity. 
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REQUIREMENTS AND PROCEDURES FOR ADDING EXTRA CURRICULAR 
ACTIVITIES  (CONT.) 

 
Minimum Activity Fund Balance:  Each organization shall have a minimum balance that shall cover yearly 
personnel costs and other fixed costs identified on the application. 
 
Monetary Pledges:  Written and signed letters of commitment to provide a certain monetary amount for the school 
year. 
 
School Sponsor:  Cordell Schools district employee who is the sponsor of the activity as required by rules of the State 
Board of Education 
 
Letters of Intent:  Written communication indicating that a particular student intends to participate in the proposed 
sanctioned activity.  Letters of intent shall include both student and parent/guardian signatures. 
 
1. Application Requirements 
 

Parents or Parent organizations applying for "Sanctioned Activity" status shall provide the following information    
to the Cordell School Board: 

 
A. Copies of letters of intent from the students and parent/guardians;  
B. Proposed number of activities and or contests for the school year; 
C. Proposed practice and contest schedule in relation to existing academic programs and athletic programs;  
D. Proposed use of district facilities for activity participation; 
E. Proposed transportation plan for practice and activities;  
F. Proposed coaches and school sponsor; 
G. Estimation of impact on existing programs and scheduling conflicts; 
H. Fiscal impact on district operations; 
I. Number and dollar amount of monetary pledges to support the program for the school year; 
J. Copy of the Articles of Organization of Parent Organization or Booster club; 
K. Information to assist in complying with Title IX requirements on proposed athletic sanctioned activities: 

 
1. Number of male and female athletes at the school district site; 
2. Estimate of number of male and or female students that will be added to the programs; 
3. Number of male sports and number of female sports at the site  (This information along with information 

supplied by the administration will be used to consider how the requested activity will affect compliance 
with Title IX requirements); 

 
L. Method of promoting the proposed Sanctioned Activity to the applicable student body; and 
M. Estimate of annual budget for the school year. 

 
2. Parent Organization Management Requirements 

 
A. All Sanctioned Activities of the district shall comply with the restrictions imposed by Oklahoma law as well 

as all Board policy. 
B. Sanctioned Activity leaders and students shall promote a positive relationship between the school and the 

community. 
C. The Sanctioned Activity shall be managed and supervised by adults from the parent organization at all 

times, including but not limited to practices and formal activities.  
D. By-laws and/or constitution shall include: 
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REQUIREMENTS AND PROCEDURES FOR ADDING EXTRA CURRICULAR 
ACTIVITIES (CONT.) 

 
1. Parent Organization  is separate from school district student organizations 
2. Names and addresses of Parent Organization Officers 
3. Officers'  Duties 
4. Term limits of officers 
5. Purpose and goals of the Parent Organization 
6. Parent dues structure, if any 
7. Intended use of funds generated by the organization 
8. Acknowledgement that the parent organization or booster club shall be responsible for the entire cost of 

the activity including personnel. 
9. Language clearly stating, "No student shall be denied the right to participate in the activity because of 

lack of ability to pay or fund raise." 
10. Name of Parent Organization 
11. Language acknowledging that conduct of parent group or booster club may result in termination of the 

program. 
12. Dispute resolution policy includes: 

a. Meet with the coach or sponsor, if no satisfactory resolution ; 
b. Meet with the Officers of Organization, if no resolution then; 
c. The Superintendent of the school will mediate the issue.  The superintendent's decision will be 

final. 
 
3 Program Funding and Financial Requirements of Parent Organizations 
 

A. Parent Organization shall be responsible for the entire cost (including fixed costs for salaries) of the activity 
B. Failure to properly fund the sanctioned  program will result in immediate termination of the program.  
C. Program shall follow District Purchasing Procedures. 
D. Parent organizations shall maintain their sole activity account in the district activity fund and all monies 

shall be deposited and spent from the activity account in accordance with State Board of Education 
regulations that govern all aspects of activity funds. 

E. Parent-organization agree to abide by all state law and regulations related to activity fund accounts. 
F. District administrators will determine whether district personnel or the parent organization will operate and 

control gate receipts and other contest revenue.  Administrators will make the determination on whether 
parent organization sponsor has adequate knowledge of district activity fund regulations to perform those 
duties in compliance with district regulations.  If district personnel are assigned by the administration to 
perform such services, the parent organization shall be required to compensate the district for the expense. 

G. All fundraising proposals shall be brought before the board of education and must be approved before 
beginning the fundraising activity. 

H. Students shall not participate in fund raising activities during school hours. 
I. The parent organization shall not use school materials, postage, or other supplies in fundraising activities. 

 
4 Personnel and Volunteers 
 

A. Parent organization or booster club is responsible for securing coaches or sponsors and replacing coaches or 
sponsors if necessary. 

B. The individual coaching or sponsoring these outside activities shall meet all requirements of the OSSAA 
and Cordell Board of Education policies. 

C. Coaches and sponsors shall meet the following requirements: 
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REQUIREMENTS AND PROCEDURES FOR ADDING EXTRA CURRICULAR 
ACTIVITIES (CONT.) 

 
1. Pass an OSBI background check; 
2. Demonstrate the desire and ability to respect students and parents; 
3. Provide three letters of reference from community members; 
4. Be approved by the Board of Education; 
5. Sign a letter of understanding that behavior not representing the school district in a positive manner 

shall be grounds for removal from that position by school administrators; 
6. Any compensation paid to coaches or sponsors shall be made through Cordell Public Schools 

payroll with funds from the respective activity account; 
 

D. If a sanctioned activity is scheduled at the same time as a school activity the proceeds from the gate and 
concession will be deposited in the activity account that normally operates the gate for the school activity. 

 
5. Student Participation 
 

A. Only students attending Cordell Public Schools will be allowed to participate in the sanctioned activities. 
B. All students wanting to participate in the activity shall be allowed to participate regardless of their ability to 

contribute financially to the program or their ability to assist with fundraising. 
 
6.  Student, Coach and Sponsor Behavior 
 

A. All students, coaches, sponsors and or ion members shall follow applicable district policies including but not 
limited to policies prohibiting discrimination, bullying, hazing, harassment and 
eligibility of students to participate in activities. Hazing includes any action taken or situation created, 
intentionally, to produce, embarrassment, harassment, or ridicule. 

B. District Administrators shall have the authority to take control of sanctioned activities if, in the 
administrator's judgment, the need arises. 

C. Students involved in Sanctioned Activities shall be held to all Cordell district rules, Board Policies and 
regulations. 

D. Parent Organization is required to enforce the tobacco free district policy at all practices and activities. 
E. Students involved in Sanctioned Activities will be required to participate in and comply with the district 

student drug testing policy. 
 
7.  Transportation 
 

A. The district may provide transportation to sanctioned activities based on the following criteria: 
 

1. Cost to the district; 
2. Available transportation that does not conflict with academic or school sponsored needs; 
3. Availability of qualified driver 

 
B. The district shall not provide transportation to activities that are not associated with school activities over 

school breaks. 
C. Transportation  Driver Requirements 

 
1. The parent group shall abide by the State Board of Education rules regarding transporting  students in 

school transportation,  including drivers shall complete training and are properly licensed to operate a 
school bus or other regulated vehicl 
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REQUIREMENTS AND PROCEDURES FOR ADDING EXTRA CURRICULAR 
ACTIVITIES (CONT.) 
 

2. District administration  shall approve who will operate school and individual vehicles transporting 
students to approved activities. 

3. Parent organization is responsible through the respective activity fund, for payment of drivers. 
4. No sanctioned activities shall be scheduled outside the state of Oklahoma. 

 
8. Scheduling 
 

A. Scheduling shall be done in accordance to OSSAA guidelines. 
B. Parent Organization shall make best effort to schedule activities in a manner that minimizes scheduling 

conflicts with other school- sponsored  activities. 
C. All scheduling shall be proved through the Cordell Schools Athletic Director or site principal for non- 

athletic activities. 
D. Activities shall be posted at least 30 days prior to the event on the school district website. 
E. Any activity without written approval shall not proceed. 
F. School Activities shall take priority over sanctioned activities if a scheduling conflict occurs. 

 
9.  Suspension or Termination of Sanctioned Status 
 

A. If the administration  determines the approved organization or its coaches have failed to comply with the 
OSSAA regulations and/or Cordell Public Schools rules, regulations or board policy or does not represent 
the school in a manner consistent  with the sanctioned rules, the board authorizes the administration  to 
suspend the Sanctioned  Activity, pending a determination  by the board that the sanctioned status should be 
revoked. 

B. Violations of the program rules, regulations  and board policy shall be grounds for termination from the 
program. 

 
 
 
 
REFERENCE:  70 O.S. §5-129.1 

     Title IX, Education Amendment of 1972, 20 U.S.C. §1681, et seq. 
 
 
 
 
 

THIS POLICY REQUIRED BY LAW 
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APPLICATION FOR ADDING EXTRA CURRICULAR ACTIVITIES 
 
 
Name of Organization: _________________________________________________________________________  
 
The objective/purpose of the Organization is: 
 
____________________________________________________________________________________________  
 
____________________________________________________________________________________________  
 
____________________________________________________________________________________________  
 
____________________________________________________________________________________________  
 
We, the parents of _________________________________________ have been given the rules and regulations for 
Parent Sanctioned Extra Curricular Organizations and agree to abide by them. 
 
Please fill out or provide the following: 
 

1. Attach copies of letters of intent from the students and parent guardians. 
2. Attach a list of proposed activities, scrimmages, or contests for the school year. 
3. Attach a list of possible conflicts of practices and contests with academic classes and all extracurricular 

programs. 
4. Attach proposed facility use request for the school year 
5. Attach transportation request to practices and contests 
6. Name of the coach or coaches who will be responsible for this activity. Please attach documentation the 

coach has taken the Care and Prevention of Athletic Injury course or when this will be completed.  If the 
applicant has completed a criminal background check then attach those reports to this application. 

 
_____________________________________________________________________________________  

7. Please explain the anticipated impact on all existing programs. (absences, students dropping out of other 
programs, etc. 

 
_____________________________________________________________________________________  

 
       _____________________________________________________________________________________  
 
       _____________________________________________________________________________________  

8. Please explain the anticipated fiscal impact on the district operations. 
 
_____________________________________________________________________________________  

  
      ______________________________________________________________________________________ 
 
      ______________________________________________________________________________________ 
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APPLICATION FOR ADDICING EXTRA CURRICULAR ACTIVITIES   
(Cont.) 
 

9. Number and dollar amount of monetary pledges to support the program for the school year. 
 
_____________________________________________________________________________________ 

 
       _____________________________________________________________________________________ 
 
       _____________________________________________________________________________________ 

10. Attach Articles of Organization of Parent Organization or Booster Club.  Refer to Part B, section 4 of the 
Requirements for Sanctioning of Extracurricular Parent Organizations policy. 

11. Attach information about the compliance with all Title IX requirements.  This information will include but  
not be limited to: 
 
A.  Number of male and female athletes at the school district site, 
B. Estimated number of male and or female athletes after the program is implemented 
C.  Number of male sports and number of female sports at the site 
 

12. Method of promoting the proposed sanctioned activity to the applicable student body 
 

______________________________________________________________________________________ 
 
       ______________________________________________________________________________________ 
 
       ______________________________________________________________________________________ 

13. Estimate the annual budget for the school year to operate the program. 
 
______________________________________________________________________________________ 

  
       ______________________________________________________________________________________ 
 
       ______________________________________________________________________________________ 
 
Approval of Application: 
 
 
__________________________________________________________ _______________________________ 
Signature of Parent Representative      Date 
 
 
__________________________________________________________ _______________________________ 
Signature of Board President       Date 
 

REFERENCE:  70 O.S. §5-129.1 
Title IX, Education Amendment of 1972, 20 U.S.C. §1681, et seq. 
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AUDITOR 
 
 
It is the policy of the Cordell Board of Education to employ an auditor for the district.  The auditor shall serve at the 
discretion of the board and for such compensation as the board may determine.  The auditor’s duties will be to assist 
the board in preparing district budgets and to make such reports as may be required. 
 
The board of education will provide for and cause to be made an annual audit of this school district for each fiscal 
year.  The audit shall be a financial audit and a compliance audit of all school 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 shall 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, et seq. 
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SALARY DEDUCTIONS 
 
 
Federal and state income tax and social security deductions are mandatory by federal and Oklahoma law.  The school 
district is required to make payroll deductions for professional organization dues and political contributions upon the 
request of any employee.  Such deductions shall be on a ten-month basis unless otherwise designated by the employee 
organization.  Other deductions may be authorized by the Cordell Board of Education upon request and authorization 
of the employee. 
 
However, a school employee may request in writing at any time in writing including by email or fax for the district to 
immediately terminate or initiate payroll deductions to a professional organization.  Within five (5) business days of 
receipt of a written request or by the next pay period, whichever is earlier, the district shall terminate or initiate any 
future payroll deductions of the requesting employee to a professional organization.  Within fifteen (15) business days 
of receipt of a request, the district shall notify the professional organization of the initiation or termination of payroll 
deductions.  If the request is to terminate a deduction, the district shall not make any advance payments to any 
professional organization of any future dues on behalf of the employee. 
 
This shall be the exclusive process for termination of salary deductions and no policy or negotiated agreement can add 
terms that are included within statute regarding the process for termination of salary deductions.  If the district fails to 
terminate payroll deductions for an employee, the district shall immediately reimburse the employee the amount of all 
payroll deductions made by the district after the employee’s request.  Any amount due the employee shall double every 
thirty (30) days until paid in full as per 70 O.S. § 5-139.  

 
The board shall require a minimum of five (5) 
 employees to request deductions for any other specific payee. 
 
 
 
 
REFERENCE: 70 O.S. §5-139 
 70 O.S. §6-101.1 
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PURCHASING AND DISTRIBUTION 
 
 
It is the policy of the Cordell 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 principal or 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 superintend-
ent'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 origi-
nating from teachers, through the principal, to the superintendent.  Purchases shall be made from local firms when 
economically wise to do so.  However, the school district is required to purchase goods and services provided by the 
Oklahoma Department of Corrections whenever the article, service, or product provided by the Department of 
Corrections is the lowest and best bid. 
 
No expenditure involving an amount greater than $500.00 shall be made except in accordance with a written contract 
or purchase order. 
 
 
 
 
REFERENCE:  21 O.S. §355 
 57 O.S. §549.1 
 62 O.S. §371 
 70 O.S. §5-123 
 70 O.S. §5-124 
 70 O.S. §5-129 
 70 O.S. §5-135 



 

CORDELL BOARD OF EDUCATION 
 

 

 CHAH 

 
 
Adoption Date:July 16, 2012 

 
Revision Date(s):  6/27/2012 

 
Page 1 of 1 
 

 

E-RATE RECORD RETENTION AND PROCUREMENT 
 
 
Retention 
 
It is the policy of Cordell Schools to retain E-Rate records for a period of five years after the last date of service in 
accordance with FCC Fifth Report and Order (Para. 47, FCC 04-190, Adopted August 4, 2004). 
 
Procurement 
 
In selecting service providers for all eligible goods and/or services for which Universal Service Fund (E-Rate) support 
will be requested, the administration shall: 
 

1. Make a request for competitive bids for all eligible goods and/or service for which Universal Service Fund 
support will be requested and comply with applicable state and local procurement processes included in its 
documented policies and procedures. 

 
2. Wait at least four weeks after the posting date of the FCC Form 470 on USAC Schools and Libraries website 

before making commitments with the selected service providers. 
 

3. Consider all bids submitted and select the most cost-effective service offering, with price being a primary factor 
considered. 

 
4. Keep control of the competitive bidding process by not surrendering control to a service provider who is 

participating in the bidding process and not including service provider contact information on the FCC Forms 
470. 

 
Gifts 
 
The school district will adhere to gift rules under the E-rate program consistent with the gift rules applicable to 
federal agencies, which permit only certain de minimis gifts.  Generally, the federal rules prohibit a federal employee 
from directly or indirectly soliciting or accepting a gift (i.e., anything of value) from someone who does business 
with his or her agency or accepting a gift given as a result of the employee’s official position.  The federal rules do, 
however, permit two categories of circumscribed de minimis gifts: (1) modest refreshments that are not offered as 
part of meal (e.g., coffee and donuts provided at a meeting) and items with little intrinsic value intended 
for presentation (e.g., certificates and plaques); and (2) items that are worth $20 or less (e.g., pencils, 
pens, hats, t-shirts, and other items worth less than $20, including meals), as long as those items do not 
exceed $50 per employee from any one source per calendar year 
 
In determining the amount of gifts from any one source, the FCC will consider the aggregate value of all gifts from 
any employees, officers, representatives, agents, independent contractors, or directors of the service providers in a 
given funding year.  The restriction on gifts is always applicable, and is not in effect or triggered only during the time 
period that competitive bidding process is taking place. 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.  An exception for gifts to family and personal friends when those 
gifts are made using personal funds of the donor (without reimbursement from an employer) and are not related to a 
business transaction or business relationship.   
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BIDS AND QUOTATIONS 
 
 
No expenditure involving an amount greater than $500.00 shall be made except in accordance with the provisions of a written 
contract or purchase order, and no contract involving an expenditure of more than $100,000 for the purpose of erecting a building 
or making any improvements on school buildings or construction trade contracts or subcontracts exceeding $50,000 shall be made 
except upon sealed proposals and to the lowest or best responsible bidder.  This does not prohibit the district from erecting a 
building or making improvements on a force account basis.   
 
Public construction contracts equal to $50,000 but less than $100,000 shall be let and awarded to the lowest responsible bidder by 
receipt of written bids or awarded on the basis of competitive quotes to the lowest responsible qualified contractor.  Public 
construction contracts for less than $25,000 may be negotiated with a qualified contractor.   Public construction contracts are any 
contract for the purpose of making any public improvements or constructing any public building or making repairs to or performing 
maintenance on any school-owned building.   
 
If a public construction contract for minor maintenance or minor repair work to district property is less than $25,000, a contract 
may be negotiated with a qualified contractor.  No work shall be commenced until a written contract is executed and proof of 
insurance has been provided by the contractor to the school district’s business office.   
 
The school board may provide for a local bid preference of not more than five percent of the bid price if the board determines that 
there is an economic benefit to the local area or economy.  The determination as to whether there is an economic benefit to the 
local area or economy will be based upon whether the local bidder employs residents of the school district as employees or 
independent contractors and whether such employment will benefit the school district.   
The local bidder must be the second lowest qualified bid on the contract and must agree to perform the contract for the same price 
and terms as the bid proposed by the nonlocal bidder or contractor.  Within the bid specifications the district must clearly state that 
the bid is subject to a local bidder preference law.   
 
“Local bidder” means the bidding person is authorized to transact business in Oklahoma and maintains a bone fide establishment 
for transacting business within the state.   
 
The term "force account" means the purchase of necessary materials, and the employment of necessary workmen, by the school 
district itself, rather than entering into a contract with a building or other contractor to construct the building or other improvement.  
No contract involving sums in excess of $100,000 shall be split into partial contracts involving sums below $100,000 for the 
purpose of avoiding the requirements of the Public Competitive Bidding Act. 
 
For the purposes of this policy, the term “improvements on school buildings” shall not include any of the following: 
 
 1. Portable, or otherwise moveable, buildings and structures; 
 2. Prefabricated metal buildings and structures, along with necessary utility services for such buildings or structures; 
 3. Roofs placed over existing roof structures; and 
 4. Other structures that can be disassembled after installation and removed without permanent damage to existing property. 
 
For the purposes of the Public Competitive Bidding Act, where total payments of principal and interest are anticipated to exceed 
$50,000 100,000 the lease purchase of items pursuant to paragraphs numbered 2 and 3 above must be competitively bid. 
 
REFERENCE: 61 O.S. §102, §103, §107, §131 
 62 O.S. §430.1 

70 O.S. §5-123 
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VENDORS 
 
 
It is the policy of the Cordell Board of Education that the following shall apply to vendor relations and purchasing: 
 
 1. All vendors must contact the superintendent for business management for approval prior to calling on any 

schools. 
 
 2. The purchasing department shall conduct all price adjustment negotiations when necessary. 
 
 3. Visitation to suppliers shall be a part of the purchasing agent's practice. 
 
 4. Activity fund purchases must be requisitioned through the sponsor with the approval of the principal or athletic 

director. 
 
 5. Purchasing procedures must be in accordance with the rules and regulations of the purchasing department. 
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SUSPENSION AND DEBARMENT COMPLIANCE  

 It is the policy of the Cordell Board of Education that all contracts and purchase orders reimbursed using federal 
funds need to include suspension and debarment language. The purpose of this certification is to protect the  
government from entering into business relations with unethical or otherwise irresponsible companies and individuals.  

The following language shall be included within the terms of any contract for goods and services that will be paid for  
using federal funding:  

Certification Regarding Debannent, Suspension and Ineligibility  
To the best of its knowledge and belief, the contractor or any of its principals are not presently debarred, suspended,  
proposed for debarment or otherwise declared ineligible for the award of contracts by any Federal agency by the  
inclusion of the contractor or its principals in the current "LIST OF PARTIES EXCLUDED FROM FEDERAL  
PROCUREMENT OR NONPROCUREMENT PROGRAMS" published by the U.S. General Services Administration  
Office of Acquisition Policy.  

The prospective lower tier participant shall provide immediate written notice to the District if at any time the  
prospective lower tier participant learns that its certification was erroneous when submitted or has become erroneous  
by reason of changed circumstances. Should the prospective lower tier participant enter into a covered transaction  
with another person at the next lower tier, the prospective lower tier participant agrees by accepting this agreement  
that it will verify that the person with whom it intends to do business is not excluded or disqualified.  
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DISPOSAL OF SURPLUS SCHOOL PROPERTY 
 
 
Certain school-owned equipment, furniture, and other personal property may be declared surplus by the Cordell Board 
of Education and disposed of by public sale or discarded if determined to be of no value. 
 
Computers declared as surplus property may contain such information as social security numbers, staff/student identi-
fication numbers, credit card numbers, bank account numbers, passwords, medical records, photographs, addresses, 
telephone numbers, student records, and other information that should not be released to the public.  The district has 
an obligation to ensure that all school information has been deleted from surplus computers’  files and hardware.  Spe-
cialized software will be used to ensure the complete deletion of information from surplus computers prior to their sale 
or disposal. 
 
Surplus personal property that has a saleable value shall be sold by written, sealed bids after notice of such sale has 
been posted in a local newspaper or by public auction.   As the Oklahoma Constitution clearly prohibits gifts with 
public funds, the school district must receive reasonable compensation in exchange for any surplus personal property.  
School board members and relatives of school board members within the second degree are prohibited from 
purchasing property from the school. 
 
If the decision is made to dispose of real or personal property that is leased at the time the decision is made, the lessee 
shall have a right of first refusal to purchase the property on the following terms and conditions: 
 

1.  If the board of education receives a bid or offer in a public sale, private bid, or private sale for any real or 
personal property that it desires to accept, notice shall be provided to the lessee. The notice shall include the 
identity of the prospective purchaser, the terms and conditions of the proposed sale, and the purchase price 
to be paid by the prospective purchaser.  

 
2. The lessee shall have thirty (30) days after receipt of the notice to inform the board of education that it elects 

to purchase the property on the same terms and conditions set forth in the notice. The board of education will 
then convey the property to the lessee on all the same terms and conditions. If any portion of the 
consideration included in the purchase price set forth in the notice is not in cash, then the lessee shall be 
entitled to pay the fair market value in cash of such noncash consideration.   

 
 
 
 
REFERENCE: 70 O.S. §5-117(A)(11) 
 Oklahoma Constitution, Article 10, Section 15 
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SAFETY PROGRAM 
 
 
It is the policy of the Cordell Board of Education to develop rules and procedures which will promote safety in the 
workplace and which will establish and maintain conditions of work that are reasonably safe and healthful for district 
employees.  Therefore, the superintendent is directed to develop such rules and procedures in accordance with 
Oklahoma law and the rules of the Oklahoma Department of Labor.  The superintendent will designate himself/herself 
or other person as a district safety coordinator.  The rules and procedures developed by the superintendent and 
approved by this board shall be incorporated into this policy and become a part hereof. 
 
The superintendent will establish procedures in an effort to offer reasonable protection for the safety of students, 
employees, visitors, and others present on school property or at school-sponsored events.  Written plans and pro-
cedures will be prepared for the protection of students, faculty, administrators, and visitors from both natural and 
man-made disasters and emergencies.  The written plans and procedures will be reviewed and revised as needed at the 
July meeting of the board of education.  A copy of the district’s disaster/emergency plan will be provided to 
appropriate local emergency management officials. 
 
The practice of safety shall be taught in educational programs in traffic and pedestrian safety, driver education, fire 
prevention, emergency procedures, disaster preparedness, etc., appropriately geared to students in different grade 
levels.  Areas of emphasis shall include, but not be limited to, in-service training, accident record keeping, plant 
inspection, driver and vehicle safety programs, fire prevention, and emergency procedures in traffic safety problems 
relevant to students, employees, and the community. 
 
Not later than October 1 of each school year, each school district site shall select a Safe School Committee composed 
of at least six members including an equal number of teachers, parents of the children affected, and students.  In 
addition, the committee shall include a school official who participates in the investigation of reports of harassment, 
intimidation, bullying, and threatening behavior.  The committee will study and make recommendations to the 
principal concerning: 
 
 1. Unsafe conditions, possible strategies for students to avoid harm at school, student victimization, crime 

prevention, school violence, and other issues which prohibit the maintenance of a safe school; 
 
 2. Student harassment, intimidation, and bullying at school; 
 
 3. Professional development needs of faculty and staff to implement methods to decrease student harassment, 

intimidation, and bullying; and 
 
 4. Methods to encourage the involvement of the community and students, the development of individual 

relationships between students and school staff, and use of problem-solving teams that include counselors 
and/or school psychologists. 

 
 5. Policies and regulations to be revised in light of the Department of Homeland Security’s threat assessment 

guidelines. 
 
The committee shall meet at the call of the chair.  The principal shall give consideration to recommendations of the 
committee. 
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SAFETY PROGRAM (Cont.) 
 
 
 
 
REFERENCE: 63 O.S. §681 
 70 O.S. §1-107 
 70 O.S. §24-100 
 
NOTE: Burning candles on school property may lead to a potentially dangerous situation.  As a result, 

the State Fire Marshal and the State Department of Education are encouraging school 
districts to prohibit the burning of candles on school property. 
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EMERGENCY PLANS 
 
 
The Cordell Board of Education has appointed a committee composed of the superintendent, each building principal, 
the director of maintenance, and other designated personnel for the purpose of developing and maintaining the district 
emergency plans.  A Crisis Plan will be developed by local officials and the Safe School Committee that will ensure an 
established set of directives to guide the actions of those involved and responsible for the safety of students and 
property.  Special drill activities related to fire safety and other emergencies will be planned and implemented by each 
principal, in association with the superintendent, director of maintenance, the fire marshal, or other civil authorities, to 
ensure orderly movement and placement of students to the safest available space(s) should an emergency occur, 
including, but not limited to, the following: 
 
 1. Severe weather 
 2. Fire 
 3. Flood 
 4. Terrorism 
 5. Missing student(s) 
 6. Suicide 
 7. Threatening persons 
 8. Weapons/explosives found on school site 
 9. Any other situation the Safe Schools Committee deems appropriate 
 
The crisis/emergency plan will be kept on file at each school site and a copy will be provided to local emergency 
management officials.  Additionally, the superintendent will maintain communication with other community agencies 
in order to share information on preparedness and planned procedures.  It shall also be the responsibility of the 
superintendent to ensure that the schools work in cooperation with these other agencies during such emergencies. 
 
Emergency preparedness should be discussed with teachers and students at least once per semester or as deemed 
necessary by the building administration.  Each classroom shall have posted a copy of rules, evacuation signals, 
evacuation routes, and procedures to be followed for fire and tornado emergencies, terrorist attacks, and emergency 
evacuations.  All teachers and staff members shall make themselves familiar with these procedures. 
 
The board of education shall receive yearly reports from the superintendent as to the status of all emergency plans, 
which reports shall identify any safety needs for the school district. 
 
 
 
 
REFERENCE: 63 O.S. §681 
 70 O.S. §24-100 
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DRUGS, ALCOHOL AND CONTRABAND SEARCHES 
 
 
The Cordell Board of Education believes that in order to respond to the drug and alcohol abuse problems in our 
schools and to maintain a reasonably safe school environment, the district will occasionally use trained dogs to search 
for drugs, alcohol, or contraband on school property. 
 
Such searches will be arranged by the superintendent or designee at his/her discretion and will target only school 
property including lockers and vehicle parking areas.  Students, staff members, and other persons on school property 
will not be the subject of animal searches and will be searched in accordance with school policy only if reasonable 
suspicion arises during a search of school property. 
 
The superintendent is directed to prepare a regulation implementing and supporting this policy. 
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DRUGS, ALCOHOL AND CONTRABAND SEARCHES 
(REGULATION) 

 
 
In accordance with the policy of the board of education, the following regulation shall govern the searching of school 
property by search dogs. 
 
Searches of school property and grounds will be conducted during periodic unannounced visits either during school 
hours or non-school hours at the discretion of the superintendent. 
 
All lockers, vehicles, and school desks are subject to search.  If a search dog indicates the possible presence of any 
material that the dog is trained to detect, that area or place or object will be further searched by designated school 
personnel. 
 
No student, employee, or other person will be the target of a search by a search dog unless reasonable suspicion exists 
with regard to that particular person.  However, if the search dog indicates the possible presence of material that the 
dog is trained to detect is contained in a locker, desk, or vehicle, a further search will be conducted by designated 
school personnel.  This search will be of the cold weather outerwear, purse, containers, or other items of concealment 
in the possession of the student assigned to that locker or desk or driving that vehicle. 
 
Searches which disclose the presence of any material which the dog is trained to detect, or any material or items which 
is forbidden by school policy may lead to further investigation by school officials or law enforcement officers, and/or 
disciplinary action by the school.  Such disciplinary action may include suspension.  No disciplinary action will be 
taken without appropriate due process.  Parental or legal guardian notification will be made in all cases where 
prohibited substances, materials, or items are discovered in the possession of a minor student. 
 
Strip searches or removal of any clothing other than cold weather outerwear are prohibited. 
 
 
 
 
REFERENCE: 70 O.S. §24-102 
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WARNING SYSTEMS 
INCLEMENT WEATHER 

 
 
Notification to Parents and Students 
 
When conditions exist which may cause the dismissal of school, students and parents should not call teachers or other 
school-related personnel.  News concerning the dismissal of schools for any reason if school is cancelled due to Bad 
Weather will be broadcast over KFOR-TV (Channel 4), KOCO-TV (Channel 5), KWTV (Channel 9), and KWEY 
95.5 Weatherford, KECO-Elk city, 95.3 Clinton, KQ106 Hobart, 97.3 WTF (Radio).  School closing information is 
also available on the school district’s website or by calling 580-832-1089. 
 
Notification to School Personnel 
 
When conditions exist which may endanger the health and safety of students and school personnel, the school district 
will close until such conditions have passed.  A “phone tree”  will be distributed each year to facilitate employee 
notification.  If an employee is not contacted about the closing of school, he or she should contact the person on the 
phone tree who was to contact them. 
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DISASTER DRILLS 
 
 
Fire and tornado drills shall be performed periodically throughout the school year.  Fire drills shall be conducted at 
least two times each semester.  Each classroom shall have posted a copy of rules, evacuation signals, evacuation 
routes, and procedures for both fire and tornado emergencies.  All teachers and staff members shall make themselves 
familiar with these procedures. 
 
Warning for severe weather shall be made by the central office and will be announced over the public address system.  
If the public address system is disabled, severe weather warning will be an intermittent ringing of the school bell. 
 
Fire alarms will be sounded by a long, continuous ringing of the school bell.  In the event of power failure, a hand bell 
will be used. 
 
 
 
 
REFERENCE: 63 O.S. §176 
 
 
 
 
 
 
 
 
 
 
*Evacuation of the building to various safe locations in a random order is preferred so that anyone threatening harm 
will not have prior knowledge of the evacuation route and safe areas. 
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EMERGENCY SCHOOL CLOSINGS 
 
 
Abnormal conditions sometimes occur which require temporary suspension of school activities.  These possible condi-
tions include acts of violence or terrorism; inclement weather (ice and snow storms) or other natural disaster; failure of 
power, gas, or water supply; breakdown of the heating system; etc.  The safety, welfare, and health of students and 
employees are the basic factors to be considered.  The superintendent shall have the responsibility to continue or sus-
pend the normal school day activities.  In the event the Department of Homeland Security issues a Severe Condition 
(“Red”) Alert, school activities may be suspended and the school buildings evacuated at the direction of local civil 
defense officials.  Alternatively, school officials may be instructed to initiate “ lockdown”  procedures during a “red 
alert.”  
 
School Dismissal 
 
To assure the orderly suspension and resumption of school activities, the following procedures shall apply: 
 
 1. The superintendent shall announce the decision to continue or suspend activities during an impending emer-

gency.  In case the superintendent is unavailable, the superintendent's designee shall act in announcing the 
decision. 

 
 2. The decision to continue or suspend activities is to be communicated by the superintendent or a designee to all 

commercial broadcasting media that serves the school district area. 
 
 3. The decision to continue or suspend activities is to be announced, if possible, by 6:30 a.m. of the day involved.  

A decision is to pertain to one day unless otherwise specifically stated.  Suspension of school activities related 
to a Homeland Security alert will be announced as soon as possible.  School activities will be resumed only 
when considered safe to do so. 

 
 4. If an emergency occurs after schools have begun activities for the day, every possible consideration shall be 

given to the continuance of school activities until the regular dismissal hour unless directed otherwise by local 
civil defense officials.  In the event an early dismissal becomes probable or emergency evacuation becomes 
necessary, the decision to continue operations, to dismiss school early, or to evacuate the school is to be com-
municated to the local radio and television stations with a request that announcements be made at least every 
30 minutes from the time of the decision until 1:00 p.m. or until the time of dismissal, whichever is earlier. 

 
 5. The superintendent or a designee will immediately notify the director of transportation who shall make all 

necessary arrangements regarding bus transportation.  In the event of an emergency evacuation, transportation 
personnel will be informed as to the safest routes to transport staff and students to designated places of safety. 

 
 6. Decisions pertaining to the suspension of activities are to be relayed immediately to building principals. 
 
 7. The absence of a publicized decision is to be interpreted as a decision to continue operations. 
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EMERGENCY SCHOOL CLOSINGS (Cont.) 
 
 
 
 
Lockdown Procedures 
 
The school district may be required to initiate lockdown procedures related to a Homeland Security alert.  Circum-
stances may require that all persons remain indoors and create a barrier against contaminated air outside.  The process 
known as “shelter-in-place”  is a matter of survival.  Available information will be used to assess the situation.  If large 
amounts of debris are observed in the air, or if local authorities say the air is badly contaminated, the following actions 
will be taken: 
 
 1. All staff and students will be moved to interior rooms with few windows, if possible. 
 
 2. All doors will be locked and all windows, air vents, and dampers will be closed. 
 
 3. Fans, air conditioning systems, and forced air heating systems will be turned off. 
 
 4. All windows, doors, and air vents will be sealed with plastic sheeting and duct tape.  Supplies and tools will be 

maintained in each designated safe area.  Staff should be ready to improvise, using items on hand to seal gaps 
so that a barrier may be created against any contamination. 

 
 5. Designated personnel will monitor radio, television, and/or Internet reports for official news and instructions as 

they become available. 
 
 6. Power sources will be shut off as instructed. 
 
Emergency supply kits will be maintained in each designated secure area and will include food and water enough for 
staff and students for three days. 
 
During lockdown, staff and students will not be permitted to leave the secure area and no person will be allowed to 
enter. 
 
Staff Requirements 
 
 1. All 12-month employees are expected to be on duty when activities are suspended in the schools.  If one or 

more 12-month employees cannot report for work, excuses for the day will be a matter of individual request for 
consideration.  Principals have a responsibility for their schools, and emergency conditions require that princi-
pals be available to handle unanticipated situations.  Principals should report to their schools if possible.  A 
decision about early dismissal of 12-month employees shall be made on the basis of the needs of the system. 

 
 2. Compensatory time or additional pay is not authorized for services performed while activities are suspended. 
 
 3. If fewer than 180 teaching days remain after the days of suspended activity are deducted, the time lost is to be 

made up as directed by the superintendent.  Normal school hours and duties are to be observed on makeup 
days. 
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EMERGENCY SCHOOL CLOSINGS (Cont.) 
 
 
 
 
 4. If at least 180 teaching days remain after days of suspended activity are deducted, students will not be required 

to make up days lost. 
 
 5. If it is required that the days be made up in order to meet state requirements of planning days, all teachers and 

other school assigned personnel are to report and observe regular hours for the designated makeup days. 
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BOMB THREATS 
 
 
In the event of a call or notice to the effect that a bomb has been placed in a school or any other building or 
establishment, the following procedures are recommended: 
 
 1. Immediate evacuation of the school or buildings.* 
 
 2. If the call was not received originally by the fire and police departments, immediate notification is required. 
 
 3. A search of the building or premises should be conducted by the police and/or fire department. 
 
 4. If a thorough search has been conducted and nothing found, the principal of the building should be notified by 

the police and/or fire department that reentry will be permitted. 
 
 5. A request for investigation of the incident should be made to the local police department. 
 
Any decision concerning the dismissal of school students and subsequent action after the above procedures have been 
followed is the prerogative of the superintendent. 
 
 
 
 
 
 
 
 
 
 
*Evacuation of the building to various safe locations in a random order is preferred so that anyone threatening harm 
will not have prior knowledge of the evacuation route and safe areas.   
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BOMB THREAT PROCEDURES 
(EXHIBIT) 

 
 
Stay calm. 
 1. Keep the caller talking for as long as possible 
 2. Ask the caller to speak louder, slower, etc. 
 3. Ask caller to repeat 
 

CHARACTERISTICS NOTED  (Please complete as much of the following as possible) 
 1. CALLER'S EXACT WORDS  ______________________________________________________________  
 
   ______________________________________________________________________________________  
 
   ______________________________________________________________________________________  
 
   ______________________________________________________________________________________  
 
   ______________________________________________________________________________________  
 
   ______________________________________________________________________________________  
  (Use reverse of this paper if necessary) 
 
 2. WHAT BUILDING IS THE BOMB IN  ______________________________________________________  
 
  EXACT LOCATION  _____________________________________________________________________  
 
 3. WHAT TIME IS THE BOMB SET TO EXPLODE  _____________________________________________  
 
 4. BACKGROUND SOUNDS  _______________________________________________________________  
 
   ______________________________________________________________________________________  
 
 5. CALLER'S DESCRIPTION  Time and date  _________________________________  
 a. age  __________________________  
 b. sex  ___________________________  Person receiving call  ________________________________  
 c. race  __________________________  
 d. accent  ________________________  
 e. speech impediments  __________________________________________________________________  
 f. attitude  ____________________________________________________________________________  
 g. when bomb is to explode  ______________________________________________________________  
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BOMB THREAT PROCEDURES, EXHIBIT (Cont.) 
 
 
 
 
 6. PLEASE CIRCLE APPROPRIATE RESPONSE: 
 
  TONE SPEECH LANGUAGE ACCENT MANNER 
  Loud Fast Excellent Local Calm 
  Soft Slow Good Not local Angry 
  High Pitch Distinct Fair Foreign Coherent 
  Low Pitch Distorted Poor Caucasian Incoherent 
  Raspy Stutter Cursing Black Righteous 
  Pleasant Nasal  Latin American Emotional 
      Rational 
      Irrational 
      Deliberate 
      Laughing 
 
ADDITIONAL COMMENTS: 
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BOMB THREAT PROCEDURES 
 
 
In accordance with the policy of the board of education, these procedures shall be followed in the event of a bomb 
threat communicated to any employee or student of the public schools. 
 
In the event that you receive a telephoned bomb threat, try to remain calm - do not manifest fear.  If not placed in 
immediate danger, attempt to safely follow the following procedure.  The attached form (see CKCB-E) should be 
located near each telephone and be accessible to each user.  Have the form before you as you talk.  Try to keep the 
caller as occupied as possible.  Keep the caller talking as long as you can.  In addition to the information on the form, 
ask for the caller's name; where the caller is calling from; why the caller wants to blow up the building; where the 
bomb is located; how and when the bomb is set to explode. 
 
When the caller hangs up, notify immediately the following persons.  Do not discuss the call with anyone else. 
 
 1. Fire department and police department. 
 
 2. Principal. 
 
 3. Superintendent, Assistant Superintendent, or designee. 
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FIRE DRILLS 
RULES AND PROCEDURES 

 
In accordance with the policy of the board of education and Oklahoma law, fire drills will be scheduled by the prin-
cipal at least twice each semester.  The first drill shall be conducted within the first fifteen days of each semester.  The 
second fire drill must occur after the first 30 days of each semester.  The purpose of a fire drill is to train students, 
under staff direction, to move safely, quickly, and quietly from any location within the building to an assigned 
evacuation area outside. 
 
The following rules and procedures will be complied with in all schools: 
 
 1. Rules for fire evacuation will be posted in each room.  These rules will indicate the primary and alternate exits 

and the evacuation area to which the student should proceed upon leaving the building.  The posted rules will 
be discussed with each class using the room during the first day(s) of the school year. 

 
 2. A district fire alarm signal will be used for fire drills only; another signal will be established by the principal 

for return to class. 
 
 3. No person is to remain in the building during fire drills. 
 
 4. Evacuation areas will be at least 50 feet (100 feet if possible) away from buildings and driveways at the north 

and south ends of the school. 
 
 5. It is each student's responsibility to move quickly, quietly, and in an orderly manner through the assigned exit 

to the assigned evacuation area. 
 
 6. Provided safety considerations allow, the teacher or other fire evacuation leader will be responsible for: 
 
 A. Seeing that windows are closed. 
 
 B. Assuring that electrical circuits and gas jets are turned off. 
 
 C. Maintaining order during the evacuation. 
 
 D. Assigning students to hold doors open, if their group is the first to evacuate from such doors, and in-

structing students holding doors to rejoin the class after the last person has passed through the doors. 
 
 E. Taking the roll book and checking roll when the class is in the assigned evacuation area.  The name of any 

student not accounted for will be reported immediately to the principal or the principal's designee. 
 
 7. The exercise will be observed by the vice-principals and a report made to the principal as to the time required 

to complete the evacuation. 
 
 8. The principal will provide the superintendent, or the superintendent's designee, with a report on all fire drills, 

including the time required for evacuation.  The superintendent shall preserve such reports for at least three 
years and make them available to the State Fire Marshal, or his agent, upon request. 

 
REFERENCE: 63 O.S. §176 
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TORNADO DRILLS 
RULES AND PROCEDURES 

 
 
In accordance with the policy of the board of education, tornado drills will be scheduled by the principal at least once 
for each two months that school is in session in order to ensure the best possible plan has been established and to 
ensure all students and personnel know what they are to do when a signal for a tornado drill is given.  The first drill 
shall be conducted within the first month of school.  The principal or designated staff member shall submit a copy of 
the drill plan for the building to the superintendent's office during the first month of school.  Tornado drills are to be 
held on different days of the week at different hours of the day so that students will not be able to distinguish between 
tornado drills and actual tornadoes. 
 
Definition of Terms 
 
A tornado watch indicates that, within a period of several hours, a tornado may strike in a designated area. 
 
A tornado warning indicates a tornado has been spotted or indicated on radar and that the tornado is likely to strike in 
a designated area immediately or within the next hour. 
 
Procedures 
 
When a tornado warning has been received, the superintendent or designated administrator shall notify all schools in 
the area.  Upon being notified of a tornado warning, the principal or designated staff member must check weather 
conditions in the area to determine if it is necessary for students to be moved into the refuge areas.  A designated staff 
member will monitor commercial radio or TV for tornado warnings, even if the school has a NOAA weather radio 
tone-alert system. 
 
It is not necessary for schools to wait for the "weather alert" before moving students into the refuge areas.  If the prin-
cipal or designated staff member deems it advisable to move students into the refuge areas, this should be done imme-
diately.  Designated staff members will be assigned to bring in children from playgrounds or other outdoor areas 
during a tornado warning. 
 
Each principal or staff representative will need to use individual best judgment as to when students should leave the 
refuge areas and return to the classrooms. 
 
Refuge Areas 
 
Students housed in single story buildings should be moved into a basement or the interior corridors that are not parallel 
to the tornado’s path (usually from the southwest). 
 
Students housed in single story buildings that do not have corridors should seek refuge under tables, desks, etc. 
preferably away from areas containing glass. 
 
In situations where some of the students are housed in annexes adjacent to the main building, students should be 
moved from the annex into the main building when space is available. 
 
Avoid the use of large enclosed areas, such as auditoriums, gymnasiums, cafeterias, or other rooms with wide, free-
span roofs as places of refuge. 
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TORNADO DRILLS, RULES AND PROCEDURES (Cont.) 
 
 
 
 
If a school bus is caught in the open when a tornado is approaching, the children will be escorted to a nearby ditch or 
ravine and made to lay face down, hands over their heads.  They should be far enough away from the bus so that the 
bus cannot topple onto them. 
 
Planning Security Drills 
 
When developing a tornado security drill, selecting refuge areas to be used should be the first consideration.  After 
refuge areas are determined, the following should be accomplished: 
 
 1. Assign and fit the students into the refuge areas.  Adjustment may be necessary. 
 
 2. Conduct drills with one or two rooms at a time. 
 
 3. Determine the position(s) to be taken in the refuge areas and explain them to the students.  The following 

positions are recommended: 
 
 A. Down on knees, lean forward, cover as much of exposed body as possible by crossing arms and burying 

the face in the arms. 
 
 B. Cross legs, sit on the floor, and cover face with folded arms.  (Students should turn their backs to natural 

light.) 
 

 4. Determine the signal to be used for the security drill and ensure all school personnel and students know how to 
distinguish it from other signals.  Establish a backup alarm to be used in the event of a power failure, e.g. a 
battery-operated bullhorn, hand-cranked siren, or hand bell. 

 
 5. Conduct a building drill and make any changes necessary to improve the plan.  
 
Teacher Responsibility 
 
The classroom teacher has the responsibility of preparing the students for the drills as well as the real emergency.  
Information given by the teacher will do much to protect the emotional health of the child.  Statements by uninformed 
or poorly informed individuals can cause students to become emotionally upset.  It would seem psychologically sound 
to teach all students the usable facts that can be understood at their intelligence level.  There cannot be a quick course 
of instruction once a tornado has struck. 
 
Preparation of the Building 
 
Close the outside doors on the side from which the tornado is approaching. 
 
Open outside doors on the side of the building opposite to the approaching tornado.  Doors must be fastened securely 
so there is no danger of their blowing shut.  Tapered wedges and/or doorstops should be used for this.  All inside doors 
leading into corridors must be left open. 
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TORNADO DRILLS, RULES AND PROCEDURES (Cont.) 
 
 
 
 
The custodian or alternate MUST turn off the gas on the outside of the building when a tornado warning has been 
received. 
 
Variety 
 
It is recommended that tornado drills be held under all kinds of conditions and circumstances and from all parts of the 
building in order to prepare students for any emergency that would make it necessary for them to be moved into the 
refuge areas.  Among these would be the following situations: 
 
--From regular classrooms 
--From regular classrooms with a blocked exit 
--From assemblies 
--When some of the students are in the classrooms and others are on the school grounds or in the cafeteria 
--When students are in the process of changing classes 
--Any other situation in which students might be found 
--From the cafeteria 
--From a bus 
 
Informing Parents 
 
A bulletin to parents, giving information about the school's tornado drill plan, is a MUST.  This bulletin should include 
a sketch of the floor plan where refuge areas are located.  Room numbers or names of teachers shown in relation to 
each refuge area will help parents know where their children will be placed during drills. 
 
Dismissal from School 
 
School will not be dismissed because of a tornado warning.  (See also policy CKBB.) 
 
Children will not be permitted to leave school during a tornado warning alert in the immediate area.  However, parents 
may go to the school and get their children.  Parents should contact the principal's office and let a member of the 
school staff get the student from the classroom.  When parents go to the classroom, it excites the other students and 
disrupts teaching. 
 
If, at dismissal time, a storm is approaching and it is believed the children will not have time to reach home before it 
strikes, children should be kept in the building until it is deemed safe to dismiss them.  School buses will not be used 
during tornado warnings. 
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TOBACCO USE PROHIBITED 
 
 
Purpose/Regulation 
Because children are especially susceptible to secondhand smoke exposure and their lungs are still developing.  
And more than nine (9) million children are exposed to secondhand smoke, which causes more than 300,000 
people to get lung infections, such as bronchitis and pneumonia, and are more likely to develop asthma from 
breathing secondhand smoke. 
 
And, nearly 8.6 million children in the United States have asthma (60,000 in Oklahoma) accounting for 10 
million lost school days annually and the leading cause of school absenteeism to chronic conditions.  And 
secondhand smoke is the third leading cause of preventable death and cause lung cancer in non-smokers. 
 
In an effort to provide a healthy environment for our students, staff and citizens and to set the proper example 
for our students, the use of all tobacco products and simulated tobacco products (i.e., cigarettes, cigars, pipes 
and spit tobacco, e-cigaretts, vapor smoking with/without nicotine) is prohibited on the grounds, property, in 
the buildings and vehicles of all Cordell Public Schools and buildings, including the Administration Offices. 
 
This regulation applies to employees of the school district, students, and visitors.  This regulation also applies 
to all public school functions (ballgames, concerts, etc.) and outside agency using the district’s facilities, 
including stadiums.  This regulation is in effect 24 hours per day, seven days per week. 
 
Enforcement 
The success of this regulation 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 regulation.  All students will receive instruction on avoiding tobacco use.  Ultimately, each site 
administrator will take appropriate steps to enforce the regulation. 
 

• Students found in violation of the policy will have the tobacco product confiscated and be issued a 2 
day out-of-school suspension.  Second offense will have the tobacco product confiscated and be issued 
a 5 day out-of-school suspension.  Subsequent offenses will result in long-term suspension.   

• Staff members who violate the regulation shall be subject to disciplinary action in accordance with 
the employee bargaining agreements. 

• Visitors who violate the regulation shall be subject to a verbal request to the individual 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 local authorities. 

 
Communication 
Signs will be posted throughout the district facilities to notify students, employees, and all other persons 
visiting the school or district owned building that the use of tobacco products is prohibited.  Once the 
regulation has been adopted it will be presented yearly in school and staff handbooks. 
 
Advertising 
The district will not accept donations of gifts, money, or material from the tobacco industry.  This district will 
not participate in any type of services that are funded by the tobacco industry. 
 
REFERENCE: 21 O.S. §1247 
   63 O.S. §1-1522, et seq. 
   20 U.S.C. §6083 
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HAZARDOUS MATERIALS 
 
 
The Cordell Board of Education realizes that hazardous materials are used in the day-to-day operation of the school 
facilities and in the support of education requirements.  The board also recognizes that with the use of hazardous 
materials, responsibility must be taken to ensure personal safety and to protect the environment during the use, storage, 
and transportation of such materials. 
 
Therefore, this school district shall establish and maintain conditions of work which are reasonably safe and healthful 
for our employees.  The school district's safety standards and safeguards shall be those which are reasonably necessary 
for the protection of the life, health and safety of our employees. 
 
The term "hazardous materials" includes any substance or mixture of substances that pose a fire, explosive, reactive, or 
health hazard (such as bloodborne pathogens).  Examples are common household cleaning supplies, spray oven 
cleaners, cleaning solvents, photo chemicals, soldering flux, some ceramic glazes, oils, gasoline and other fuels, and all 
other materials for which a "material safety data sheet" (MSDS) has been prepared.  The U.S. Occupational Safety and 
Health Administration maintains complete listings of hazardous substances and materials.   
 
The superintendent will develop regulations and/or procedures that govern the purchase, storage, handling, 
transportation, and disposal of hazardous materials for school facilities and operations. 
 
Such regulations will establish an ongoing process by which each location in the district will have a program of identi-
fying and managing hazardous material.  District personnel will be encouraged to substitute non-hazardous material for 
hazardous material to the extent possible and to minimize the quantities of hazardous substances used and stored on 
school property. 
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HAZARD COMMUNICATION 
 
 
It is the policy of the Cordell Public Schools to provide in-service training on an annual basis concerning hazard 
communications (Right To Know Law) and the Maintenance, Operation of Plants (MOPs) workshops by the 
Oklahoma State Department of Education. 
 
 1. MOP Workshop in-services will be mandatory for district employees, custodial staff, appropriate support 

personnel, and student workers and any other employees who work during the summer. 
 
 2. Hazard communications in-service will be conducted by district personnel or outside consultants.  Employees 

to attend are custodial staff, appropriate support personnel, lunchroom personnel, and student workers. 
 
Certificates of attendance will be maintained in the employee's personnel file on an annual basis. 
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HAZARD COMMUNICATION STANDARD 
(REGULATIONS) 

 
 
In order to comply with the Hazard Communication Standard, the following written program has been established for 
Cordell Public Schools: 
 
All work units of the school district are included within this program.  The written program will be available in the 
superintendent’s office for review by any interested employee.  As an employer, the school district intends to provide 
and maintain conditions of work that are reasonably safe and healthful for all employees.  The Cordell School Hazard 
Communication Standard Program is to assure that each employee receives the information and training needed to 
work safely.  It is a tool for providing communication to personnel about hazards and how to deal with them. 
 
The superintendent will be the Hazard Communication Standard Program Manager and will be assisted by the 
maintenance director. 
 
Container Labeling 
 
The maintenance director will verify that all containers received for use will be clearly labeled as to the contents, the 
appropriate hazard warnings are noted, and the name and address of the manufacturer are listed on each one. 
 
The custodian in each section will ensure that all secondary containers are labeled with either an extra copy of the 
original manufacturer's label or with the generic labels that have a block for identity and blocks for the hazard 
warnings. 
 
The superintendent will review the school district labeling system every 12 months and update as required. 
 
Material Safety Data Sheets (MSDS) 
 
The maintenance director will be responsible for obtaining and maintaining the data sheet system for the school district 
and will review incoming data sheets for new and significant health/safety information.  New information will be 
passed on to the affected employees. 
 
Copies of MSDS's for all hazardous chemicals to which employees of the district may be exposed will be kept in the 
superintendent’s office. 
 
MSDS's will be available to all employees in their work areas for review during each work shift.  If MSDS's are not 
available or new chemicals in use do not have MSDS's, the superintendent should be contacted immediately. 
 
Employee Training and Information 
 
The superintendent is responsible for the employee training program and will ensure that all elements specified below 
are carried out. 



 

CORDELL BOARD OF EDUCATION 
 

 

CKEA-R 
 

 
 
Adoption Date:  August 15, 2011 

 
Revision Date(s): 

 
Page 2 of 3 
 

 

HAZARD COMMUNICATION STANDARD, REGULATIONS (Cont.) 
 
 
 
 
Prior to starting work, each new employee of the school district will attend a health and safety orientation and will 
receive information and training on the following: 
 
 1. An overview of the requirements contained in the Hazard Communication Standard; 
 
 2. Chemicals present in the workplace operations; 
 
 3. Location and availability of the written Hazard Communication Standard Program; 
 
 4. Physical and health effects of the hazardous chemicals; 
 
 5. Methods and observation techniques used to determine the presence or release of hazardous chemicals in the 

work area; 
 
 6. How to lessen or prevent exposure to these hazardous chemicals through usage of control/work practices and 

personal protective equipment; 
 
 7. Emergency procedures to follow if exposed to these chemicals; 
 
 8. How to read labels and review MSDS's to obtain appropriate hazard information; and 
 
 9. Location of MSDS files and location of hazard chemical lists. 
 
After attending the training class, each employee will sign a form to verify that the training was attended, written 
materials were received, and the policies on hazard communication are understood. 
 
Prior to a new chemical hazard being introduced into any section of the district, each employee of that section will be 
given information as outlined above.  The maintenance director is responsible for ensuring that MSDS's on the new 
chemical(s) are available. 
 
List of Hazardous Chemicals 
 
The hazards associated with chemicals used by the school district will be identified from Material Safety Data Sheets 
obtained from the chemical supplier. 
 
A Chemical Information List is available in the superintendent’s office.  Further information on each noted chemical 
can be obtained by reviewing Material Safety Data Sheets. 
 
Hazardous Nonroutine Tasks 
 
Periodically, employees are required to perform hazardous nonroutine tasks.  Prior to starting work on such projects, 
each affected employee will be given information by the maintenance director about hazardous chemicals to which 
they may be exposed during such activity. 
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HAZARD COMMUNICATION STANDARD, REGULATIONS (Cont.) 
 
 
 
 
This information will include: 
 
 1. Specific chemical hazards; 
 
 2. Protective/safety measures the employee can take; and 
 
 3. Measures the district has taken to lessen the hazards, including ventilation, respirators, presence of another 

employee, and emergency procedures. 
 
Informing Contractors 
 
It is the responsibility of the superintendent to provide contractors (with their employees) the following information: 
 
 1. Hazardous chemicals to which they may be exposed while on the job site, and 
 
 2. Precautions the employees may take to lessen the possibility of exposure by usage of protective measures. 
 
The superintendent will be responsible for contacting each contractor before work is started in the school district to 
gather and disseminate any information concerning chemical hazards that the contractor is bringing to the school 
workplace. 
 
It is the responsibility of the contractor to train his employees. 
 
Fire Safety 
 
The fire safety regulations call for keeping the Cordell Fire Department informed of hazards.  A system for placards to 
mark areas for the fire department will be set up with the local fire chief. 
 
Monitoring and Evaluation 
 
The superintendent and maintenance director will review the Hazard Communications Programs at least annually and 
update and make changes as necessary. 
 
Other Areas of Responsibility 
 
Each principal, the vocational agricultural instructor, the bus mechanic, science instructors, and coach will be familiar 
with the Hazard Communication Standard and with these regulations and will see that they are carried out in their 
respective work areas and areas of responsibility. 
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HAZARDOUS MATERIALS 
(REGULATION) 

 
 
In accordance with the policy of the board of education, the following regulation establishes procedures for the use, 
storage, and transportation of hazardous materials in this school district. 
 
Hazardous materials are defined to be those items listed in Oklahoma and federal law and regulations regarding the 
transportation of hazardous materials.  Examples include, but are not limited to the following: 
 
 Non-building related asbestos materials; 
 
 Lead and lead compounds (included in school supplies, e.g., art supplies, ceramic glazes, etc.); 
 
 Compressed gases (natural gas), and explosive (hydrogen), poisonous (chlorine), or toxic gases (including 

exhaust gases such as carbon monoxide); 
 
 Solvents (gasoline, turpentine, mineral spirits, alcohol, carbon tetrachloride); 
 
 Liquids, compounds, solids or other hazardous chemicals that might be toxic, poisonous, or cause serious bodily 

injury; 
 
 Materials required to be labeled by the Department of Agriculture or the EPA (pesticides, algaecide, rodenicide, 

bactericides); 
 
 Regulated underground storage tank hazardous materials (including diesel fuel, regular and unleaded gasoline, oil 

(both new and used), and propylene glycol). 
 
Each building principal or project manager is responsible for ensuring receipt, proper labeling and storage of hazard-
ous materials received at their location.  Copies of the current inventory will be provided to the superintendent no later 
than May 1 of each year.  Inventory lists will be maintained and may be made available to appropriate police, fire, and 
emergency service districts as appropriate. 
 
The superintendent or superintendent's designee will maintain a set of material safety data sheets (MSDS) for the 
district. 
 
Purchase orders for hazardous materials will include a requirement that the shipment of any such materials include 
MSDS with any order or portion of order.  Purchase orders also will note that failure to provide MSDS with the ship-
ment may result in either the District's refusing to accept the shipment or conditionally accepting the shipment and 
refusing to pay for the material until the MSDS are provided.  These procedures will apply to all hazardous materials 
regardless of the method of acquisition. 
 
Storage of hazardous materials will be in compliance with any local ordinances and state and federal law and regula-
tions.  Hazardous materials will be separated and labeled according to hazardous characteristics and stored safely in 
storage areas appropriate to the risk posed by the materials.  Where appropriate, storage cabinets may be locked and 
access to students or non-authorized staff limited.  Containers will be labeled to show the date of receipt by the district, 
shelf life, and expiration date.  Materials should be stored so that the oldest materials are used first. 
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HAZARDOUS MATERIALS, REGULATION (Cont.) 
 
 
 
 
The superintendent or designee will maintain a master Chemical Information List (CIL) that shall contain the common 
and trade names of all hazardous substances used or stored within the district.  Any new substances introduced into the 
district will be added to the master CIL within 30 days. 
 
The superintendent or designee will maintain a CIL on each employee who works with or who has had chemical expo-
sure at a workplace within the district.  Such CILs shall be presented to any employee upon request and to all appro-
priate employees at least once annually.  The master and individual CILs will be made available for inspection within 
24 hours of an employee's request. 
 
Each building principal will maintain a Chemical Information List (CIL) of hazardous materials used or stored in their 
respective building.  Such CILs will be available for inspection by any employee working in the building or who is 
known to have had exposure to any chemical or other hazardous substance stored within the building. 
 
 
 
 
REFERENCE: 40 O.S. §401, §403 
 40 O.S. §450, et seq. 
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ASSAULTS UPON SCHOOL EMPLOYEES 
 
 
It is the policy of the Cordell Board of Education to encourage the prosecution of any person who commits assault, 
battery, or assault and battery upon the person of a school employee or student or threatens and places an employee or 
student of the public schools in immediate fear of bodily harm while the employee or student is in the performance of 
his duties as a school employee or student.  The following statement will be posted in at least one prominent location 
at each school site: 
 
 FELONY CHARGES MAY BE FILED AGAINST ANY PERSON(S) COMMITTING 

AN AGGRAVATED ASSAULT OR BATTERY UPON ANY SCHOOL EMPLOYEE. 
 
School employee is hereby defined to include any duly appointed person or employee of a firm contracting with a 
school system for any purpose, including personnel not directly related to the teaching process and including school 
board members during school board meetings. 
 
 
 
 
REFERENCE: 21 O.S. §650.7 
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BUILDINGS, EQUIPMENT, AND GROUNDS 
 
 
The Cordell Board of Education believes that the education of children is dependent upon many factors including a 
proper physical environment that is safe, clean, attractive, and smoothly functioning. 
 
The care, custody, and safekeeping of all school district property is the general responsibility of the superintendent.  It 
is also the superintendent's responsibility to establish procedures for the proper maintenance and safekeeping of school 
property. 
 
Citizens of the district, students, and members of the police department are encouraged to cooperate in reporting to the 
chief of security any incidents of vandalism to property belonging to the district and the name(s) of the person or 
persons believed to be responsible.  Every employee of the district shall report to the principal of the school - and the 
principal in turn to the chief of security - any incident of vandalism known to them, and, if known, the names of those 
responsible. 
 
The superintendent is authorized to sign a criminal complaint and to press charges against perpetrators of vandalism to 
school property.  The superintendent is further authorized to delegate, as seen fit, authority to sign such complaints and 
to press charges. 
 
The superintendent shall have authority to let contracts for minor repair work.  
 
For public use of school property, see the policy on the community use of school property located elsewhere in this 
manual (see policy GK). 
 
The school district shall be entitled to recover damages in a court of competent jurisdiction from the parents of any 
minor under 18 years of age, living with the parents at the time of the act, who commits any criminal or delinquent act 
resulting in bodily injury to any person or damage to or larceny of any property, real, personal or mixed, belonging to 
the school district.  The amount of damages awarded shall not exceed $2,500.00. 
 
 
 
 
REFERENCE: 23 O.S. §10 
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EQUIPMENT ACCOUNTABILITY 
 
 
It is the policy of the Cordell Board of Education that each teacher shall be charged with the responsibility of 
accounting for equipment or supplies used by the teacher. 
 
Inventories will be made of all equipment, books, furniture, computing devices and supplies at the beginning and close 
of the school year.  The inventory will be filed in the office of the superintendent. 
 
No school property or equipment may be removed from the school for non-school use without the approval of the 
superintendent.  Any equipment on loan must be operated by a school approved operator.  The borrower shall assume 
the expense of the operator and the full responsibility for the equipment while it is in the borrower's possession. 
 
Equipment purchased with federal funds shall be utilized in the program or project for which it was acquired as long as 
needed.  When no longer needed for the original program or project, the equipment can be utilized in other programs 
or projects which are approved by the superintendent or designee.  Prior to any sale of property, the board of education 
will need to vote to declare the property as surplus.  When acquiring replacement property, the school district may 
utilize the equipment to be replaced as a trade-in or sell the property and use the proceeds to offset the cost of the 
replacement property.   
 
Any property that is purchased with federal funding is the property of the school district and should be identified on 
inventory lists with a description of the property, a serial number or other identification number, the source of funding 
for the property, the acquisition date, and the cost of the property, the location, use and condition of the property, any 
ultimate disposition information including the date of disposal and sale price of the property.  Any sale of property that 
was purchased with federal funding must ensure the highest possible return for the school district and adhere to district 
policy regarding sale of personal property.   
 
 
 
REFERENCE: 70 O.S. §5-130 
 2 C.F.R. §§ 200.33, 200.94, 200.20 and 200.313.   
 Department of Education, Administrator's Handbook 
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BUILDING AND GROUNDS MAINTENANCE 
 
 
The Cordell Board of Education believes that adequate maintenance of buildings, grounds, and property is essential to 
efficient management of the district. 
 
The board directs a continuous program of inspection and preventative maintenance of school buildings and 
equipment.   
 
The superintendent shall develop and implement a maintenance program that will include: 
 
 A regular program of repair and conditioning, 
 
 Critical spare parts inventory, 
 
 An equipment replacement program, and 
 
 A long-range program of building modernization and conditioning. 
 
The superintendent shall develop such guidelines as may be necessary for the maintenance and repair of the physical 
plant. 
 
The superintendent shall develop a checklist that will be applicable to all buildings in the district.  Each building 
principal, in conjunction with the maintenance supervisor in that building, shall conduct a physical inspection of the 
building on a monthly basis and submit a written report to the superintendent. 
 
The superintendent shall report to the board regarding the current maintenance and improvement program. 
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INVENTORIES  
(REGULATION) 

 
 
Inventories must be maintained by all personnel of the Cordell Public School System should it become necessary to 
file claims arising from fire, theft, or storm damage. 
 
A separate furniture and equipment list must be used for each room of the building listing all items of furniture and 
equipment that are movable or portable. 
 
A furniture and equipment inventory book is provided by the administration office for the purpose of recording all 
pertinent data.  Exact instructions are listed in this book. 
 
Building inventories are the responsibility of the principals.  Classroom inventories are the responsibility of the 
teachers. 
 
Inventory of furniture and nonconsumable equipment is a responsibility of the building principal.  Furniture and 
equipment inventories must be submitted to the superintendent on the last day of each school year.  Copies of all 
inventories will be stored away from the specific location. 
 
Inventories shall include date of purchase and cost. 
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TEXTBOOKS OR COMPUTING DEVICES: 
DISTRIBUTION AND CARE OF 

 
 
The Cordell Board of Education believes that all employees and students are responsible for the proper care of school 
facilities, equipment, and property in their use or under their control. 
 
Cooperation is expected from the professional staff regarding the care and distribution of school-owned textbooks.  
The superintendent may delegate authority to building principals for the care, custody, and distribution of textbooks, as 
well as other instructional material and equipment. 
 
Students using school-owned textbooks or library books are responsible for them and shall reimburse the school for 
any lost or damaged books.  If a misplaced book is returned, the student may be refunded any charges previously paid 
to the school for the book. 
 
The school district may withhold from a third party transcripts or other school records relating to a student if the 
student fails to return a textbook or fails to make payment for the textbook if not returned.  The superintendent is 
authorized to apply this provision on a case-by-case basis taking into consideration the student’s (or parent’s) ability to 
pay for lost textbooks and reasons for the nonreturn of such textbooks.  For the purpose of this policy, transcript means 
any record of a grade or grades given to a student by a teacher. 
 
The school district will not - and the superintendent is not authorized to - prevent a student from receiving a grade to 
which the student is entitled, from graduating upon completion of graduation requirements, or from obtaining any 
records or information supplied to the school or otherwise owned by the student. 
 
The school district will forward all educational records of a student to another school district in which the child is 
enrolling within three (3) business days of the request as per 70 O.S. § 24-101.4 regardless of whether all fines and 
fees have been paid by the former student.   
 
 
 
 
REFERENCE: 70 O.S. §16-121 
 
 
 
 
 -------------------------------------------------------------------------------------------------------------------------------------------------  
OSSBA POLICY SERVICES REVIEW NOTES: 
 
The district may withhold transcripts/records only from third parties.  Under the FERPA, they may not be 
withheld from the student or the student's parents.  The district is required to provide other schools with 
student records within three (3) business days regardless of whether or not fees or fines have been paid.  70 
O.S. §24-101.4 
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SCHOOL BUS: 

EXTRACURRICULAR USE OF 
 
 
It is the policy of the Cordell Board of Education to allow the use of school buses or other district-owned vehicles for 
the transportation of students participating in school-sponsored activities under the following conditions: 
 
  Bus or district-owned vehicle use for educational field trips and by student organizations is accepted as an 

extension of classroom activities. 
 
  When district-owned transportation is used, the student organization using the vehicles may be required to 

reimburse the district for all or part of the cost of the transportation. 
 
  Students participating in such activities must return in the same vehicle in which they departed unless 

permission is granted from the activity sponsors to return with parents. 
 
Lights will be activated at all times that the bus is in operation.  
 
 
 
 
REFERENCE: 47 O.S. §12-228 
 70 O.S. §9-108 
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APPENDIX 2 
STUDENT CONDUCT ON BUSES 

 
 
TO:  Parents of Transported Students 
 
FROM: Cordell Board of Education 
 
 
The school bus driver has a great responsibility.  Each day the bus carries a "precious cargo" and the driver's only 
concern should be to see that all passengers are transported to and from school safely.  Unfortunately, there are times 
when children (young and old) do things that cause the driver to be distracted from the job.  This is dangerous and 
cannot be allowed.  It is necessary therefore, that Student Conduct Rules and Regulations be in force and that they be 
followed without question.  Parents must see that their child understands the importance of good behavior while riding 
a bus. 
 
Riding a school bus is not a right but a privilege granted to those who are eligible and are able to abide by the rules 
and regulations.  It is not right that a student be allowed to ride a school bus when the student continues to jeopardize 
the safety of others.  The board of education realizes that a hardship may result in having to take your child to and 
from school but it is sometimes necessary. 
 
Therefore, the school system must have parents sign an agreement that their child will abide by the rules and regula-
tions.  If the rules are broken, punishment will be administered on an increased scale.  Students will be given three 
opportunities to correct their behavioral problems.  Students will have a choice of three alternatives each time.  1) Not 
riding the bus; 2) In-school suspension; 3) Punishment befitting the offense (for example, writing on seats will result in 
having to clean bus seats).  On the fourth offense, the student will have no choice:  he/she will no longer be allowed to 
ride the bus.  Suspension will be for the remainder of the semester or the school year.  This applies only to students in 
grades 5 through 12.  There will be no counseling with them.  They have read the rules and you have gone over it with 
them.  Punishment will be immediate, and by the principal of the respective school. 
 
If a student shows an uncontrolled malicious disregard for the safety and well-being of the passengers and driver, it is 
possible that immediate suspension will occur without going through the above procedure. 
 
The bus driver accepts the responsibility of getting your child to and from school safely.  Therefore, what the driver 
observes and reports to the principal is final.  The driver is not there to determine the right or wrong of one student in a 
dispute with another, but is there to report any misconduct or behavior that might interfere with the proper operation of 
the school bus. 
 
For students in K through 4th grades, counseling will be provided for controlling discipline and conduct problems, 
with occasionally some punishment assessed after counseling fails.  Only in very rare cases is it necessary to deny 
riding privileges to students in grades K-4. 
 
Any student who is involved in damage to a school bus will be required to pay for the damage. 
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APPENDIX 2, STUDENT CONDUCT ON BUSES (Cont.) 
 
 
 
 

BUS RIDER RULES 
 
Riding a school bus is a privilege and the privilege may be removed for not abiding by the bus rider rules. 
 
Prior to loading, students should: 
 
 1. Be on time at the designated school bus stops--keep the bus on schedule. 
 
 2. Stay off the road at all times while waiting for the bus. 
 
 3. Not move toward the bus at the school loading zone until the bus has been brought to a complete stop. 
 
 4. Respect people and their property while waiting on the bus. 
 
 5. Receive proper school official authorization to be discharged at places other than the regular bus stop. 
 
While on the bus, students should: 
 
 1. Keep all parts of the body inside the bus. 
 
 2. Refrain from eating and drinking on the bus. 
 
 3. Refrain from the use of any form of tobacco, alcohol, or drugs. 
 
 4. Assist in keeping the bus safe and clean at all times. 
 
 5. Remember that loud talking and laughing or unnecessary confusion diverts the driver's attention and may result 

in a serious accident.  (The life you save may be your own.) 
 
 6. Treat bus equipment as they would valuable furniture in their own homes.  Damage to seats, etc., must be paid 

for by the offender. 
 
 7. Should never tamper with the bus or any of its equipment. 
 
 8. Maintain possession of books, lunches, or other articles and keep the aisle clear. 
 
 9. Help look after the safety and comfort of small children. 
 
 10. Not throw objects into or out of the bus. 
 
 11. Remain in their seats while the bus is in motion. 
 
 12. Refrain from horseplay and fighting on the school bus. 
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APPENDIX 2, STUDENT CONDUCT ON BUSES (Cont.) 
 
 
 
 
 13. Be courteous to fellow students and the bus driver. 
 
 14. Remain quiet when approaching a railroad crossing stop. 
 
 15. Remain in the bus during road emergencies except when it may be hazardous to their safety. 
 
After leaving the bus, students should: 
 
 1. Go at least ten (10) feet in front of the bus, stop, check traffic, wait for bus driver's signal, then cross road. 
 
 2. Go home immediately, staying clear of traffic. 
 
 3. Help look after the safety and comfort of small children. 
 
Extracurricular Trips 
 
 1. The above rules and regulations should apply to all trips under school sponsorship. 
 
 2. Sponsors should be appointed by the school officials. 
 
 

TIPS FOR SAFE SCHOOL BUS RIDING 
 
For a safe and enjoyable ride to and from school, follow these rules: 
 
 1. Leave home early enough to arrive at your bus top on time. 
 
 2. Wait for your bus in a safe place well off the roadway. 
 
 3. Enter your bus in an orderly manner and take your seat. 
 
 4. Follow the instructions of your school bus driver or bus patrol. 
 
 5. Remain in your seat while your bus is in motion. 
 
 6. Keep your head and arms inside the bus at all times. 
 
 7. Keep aisles clear at all times. 
 
 8. Remain quiet and orderly. 
 
 9. Be courteous to your school bus driver and fellow passengers. 
 
 10. Be alert to traffic when leaving the bus. 
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APPENDIX 2, STUDENT CONDUCT ON BUSES (Cont.) 
 
 
 
 
PLEASE COMPLETE THE FORM BELOW.  IN ORDER TO RIDE THE SCHOOL BUS, THIS FORM MUST BE 
RETURNED WITHIN THE FIRST TWO WEEKS OF SCHOOL. 
 
(Turn in the form to your teacher, bus driver, or principal.  Form may be included in student handbook with the Bus 
Rider Rules.) 
 
 
To the Cordell Public School System: 
 
We have read and discussed with our child(ren) the school bus policy and rules. 
 
We agree with the school system that these rules should be in force and that any student who cannot abide by these 
simple rules should be disciplined and/or counseled with according to the school's policy. 
 
As parents, we ask that the school contact us by telephone or written letter each time our children are involved in 
incidents so that we might further counsel our child(ren) on proper bus conduct. 
 
 Sincerely, 
 
 
 
   
 Parent's Signature 
 
     
 Date Phone Number 
 
Please write in the names and grade of each child in your family who will ride the school bus.  This statement will be 
in effect for the current school year. 
 
  Grade   
 
  Grade   
 
  Grade   
 
  Grade   
 
  Grade   
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TRANSPORTATION MANAGEMENT 
 
 
The Cordell 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 prekindergarten, kindergarten, or early child-

hood program operated by the school district or any Head Start program offered by the school district. 
 
 2. Students will not be transported who live:  East of Highway 183 and west of Crider Road, and south of 14th 

Street and north of Highway 152.  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.  Expenses for such transportation shall be paid by the 
students transported or by the school activity or school organization requiring the transportation.  Such costs 
may also be paid from other private sources.  Any money so collected will not be chargeable to or become a 
part of the school district's finances. 

 
 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 reli-

gious, 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. 

 
 6. For group movements for participants to and from contests, athletic games, or other school functions under the 

direct auspices of the board of education: 
 
 A. Activity trips for children participating in regularly scheduled school activities within the state. 
 
 B. Activity trips for children participating in educational contests and activities with neighboring out-of-state 

schools for normally scheduled inter-school functions. 
 
 C. FFA and FHA trips in the state for children participating in regularly scheduled activities. 
 
 D. 4-H trips in the state, for children in regularly scheduled activities, if under the supervision of a member of 

the local school faculty. 
 
 E. Transportation for school children participating in educational contests and activities outside the State of 

Oklahoma or outside the districts in which they reside upon request from the State Director of Cooperative 
Extension Work in Agriculture and Home Economics (Service), or the State Director of Vocational 
Education, or the State Supervisor of Vocational Agriculture. 



 

CORDELL BOARD OF EDUCATION 
 

 

CNAB 
 

 
 
Adoption Date:  August 15, 2011  Revision Date(s):    

Page 2 of 2 
 

 

TRANSPORTATION MANAGEMENT (Cont.) 
 
 
 
 
 F. Trips for purposes connected with summer youth activities, upon approval of the school board. 
 
 G. Transportation for adults enrolled in adult and community education class. 
 

District-owned vehicles will not be used for the following: 
 

1. Transportation for adults to and from programs, contests, athletic games, or other non-supervised school 
functions. 

 
2. Transportation for non-participating students to and from contests, athletic games, or other school functions. 

 
In accordance with state law, bus lights will be activated at all times any school bus is in operation. 
 
 
 
 
REFERENCE:  47 O.S. §12-228 
 70 O.S. §5-130 
 70 O.S. §9-101 
 70 O.S. §9-108 
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SCHOOL BUS ROUTES 
 
 
The following procedures will be used in determining bus routes: 
 
 1. Safety will be considered above all other considerations. 
 
 2. State law will apply to all situations. 
 
 3. Lights will be activated at all times that the bus is in operation.  
 
 4. School buses will not enter private property except as a safety factor or turn-around. 
 
 5. Providing and maintaining adequate turn-arounds will be the responsibility of the parents. 
 
 6. A student must live at least one and one-half (1½) miles from the school in order to qualify for transportation. 
 
 7. Insofar as possible, buses will be approved to go within one-half (½) mile of a student's home, except for 

kindergarten through grade five as provided below.  This statement is interpreted to mean within one-half (½) 
mile of where the privately owned road and/or driveway intersects with the county or state maintained road.  A 
public road will be considered to be any road established along a section line or one that has been in use by the 
general public for several years.  Any road to which the county or state holds title will be considered public.  
An easement road will not be considered a public road.  Students who live within the following boundaries will 
not be transported:  East of Highway 183 and west of Crider Road, and students who live south of 14th Street 
and north of Highway 152.   

 
  The pick up and delivery of students in kindergarten through grade five for the distance of one-fourth (¼) mile 

upon the request of parents and subject to the approval of the administrative staff, provided the pick 
up/delivery is located on a road considered to be that of the county/state and is regularly maintained by the 
county commissioner/state, with adequate turn-around space provided if necessary.  If the road and/or turn-
around proves to be hazardous in any aspect, the requesting family will be notified and if, upon notification, 
the repairs are not made within seven days, the district will be relieved of any responsibility for the pick 
up/delivery within the one-fourth (¼) mile limit.  Buses are not to enter private property. 

 
 8. Bus routes will be determined by the superintendent or transportation supervisor. 
 
 9. The school administration retains the right to change bus routes where efficiency is concerned or state law is 

involved. 
 
 10. The transportation supervisor will assign students to buses when there is more than one bus that the student 

could ride. 
 
 
 
 
REFERENCE:  47 O.S. §12-228 
 70 O.S. §9-105 
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SCHOOL TRANSPORTATION MAINTENANCE 
 
 
For the health and safety of the students of Cordell Public Schools, transportation drivers are to maintain the 
mechanical systems of their assigned vehicles in like new condition at all times and to keep all units clean.  Drivers 
will use the approved service agencies to assure this level of efficiency.  Responsibilities of the drivers in maintaining 
optimum efficiency of their assigned vehicles will include, but are not limited to, the following: 
 
 1. Develop a service schedule for the vehicle to include oil changes and lubrication.  Mechanics at the assigned 

service station will perform these services, but it is the driver's responsibility to ensure the work is done. 
 
 2. Suggest changes in bus routes that might save time, fuel, or wear and tear on the bus.  Changes are not to be 

made without prior approval of the superintendent. 
 
 3. Use the assigned service station to check tires and fluid levels (radiator, battery, windshield washer, brake, 

etc.).  Such preventive maintenance should be performed each time the vehicles are refueled.  If any problems 
arise, the superintendent is to be notified. 

 
Drivers are to sign the ticket for gas and other charges incurred.  The ticket must show the bus or vehicle number, the 
mileage, number of gallons of gas purchased, services charged, and the cost of purchases or services. 
 
Included in the maintenance of the vehicles is the driver's responsibility to keep the interior and exterior clean.  Drivers 
are to sweep out their buses on a regular basis, preferably at least twice a week.  Vehicles should be washed as needed.  
The superintendent's office will provide funds for washing vehicles at the local car wash. 
 
Drivers are responsible for the condition of any school vehicle they are assigned, even though it may not be the one 
normally driven.  When a substitute vehicle is used because of extra trips or the performance of maintenance on the 
regularly assigned vehicle, the unit should be returned in better condition than when taken out. 
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USE OF SCHOOL OWNED VEHICLES 
 
 
It is the policy of the Cordell Board of Education to provide various vehicles for use in different programs or for 
purposes other than student transportation.  Regulations applying to the use of such vehicles are as follows. 
 
Vocational Agriculture Program 
 
A pickup truck will be provided to be used in the Vocational Agriculture Program.  However, such vehicle so provided 
shall be used for any other school need as approved by the superintendent. 
 
The vehicle must remain parked at the school unless use is approved by the superintendent.  Only authorized 
individuals may drive the vehicle. 
 
The vehicle shall not be driven out of the state without the written permission of the superintendent. 
 
A stock trailer will be provided for the sole use of the agriculture classes and other class-related activities as 
authorized by the superintendent. 
 
Driver Education 
 
A vehicle will be provided for use in the driver education program.  Driver education training will be given priority 
over any and all use of the vehicle. 
 
Since the vehicle is school-owned, it may be used for scouting purposes, meetings, and other official school use as 
approved by superintendent and/or the transportation director.  This vehicle will not be used by staff members for 
personal use at any time.  If the vehicle has a driver education training tag on the license plate, the vehicle shall not be 
used for any purpose other than driver education training.  (70 O.S. §1210.35) 
 
The vehicle will be parked at the school unless use is approved by the superintendent.  All scheduling of the vehicle 
shall be made with the superintendent or designee. 
 
School-owned Tractor 
 
The tractor and/or equipment purchased to be used with it shall not be loaned or leased to any private individual, 
group, or business. 
 
City, county, or community projects that would benefit the school may be assisted by the use of the tractor and/or 
equipment.  In such event, an authorized school staff member will operate the equipment. 
 
School personnel are not authorized to use the tractor and/or attachments on school property or any other site without 
prior authorization of the maintenance supervisor or the superintendent. 
 
Vehicle Safety 
 
Maintenance and repairs to vehicles and equipment shall be performed in compliance with board policy and 
administrative regulations. 
 
Students will not be permitted to ride in the back, on the side, or on top of any school vehicle. 
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USE OF SCHOOL OWNED VEHICLES (Cont.) 
 
 
 
 
When transporting any children between the ages of 4 and 13 years of age in a vehicle other than a school bus, the 
children must be protected by a child passenger restraint system or seat belt, unless all the vehicle's seat belts are in use 
or the child cannot be placed in such devices due to medical reasons. 
 
The use of school owned vehicles by local church or civic organizations will be allowed pending board approval.  
Proof of insurance must be presented alone with a written request to the superintendent. 
 
The following guidelines must be agreed upon: 
 

• Any vehicle must be refueled at the organization’s expense prior to return 
• Vehicle must be clean upon return 
• A fee of $50.00 for use within Washita County, $100.00 outside of the county and within Oklahoma will be 

assessed 
• Non-school groups will not be permitted to take school vehicles out of the state of Oklahoma 
• Insurance verification must be presented 
• Driver of vehicle must be approved by the superintendent 
• Organizations agrees to pay for any damages to the vehicle while it is in their use 

 



 

CORDELL BOARD OF EDUCATION 

 

CN-P 
 

 
 
Adoption Date: November 11, 2019 

 
Revision Date(s):   

 
Page 1 of 1 
 

 

SCHOOL TRANSPORTATION 
SCHOOL BUS IDLING POLICY 

 
 
The Cordell School District seeks to eliminate all unnecessary idling by school buses such that idling time is 
minimized in all aspects of bus operation.   
 
When school bus drivers arrive at loading or unloading areas to drop off or pick up passengers, buses should be turned 
off as soon as possible to eliminate idling time and reduce harmful emissions.  The school bus should not be restarted 
until it is ready to depart and there is a clear path to exit the pick-up area.  Exceptions include conditions that would 
compromise passenger safety, such as: 
 

A. Extreme weather conditions 
B. Idling in traffic.   

 
At school bus depots, limiting the idling time during early morning warm-up to what is recommended by the 
manufacturer (generally 3-5 minutes) in all but the coldest weather. Drivers should adhere to the following:    

a. When the outside temperature is above 32 degrees a maximum idling time is 5 minutes.  
b. When the outside temperature is below 32 degrees a maximum idling times is 15 minutes.  

 
Buses should not idle while waiting for students during field trips, extracurricular activities or other events where 
students are transported off school grounds.   
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CHILD NUTRITION AND PHYSICAL FITNESS PROGRAM 
 
 
The Cordell Board of Education recognizes that childhood obesity has reached epidemic levels throughout the country.  
Overweight children are at a higher risk for developing severe long-term health problems, and overweight children are 
affected by discrimination, psychological stress, and low self-esteem.  However, research indicates that obesity and 
subsequent diseases are largely preventable through diet and regular physical activity.  Research also indicates that 
becoming physically active and maintaining a regular physical activity program significantly reduces the risk of some 
obesity and some cancers, diabetes, and other chronic diseases. 
 
Children who eat well-balanced meals and are healthy are more likely to learn in the classroom.  The board supports 
increased emphasis on nutrition as well as physical activity at all grade levels to enhance the well-being of our 
district’s youth.  Therefore, it is the policy of the board to: 
 
 1. Provide students access to nutritious food; 
 
 2. Provide opportunities for physical activity and developmentally appropriate exercise; and 
 
 3. Provide accurate information related to these topics. 
 
Curriculum 
 
The Cordell Board of Education recognizes that healthy eating patterns are essential for students to achieve their 
academic potential, full physical and mental growth, and lifelong health and well being.  To help ensure students pos-
sess the knowledge and skills necessary to make nutritious food choices for a lifetime, the superintendent shall prepare 
and implement a comprehensive district nutrition program consistent with state and federal requirements for districts 
sponsoring the National School Lunch Program and/or the School Breakfast Program.  To implement the program, the  
 
superintendent shall adopt and implement a comprehensive curriculum on health, fitness, and nutrition that will 
provide opportunities for developmentally appropriate instruction for grades K-12.  The input of staff, students, 
parents, and public health professionals in the development of the curriculum will be encouraged. 
 
Nutrition, health, and fitness topics shall be integrated within the sequential comprehensive health education 
curriculum taught at every grade level, K-12, and coordinated with the district’s nutrition and food services operation. 
 
The district shall take a proactive effort to encourage students to make nutritious food choices.  The superintendent 
shall ensure that: 
 
 1. A variety of healthy food choices are available whenever food is sold or served on district property or at 

district-sponsored events; 
 
 2. Schools shall regulate the sale or serving of foods or snacks high in fat, sodium, or added sugars; and 
 
 3. Nutritious meals served by the school nutrition and food services operation complies with state and federal 

law. 
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CHILD NUTRITION AND PHYSICAL FITNESS PROGRAM (Cont.) 
 
 
 
 
Child Nutrition Program 
 
The Cordell Public Schools will operate a school lunch program that will include lunch, and may include breakfast, 
through participation in the Child Nutrition Programs.  The superintendent, in conjunction with the food service 
supervisor and with the approval of the board of education, will establish and post meal prices. 
 
As required for participation in the Child Nutrition Programs, the board prescribes that: 
 
 School lunch is to be made available to all students. 
 
 Free and reduced price lunches are to be made available for students who meet the federal income guidelines. 
 
 In the operation of the Child Nutrition Programs, no child will be discriminated against because of race, sex, 

color, national origin, age, or disability.  Discrimination complaints under these programs should be filed with the 
State Department of Education Child Nutrition Programs, 2500 North Lincoln Blvd., Oklahoma City, Oklahoma 
73105-4599. 

 
The district shall inform parents of the eligibility standards for free or reduced price meals.  Reasonable efforts shall be 
made to protect the identity of students receiving such meals.  A parent has the right to appeal to the superintendent 
any decision with respect to his/her application for free or reduced price food services. 
 
The district’s child nutrition program shall reflect the board’s commitment to providing adequate time for instruction 
to promote healthy eating through nutrition education, serving healthy and appealing foods at district schools, devel-
oping food-use guidelines for staff, and establishing liaisons with nutrition service providers, as appropriate.  Nutrition 
education topics shall be integrated within the sequential, comprehensive health education program taught at every 
grade level, pre-kindergarten through grade 12, and coordinated with the district’s nutrition and food services 
operation. 
It is the intent of the board of education that district schools take a proactive effort to encourage students to make 
nutritious food choices.  Meals served in school before the end of the last lunch period shall conform to the U. S. 
Dietary Guidelines for Americans.  Food and beverages sold or served on district grounds or at district-sponsored 
events shall meet requirements for nutritional standards and/or other guidelines as may be recommended by the district 
and school health and nutrition committees.  The superintendent shall ensure that nutritious foods are available as an 
affordable option whenever food is sold or served on district property or at district-sponsored events. 
 
The superintendent is directed to prepare rules and regulations to implement and support this policy, including such 
provisions as may be necessary to address all food and beverages sold and/or served to students at school (i.e., com-
petitive foods, snacks, and beverages sold from vending machines, school stores, and fund raising activities and 
refreshments that are made available at school parties, celebrations, and meetings), including provisions for staff 
development, family and community involvement, and program evaluation. 
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CHILD NUTRITION AND PHYSICAL FITNESS PROGRAM (Cont.) 
 
 
 
 
REFERENCE: 70 O.S. §1-107 
 7 CFR, Parts 210 and 220 
 7 CFR, Part 245.5 
 
 
 
 

THIS POLICY REQUIRED BY 
PUBLIC LAW 108-265, SECTION 204. 

 



 

CORDELL BOARD OF EDUCATION 
 

 

COB 
 

 
 
Adoption Date: 

 
Revision Date(s):  12/10/92, 8/13/2019 

 
Page 1 of 1 
 

 

FOOD PROCUREMENT 
 
 
It is the policy of the Cordell Board of Education to follow acceptable practices in the procurement of food, products, 
supplies, or equipment with state and federal funds for this school district.  Acceptable practices are those set forth in 
federal law, Oklahoma statutes, and Department of Education regulations. 
 
No employee, officer, or agent of this school district shall participate in the selection of or in the award or 
administration of a contract for food procurement if a conflict of interest, real or apparent, would be involved. 
 
Conflicts of interest arise when any of the following has a financial or other interest in the firm selected for the award: 
 
 The employee, officer, or agent; 
 Any member of his/her immediate family; 
 His/her partner; 
 An organization which employs or is about to employ any of the above. 
 
Officers, employees, and agents of this school district shall neither solicit nor accept gratuities, favors, or anything of 
monetary value from contractors, potential contractors, or parties to subagreements.  Prohibited favors include 
purchasing food items for personal use at cost or at retail value from a vendor. 
 
Officers, employees, contractors, and agents are expected to be aware of the penalties established by the Anti-
Kickback Act of 1974 as codified by Oklahoma Statutes, Title 74, Section 3401, et seq. 
 
The superintendent is directed to establish a regulation setting forth acceptable procurement procedures for this 
district. 
 
 
 
 
REFERENCE Oklahoma Department of Education Directive, dated June 6, 1988 
 74 O.S. §3401, et seq. 
 7 CFR § 3016 
 2 CFR § 200.318 
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FOOD PROCUREMENT 
PROTEST PROCEDURES 

 
 
Any actual or prospective bidder, offeror, or contractor who considers himself to have been aggrieved in connection 
with the solicitation, evaluation, or award of a contract by Cordell Public Schools may formally protest to the 
Superintendent of Cordell.  Such protests must be made in writing and received by the Superintendent of Cordell 
Schools at 606 E. Thirds/Box 290, Cordell, OK 73632 within 10 days of the awarding of the bid.  The protesting party 
must mail or deliver copies of the protest to the address above, the State Agency, and other interested parties. 
 
In the event of a timely protest, the Cordell Public Schools shall not proceed further with the solicitation or award of 
the contract.   
 
A. A formal protest must be sworn and contain: 
 

1. A specific identification of the statutory or regulatory provision that the protesting party alleges has been 
violated. 

2. A specific description of each action by Cordell Public Schools that the protesting party alleges to be a violation 
of the statutory or regulatory provision that the protesting party has identified. 

3. A precise statement of the relevant facts. 
4. A statement of any issues of law or fact that the protesting party contends must be resolved. 
5. A Statement of the argument and authorities that the protesting party offers in support of the protest. 
6. A statement that copies of the protest have been mailed or delivered to the State Agency and all other 

identifiable interest parties. 
 

The Cordell School District may settle and resolve the dispute over the solicitation or award of a contract at any time 
before the matter is submitted on appeal.  The Cordell School District may solicit written responses to the protest from 
other interested parties. 
 

If the protest is not resolved by mutual agreement, the Cordell School District shall issue a written determination 
that resolves the protest. 
 
If the Cordell School District determines that no violation of statutory or regulatory provisions has occurred, then 
the Cordell School District shall inform the protesting party, the State Agency, and other interested parties by 
letter that sets forth the reasons for the determination. 
 
If the Cordell School District determines that a violation of any statutory or regulatory provisions has occurred in 
a situation in which a contract has not been awarded, then the Cordell School District shall inform the protesting 
party, the State Agency, and other interested parties of that determination by letter that details the reasons for the 
determination and the appropriate remedy. 
 
If the Cordell School District determines that a violation of any statutory or regulatory provisions has occurred in 
a situation in which a contract has been awarded, then the Cordell School District shall inform the protesting 
party, the State Agency, and other interested parties of that determination by letter that details the reasons for the 
determination.  This letter may include an order that declares the contract void. 
 

The Cordell Public Schools shall maintain all documentation on the purchasing process that is the subject of a protest 
or appeal in accordance with the retention schedule of Cordell Public Schools. 
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FOOD PROCUREMENT CHART  
 
 
The ______________________________________ SFA will purchase the following products or group or products 
and services as per the stated  purchase period using the identified procurement method.  Price quote time frame 
period is defined as the time frame  for which bids or quotes  are obtained and awarded. 
 
PRODUCT/SERVICE    PRICE QUOTE TIME FRAME  PROCUREMENT METHOD  

USED 
 
Milk      __________________________ ________________________ 
 
Bread     __________________________ ________________________ 
 
Canned  fruits     __________________________ ________________________ 
 
Canned vegetables     __________________________ ________________________ 
 
Frozen  fruits      __________________________ ________________________ 
 
Frozen vegetables    __________________________ ________________________ 
 
Prepared fruits and vegetables   __________________________ ________________________ 
 
Fresh fruits     __________________________ ________________________ 
 
Fresh vegetables    __________________________ ________________________ 
 
Meals     __________________________ ________________________ 
 
Paper products    __________________________ ________________________ 
 
Chemicals     __________________________ ________________________ 
 
Small equipment    __________________________ ________________________ 
 
Large equipment    __________________________ ________________________ 
 
Extermination service    __________________________ ________________________ 
 
Commodity processing services   __________________________ ________________________ 
 
Food  production/menu-planning services __________________________ ________________________ 
 
_______________________________  __________________________ ________________________ 
 
_______________________________  __________________________ ________________________ 
 
 
Oklahoma State Department of Education School Food Service Compliance Document, July 2011 
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FOOD PROCUREMENT 
(REGULATION) 

 
 
In accordance with the policy of the board of education, the following regulation shall govern the procurement of food 
products, equipment or supplies that are purchased with federal funds for this school district.   
 
The method of procurement used will be determined by the aggregate amount of goods, equipment, and services pur-
chased.  "Aggregate" is defined as any purchase or group of purchases, e.g., milk and milk products, bread, canned and 
staple foods, fresh and frozen meats, etc., capable of being secured from a single source on a given date or during a 
purchase period.  The procurement methods that will be used by this school district to purchase the goods, equipment, 
and services required by the program are as follows: 
 
 1. Small Purchase Procedures will be used to purchase goods, equipment, and services where the aggregate cost 

is less than $150,000, and fresh produce regardless of aggregate amount.  Such procedures shall be utilized on 
an annual basis by the school district.   

 
  When small purchase procedures are used, the following conditions, stipulations, and terms must be met: 
 
 A. The goods, equipment, or services to be purchased must be adequately and consistently described for each 

prospective supplier so that each one can provide price quotes on the same merchandise or service; 
 
 B. Written or verbal "requests for quotations" for the goods, equipment, or services to be purchased may be 

made; 
 
 C. An adequate number of qualified sources must be contacted to provide such quotes.  NOTE:  The term 

"adequate number" is determined by local market conditions; 
 
 D. Responses to "requests for quotations" can be in either written form or verbal with a written confirmation; 
 
 E. Cost plus a percentage of cost method of purchasing is prohibited; 
 
 F. Price quotation responses will be retained by this school district with other program documentation and 

records for a period of five years after the end of the fiscal year to which they pertain. 
 

 2. Competitive Sealed Bids (Formal Advertising) will be used to purchase goods, equipment, and services where 
the aggregate cost is $150,000 or more, and when the selection of a successful supplier can appropriately be 
made principally on the basis of price.  NOTE:  Breaking up purchases with the intent of circumventing formal 
advertising procedures is contrary to federal procurement regulations.  Any change in the district's normal pur-
chasing practices, which results in the aggregate amount of purchases becoming less than $150,000, must be 
documented for review and audit purposes. 

 
  When competitive sealed bids are used, the following conditions, stipulations, and terms must be met: 
 
 A. The invitation to bid will be publicly advertised; 
 
 B. Bids will be solicited from an adequate number of known suppliers in sufficient time prior to the date set 

for the opening of the bids; 
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FOOD PROCUREMENT, REGULATION (Cont.) 
 
 
 
 
 C. The invitations for bid will clearly define the goods, equipment, or services needed in order for the bidders 

to be able to properly respond.  This includes product specifications and general purchasing conditions; 
 
 D. All bids will be opened publicly at the time and place stated in the invitations for bid; 
 
 E. A firm, fixed-price contract award will be made by written notice to the responsible bidder whose bid is 

lowest, assuming the bid conforms to the requirements in the invitation for bid; 
 
 F. Where specified in the bidding documents, factors such as discounts, transportation costs, and life cycle 

costs (for equipment), if applicable, will be considered in determining which bid is lowest; 
 
 G. Payment discounts will only be used to determine the low bid when prior experience of the school district 

indicates that such discounts are generally taken; 
 
 H. Any and all bids may be rejected when there are sound documented reasons that the best interest of the 

program will not be served by the potential suppliers; 
 
 I. Cost plus a percentage of cost method of contracting is prohibited; 
 
 J. All bids received must be documented and such documentation shall be maintained by this school district 

with other program records for five years after the end of the fiscal year to which they pertain. 
 

 3. Competitive Negotiation can be used when competitive sealed bids are determined to be inappropriate, 
infeasible, or impossible.  This method of procurement is commonly used for the acquisition of professional 
services.  The document used to solicit bids is commonly referred to as a request for proposal. 

 
  When competitive negotiation is used, the following conditions, stipulations, and terms must be met: 
 
 A. Proposals will be solicited from an adequate number (at a minimum, two) of qualified sources to permit 

reasonable competition; 
 
 B. The request for proposal will be publicized and reasonable requests by other sources to compete must be 

honored to the maximum extent possible; 
 
 C. The request for proposal will identify all significant evaluation factors, including price or cost where 

required, and their relative importance; 
 
 D. This school district will provide a mechanism: (1) for technical evaluation of the proposals received; (2) to 

determine which responsible bidders will be contacted for further written and verbal discussions; and (3) 
for selection of contract award; 
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FOOD PROCUREMENT, REGULATION (Cont.) 
 
 
 
 
 E. The contract will be awarded to the responsible bidder whose proposal is most advantageous to the school 

district when price or other factors are considered; 
 
 F. Cost plus a percentage of cost method of contracting is prohibited; 
 
 G. All requests for proposals received must be documented and such documentation shall be retained by the 

school district with other program records for five years after the end of the fiscal year to which they 
pertain. 

 
 4. Noncompetitive Negotiation is procurement through solicitation of a proposal from only one source and can 

only be used when the procurement is not feasible under small purchase procedures, competitive sealed bids 
(formal advertising), or competitive negotiation.  The decision to use noncompetitive negotiation must be justi-
fied in writing and be available for audit and review.  As with the methods of procurement, such documentation 
must be maintained with other program records for five years after the end of the fiscal year to which they 
pertain, and cost plus a percentage of cost method of contracting is prohibited. 

 
  Circumstances under which a procurement may be made by noncompetitive negotiations are limited to the 

following: 
 
 A. The merchandise or service is available only from a single source; 
 
 B. A public emergency exists and the urgency for the requirement will not permit the delay involved with 

competitive sealed bids (formal advertising) or competitive negotiation; 
 
 C. After solicitation from a number of sources, competition is found to be lacking. 
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CHILD NUTRITION PROGRAMS 
(REGULATION) 

 
 
In accordance with the policy of the board of education, the following regulation shall govern the comprehensive 
nutrition programs in this school district. 
 
School Cafeterias 
 
 1. Any student may eat in the school cafeteria or other designated place. 
 
 2. Students may bring or otherwise provide their own lunch.  Milk or other beverages may be purchased in the 

dining hall, if desired.  These students may eat their lunch in the school cafeteria or a designated area.  Vending 
machine ("junk food") items shall not be consumed in the dining hall. 

 
 3. Meal prices will be established by the superintendent and food service supervisor, with the approval of the 

board of education, at the beginning of each year. 
 
 4. Meal prices will be conspicuously posted in each cafeteria. 
 
 5. A guest must be cleared through the food service supervisor by his/her host to be eligible to eat in the cafeteria. 
 
 6. Use of dining room facilities by nondistrict organizations or individuals must have approval of the 

superintendent. 
 
 7. The food service supervisor will develop in-service training programs, approved by the superintendent, for the 

food service staff. 
 
 8. 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. 
 
 9. Qualifications for free and reduced-price lunches will vary annually in accordance with the annual eligibility 

schedule. 
 
Definitions 
 
 1. Competitive foods means any food or drink sold in competition with the National School Lunch Program 

and/or School Breakfast Program in food service areas during the meal periods. 
 
 2. Dietary Guidelines for Americans means the current set of recommendations of the federal government that 

are designed to help people choose diets that will meet nutrient requirements, promote health, support active 
lives, and reduce chronic disease risks. 

 
 3. Nutrition education means a planned sequential instructional program that provides knowledge and teaches 

skills to help students adopt and maintain lifelong healthy eating habits. 
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CHILD NUTRITION PROGRAMS, REGULATION (Cont.) 
 
 
 
 
 4. Foods of minimal nutritional value means:   
 
 A. In the case of artificially sweetened foods, a food that provides less than five percent of the Reference 

Daily Intakes (RDI) for each of eight specified nutrients per serving; and 
 
 B. In the case of all other foods, a food that provides less than five percent of the RDI for each of eight 

specified nutrients per 100 calories and less than five percent of the RDI for each of eight specified 
nutrients per serving.  The eight nutrients to be assessed for this purpose are protein, vitamin A, vitamin C, 
niacin, riboflavin, thiamine, calcium, and iron. 

 
 C. Food that is classified into four categories: 
 
  Carbonated soft drinks 
  Chewing gum 
  Water ices 
  Certain candies made predominately from sweeteners such as hard candy, licorice, jellybeans, gumdrops, 

marshmallows, fondant, cotton candy, and candy-coated popcorn 
 
 5. Food service area means any area on school premises where child nutrition program meals are both served 

and eaten, as well as any areas in which such meals are either served or eaten. 
 
 6. Meal period means the period(s) during which breakfast or lunch meals are served and eaten, and as identified 

on the school schedule. 
 
Nutrition Education 
 
Nutrition education shall focus on students’  eating behaviors, be based on theories and methods proven effective by 
research and be consistent with state and local district health education standards.  Nutrition education at all levels of 
the district’s curriculum shall include, but not be limited to, the following essential components designed to help 
students learn: 
 
 1. Age-appropriate nutritional knowledge, including the benefits of healthy eating; essential nutrients; nutritional 

deficiencies; principles of healthy weight management; the use and misuse of dietary supplements; safe food 
preparation, handling, and storage; and cultural diversity related to food and eating; 

 
 2. Age-appropriate nutrition-related skills, including, but not limited to, planning a healthy meal, understanding 

and using food labels, and critically evaluating nutrition information, misinformation, and commercial food 
advertising; and 

 
 3. How to assess one’s personal eating habits, set goals for improvement, and achieve those goals. 
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CHILD NUTRITION PROGRAMS, REGULATION (Cont.) 
 
 
 
 
In order to reinforce and support district nutrition education efforts, the building principal is responsible for ensuring: 
 
 1. Nutrition instruction is closely coordinated with the school’s nutrition and food services operation and other 

components of the school health program to reinforce messages on healthy eating and includes social learning 
techniques.  To maximize classroom time, nutrition concepts shall be integrated into the instruction of other 
subject areas where possible; 

 
 2. Links with nutrition service providers (e.g., qualified public health and nutrition professionals) are established 

to provide screening, referral, and counseling for nutritional problems; inform families about supplemental 
nutritional services available in the community (e.g., food stamps, local food pantries, summer food services 
program, child and adult care food program); and implement nutrition education and promotion activities for 
school staff, board members, and parents; 

 
Nutrition and Food Services Operation 
 
In order to support the school’s nutrition and food services operation as an essential partner in the educational mission 
of the district and its role in the district’s comprehensive nutrition program, the building principal is responsible for 
ensuring: 
 
 1. The school encourages all students to participate in the school’s child nutrition program meal opportunities. 
 
 2. The school notifies families of need-based programs for free or reduced-price meals and encourages eligible 

families to apply. 
 
 3. The school’s child nutrition program maintains the confidentiality of students and families applying for or 

receiving free or reduced-price meals [or free milk]  in accordance with the National School Lunch Act. 
 
 4. The school’s child nutrition program operates to meet nutrition standards in accordance with the Healthy Meals 

for Healthy Americans Act of 1994, as amended, and with applicable state laws and regulations. 
 
 5. The school sells or serves varied and nutritious food choices consistent with the applicable federal government 

Dietary Guidelines for Americans. 
 
 6. Food prices set by the district are communicated to students and parents.  District pricing strategies will 

encourage students to purchase full meals and nutritious items. 
 
 7. Procedures are in place for providing to families, on request, information about the ingredients and nutritional 

value of the foods served. 
 
 8. The district will provide substitute foods to students with disabilities upon written parental permission and a 

medical statement by a physician that identifies the student’s disability, states why the disability restricts the 
student’s diet, identifies the major life activity affected by the disability, and states the food(s) to be omitted 
and the food or choice of foods that must be substituted. 
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CHILD NUTRITION PROGRAMS, REGULATION (Cont.) 
 
 
 
 
 9. Food service equipment and facilities meet applicable local and state standards concerning health; safe food 

preparation, handling, and storage; drinking water; sanitation; and workplace safety. 
 
 10. Students are provided adequate time and space to eat meals in a pleasant and safe environment.  School dining 

areas will be reviewed to ensure: 
 
 A. Tables and chairs are of the appropriate size for students; 
 
 B. Seating is not overcrowded; 
 
 C. Students have a relaxed environment; 
 
 D. Noise is not allowed to become excessive; 
 
 E. Rules for safe behavior are consistently enforced; 
 
 F. Tables and floors are cleaned between meal periods; 
 
 G. The physical structure of the eating area is in good repair; 
 
 H. Appropriate supervision is provided. 

 
Foods of Minimal Nutritional Value and Competitive Food Sales 
 
In keeping with federal regulations, the district controls the sale of foods of minimal nutritional value and all 
competitive foods. 
 
Accordingly the district will offer choices in vending machines from the following nutritional food items: 
 
 1. Canned fruits; 
 
 2. Fresh fruit (e.g., apples and oranges); 
 
 3. Fresh vegetables (e.g., carrots); 
 
 4. Fruit juice and vegetable juice (at least 50% full strength), and bottled water (within established district 

guidelines); 
 
 5. Low-fat crackers and cookies, such as fig bars and ginger snaps; 
 
 6. Pretzels; 
 
 7. Bread products (e.g., bread sticks, rolls, bagels, and pita bread); 
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CHILD NUTRITION PROGRAMS, REGULATION (Cont.) 
 
 
 
 
 8. Ready-to-eat, low-sugar cereals (e.g., granola bars made with unsaturated fat); 
 
 9. Low-fat (one percent) or skim milk; 
 
 10. Low-fat or nonfat yogurt; 
 
 11. Snack mixes of cereal and dried fruit with a small amount of nuts and seeds; 
 
 12. Raisins and other dried fruit; 
 
 13. Low-fat crackers. 
 
(NOTE:  The district may modify the list as necessary.) 
 
Other Foods Offered or Sold 
 
The district recognizes that federal government standards requiring schools to provide child nutrition program meals 
consistent with applicable Dietary Guidelines for Americans do not apply to competitive foods sold or served outside 
the food service areas as defined in this regulation. 
 
Staff Development 
 
Ongoing in-service and professional development training opportunities for staff, in the area of food nutrition, will be 
encouraged. 
 
Family and Community Involvement 
 
In order to promote family and community involvement in supporting and reinforcing nutrition education in the 
schools, the building principal is responsible for ensuring: 
 
 1. Nutrition education materials and cafeteria menus are sent home with students; 
 
 2. Parents are encouraged to send healthy snacks/meals to school; 
 
 3. Families are invited to attend exhibitions of student nutrition projects or health fairs; 
 
 4. Nutrition education workshops and screening services are offered; 
 
 5. Nutrition education homework that students can do with their families is assigned (e.g., reading and 

interpreting food labels, reading nutrition-related newsletters, preparing healthy recipes, etc.); and 
 
 6. School staff are encouraged to cooperate with other agencies and community groups to provide opportunities 

for student volunteer or paid work related to nutrition, as appropriate. 
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CHILD NUTRITION PROGRAMS, REGULATION (Cont.) 
 
 
 
 
Program Evaluation 
 
In order to evaluate the effectiveness of the school health program in promoting healthy eating and to implement 
program changes as necessary to increase its effectiveness, the building principal is responsible for ensuring: 
 
 1. Board policy and this regulation are implemented as written; 
 
 2. All building, grade-level nutrition education curricula and materials are assessed for accuracy, completeness, 

balance, and consistency with state and local district educational goals and standards; 
 
 3. Nutrition education is provided throughout the student’s school years as part of the district’s age-appropriate, 

comprehensive nutrition program; 
 
 4. Teachers deliver nutrition education through age-appropriate, culturally relevant, participatory activities that 

include social learning strategies and activities; and 
 
 5. Families and community organizations are involved, to the extent practicable, in nutrition education. 
 
 
 
 
 



 

CORDELL BOARD OF EDUCATION 
 

 

CPABA 
 

 
 
Adoption Date:  August 15, 2011 

 
Revision Date(s): 

 
Page 1 of 1 
 

 

FLOWER AND BALLOON DELIVERY 
 
 
The Cordell Board of Education believes that students should learn to adapt to complex changes in our world as they 
progress through their education career.  Additionally, the board believes students should be encouraged to participate 
in youth organizations and activities in an age-appropriate manner.  Due to age differences and the corresponding 
differences in the ability to think logically, express ideas clearly and correctly, and to maintain attention over a long 
period of time, the following policy on balloon and flower delivery will be adhered to at all sites of the Cordell Public 
Schools district. 
 
 1. Flowers and balloons are not to be delivered to students at the Early Childhood Center. 
 
 2. Flowers, balloons, candy, etc., may be delivered to the Elementary office, which will be distributed to students 

at the end of the day. 
 
 3. The middle school campus shall have delivery of flowers and balloons to the office where students will be 

notified and may pick up any items at the end of the school day.  Items will not be taken to the classrooms. 
 
 4. The high school campus shall have delivery of flowers and balloons to the office where students will be 

notified and may pick them up at the end of the school day.  Item will not be taken to the classrooms.  Students 
with off campus lunch privileges may pick up items at noon. 

 
 5. For safety reasons no balloons will be allowed on school buses. 
 
In all instances, the deliveries are to be made to the administration office so that the student can pick up flowers, 
balloons, etc., at the end of the day unless otherwise directed by the building principal. 
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TELEPHONES 
 
 
The Cordell Board of Education recognizes that telephone communications by staff and students are occasionally 
necessary.  However, classes must not be interrupted for routine telephone calls. 
 
School staff may possess, without permission, wireless telecommunications devices on school property or while 
attending any school-sponsored activities on or off school property.  Wireless telecommunications devices include, but 
are not limited to, beepers, pagers, and cellular telephones.  Devices should be turned off while teachers are in their 
instructional setting with students.  Devices may not be used while the teacher or other staff are in control of students 
unless needed for an emergency or needed for duties and responsibilities of that position.  Devices that include 
imaging capabilities shall not be utilized to take any photographs or create digital images on school premises. 
 
Therefore, the superintendent is directed to establish a regulation to provide reasonable access to telephones for both 
students and staff. 
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CELLULAR TELEPHONES AND OTHER 
WIRELESS TELECOMMUNICATIONS DEVICES 

 
 
It is the policy of the Cordell Board of Education that a cellular telephone will be provided for use by designated 
personnel of this school district.  The district may elect to issue certain communications devices to employees in order 
increase the efficiency of district operations.  Issuance and use of district wireless telecommunications devices and 
other communication equipment shall be subject to the rules established by the superintendent and approved by the 
board. 
 
Therefore, the superintendent is directed to establish a regulation to provide reasonable access to a cellular telephone 
or other communication devices by designated personnel. 
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DISTRICT-OWNED COMMUNICATIONS DEVICES 
(REGULATION) 

 
 
In accordance with the policy of the board of education, the following regulations shall govern the use of cellular 
telephones and other approved wireless communications devices by students and staff. 
 
 1. Communications devices owned and issued by the school district may include, but not be limited to, cellular 

telephones, “Walkie-Talkies,”  personal digital assistants (PDAs), wireless laptop computers, CB radios either 
installed in vehicles or handheld, and pagers/beepers. 

 
 2. The use of approved communications devices will be carefully controlled. 
 
 3. The communications devices will be kept in the office of the superintendent and may be checked out of the 

office by an activity sponsor or his/her adult designee. 
 
 4. It will be necessary for the sponsor or his/her adult designee to sign a checkout sheet upon receiving possession 

of a communications device and to sign in upon returning the communications device to the office of the 
superintendent. 

 
 5. Use of district-owned communications devices will be limited to school business use only and are not intended 

for personal use.  Personal telephone calls are prohibited.  Communications devices shall be used in a manner 
that does not disrupt instruction and should not be used during school-sponsored programs, meetings, in-
services, or other events where there exists a reasonable expectation of quiet attentiveness unless there is a 
reason of personal health or safety involved. 

 
 6. The cost of school business use of approved communications devices will be borne by the Cordell School 

District. 
 
 7. The person responsible for checking out a communications device will be responsible for the security and 

safekeeping of that communications device, and exercise reasonable efforts to ensure that the communications 
device is not lost, stolen, or damaged.  Reckless or irresponsible use of district-owned communications devices 
resulting in loss or damage may result in the employee/designee being held responsible for the associated costs 
of replacement or repair. 

 
 8. In no case will any communications device issued by the district provide for a wireless, unfiltered connection 

to the Internet or which has the capability to take photographs of any kind. 
 
 9. District-owned communications devices are to be surrendered to the district immediately upon request. 
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TELEPHONES 
(REGULATION) 

 
 
In accordance with the telephone policy of the board of education, the following regulation shall govern the use of 
telephones by students and staff. 
 
 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 reimburse the 
district for the cost. 
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INSURANCE MANAGEMENT 
 
 
In order to protect school district officers and employees and to provide funds for repair and replacement of property 
damage caused by fire, burglary, etc., the Cordell Board of Education will arrange for health, liability, and property 
insurance. 
 
Each type of insurance will be authorized by the board as the need arises, and the superintendent will ensure that every 
effort is made to find the best coverage for the least cost. 
 
 
 
 
REFERENCE: 51 O.S. §151, et seq. 
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HEALTH INSURANCE 
 
 
The Cordell Board of Education will provide a health insurance program for all teachers who work six (6) hours or 
more and will pay the premium cost per month for each teacher in accordance with the provisions of state law.  Those 
teachers who opt out of the health insurance program may utilize the above amount toward any of the following fringe 
benefits: 
 
 1. Programs approved by the board through the district's Section 125 plan; 
 
 2. Taxable cash payment. 
 
Health and dental insurance benefits may be provided to the board of education at the same rate as for certified 
employees. 
 
 
 
 
REFERENCE: 51 O.S. §168 
 70 O.S. §5-117.5 
 70 O.S. §18-114.10 
 70 O.S. §26-105 
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DISABILITY ACCOMMODATIONS 
 
 
It is the policy of the Cordell Board of Education to take reasonable steps to accommodate our patrons and students 
with disabilities. 
 
Each facility or part of a facility constructed by, on behalf of, or for the use of the district will be designed and con-
structed in such manner that the facility or part of the facility is readily accessible to and usable by persons with 
disabilities.  Alterations of facilities that affect or could affect their usability will, to the maximum extent feasible, be 
altered in such a manner that the altered portion is readily accessible to and usable by persons with disabilities. 
 
This school district prohibits discrimination in any form against any person, persons, organizations, or other entity.  
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.  This school district does not require pre-employment medical examinations except for bus drivers. 
 
For the purposes of this policy, the term "reasonable accommodation" shall mean making existing facilities used by 
employees readily accessible to and usable by individuals with disabilities; and job restructuring, part-time or modified 
work schedules, reassignment to a vacant position, acquisition or modification of equipment, modifications of 
examinations and training, the provision of qualified readers, and other similar and reasonable accommodation. 
 
In order to disseminate the content of this policy to all school district employees, the superintendent is directed to post 
appropriate notices in those common areas where employees may expect to find such notices. 
 
 
 
 
REFERENCE: Public Law 101-336, The Americans With Disabilities Act (ADA) 
 70 O.S. §13-101, et seq. 
 
 



 

CORDELL BOARD OF EDUCATION 
 

 

CVFA 
 

 
 
Adoption Date:  August 15, 2011 

 
Revision Date(s): 

 
Page 1 of 1 
 

 

FAIR LABOR STANDARDS ACT 
 
 
The Cordell Board of Education will comply fully with the Fair Labor Standards Act, its regulations, and relevant 
court decisions.  This district will inform employees of the Act through proper posting of information as disseminated 
by the U.S. Department of Labor.  The district will cooperate with all state agencies and maintain compliance. 
 
The superintendent is directed to prepare a regulation supporting this policy and implementing the provisions of the 
Fair Labor Standards Act subject to approval of this board. 
 
 
 
 
REFERENCE: Fair Labor Standards Act 
 State Department of Education, Outline for FLSA Policies 
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FAIR LABOR STANDARDS ACT 
(REGULATION) 

 
 
In accordance with the policy of the board of education, the following regulation shall insure compliance with the Fair 
Labor Standards Act within this school district. 
 
 1. This district will pay all nonexempt employees at least the federal minimum wage and time and a half for all 

hours worked which exceed 40 hours per week, or permit compensatory time off at the rate of one and one-half 
hours off duty for each overtime hour worked.  Provided, however, that for any overtime hours to be credited 
for overtime pay such overtime hours must be approved in advance by that employee's designated superior.  
Failure to get approval for overtime may result in disciplinary action being taken, which may include 
termination of employment. 

 
 2. This district will inform employees of the law by posting information disseminated by the U.S. Department of 

Labor. 
 
 3. This district shall establish, through separate administrative regulations, the process of time keeping and 

procedurally complying with the Act. 
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