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ESTABLISHMENT

OF THE SCHOOL DISTRICT

         Newkirk School District was established by a vote of the electorate of this district on  March, 1894.  After certification of the vote, the City Board of Trustees recognized the district to begin operation with the new school year starting July l, l894, and became accredited 1898.
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     PHILOSOPHY OF EDUCATION
       
                                                                                                                                                                                                                                                 
Education should prepare students for complete living by helping them to 

participate intelligently in the various activities of living.  School is not “preparation for

life” but rather is living in its broadest sense.  Education is a lifelong process of development and growth of the individual in self-realization, in human relationships, in economics, efficiency, and in civic worth and responsibility.  Education should prepare students to realize that many human wants are satisfied, not by getting the advantage, but by giving their utmost to secure human decency, tranquil living, peace of mind, and security, not only for themselves, but for others as well.  What we get out of life depends, to a great extent, upon what we are willing to put into it.

           It is our desire to instill in the students this willingness to strive to the fullest.
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 EDUCATIONAL GOALS


1.  To develop the intellectual, physical and emotional abilities of all students by offering a full range of educational opportunities.

2.  To provide the appropriate curricula with emphasis on reading, writing and thinking skills for the students to receive a suitable background  for future endeavors.


3.  To assist students in discovering and developing interests and aptitudes through the use of a guidance program.


4.  To create the proper desire in the students to maintain the basic principles of our democratic form of government, particularly in the development of citizenship.


5.  To create a safe and pleasant environment so that optimum learning conditions may be obtained.


6.  To create an atmosphere of mutual helpfulness among the community, the administrators,  the teachers , the support staff and the students through parent-teacher conferences, sponsorship of worthwhile extra-curricular activities and student service projects.
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ORGANIZATION OF THE BOARD

FIVE-MEMBER BOARD

Membership

     
The board of education is a corporate body and consists of five (5) members, each living in the school district and elected by the voters of the district to serve a term of  five (5) years.  

Vacancy


Any vacancy occurring during any board member's term of office shall be filled as follows:  The remaining members of the board shall appoint a qualified individual to fill the office.  If a vacancy is filled by appointment in the first half of the term of office for a seat, that person sits only until the next annual election.  However, if an individual is appointed to a vacant seat in the second half of the seat’s term of office, the individual serves the remainder of the term of office.  If, within sixty (60) days, such action is not completed, the board shall call for a special election to fill such office.

Terms of Office
Seat #1 




Seat # 2




Seat # 3




Seat # 4




Seat # 5

Seating
     
A new board member elected shall be seated at the beginning of the first regular, special or emergency school board meeting after the date of the annual school election and after the member has been certified  as elected.

Election

     
The board shall consist of the following officers:  President, Vice-President and Clerk.  At the first regular, special or emergency meeting after the annual school board election and certification of election of new members, the board shall organize itself by the election from among its members a president, a vice-president and a clerk.  At its discretion, the board may appoint a deputy clerk.  The deputy clerk may perform any of the duties and exercise any of the powers of the clerk.

References:  26 O.S. 13A-110 (Section 717, School Law Book, 1996)

                    70 O.S. 5-107A (Section 56, School Law Book, 1996)

                    70 O.S. 5-119 (Section 77, School Law Book, 1996)
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POWERS AND RESPONSIBILITIES

OF THE BOARD OF EDUCATION

Powers

     
The general functions of the board of education are the powers delegated to the board by the State Legislature.  Primarily, the board determines policies and makes decisions necessary to implement an effective education program.  Complete and final authority on all matters pertaining to the district’s educational system, except as restricted by law, will be vested in the Board.

     
These policies and decisions are made according to state and federal laws, State Board regulations, court decisions and negotiated agreements with employee bargaining units.

     
General functions of the school are the school program, financial control, school plant, community relations and  personnel.

Responsibilities

     
As the elected body responsible for the operation of the school district, the board has the task of carrying out the state's responsibility for the children's education in the local district.  School laws enumerate the powers and duties of the board.  The board has broad authority to establish school policies and may do many things in order to provide an education for the children it serves, even without specific statutory authority, if the power can be fairly implied from statute.

Staff Relationship


The board shall transact official business with professional staff members and other school employees only through the superintendent.

Reference:  Standards for Accreditation of Elementary, Middle, Secondary and Area Vocational and Technical Level Schools, 1964, State Department of Education. p. 19.
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DEVELOPMENT OPPORTUNITIES:

BOARD MEMBERS
The school board in modern America faces a difficult set of challenges.  It must fashion a quality educational program to prepare children for an unpredictable tomorrow.  It must decide complex issues of policy and principle.  It must oversee the prudent management of our community’s extensive school facility.  It is right and proper for the public to expect its elected and/or appointed board members to demonstrate high qualities of leadership as they deal with affairs of the public schools.  It is also right and proper for a school board to expect public support for its efforts to enlarge the horizons and abilities of its members.

The board of education places a high priority on the importance of a planned and continuing program of in-service education for its members.  The central purpose of the program is to enhance the quality and effectiveness of public school governance in our community.  The board shall plan specific in-service activities designed to assist board members in their efforts to improve their skills as members of the policy-making body; to expand their knowledge about trends, issues, and new ideas affecting the continued welfare of our local schools; and to deepen their insights into the nature of leadership in a modern democratic society.

Funds may be budgeted annually to support the program.  Individual board members shall be reimbursed for out-of-pocket expenses incurred through participation in approved activities.  The board, as a whole, shall retain the authority to approve or disapprove the participation of members in planned activities.  The public shall be kept informed through the news media about the board’s continuing in-service education and about the programs anticipated for short- and long-range benefits to our schools.

The board regards the following as the kinds of activities and services appropriate for implementing this policy:

1. Participation in school board conferences, workshops, and conventions held by the state and national school boards associations.

2. District-sponsored training sessions for board members.

3. Subscriptions to publications addressed to the concerns of the board members.
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In order to control both the investment of time and funds necessary to implement this policy, the board establishes these principles and procedures for its guidelines:

1. A calendar of school board conferences, conventions, and workshops shall be maintained by the superintendent.  The will periodically decide which meetings

appear to be most promising in terms of producing direct and indirect benefits to the school district.

2. Funds for participation at such meetings will be budgeted on an annual basis.  When funds are limited, the board will designate which of its members would be the most appropriate to participate at a given meeting.

3. Reimbursement to board members for their travel expenses will be in accordance with the travel expense policy for staff members.  

4. When a conference, convention, or workshop is not attended by the full board, those who do participate will be requested to share information, recommendations, and materials acquired at the meeting.  
School board members are encouraged to attend workshops presented by the county, state, and national school boards associations.  Professional journals and books in the school libraries shall be made available to every board member.

REFERENCE:  70 O.S.   5-110

                            70 O.S.   5-110.1
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NEW BOARD MEMBER WORKSHOP

The board of education will assist newly elected board members to become familiar with their duties and responsibilities as quickly as possible.  All board members are encouraged to attend appropriate workshops, seminars, and conventions in order to develop professionalism and expertise.

Newly elected board members are required by state law and by board policy to complete at least 12 hours of instruction on education issues, including school finance, Oklahoma education laws, and ethics, duties, and responsibilities of district board of education members.  Board members may attend a two-day workshop to be held within the state by the State Department of Education, or other workshops, seminars, or classes presented by and SDE approved organization, including institutes of higher education and the Oklahoma State School Boards Association (OSSBA).  The 12 hours of attendance must be accomplished during the first 15 months of the board members’ tenure.  The board will insure that new members are notified of the date and time of such workshops.

Upon completion of either the new members workshop or 12 hours of other workshops, an appropriate certificate of completion will be issued and the award of the certificate will be entered into board minutes.

Board members who attend and successfully complete such workshops as required by state law, which are presented by the OSSBA, the State Board of Education, or an organization or association approved by the SDE, shall be reimbursed for expenses incurred, not to exceed $25.00 per day and actual expenses for lodging, meals, registration fees, and transportation to and from the place of the workshops.

The superintendent of the superintendent’s designee will maintain records of each board member’s training accomplishments and will notify any board member of the need for the board member to accomplish any additional training.  The superintendent will notify the State Department of Education of any changes in board membership.

REFERENCE:  70 O.S.   5-110
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SCHOOL BOARD MEMBER

CONTINUING EDUCATION

It is the policy of this board of education that its members shall attend workshops and seminars designed to increase their knowledge and abilities of good boardsmanship.

Newly elected board members are required by law to attend a minimum of 12 hours of school law within 15 months following the board member’s election.  Each re-elected board member is required by law to attend a minimum of six (6) hours of school law workshop within 15 months following the board member’s election.  The board will declare vacant the position of any board member who fails to complete the required hours.  Such vacancy will be filled as prescribed by law.

In addition to the above requirement, each board member elected to a full term of office will obtain additional hours of continuing education as required by law.  Any board member who fails to complete the required hours of training will not be eligible to file for re-election to the school board upon completion of the current term.

                         3-year term of office -------  9 continuing education hours required

                         4-year term of office ------ 12 continuing education hours required

                         5-year term of office ------ 15 continuing education hours required

Announcements of seminars and workshops by the Oklahoma State School Boards Association, the State Department of Education or the State Department of Career and Technology Education will be provided to each board member as received by the school administration.

Any board member of this school district who attends and completes a course which satisfies this policy shall be reimbursed by the school district for expenses incurred.  The board may also reimburse expenses incurred in registering for and attending board member training programs approved by the board, which are in addition to the minimum training requirements established by law. 

The superintendent or the superintendent’s designee will maintain records of each board member’s training accomplishments and will notify any board member of the need for the board member to accomplish any additional training.  The superintendent will notify the State Department of Education of any changes in board membership.

REFERENCE:  70 O.S.   5-110

                            70 O.S.   5-110.1 
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AUTHORITY

OF THE BOARD OF EDUCATION


Members of the board of education have the authority of a board only when acting as a member of the board in legal session.  The board will not be bound by any statements or action of an individual board member or school employee, except when such statement or action is in pursuance of board policy or specific instruction of the board, as recorded in board minutes.


Decisions approved by a majority of a quorum of the board, acting in a legal meeting of the board, shall be considered legal board decisions. A quorum shall consist of a majority of the board.  A vote shall be either "aye," "nay," "present" or "abstain."  A vote of "present" or "abstain" shall not be counted as either "aye" or "nay."  However, in order for a motion to pass, "aye" votes must be made by a majority of the members present.
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BOARD OF EDUCATION

 OFFICERS

President

     
The president of the board of education shall preside over all meetings of the board, appoint all committees approved by the board and sign all warrants approved to be drawn upon school funds.

Vice-President

     
The vice-president of the board of education shall perform all duties of the president in the event of his or her absence or disability, including presiding over all regular, special or emergency meetings of the board.

Clerk

     
The clerk of the board of education shall countersign all warrants drawn upon the treasurer of the district. The clerk, at the direction of the board, may destroy all claims, warrants, contracts, purchase orders, financial records, or documents relating to funds, including activity funds, if they have been on file for a period of five (5) or more years.

     
In compliance with state law, the clerk shall administer the Political Subdivisions Ethics Act, with respect to candidates for school district office.  The clerk will oversee the filing of all campaign contributions  and expenditure reports filed by school board candidates, including the name of each candidate's designated agent, and perform such other duties as the board may require and as permitted by law.


If appointed,  the deputy clerk shall exercise the same powers as a clerk.

Reference:  70 O.S. 5-120 (Sections 78,79,80, School Law Book,1996

                  51 O.S. 303 (Section 723.3, School Law Book, 1996)

                  H.B. 1608, Section 17, 1995 Session
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BOARD OF EDUCATION

 TREASURER

The board of education shall either use the county treasurer or appoint a local treasurer. 

     
The treasurer, under bond, shall be charged with the responsibility of caring for the funds of the district. The local treasurer shall prepare and submit in writing a monthly report of the condition of the finances of the district and shall produce at any meeting of the board all books and papers pertaining to the office of the treasurer.

     
The local treasurer shall maintain a separate cash ledger for each fund in the custody of the treasurer.  Each collection and disbursement shall be entered in the cash ledger of the applicable fund.  Additional ledgers shall be kept to record investments made from each fund.  No treasurer shall pay out school district funds in the care of the treasurer except when warrants are signed by the President and Clerk of the board.  This restriction shall not apply to sinking funds or the investment of school district funds.  

References:  70 O.S. 5-115 (Section 64, School Law Book, 1996)

                                                                                                                                    











206

BOARD OF EDUCATION

MINUTES CLERK

  
The board of education shall employ a minutes clerk to  keep an accurate journal of the proceedings of the board of education and perform such other duties as the board of education or its committees may require.  The minutes clerk shall be bonded in the amount of $1000.00.

     
No member of the board, superintendent, principal, instructor or teacher employed by the board shall be qualified to serve as minutes clerk.  However, the minutes clerk may serve as the encumbrance clerk.

     
The minutes clerk shall keep complete records of board meetings to include the following:

·  a complete record of members present and absent

·  all matters considered by the board 

·  all actions taken by the board, including resolutions and motions in full.

     
Minutes shall also reflect compliance with Oklahoma Open Meeting Act.

     
Copies of the minutes of a meeting shall be sent to members of the board before the meeting at which they are to be approved.  Corrections of the minutes may be made at the meeting at which they are approved.  Permanent minutes shall be signed by the board president and the board clerk.

Reference:  O.S. 70-5-119.
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BOARD OF EDUCATION 

ENCUMBRANCE CLERK
     
The encumbrance clerk of the board of education shall keep the books and documents of the school district and perform such other duties as the board of education or its committees may require.  The encumbrance clerk shall be bonded in the amount of $1000.00.

     
No member of the board, superintendent, principal, treasurer, instructor or teacher employed by the board shall be eligible to serve as encumbrance clerk.  However, the minutes clerk may serve as encumbrance clerk. 

     
The encumbrance clerk shall not authorize payment of any bill or invoice until satisfactory receipt of the services or merchandise and unless said bill or invoice is properly supported by an itemized invoice clearly describing each item purchased, the quantity of each item, its unit price and its total cost.  The bill or invoice shall be filed in the encumbrance clerk's official records.

Reference:  O.S. 70-5-119.
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MEETINGS

OF THE BOARD OF EDUCATION

Regular meetings of the board of education shall be held on the first Monday of each month or as determined by the board and reported to the county clerk.  Special or emergency meetings may be called by the president of the board or a majority of the membership of the board.


All regular, special, and emergency meetings of the board of education shall be open to the public.  Any regular meeting shall include an opportunity for members of the public to address the board.  To have an item placed on the agenda  of the board meeting and to permit possible action by the board, the item must be given to the superintendent or the board president at least 24 hours before the legally required time of posting the agenda.  


A majority of the board membership shall constitute a quorum for the transaction of business.  Each member, including each officer, of the board shall have one vote.  All votes shall be taken by an audible roll call vote.


Board members shall have the authority of the board only when acting as a member of the board in a legal session.  


The office of the clerk of the board shall be located in the office of the superintendent.  All fiscal records, personnel records, legal papers, board minutes, and all other such records shall be kept in accordance with state law and State Department of Education regulations. 

Reference:  70 O.S. 5-118
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AGENDA

 PREPARATION AND DISSEMINATION 

The agenda for a meeting of the board of education will be prepared by the superintendent, in cooperation with the board president.  Patrons, staff members or board members wishing to have an item placed on the agenda must contact the superintendent or the board president no later than 24 hours before the board agenda must be posted.  The superintendent, in cooperation with the board president, will determine whether or not to place the item on the board agenda.   


The board agenda will be prepared according to state law and posted in a conspicuous place in the school administration building at least 24 hours before the meeting excluding weekends or holidays.  The posted agenda shall be visible outside during closed hours.


Written notice of the date, time, and place of the meeting will be mailed or delivered to each member of the board and to any newspaper or other media representative that has filed a written request for such notice.


Additionally, within six months of the establishment of an Internet website or initial use of a general website, a schedule and information about the regularly scheduled meetings of the board shall be posted on the website.  Also names of members of the board will be posted on the website.  When reasonably possible, information about special or emergency meetings shall be posted on the website.

Reference:  25 O.S. 311


       74 O.S. 3106.2


       HB 1276, 2001 Legislative Session

Note:  Effective date of the requirements of HB 1276 is January1, 2002
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NOTIFICATION 

OF BOARD MEETINGS
   
In compliance with state law, prior to December 15 of each year, the board shall provide the county clerk a list of the time, date, and place of all regular meetings for the coming calendar year.  Any change in the date, time or place of a regular meeting will be provided in writing to the county clerk at least ten days prior to the implementation of the change.

     
All meetings shall be held at specified times and places and shall be preceded by public notice of the meeting in the form of a posted agenda specifying the time and place of  such meeting as well as the subject matter or matters to be considered.  Such agenda shall be posted at least twenty-four hours before the meeting (excluding Saturday, Sunday and holidays).  Such notice shall be posted in prominent public view at the office of the school district.

    
 Public notice of special meetings shall be given at least forty-eight hours prior to the meetings and shall be given in writing, in person or by telephone to the county clerk and to any press representative that has filed a written request for such notice.  Such public notice shall be posted at least 24 hours before the meeting in the same manner as that of a regular meeting.


If the meeting is continued to be reconvened, public notice of the date, time and place of the continued meeting shall be given at the original meeting.  Only matters that were part of the agenda of the original meeting may be discussed at the continued meeting.

     
In the event of an emergency, an emergency meeting may be held without the public notice required for other meetings, but as much advance public notice as is reasonable and possible will be provided in person, by telephone, or by fax.


No item not included on the agenda may be considered by the board at its meeting unless it is new business.  "New business," as defined by law, shall mean any matter not known about or which could not have been reasonably foreseen prior to the time of posting.  "New business" is allowed only at regular meetings of the board.

Reference:  25 O.S. 311 (Section 533, School Law Book, 1996)
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EXECUTIVE SESSIONS
 OF THE BOARD OF EDUCATION


In accordance with state law, the board of education may vote to meet in executive session for the following reasons:

    1.  To discuss the employment, hiring, appointment, promotion, demotion, disciplining, or resignation of any salaried employee or volunteer of the school district

    2.  To discuss negotiations concerning employees and representatives of employee groups.

    3.  To discuss the purchase or appraisal of real property

    4.  To discuss pending investigations, claims, or actions with the board's attorney

    5.  To hear evidence and discuss expulsion or suspension of a student, upon request

by the student, his parent, attorney or legal guardian

    6.  To discuss the matters involving a specific handicapped child

    7.  To discuss issues which, if disclosed, would violate confidentiality requirements of state or federal law (such as student records).


Also in compliance with state law, the board will convene in executive session only when an executive session is listed on the board's agenda and the proposal for an executive session will contain sufficient information to advise the public that an executive session will be proposed, what will be discussed, and what action may be taken on the matters discussed.  The board may meet in executive session under "New Business" if the item considered appropriately fits under new business and is an appropriate subject for executive session.


The agenda items will state the provision of Section 307 of the law authorizing the executive session   (For example, 25 O.S. Section 307 (B)(1).


Any board vote pertaining to the executive session will be taken in open session.

References:  25 O.S. 307 (Section 528 School Law Book, 1996)

                    25 O.S. 311 (Section 533 School Law Book, 1996)
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CONFLICT OF INTEREST

Nepotism

    
No person may be employed or put under contract by the Newkirk Public School district if that person is related to a member of the board of education within the second degree of consanguinity or affinity.  A teacher or employee already under contract to or otherwise employed by the school district at the time the relationship is established may continue in said employment.  A board member already serving at the time the relationship is established may serve out the term for which the member was elected but shall not be eligible to be a candidate for or serve successive terms of office for which the member may be elected.  

Any member of the board of education who is related to an employee of the district within the second degree of consanguinity or affinity shall not attend or participate in any regular or executive session held to consider any personnel matter or litigation relating to said employee.  However, the member may vote on contract renewals as a group if the vote is necessary to form a quorum of the board.  If more than one member is related to an employee, the minimum number of those necessary to form a quorum shall be allowed to vote.  

Business
     
A board member shall not have any direct financial interest in a contract with the district, nor shall he/she directly furnish any labor, equipment or supplies to the district.  Oklahoma law allows a school district to contract with a company wherein a board member has an ownership interest of five (5%) or less.
     
The policy is designed to prevent placing a board member in a position where his/her interest in the district and his/her interest in his/her place of employment or other district interest might conflict and to avoid appearances of conflict of interest even though such conflict may not exist.

References:  70 O.S. 5-113.1, S.L.O. 61
70 O.S. 5-124, S.L.O. 82
                   62 O.S. 371 (Section 639 School Law Book, 1996)
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PUBLIC PARTICIPATION

 AT SCHOOL BOARD MEETINGS


All regular, special and emergency meetings of the board of education shall be open to the public.  The board, in its efforts to learn the viewpoints and concerns of the patrons of the district, will provide opportunities for the patrons to give input to the board.  A procedure developed to allow optimum efficiency of the school board meeting as well as extensive opportunity for patron input shall be in place at all times.


A public participation time will be available at all regular meetings, and at special and emergency meetings at the discretion of the board president.  The president of the board shall recognize speakers and maintain proper order.  All presentations before the board shall be limited to five minutes per subject or topic.  If a group has requested to appear, they shall appoint a spokesperson who will make the presentation before the board.


Board members and administrative staff are not required to respond to questions from the public, since doing so could be in violation of the Open Meeting Act.  The board will not vote on items discussed on the public participation section unless the item is already on the agenda or the item meets the legal requirement of new business.


However, questions may be referred to the superintendent for a later report to the board.  The board may also choose to place such items on the agenda of a later meeting.


The board will not hear personnel complaints unless proper legal and administrative procedures concerning complaints have been followed.  No speeches for or against candidates for political office will be permitted.

Reference:  25 O.S. 311 (Section 533, School Law Book, 1996)
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OPEN RECORDS


The board of education, with a belief that the people are vested with the inherent right to be fully informed about their schools, hereby states its willingness to make records of the board available to the public whenever appropriate and in compliance with the state's Open Records Act.


The superintendent shall designate at least one person who is authorized to release records of the school district for inspection, copying or mechanical reproduction. At least one such person should be available for such duty during the regular business hours of the school district.

References:  51 O.S. 24A (Sections 538-557, School Law Book, 1996)

 213.10..R.1
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 REGULATION



OPEN RECORDS ACT ENFORCEMENT GUIDELINES


1.  All public body records are open to any person for inspection, copying, or reproduction during regular business hours, except as provided by the Oklahoma Open Records Act.


2.  The act does NOT apply to records specifically required by law to be kept confidential, including records of what transpired during meetings lawfully closed to the public (such as board executive sessions).


Designated persons are authorized to produce or distribute material for inspection, copying or record searching.  The superintendent, district treasurer and board clerk will be in charge of financial material and data.  The superintendent, building principal, counselor and secretary will handle school policies and student information and records that may be released to the public via the Family Educational Right to Provacy Act of 1974 if appropriate legal requirements are met.
3. The Newkirk Public School shall keep the following personnel records

      confidential:

a. Which relate to internal personnel investigation including examination and selection material for employment, hiring appointment, promotion, demotion, discipline or resignation

b. Where disclosure would constitute a clearly unwarranted invasion of
personal  privacy, such as employee evaluations, payroll deductions or employment application submitted by persons not hired by the public body

The Newkirk Public School shall keep the following information and records            confidential:


    a.  Individual student records

    b.  Teacher lesson plans, tests and other teaching material


    c.  Personal communications concerning individual students
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The Newkirk Public School shall keep those records specifically required by law to be kept confidential including:


    a.  Records not discoverable under state law, such as material prepared in


         anticipation of litigation or trial


    b.  Records protected by a state evidentiary privilege, such as the attorney-


         client and the identity of informer privilege


    c.  Records of what transpired during meetings of a public body lawfully closed


         to the public, such as executive sessions authorized under the Oklahoma
                    Open Meeting Act.


4.  The school district may charge a fee only for reasonable, direct costs of document reproduction or copying.  Therefore, (according to the maximum amount listed in the act), 25 cents per page will be charged for document copying, and $1.00 for a certified copy page.


5.  However, if the request is solely for a commercial purpose (other than for the news media) or would clearly cause excessive disruption of the public body's essential function, the body may charge a fee of $10.00 per hour to recover direct costs of document search.


6.  No search fee can be charged when release is in the public interest.  Public interest includes seeking to determine if officials are honestly and competently performing their duties.


7.  A written schedule of the fees will be posted at the office of the superintendent and with the county clerk.


8.  The superintendent or designee may waive charges at his or her discretion.

Reference:  51 O.S. 24A.5 (Section 542, School Law Book, 1996)   
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RESOLVING SCHOOL-RELATED CONFLICTS


The board of education believes that the school district can operate most efficiently and can deal most effectively with problems which arise in personal manners if the problems are resolved at the lowest level of administration possible.  


Therefore, the board requests that problems which parents or students have with an individual teacher or classroom situation be taken to the individual teacher for resolution.  If that resolution is not satisfactory, the parent or guardian of the student should contact the school principal for resolution.  If the results of a meeting with the principal are not satisfactory, the problem should be taken to the superintendent.  If all of these avenues of conflict resolution have failed to provide a satisfactory resolution of the issue, the parent or guardian should request to be heard by the board of education at a board meeting.  


The school counselor may be involved at any level of the problem resolution process if circumstances dictate.


School employees may follow the same procedure starting with a conference with the building principal or immediate supervisor.


All persons are asked to complete and sign a Newkirk Public School complaint form stating the problem or complaint prior to appearing before the Board of Education.
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MEDIA RELATIONS

AND

NEWS RELEASES

Media Relations

     
The board of education recognizes the need for the district to be accessible to the media and charges the superintendent with the responsibility for the dissemination of information and informational materials to the news media.  The superintendent shall develop procedures by which district employees and others shall channel information directly to the media or to the superintendent or his or her designee for release.

News Releases

     
The board of education supports the right of the public to know about the programs and services of the district, and will encourage all efforts to disseminate appropriate information about the district, its people and programs.  The superintendent or designee shall be responsible for preparing and disseminating frequent news releases about the district and its programs to the news media.
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                                                                                                                            ADOPTION AND REVIEW 

OF POLICY

The policies of the board of education will be reviewed annually.  Policies are guides for action by the administration, who then sets the rules and regulations to provide specific directions to district personnel.  Changes, additions, or deletions may be made subsequent to this annual review.  However, requests for the board to consider changes in policies may be made at any time.  Suggestions should be submitted in writing to the superintendent or the president of the board.


  The board believes that the two most important ingredients of a legitimate suggestion for policy change are these:

    1.  the need (or problem) is well-documented with numbers, dates, and figures 

    2   the solution suggested is feasible for the school district


Policy changes may appear on any board agenda.  However, final adoption of any policy change must be postponed for 30 days after original consideration, unless the board votes to declare an emergency for the policy change.


The board of education is aware that board action, in and of itself, may be interpreted as establishment of policy.
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ACTION IN THE 

ABSENCE OF POLICY

In cases where action must be taken involving the operation of the school district and in which no policy has been established by the board of education, the superintendent will have the authority to act, using his or her own best judgment and based on what he or she believes the policy of the board of education would be, if it existed.  Such emergency policy decisions will be reported to the president of the board as soon as practical and to the board at its next meeting.  The board will determine at that time whether or not a permanent policy should be established.
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MANAGEMENT

 OF SCHOOL FINANCES

Preparation and Adoption of a Budget

The board of education, with the assistance of its executive officer and staff, shall prepare the budget before the regular meeting of the board in June of each year.   A tentative budget shall be considered and approved or rejected by the board prior to the beginning of the next fiscal year (July 1).

     
No later than 15 days prior to adoption of a final budget, the board shall include, in its regular board agenda, a public hearing for the purpose of taking public comment on financial matters, including past and future expenditures, of the district.  

     
The final budget will be completed no later than 45 days after the district's estimate of needs is approved by the county excise board.  It shall include functional categories as defined in rules prescribed by the State Board of Education.

     
No later than July 31 the board shall prepare a statement of actual income and expenditures of the district for the fiscal year that ended on the preceding June 30.  A copy of the statement will be posted in the administrative office of the board and the school library within five days of the development of the final statement.

Control and Audit of Funds
   
The board of education shall exercise control over and be responsible for all funds on hand or hereafter received or collected from any and all sources.  The board shall provide for an annual audit of all funds including the general fund, building fund, special funds, and student activity funds.

Responsibility for Fund Accounting
     
The treasurer of the district shall receive all funds belonging to the school district and report such receipts to the clerk or secretary of the board as directed by the board.  All claims and warrants to be paid shall be approved by the board and submitted to the treasurer for payment from these receipts.  The treasurer shall promptly pay the approved claims and warrants within the provision of the school budget and appropriations available to pay same.












  218











2 of 4 Pages

General Accounts
     
The treasurer shall keep general accounts showing all of the receipts, appropriations, and expenditures of the district, which shall be available for inspection by members of the  board of education or its designated officials at all times.

References:  70 O.S. 5-134.1
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DESIGNATE “OPERATING” AND “INVESTMENT FUNDS” 

AND PERMISSION TO INVEST

     In compliance with the provisions of 70 O.S. 5-115, S.L.O. 64 as amended, the school board shall, each month, set aside funds to an operating account and to an investment account and review the investment performance of the treasurer on a regular basis, which is no less than once per month.  The school district treasurer is authorized by the Board of Education of Newkirk Public Schools to invest the full amount of the investment account.

1. Direct obligation of the United States Government to the payment of which the full faith and credit of the Government of the United States is pledged;

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

3. Certificates of deposits of banks when such certificates of deposits are secured by acceptable collateral as in the deposit of other public monies;

4. Savings accounts or savings certificates of savings and loan associations to the extent that such accounts or certificates are fully insured by the Federal Savings and Loan Insurance Corporation.  Provided, that the income received from the investments may be placed in the general fund of the governmental subdivision to be used for general governmental operation;

5. Repurchase agreements that have underlying collateral consisting of  those items specified in paragraphs 1 and 2 of this subsection 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,  municipatlity or school district is a beneficiary thereof.  All collateral pledged to secure public funds shall be valued at no more than market value.  The income received from an investment may be placed in the general fund of the governmetal subdivision to be used for general governmental operations, the sinking fund, the building fund, or the fund from which the investment was made;
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7. Money market mutual funds regulated by the Securities and Exchange Commission and which investments in those items and those restrictions specified in paragraphs 1 through 6 of this subsection;

8. Warrants, bonds or judments of the school district; or

9. Qualified pooled investment programs, the investment of which consist of those items specified in paragraphs 1 through 8 of this subsection, 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 Section 5-117b of this title, and the program must be approved by the board of education.

    The school district treasurer is hereby authorized to invest funds at the best rate of interest for each investment transacted.  The bids will be solicited from banking institutions and credit unions as well as brokerage firms.  The school district treasurer has the authority by state statute (Title 62-348.1) to execute orders to buy and/or sell investment instruments through a licensed broker and pay a reasonable commission or fee for this service.

    The school district treasurer is also authorized to withdraw funds from the Investment Account as necessary to meet emergency  requirements which cannot be covered by funds from the Operating Account, and to deposit cash received during this period in either the “Operating” or the “Investment” account as deemed desirable after analysis of the cash requirements at the time such cash is received.

     THIS WRITTEN INVESTMENT POLICY AUTHORIZED BY TITLE 62-348.1 OF OKLAHOMA STATE STATUTES.  Approved at regular meeting of the Board of Education of Newkirk Public School, Independent School District #29, at Newkirk, Oklahoma on Oct. 4, 1999.  
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 EXPENDITURE OF DISTRICT FUNDS
Purchasing
     
No member or officer of the board of education shall receive financial benefits from the purchase of goods or services for the district.  All purchases must be approved by designated representatives of the Superintendent.  All purchases shall be made in strict conformity with local requirements as set forth in the State Laws of Oklahoma.


The official policy concerning the expenditure of funds for any school-related activity initiated by an employee must be submitted on a written requisition, approved by the appropriate administrator, and sent to the Superintendent.  Nothing is to be purchased or ordered without first turning in a requisition to the proper administrator and receiving approval.

Consideration of Vendors
     
All dealers and vendors of school supplies and/or services shall be treated in an equitable manner.

Protection of District Interests
     
All equipment, materials, supplies, and services received by the school district shall be checked by the proper school district representative to see that the terms and specifications of the purchase order have been met.

Records of Purchases
     
The board shall keep a written confirmation of all purchases.  This record shall include the purchase order, a signed copy of the bill, and a claim showing time of payment.

Inventory
     
The superintendent shall be responsible for maintaining an accurate inventory of materials and equipment in the district.  Inventories shall include date of purchase and cost.  An inventory check shall be made each year.  A copy of each inventory is to be filed with the building principal.
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FINANCIAL RECORDS

The school district treasurer shall keep general accounts showing all of the receipts, appropriations, and expenditures of the district, which shall be available for inspection by members of the board of education or its designated officials at all times.


The board of education shall keep a written confirmation of all purchases.  This record shall include the purchase order, a copy of the invoice, and a record of payment.

Reference:  70 O.S. 5-115
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            ACTIVITY FUND OVERSIGHT

The board of education of the school district believes that the fiscal responsibility of governing a local school district, including oversight of all school funds, is a very important responsibility.  Therefore, the board of education shall require that school activity organizations and associations have board of education oversight.


However, in compliance with state law, the board of education shall sanction exemptions of organizations for parent teacher organizations or associations, or organizations for student achievement under conditions as follow:

1.  The organization shall submit written application for exemption to the board of education.

2.  The application shall include the name and purpose of the organization, the name and address or the president and treasurer, the requirements for membership and a financial statement of the organization.

3.  The board may require a fiscal and/or performance audit of the organization.

4.  Exemptions shall be made for no longer than the current fiscal year.

References:  70 O.S. 5-129.1 (Section 88, School Law Book, 1996)


         H.B. 2107, 1996 Legislative Session
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ACTIVITY FUND

The board of education shall exercise control over all funds received or collected from student or other extracurricular activities conducted in the school district.  At the beginning of each fiscal year, and as needed during each fiscal year, the board shall approve all school activity fund subaccounts and all subaccount fund-raising activities.
Handling Activity Fund Money


The board of education believes that a sound system of activity fund accounting will make possible an accurate determination of the cost of an activity, will facilitate auditing procedures, and will safeguard and protect both the funds and the persons responsible for handling the money.  To that end, no collections; proceeds from any contract;  proceeds from the sale, lease, or rental of property; or interest from student fund-raising shall be deposited or transferred to any subaccount under the control of the administration unless board approval has been given.  The board shall assure that the public is informed concerning fund-raising activities and the subaccount into which the money will be deposited.
Activity Fund Drives

Student and Teacher Involvement:  All drives for funds in schools by school children and teachers shall be banned except for ticket sales and approved promotions.    All drives for funds in the schools must be approved by the board of education.


Special Collections and Funds:  Student and faculty will be allowed to take collections and solicit funds for flowers, or gifts, in such instances as the death of a student or a teacher.  However, permission to take collections and/or solicit funds under such circumstances must be granted by the principal at the school site.

References:  70 O.S. 5-129 ( Section 87, School Law Book, 1998)

                     HB 1176, 1999 Legislative Session
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HANDLING

 SCHOOL ACTIVITY FUND

 MONEY

The board of education believes that a sound system of activity fund accounting will make possible an accurate determination of the cost of an activity, will facilitate auditing procedures, and will safeguard and protect both the funds and the persons responsible for handling the money.


A central bookkeeping system for the school activity fund will be maintained at the direction of the Superintendent.  Such accounting system will show a complete record of receipts and expenditures of each activity account of all departments.  Such records are available at all times to instructors, sponsors and to the public in general.  (Subject to open records policy.)


The activity fund custodian will furnish a detailed report to the board of education monthly for approval.  The report will show a financial position of each account.


Activity fund money is kept in an interest-bearing checking account.  Interest earned will be used at the discretion of the school board.


If money is left in an activity fund account after the purpose of the account has been served, it may be transferred to the general fund of the board of education.  Such transfers will be made only upon approval of the board of education.
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 REGULATION

HANDLING SCHOOL ACTIVITY FUND MONEY
Introduction
1.  The board of education shall exercise control over all activity funds in all subaccounts.

2.  Disbursements shall be made by check.

3.  No funds in one subaccount may be used to pay purchase orders from another account unless a transfer of funds is granted by the board.

4.  No subaccount may have a negative balance at any time.

5.  Purchases from the activity account are payable when a check request  is obtained  and an invoice/receipt is presented to the activity fund custodian.  Exceptions may be made

     a.   to refund money to an individual who uses personal funds when an invoice is presented and determination is made that a legal expense of the activity has been incurred.

     b.  to provide a sponsor of an activity advance travel expenses on behalf of the school district, with receipts for all expenditures submitted after the trip.

6.  Sponsors shall be held responsible for the collection and expenditure of each organization's funds.  Duplicate receipt books will be used by employees for collecting fees and other monies.  Approval of the sponsor and building principal are required before purchases are made from the school activity fund.

7.  In the event that money is collected during the school day, the money shall be turned in to the office at the end of the day.

8.  No money shall be kept outside the school office longer than the end of the first school day following the collection of the money.

9.  Money shall be turned in daily for activities which take place over a period of time.
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Before an Activity
1.  The sponsor of each organization shall be responsible to notify the activity fund custodian that change will be needed for a particular activity.  Notification shall be made not later than 9:30 a.m. the day of the scheduled activity.

2.  The activity fund custodian shall prepare a change box for each activity.

3.  The sponsor shall sign a receipt for the change.

During the Activity
1.  The sponsor shall maintain supervision over each person handling activity funds.

2.  The sponsor shall account for all admissions and products sold.

3.  At the end of each activity the sponsor shall count the money and prepare it by wrapping coins and bills for bank deposit.

After the Activity
1.  The sponsor and the secretary or principal shall count the money.

2.  On the first school day following an activity, the sponsor shall take all monies, including the initial change, to the office for deposit.

3.  Money for all school activities and fees must be deposited with the activity fund custodian, who shall write a receipt and give a copy to the sponsor.

4.  The activity fund custodian shall record entries to the proper ledgers and reconcile cash daily.

5.  The activity fund custodian shall prepare deposit slips for bank deposits and make such deposits on a timely basis.
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Expenditure of Funds
1.  Before a purchase is made, the sponsor shall determine if funds are available for the item(s) to be purchased.  No expenditures may be made from an account without funds on hand.

2.  The sponsor shall request by purchase order for funds to be encumbered for items to be purchased.

3.  After the purchase order is approved, the sponsor may make the purchase and present the receipt to the activity fund custodian for payment.

4.  The activity fund custodian receives and checks invoices, prepares requests for payment, mails checks, and posts withdrawals from accounts as they occur.

5.  Payment is made by check requiring an authorization form signed by the activity fund custodian and the superintendent.
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CALENDAR APPROVAL


The board of education believes that construction of the school calendar should take place after a thorough review and input from those who will work most closely with the calendar.  Therefore, the school administration, with the assistance of faculty representatives, will construct a school calendar in the spring of each year for the next school year.  This calendar will be presented to the board of education for its inspection, comments, disposition, and/or approval or disapproval.
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AUTHORITY AND DUTIES

 OF THE SUPERINTENDENT

    
 The superintendent of  schools is employed by the board of education and reports directly to the board.  It shall be the duty of the superintendent

                                                                                                                                                                                                                                                                     
     to carry out the policies and decisions of the board,


     to serve as a role model for the students and the school employees, 

                                                                                                                                                                                                                                                                   
     to recommend to the board for employment individuals to serve as principals,

                 teachers and other employees,

           
     to work with all school personnel,

                                                                                                                                                                                                                                                                    
     to provide the best possible program of studies for students of the district and 

                 the  community and

     
     to provide leadership in assuring a full range of curricular and extracurricular 

                 activities  and in keeping all phases of the total school program in proper 

                 balance.


As the board of education delegates authority to the superintendent, the superintendent may in turn re-delegate it to other employees; but in all instances, the superintendent will be held accountable to the board of education.


Other additional or more specific duties of the superintendent may be determined by the board of education in relation to the district's needs and goals or to the community it serves.

Refrences:  1 O.S. 116 (Section 18, School Law Book, 1996)

                   5 O.S. 106 (Section 55, School Law Book, 1996)
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EVALUATION

 OF THE SUPERINTENDENT

The board of education believes that the interests of the students and the district as a whole can be best served by regular and thorough evaluation of all employees, including the superintendent of schools.


The annual evaluation of the superintendent will be held in October unless the time is change by board action.  A written evaluation form will be given to each board member at the September meeting for responses.  The board president will compile such responses into a consensus of the board.  The board will discuss the evaluation with the superintendent and will make suggestions for improvements, if applicable.  The rehiring of the superintendent for the subsequent school year will be based in large part on this evaluation.

Reference:  70 O.S. 6-101.10 (Section 118 School Law Book, 1996)

SUPERINTENDENT EVALUATION


YEAR ___________
Name of Superintendent:  ___________________________________________

Board Member:  _____________________________________

Direction:
Circle the response that best reflects the consensus of the board with regard to each of the following.

3. Appropriate Level of Performance

2. Area for Growth
1. Unsatisfactory, Needs a Plan for Improvement
Superintendent:

1.
Prepares carefully for board meetings.



3
2
1

2.
Provides ample information to enable board members to

3
2
1


make decisions.

3.
Involves administrative staff members in board meetings.

3
2
1


4.
Is responsive to concerns of board members.



3
2
1

5.
Answers questions of board members promptly.


3
2
1

6.
Works with media effectively
.




3
2
1

7.
Follows up promptly on requests of board.



3
2
1

8.
Keeps board informed about school operations.


3
2
1

9.
Delegates responsibilities and authority to subordinates.

3
2
1

10.
Implements board policies.





3
2
1

11.
Interprets board policies to staff.




3
2
1

12.
Is effective in management of business and fiscal affairs.

3
2
1

13.
Advises the board on need for new and/or revised policies 

3
2
1


and procedures.

14.
Is adept in personnel management.




3
2
1

15.
Conducts employee relations skillfully.



3
2
1

16.
Is effective in short and long range planning.



3
2
1

17.
Anticipates problems and is effective in preventive actions.

3
2
1

18.
Maintains good relations with local governmental leaders.

3
2
1

19.
Is effective in working with state legislative leaders.


3
2
1

20.
Maintains effective working relationships with state department
3
2
1


            of education.

21.
Knows how to pace self.





3
2
1

22.
Engages in activities to promote own professional growth

3
2
1


and development.

It is recommended that this administrator:

________ 
Continue in Present Assignment

________
Be Reassigned

________
Develop a Plan of Improvement

________
Dismissal, based on unsatisfactory progress toward improvement.






____________________________________






Signature of Evaluator

________
I have seen this evaluation report.

________
I wish to attach clarification statements.







____________________________________







Signature of Administrator

CRITERIA FOR ADMINISTRATOR EVALUATION
1. Provides leadership and supervision for instruction

A. Helps staff develop meaningful goals for the school.

1. Provides a written site improvement plan that supports the districts’ Comprehensive Local Education Plan describing school goals, objectives, and staff development activities.*

2. With the staff, develops goal statements that are the result of a needs assessment, a written analysis of student test scores and other data as well as community input.*

B. Assists teachers in establishing meaningful goals, objectives, and evaluation procedures.

1. Provides a written analysis of student test scores and other data to assure that the various student populations are benefiting from the instructional program.*

2. Assists the staff in monitoring student progress.*

3. Works with staff to establish curriculum objectives, sequence and lesson objectives.*

C. Assists teachers in evaluating their methods and materials.

D. Regularly visits classrooms.

E. Assists and encourages teachers to adjust their educational program to meet individual student needs and abilities.

F. Assists teachers in using community resources in their instructional program.

G. Assists teachers in providing a classroom atmosphere conducive to good learning situations.

H. Works with the staff to assure that all learners are involved in the learning process.*

I. Assists teachers in developing satisfactory growth in basic skills for all students.

J.    Systematically supervises and evaluates teacher utilization of teaching supplies and care of equipment and facilities.

K. Abides by district policy and philosophy in work and activities.

L. Provides leadership and assists in the development of philosophy, policy, and curriculum in school.

M. Uses a minimum of instructional time for noninstructional routines thus maximizing time on task.*

2. Maintains productive relationship with staff

A. Works with the staff in collegial and nonthreatening ways to promote and improve instruction.*

B. Sets high expectations for staff.*

C. Educates the staff to recognize and display the teaching criteria upon which evaluation is conducted.*

D. Stimulates staff participation in all phases of the operation for which responsible.

E. Maintains positive and equitable performance appraisal procedures for staff.  Uses tact in its administration.

F. Maintains a respect for the dignity of all the individuals concerned in disciplinary action.

G. Provides staff members security and freedom to do good work.

H. Works with staff in cooperatively establishing fair and equitable teaching and non-teaching responsibilities.

I.   Develops staff morale that supports staff members so they feel successful and identify with the school effort.

J. Provides opportunities for selected professional development experiences for staff. 

3. Provides leadership for students

A. Works with staff to develop and communicate defined standards of conduct that encourage positive and productive behavior.*

B. Provides written discipline policies to which students are expected to perform.*

C. Administers discipline with student learning rather than punishment as the objective.

D. Aids students in developing responsibility for their own conduct.

E. Encourages students to assume responsibility for the behavior of their peers and the neatness of their school.

F. Encourages students to respect the rights, properties, and opinions of others.

G. Understands and respects students as individuals.

H. Encourages in students an appreciation for their civil rights and responsibilities of our democratic institutions.

I. Encourages the development of student behavior based on a sense of moral and spiritual values.

J. Works with the staff to develop programs to recognize academic achievement.*

4. Resourceful in coping with problems

A. Anticipates problems.

B. Supports staff in conflict situations.

C. Involves students and staff in developing and maintaining reasonable standards of conduct.

D. Assumes leadership in solving school problems.

E. Helps teachers understand the sources of important problems they are facing.

F. Has the relevant facts before making important decisions.

5. Efficiently organizes school operation

A. Provides clear and consistent written and oral directions.

B. Minimizes classroom interruptions.

C. Plans and holds staff meetings only as needed.

D. Does not require unnecessary paperwork.

E. Administers attendance policies.

F. Assumes responsibility for health and safety of students in the school.

G. Is willing to make decisions that may be unpopular yet be best for the overall program.

6. Actively promotes positive community relationships

A. Provides opportunities for community members to become involved in school activates.

B. Solicits input from the community to develop goals for the school.

C. Makes use of educational resources from the community.

D. Constructively interprets the school program and the policies to the community.

E. Keeps the community informed concerning the school program.

F. Encourages teachers to maintain communications with parents.

7. Continues professional development

A. Uses ideas from professional magazines and bulletins.

B. Attends and contributes to professional meetings.

C. Takes advantage of opportunities for professional growth that are available beyond the requirements of the district.

8. Provides leadership for innovation

A. Develops projects to focus on special problems.

B. Supports teachers who systematically plan innovative projects and techniques.

C. Plans carefully the goals, objectives, and evaluation of new projects and procedures.

D. Makes decisions about continuation based on evaluation information.

E. Is receptive to new ideas.

9. Maintains facilities conducive to learning.

A. Establishes and maintains rapport with staff and students, providing a pleasant, safe and orderly climate for learning.*

B. Provides for availability of supplies and equipment.

C. Provides needed resources for staff.*

D. Maintains neat, attractive office.

E. Effectively maintains plan with the resources available.

F. Maintenance and utility costs of buildings compare favorably with like schools in the area.

G. Encourages students to show school pride in the buildings and school.

H. Leads the school or office in economical use of materials and supplies.

10. Has personal characteristics related to school administration

A. Exercises administrative discretion in a manner which is not arbitrary, capricious, unfair, or unreasonable.

B. Shows respect, concern, and warmth for others and an understanding of individual problems of both students and adults.

C. Attempts to correct personal habits and mannerisms that detract from effective leadership.

D. Is enthusiastic about the school.

E. Accepts constructive criticism profitably.

F. Gives full consideration to majority and minority opinions.

G. Shows initiative required of an administrator.

11. Maintains productive relationship with board of education (for superintendents only)

A. Board members are kept fully and accurately informed about the school program.

B. Notices and detailed explanations are sent well in advance of special and regular board meetings.

C. Accurate financial accounting of all school monies is given at every regularly scheduled board meeting.

D. Works with the board members to develop and maintain the currency of a school board policies manual.

E. Makes effort to nominate fully qualified candidates for appointment to the school staff.

F. Keeps the board members informed on all new legislation affecting education.

G. Keeps the board members informed of new innovations in education.

H. Works with board members to develop a policy for systematic evaluation of the performance of all school staff.

12. Other items not previously included.

Other items that have not previously been included, but, in the opinion of the teacher and/or evaluator, are significant, should be rated here.  Explain the nature of these items on the reverse side of the appraisal form.
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SECTION 300 

GENERAL ADMINISTRATION
301  Emergency Plans and Fire Drills

         301. R.1  Emergency/Evacuation Plan

         301..R.2  Inclement Weather Procedures

302   Emergency Plans and Bomb Threats 

          302..R.1 - Bomb Threat Procedures

          302..R.2 - Emergency Telephone Numbers

303  School Safety -  Healthy and Fit School/ Safe School Committee 
304  Vandalism

305  Transportation

306  Use of School Bus for Nonschool and Extra-curricular Activities

307  Use of Tobacco on School Grounds

308  Use of School Facilities

309  Maintenance of Facilities

310  Parental Involvement

311  School Visitors

         311..R.1  Appeal Process for Board Visitors

312  Bloodborne Pathogens

         312..R.1  Handling Bloodborne Pathogens

313  Drug-Free Workplace
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314  Drug Screening

        314..R.1   Drug Screening

        314..R.2   Drug Screening Consent Form

        314..R.3   Drug Testing

315  Felony Records Search

315.10  Felons/Sex Offenders and Employment

315.20  Grievance/Complaint Procedure

 315.20..R.1   Regulation Grievance/Complaint Procedure

 315.20..R.2   Regulation Grievance/Complaint Form

316  Sexual Harassment

317  Transfer and Release of Confidential Information

318  Parental Inspection of Sex Education Materials  

319  Minute of Silence
                                                                                                          301

EMERGENCY PLANS 

AND 

FIRE DRILLS
    
The principal and faculty members of each school building will develop and implement fire and emergency procedures for the orderly evacuation of all buildings upon the sounding of a distinctive audible signal designated as the fire alarm.  Directions indicating where students are to go and the route to be taken should be posted in each classroom.  These procedures will be developed to ensure the complete safety of children and other school personnel.  Procedures for tornado emergencies will also be developed. 
     
Fire and emergency drills will be practiced at least two times each semester of the school year.  The first fire drill shall be conducted within the first 15 days of each semester.  The second fired drill must occur after the first 30 days of each semester.  Tornado drills will be practiced at least two times during the school year.   All student and teachers shall participate.


Each drill shall be documented in writing at each school site.  The records for each fire and tornado drill shall be preserved for at least three (3) years and made available to the State Fire Marshal or his designee upon request.  

A copy of the emergency preparedness plan will be provided to local emergency management officials of the county.  A copy of the plan is on file at each school district site.
References:  63 O.S. 176 (Section 1043, School Law Book, 1997)

                    Amended by S.B. 764, Section 1, 1994 Legislative Session

                    State Department of Education accrediting officer will verify that fire 

                    drills are conducted as required.


         63 O.S. 681
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REGULATION

EMERGENCY/EVACUATION PLAN

Purpose

     
The purpose of this emergency/evacuation plan is to clearly establish authority and responsibility for administrative actions when it becomes necessary  to close the school, evacuate students, cancel school activities, delay school openings, provide for early dismissal, or change transportation times and/or routes because of disasters, emergencies, inclement weather or other reasons.

Authority

     
The superintendent is responsible for administering the district emergency/evacuation plan.  He/she will establish rules, regulations and procedures for administering and using the district's facilities, equipment, supplies and staff during an emergency or disaster.  The superintendent shall be responsible for the general supervision and welfare of the students and staff of the school district.  He/she is authorized to cancel or postpone social events, club meetings, sports events, adult programs and other activities that function in various buildings or grounds of the district.  He/she is also authorized to work with other agencies as legally required or as necessary.  In the superintendent's absence another person shall be delegated this authority.

District Protection

     
If an emergency occurs when school is in session, or at other times and under circumstances that would necessitate action by school district employees or that would involve the emergency use of school facilities, supplies or equipment, the superintendent is authorized to initiate the emergency/evacuation plan and to take other action required to protect the interests of the school district.

Legal Protection

     
The board shall provide liability insurance to include legal counsel to protect its agents, employees and board members for any liability resulting from supervision of students during an emergency.

Guidelines

     
1.  The superintendent shall assume responsibility for protection of students, employees, facilities and equipment.  Police, health and other agencies may be used as necessary.
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 2.  The emergency and evacuation plans shall function through the administrative chain of command since emergencies require spontaneous decisions and immediate actions.

     
3.  During a major emergency or disaster, deliver students to their homes as soon as such  delivery can be organized and carried out in an efficient, orderly and safe manner.  A higher authority (police or fire personnel) may direct all personnel to evacuate to a specific destination or to provide for mass care.

     
4.  Students shall be released to parents as soon as such release can be made in an orderly, safe and nondisruptive manner in accordance with controlled release procedures.

     
5.  The superintendents will provide for communication  to the board president about the major emergency or disaster at the earliest possible time. Minor emergencies caused by inclement weather, temporary flooding, loss of utilities, employee or student disturbances, fire and bomb threats, accidents and breakdown of building equipment may be communicated through board administration advisement procedures.

     
6.  The superintendent will coordinate activities with other agencies affected by the emergency through leadership, direction and communication.

    
 7.  Facilities and equipment will be maintained under district jurisdiction of school administrators until the primary responsibility of using them and the welfare of the students has been resolved.

    
 8.  Use district supplies, equipment, facilities and staff for the welfare of the students and staff. To the degree possible, a record should be kept for future accountability.

     
9  District responsibility for evacuation of students and employees of the district does not imply that district staff, facilities and equipment cannot be used in a cooperative effort with other agencies after the primary responsibility is complete.  District students attending other schools shall be evacuated in accordance with plans prepared by those agencies and will be the responsibilities of those agencies.

    
10.  Communicate with employees, related agencies and the public through an established emergency notification procedure. 
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REGULATION
INCLEMENT WEATHER PROCEDURES

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 will be broadcast over  KIRK-TV (Channel 8), KFOR-TV (Channel 4), KOCO-TV (Channel 5), KLOR 99.3 FM (Radio),KIXR 104.7 FM (Radio) and WBBZ 1230 AM (Radio).
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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EMERGENCY PLANS

 AND

 BOMB THREATS


The board of education takes very seriously any threat of violence to the school. Bomb threats of any kind will not be taken lightly.  Quick and appropriate measures will be taken to deal with such circumstances.  Appropriate discipline will be taken toward any student found to be responsible for such acts. 
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REGULATION

BOMB THREAT PROCEDURES

     
In the event of a call or notice to the effect that a bomb has been placed anywhere on school grounds, the following procedures will be followed:

  1.  Immediate evacuation of the school  and all buildings

  2.  If the call were not received originally by the fire and police departments, their immediate notification is required.

  3.  A search of the building and premises shall be conducted by the fire department or the county sheriff's deputies.

  4.  If a thorough search has been conducted and nothing found, the administrator in charge will notify the fire department personnel and sheriff deputies so that reentry will be permitted.

  5.  A request for investigation of the incident should be made to the county sheriff.

     
Any decisions concerning the dismissal  of school  and subsequent action after the above procedures have been followed is the prerogative of the superintendent.
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REGULATION

EMERGENCY TELEPHONE NUMBERS

Police  .......................................................................................................362-2414

Sheriff........................................................................................................362-2517

Fire ...........................................................................................................362-3606

Ambulance.................................................................................................362-3131

Hospital..............................................................................................580-765-3321

Gas Company ....................................................................................800-835-1691

Electric Company ......................................................................................362-2121

Superintendent's Office...............................................................................362-2388
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SCHOOL SAFETY
Healthy and Fit School Advisory Committee/Safe School Committee

In accordance with state law, the Newkirk Board of Education has established that each school site shall select a single committee to perform the functions of both the Healthy and Fit School Advisory Committee and the Safe School Committee.  The committee will be composed of at least six members, which will include an equal number of teachers, parents of the children affected, and students and may also include administrators, health care professionals, and business community representatives.  The committee will be selected not later than October 1 of each school year.

The committee will study and make recommendations to the school principal regarding:

1.
Health Issues


A.  Health education


B.  Physical education and physical activity


C.  Nutrition and health services

2.
Safety Issues

A. Unsafe conditions, possible strategies for students to avoid harm at school, 

     student victimization, crime prevention, school violence, and other issues that  

     prohibit the maintenance of a safe school;

B.  Student harassment, intimidation, and bullying at school;

C.  Professional development needs of faculty and staff to implement methods to

     decrease student harassment, intimidation, and bullying; and

D.  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.

E.  Policies and regulations to be revised in light of the Department of Homeland 

     Security’s threat assessment guidelines. 
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The committee shall meet (annually) (as needed) (each semester) (by a specific date).
Responsibilities of the committee include, but are not limited to, the following:

1.
Make recommendations to the principal regarding health issues and services,

            possible strategies for students to avoid harm at school, crime prevention,

            professional development needs of the faculty and staff concerning school safety

            and student health, and methods to encourage the involvement of the community

            members and students.

2.
Review traditional and accepted harassment, intimidation, and bullying

            prevention programs utilized by other state agencies, or school districts.  The

            State Department of Education will provide a list of research based programs

            appropriate for the prevention of harassment, intimidation, and bullying of

            students at school.  If the district implements a commercial bullying prevention

            program, it shall use a program listed by the State Department of Education.

3.
Review the district’s current safety policies and regulations and make 

            recommendations to the administration regarding any changes needed related to 

the Department of Homeland Security’s threat assessment level and required or

proposed actions.

The principal shall give consideration to recommendations of the committee.

Safety Coordinator


In compliance with state law, the board will also designate a safety coordinator for the district.  The safety coordinator is given the responsibility to meet with a committee made up of the principal of each of the school sites and the safety committee chairman for each school site in order to review the suggestions made.  The safety coordinator will then be responsible for reporting the findings and making recommendations to the superintendent and the board.

Safety Signs


In further compliance with state law, the administrator of each school site shall post a sign in the school building which reads as follows: “Felony charges may be filed against any person committing an aggravated assault or battery upon any school employee.”












 303











3 of 3 pages 



Employees who are victims of assaults and/or battery while performing school duties shall notify the superintendent, the building administrator or a member of the Safe School Committee of the incident within 30 days of the incident.  The building administrator or committee member shall report such incidents to the superintendent.  The superintendent shall determine the action to be taken as a result of the incident.  The said victim of the assault and/or battery shall be informed of the action taken.  If the employee is not satisfied with the action, he or she may ask to be heard by the board of education.


The superintendent shall notify the State Department of Education of all such incidents of the previous year on July 1 of each year.  The report shall include a description of the battery or assault and the final disposition of each incident.


Nothing in this policy shall be meant to prevent the school employee himself/herself from filing criminal charges.

Dissemination of Policy


A copy of this policy will be delivered to each school employee at the beginning of each year.

Reference:  70 O.S. 24-100


       Section 487.a, School Laws of Oklahoma


       SB 1071, 1996 Legislative Session


       HB 1765, 2001 Legislative Session

Note #1:  Safety signs and a policy for signs are required by HB 1765, 2001 Legislative Session  












304

VANDALISM

     
The board of education believes that school administrators should give high priority to  investigations involving threats and/or assaults upon school administrators, teachers and other employees or vandalism of school property and the property of school administrators, teachers and other employees.  This is imperative for the protection of the school system, administrators, teachers and employees, and for the overall morale and discipline within the school system.


The board further resolves and directs that the appropriate discipline for students found guilty of acts stated above shall be suspension of not less than one semester. 

     
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.

     
All persons who are aware of incidents of vandalism, breaking and entering, and/or  theft of school  property should report the facts at once to the superintendent.  A written report shall be made when the superintendent deems it necessary.  No money is to be left in the buildings overnight

     
The superintendent is authorized to sign a criminal complaint and to press charges against perpetrators of vandalism to school property.
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TRANSPORTATION

Purpose

            The board of education believes that the purpose of  maintaining  and operating a transportation system as part of the general school program shall be to provide adequate and safe transportation to and from school and other school trips deemed part of the educational program. In carrying out this transportation program, the district supports the following goals:


Operation
            School buses shall be adequately maintained to provide safe transportation to all students entitled to such service.

             Routes

             Each bus shall be operated on its designated route which has been assigned by the superintendent.  Buses are allowed to travel and pick up students on official county, state, city and federally designated or dedicated, regularly maintained public roads.  Also, buses should not go onto private property or into private driveways, unless the superintendent or transportation director determines that a safety factor and/or a turnaround is involved.  The board of education will not assume the responsibility for two way transportation of pre-kindergarten and kindergarten students.  Parents and students shall be made aware of the routes at enrollment time.

             Maintenance

             Each driver shall immediately report any defective condition of a bus to the school mechanic.  Drivers shall be responsible for minor maintenance to buses---checking the oil, gasoline, water and tire inspections.

              Each driver shall be responsible for keeping the interior of his/her bus clean.  Drivers are also responsible for keeping windows clean to insure proper vision.
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USE OF SCHOOL BUS FOR NONSCHOOL AND 

EXTRA-CURRICULAR ACTIVITIES

Extra-Curricular Activities

     
School transportation may be used  for field trips, extra-curricular activities or school sponsored activities.  The superintendent or designee may authorize the use of private vehicles when a small number of students is involved.

Nonschool Activities

    
The board may furnish transportation for students to attend nonschool activities such as state or county fairs, summer youth programs or community programs.  Board approval is required for each trip.

    
Adults may ride school buses when they are designated as chaperones for the students on the bus at that time.

Use of School Vehicles

The use of school vehicles for any purpose other than official school use is prohibited.
Reference:  Section 214, School Law Book 1996
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USE OF TOBACCO

 ON SCHOOL GROUNDS

The board of education recognizes that tobacco use has been shown to be linked to illnesses and disability and tobacco use is particularly addictive to children and youth.  Therefore, in compliance with state law,  the following policy on smoking and tobacco use is adopted.


Students will not be permitted to use tobacco products of any kind on or in any school property while in attendance at a school sponsored event, or while in transport to or from school (or a school event) in school-authorized vehicles.

   1.  "School property" is defined as all property owned, leased, rented or otherwise used by any school in this district, including but not limited to the following:

        a. All interior portions of any building or other structure used for instruction, administration, support services, maintenance or storage. 

        b. All school grounds over which the school exercises control including areas surrounding any building, playgrounds, athletic fields, recreation areas and parking areas.

         c.  All vehicles used by the district for transporting students, staff, visitors or   other persons.

  2.  "Tobacco" is defined as cigarettes, cigars, pipe tobacco, snuff, chewing tobacco and    all other kinds and forms of tobacco prepared in such manner to be suitable for chewing, smoking or both. 

3.
"Use" is defined as lighting, chewing, inhaling or smoking any tobacco as defined within this policy.

The following policy is adopted for patrons, employees and other adults.  No smoking or other use of tobacco products shall be allowed in any educational facility by any individual during the hours of 7:00 a.m. to 4:00 p.m. when school is in session or at other hours when a class, activity or program for students is in session.  The administration may, at the discretion of the board, designate smoking areas outside the buildings for use by adults during certain activities including athletic events.

The school district administration bears the responsibility for addressing complaints, including asking smokers to refrain from smoking.
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Signs will be posted in prominent places on school property to notify the public that smoking is prohibited.


Employees are warned that violation of this policy may lead to dismissal action.  Patrons who violate this policy will be asked to leave the school premises.  Students violating this policy will be disciplined according to the district’s discipline policy.

References:  63 O.S. 1-1523 (Section 941, School Laws of Oklahoma)

                     HB 2529, 2000 Legislative Session, effective November 1, 2000
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USE OF SCHOOL FACILITIES 

General Information

Organizations and individuals wishing to use school facilities may be required to fill out and sign an application form.  The form may be obtained from the district office.  Application must be submitted at least one week in advance.  Return the forms to the Central Office.  If a rental charge is required, it shall be paid in the Central Office at this time.  All checks shall be made payable to the school district.


The Newkirk board of education intends to limit the use of the Newkirk Public School facilities to those organizations that are located within the Newkirk school district.


School premises shall not be available on occasions or during hours that have been scheduled in advance by the various school principals for school exercises or functions in connection with regular schoolwork.  Scheduling will be done on a first come first served basis by the building principal.  The school district reserves the right to reschedule any or all facilities for another purpose or group should a priority need arise.


School facilities, grounds and equipment shall not be altered without school permission.


Buildings must be cleaned inside and out after the event.  The user will pay for any damage or loss to the building or equipment.


Access to rooms or facilities, including playing fields, other than stated in the approved application, shall not be permitted.

            No intoxicants or narcotics shall be used in or about school buildings and premises, including playing fields; nor shall profane language, quarreling, fighting, or gambling be permitted.


Smoking in school buildings is prohibited, except in designated smoking areas.  Violations of this rule by any organization during occupancy shall be sufficient cause for denying further use of school premises to the organization.


The programs offered in or during the use of any school premises shall at no time contain any matter that might tend to cause a breach of the peace, constitute subversive doctrine or seditious utterances, or agitate for changes in our form of government or social order by violence or unlawful methods.
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Juvenile organizations must have adult sponsorship and supervision.


The person or group receiving permission to use the school facilities shall be responsible in case of loss or damage.


All functions must close by 12:00 a.m. unless special arrangements have been made with the school principal.


The board of education at its discretion may require proof of liability insurance in the amount of $100,000 before using any facility.


No equipment or tools shall be rented or loaned to individuals or corporations without the written approval of the superintendent or designee.


All Newkirk school buildings shall be properly supervised by those employees who open said building.  This means that when a teacher, coach, band teacher or administrator opens a building, he shall be responsible to properly supervise all those persons in the building and be responsible to properly close the building.


Personal property acquired by the district is intended for use by employees of the district within the scope of their employment.  Utilization of school property, including, but not limited to, teaching materials, computer software and hardware, electronic equipment and other equipment outside of the scope of the employee’s employment is prohibited without the express written consent of the building principal.

During School Hours

School buildings, property, or equipment may be used only by student groups for student group meetings or activities which are related to the curriculum during normal school hours.  Such use shall be arranged according to the official school schedule.


The use of school buildings, property, or equipment by students during normal school hours shall be free of charge.  However, consent of the superintendent must be obtained.  The building custodian and a member of the faculty must be present at the school.
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During Nonschool Hours

School buildings, property, or equipment may be made available to student or non-student groups for non-curricular use of a general public interest during non-school hours.  A schedule of fees, rates, and charges is outlined below.


These regulations shall be made available to applicants and the observance of these regulations is a condition of the use of the facilities.

Schedule of Fees, Rates and Charges

1.  The Newkirk board of education will allow Newkirk civic clubs, local youth organizations for yearly banquets, local agricultural related meetings and Newkirk Alumni to use the elementary or auditorium at no charge.  We would limit this use to approximately twice per year.  Activities must be non profit events.


2.  Auditorium - $10.00 per hour plus one additional cleanup hour at $6.00 per hour.


3.  Gym - The high school gym shall not be rented without board permission.  All requests for use of the gym must be made at least 30 days prior to requested date to the Newkirk board of education.  The board meets on the first Monday of each month.  If permission is given to use the gym, there will be a charge of $25.00 per hour plus three additional cleanup hours at $6.00 per hour.


4.  Meeks Field and South Elementary Playground - The use of these two areas must be approved by the board of education at least 30 days prior to the requested date.


5.  Football Field - The use of this area must be approved by the board of education at least 30 days prior to the requested date.  If the lights are used, there will be a charge of $20.00 per hour.  If the dressing rooms and restrooms are used, there will be a charge of $10.00 per hour plus one additional cleanup hour at $6.00 per hour.


6.  Middle School Multi-Purpose Building - $10.00 per hour plus one additional cleanup hour at $6.00 per hour.


7.  Elementary School Kitchen Area - The Newkirk board of education must meet the guidelines suggested by the Oklahoma State Department of Education Child Nutrition Program to recover the cost for the use of the school cafeteria, kitchen area, utilities and require a deposit from damage to the building or equipment.
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School sponsored groups, organizations and individuals wishing to use the Newkirk school cafeteria and kitchen facility will be required to fill out and sign a request for the use of the area and will be required to fill out and sign a hold harmless agreement.


This policy is set forth to cover all individuals or businesses who will be the user of the cafeteria and kitchen area to serve food for a fee to any and all types of groups.  The caterer and/or the non-school sponsored group will be charged for the use of the facility.


Newkirk school sponsored organizations that use the cafeteria/kitchen area and pay a fee to a caterer or person to prepare and serve food, that caterer or person shall be charged the use fee.


Newkirk school sponsored organizations that use the cafeteria/kitchen area and the food is prepared outside the school cafeteria/kitchen and the school organization serves the food, may use the area at no cost.  If a caterer or person is used to prepare the food outside the school facility and then comes onto the school premises and participates or supervises the serving of the food, the caterer or person will be charged the use fee.


Newkirk Public School sponsored groups are:


 1.  All classes Pre-Kindergarten through 12th grade


 2.  Athletics - All Sports Booster Club


 3.  Band - Band parents organization


 4.  Cheerleader organization


 5.  Vocational Agriculture - FFA Mothers Club & FFA Alumni


 6.  All school extra-curricular clubs, groups and organizations


 7.  Vocal Music


 8.  Junior-Senior Prom


 9.  After Prom party sponsored by an approved school organization


10.  Newkirk Classroom Teachers Association


11.  National and State Honor Society


12.  Gifted and Talented


All persons, groups, clubs, businesses and organizations outside the normal school sponsored organizations who use the cafeteria/kitchen to serve food, will be required to pay the use fee for the Newkirk school cafeteria/kitchen area regardless if the food is catered or not.
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The schedule of charges and fees for the use of the cafeteria/kitchen area is:


 1.  $50.00 minimum charge for the cafeteria/kitchen area, including utilities.        


 2.  A $50.00 deposit for loss or damage or school district property.  The deposit will be returned if there is no loss or damage to school district property resulting from such use.


 3.  At least one current Newkirk school cafeteria employee must be present during the use of the cafeteria/kitchen area to supervise the use of the facility.  The school supervisor shall be paid by the caterer or user a flat fee of $20.00


 4.  The cafeteria/kitchen use fee and the deposit must be paid at the time the request for the use of the facility is made.


 5.  It is prohibited for any caterer to use any Newkirk school food, supplies and commodities during the use of the cafeteria/kitchen facility.


 6.  A Newkirk Child Nutrition employee may request to use the cafeteria/kitchen area and be an independent caterer.  The employee must follow the same rules if they act as an independent caterer during their off hours.  Newkirk school employees shall not cater or prepare food as a caterer during their regular working hours.


 7.  Oklahoma State Child Nutrition Program regulation concerning banquets and catering.


School Food Authority may purchase banquet items by using established procurement procedures.  Only school function banquet items may be included in the bid and/or price quotes of other Newkirk Child Nutrition Program purchases.  Non-school function banquet/catering items must be procured completely separate from other Newkirk Child Nutrition Program purchases.  All records for banquet/catering items, whether the function is school or non-school in nature, must be maintained separately.  In addition, the total cost of all meals must be recovered, including not only food, but also labor, utilities, use of equipment, etc.  All meals must be prepared outside regular school preparation hours.  Commodities must not be used in the preparation of any banquet or catering service.
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 8.  All Newkirk school approved organizations and non-school organizations who use the cafeteria/kitchen area and use a caterer, must purchase all banquet items completely separate from other Newkirk Child Nutrition Program purchases.  Newkirk school employees will not order banquet items using the Child Nutrition Program established procurement procedures including bid or price quotes of other Newkirk Child Nutrition Program purchases for any Newkirk school sponsored organization who use a caterer.  The caterer or school sponsored organization must order the banquet items themselves and shall never charge any of the items to the school.


 9.  Janice Logsdon, Newkirk Child Nutrition Fund custodian, can furnish each caterer who will be using the Newkirk school cafeteria/kitchen area to prepare food to serve at a banquet and/or dinner meeting, with a list of vendors that the school purchases food from for the Newkirk School Child Nutrition Program.  The caterer may contact the vendor and explore the possibility of purchasing banquet food and/or supplies.  The vendor might allow the caterer to pick up food and supplies while the vendor is making a delivery to the school, thus eliminating an extra stop for the vendor and possibly saving the caterer the price of an extra stop and/or minimal purchase.  The caterer shall not charge any purchases to the school, and school personnel shall not contact or order food or supplies from a school vendor for a caterer.  The contacting, ordering and purchasing from a school vendor will be the responsibility of the caterer.


10.  All fees collected for the use of the Newkirk school cafeteria and kitchen area for banquet/catering activities and events, must be deposited into the Newkirk School Child Nutrition Program account.


11.  Permission to use the Newkirk school cafeteria/kitchen facilities must be obtained from Janice Logsdon.  Ms. Logsdon’s office is located in the central office area at the high school.  The high school is located at 9th & Main, Newkirk, Oklahoma  74647.

Use of Other Newkirk School Buildings for Catering Services

Caterers or persons who serve food, snacks or refreshments in any Newkirk Public School facility and charge a fee for their services, shall pay a fee to the Newkirk Public School of $25.00 for the use of the building area and put up a $25.00 deposit to cover any loss or damage to the school building or equipment.  The use fee and the deposit are due when the person files the request to use the building.  This regulation includes all other areas of the school, outside the cafeteria and kitchen area.
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REQUEST FOR USE OF SCHOOL FACILITIES
Request for use of _________________________(school facility)

Date of Use ___________________________________

Starting Time_________________________Ending Time___________________

Request made by ____________________________________________

                          (sponsoring group or organization)

Purpose of use __________________________________________________________

Admission charge:  Yes_____  No _____

The following stipulations apply to non-school-related individuals, groups, and organizations.

The undersigned user of school facilities hereby agrees to:

1.  Observe the rules and regulations for the use of school facilities as established in the adopted board policy and regulations.

2.  Assume full responsibility for loss or damage to school district property resulting from such use.

3.  Assume full responsibility for personal injury sustained by any person as a result of such use and waive all school district liability.

4.  Pay the usual and customary fee for such use.

5.  Sign a hold-harmless agreement with the district.

6.  Signing this statement also assures the school district that the sponsoring group or organization has liability insurance.

                                                 ______________________________________

                                                 Signature

Request Approved_______________________Fee_______________________

NEWKIRK PUBLIC SCHOOLS

HOLD HARMLESS AGREEMENT


For and in consideration of the use of the Newkirk School District’s

 _____________________________________________, for the purpose of 

_____________________________________________; we do hereby release

and hold harmless, the Newkirk School District, Independent District No. 29, its

board members, employees and agents from any damage, injury or claim for same that 

may occur during the use of the facilities or while on the premises of the School District.


We further acknowledge that the Newkirk School District has made no

representations as to the condition of the building or facilities as an adequate, safe, or

reasonable facility for the above activity and do hereby assume all responsibility for a

determination that the facility is adequate, reasonable, or safe for such activities.


We further agree that we may be held jointly and severally liable with any

other participant for the cost or claim for damages to the property of the School

District during our participation.







_________________________







Signature







_________________________







Name and/or Name of Organization







_________________________







Address







_________________________







Date
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MAINTENANCE OF FACILITIES


The board of education believes that a well-maintained facility is more conducive to learning and that budgeting can be more structured and predictable with a maintenance schedule.


Preventive maintenance can save money on postponed repairs.  Preventive and corrective maintenance procedures shall be developed and implemented to ensure that each site and building will be clean, in good repair and maintained with consideration for function and aesthetic value.

Reference:  State Department of Education, Standards for Accreditation of Elementary, Middle, Secondary and Area Vocational and Technical Level Schools, 1994, p. 91.
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PARENTAL INVOLVEMENT


The board of education holds the philosophy that parents, and the community as a whole, are very important to the success of the school district.  In implementation of this belief and in compliance with the State Department of Education standards, the board will involve parents in school activities, utilize parental and community resources in the instructional/learning program of the school, and promote use of school facilities before and after regular school hours for parent and community involvement.

Reference:  Printed materials (Standards for Accreditation of Elementary, Middle, Secondary and Area Vocational and Technical Level Schools, 1994), State Department of Education, page 9.
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SCHOOL VISITORS


The board of education believes that parent involvement is one of the ingredients of a successful school.  Parents are welcome to visit the school; however, they  are encouraged to stop by the office before visiting a classroom.  Granting permission to visit a classroom in session will be at the option of the school administrator at each site.


Students are not allowed to bring other children as visitors to the classroom.


The superintendent or principal shall have the authority to order any person out of the school building and/or off school property when it appears that the presence of such person is a threat to the peaceful conduct of school business, school classes, school students and/or school personnel.   Any person refusing to leave or returning within six months without written permission from the superintendent or the board of education shall be guilty of a misdemeanor, punishable by fine or imprisonment.


The board shall establish an appeals process and opportunity for a hearing for any person removed pursuant to this policy.  Any person banned from the school grounds or a school building shall be given written notice of these procedures.

Reference:  70 O.S. 24-131

                  SB 439, 2001 Legislative Session
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APPEAL PROCESS FOR BANNED VISITORS


Any individual ordered to leave the school building or school grounds, pursuant to this policy and state law, shall have the right to a hearing concerning this action.

The procedure for appeals shall be as follows:

     1.  Any person removed from the school grounds or a school building shall be given written notice of his right to appeal.

     2.  The person so banned may, within 14 days, make a written request to the school superintendent or designee for removal of the ban.

     3.  The superintendent or designee may choose to remove the ban and, if so, will do so in a written letter, which will be sent to the banned individual.  A copy will be sent to all administrators and security personnel of the district.

     4.  If the superintendent denies removal of the ban, the affected individual may then appeal to the board of education.  If the board approves removal of the ban, it shall direct the superintendent to report the action in a letter to all district administrators and security personnel.

     5.  If the appeal is denied by the board, a letter so stating the action shall be sent to the individual, all administrators and security personnel.  Such ban will exist up to six months, with time to be designated in the letter.  The time of the ban may be extended subject to additional violation of state statute by the named individual.


Any person who fails to leave the school as directed or returns within the six months without permission of the superintendent or designee shall be guilty of a misdemeanor according to 21 O.S., Section 376.

Reference:   21 O.S. 376

                   SB 439, 2001 Legislative Session
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BLOODBORNE PATHOGENS

     
The board recognizes that body fluids of any person may contain infectious or contagious bacteria or viruses, and that such bacteria or viruses may be spread from one person to another by accidental or careless handling of body fluids during sanitation or custodial work or the administration of emergency first aid.

     
The superintendent is directed to prepare regulations establishing proper procedures for handling body fluids during normal school day activities.  Such procedures shall include methods for the handling and disposal of body fluids in school buildings and on school equipment and material.  The district will make personal protective equipment available to employees for use in handling and disposing of body fluids.

     
The superintendent will also direct the identification of employees who could be reasonably anticipated as the result of their job duties to face contact with blood or other potentially infectious materials.  Any employees so identified will be offered Hepatitis B vaccinations at district cost.  Such vaccinations will be provided at a reasonable time and place, under the supervision of a licensed physician or health care professional and according to the latest recommendations of the U.S. Public Health Service.

     
School district employees who have had an exposure incident to body fluids will participate in a follow-up confidential medical evaluation documenting the circumstances of exposure, identifying and testing the source individual if feasible, testing the exposed employee's blood if the employee consents, post-exposure prophylaxis, counseling and evaluation of reported illnesses.  Health care professionals must be provided specified information to facilitate the evaluation and their written opinion on the need for Hepatitis B vaccination following exposure.  Information such as employee's ability to receive the Hepatitis B vaccine must be supplied to the employer.  All diagnoses must remain confidential.


The following job classifications can be reasonably anticipated to come into contact with bood and other body fluids during the performance of their duties.


1.  High Risk Category - custodians, coaches, elementary teachers, special education personnel and office personnel who administers first aide


2.  Middle Risk Category - administrators, counselors, classroom teachers, teacher aides and office personnel

3. Low Risk Category - transportation personnel and cafeteria personnel
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REGULATION

HANDLING BLOODBORNE PATHOGENS

     
In accordance with the policy of the board of education, the following regulations and procedures contain guidelines for cleaning and disposal of body fluids.  For the purpose of this regulation, the term "body fluids" shall include reference to blood, semen, feces, urine, vomit, drainage from scrapes and cuts, and respiratory secretions such as nasal discharge.


1.  Wear gloves.  All personnel will wear disposable latex gloves during the cleanup and disposal of any of the body fluids listed above.  When in doubt about material, assume it to be a body fluid.  After any material is removed and disposed, the gloves should be destroyed or disposed.


2.  If gloves are not available and contact with body fluids or open wounds is necessary, hands should be carefully washed as follows:

                a.  Use hot water and liquid soap with vigorous washing under running water for least 10 seconds.

                b.  Dry hands thoroughly with a paper towel.  Use the paper towel to turn off the faucet and discard the towel in a proper container.

                c.  Use hand lotion if desired.  CAUTION:  Dry, cracked hands provide openings in the skin for bacteria to enter.


3.  A 1 to 10 solution of household bleach and water may be stored in proper containers in areas where soap and water are not readily available.  The solution may be used in cleaning body fluid spillage and hands if soap and water are not available following the cleanup.


4.  Materials used in the cleanup of body fluids or suspected body fluids will be sealed in a plastic bag and discarded in appropriate trash containers.  Soiled clothing  articles, including sanitary napkins will be sealed in plastic bags and discarded.  Other non-disposable cleaning items such as mops, towels, buckets and other items will be thoroughly rinsed in the bleach and water solution or carefully washed in hot, soapy water.


5.  Personnel will use the same procedures for washing non-disposable cleaning equipment as for handling body fluids and soiled clothing or other personal apparel.
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6.  Sanitary absorbents may be used to clean spilled body fluids.  The absorbent should be swept up or vacuumed.  Carpets should be shampooed with a germicidal rug shampoo.  Sweepings or used vacuumed bags should be sealed in a plastic bag for disposal.  Brooms, dustpans and vacuum brushes should be washed in a solution of one part bleach to ten parts water.


 7.  Any liquid disinfectant used in cleaning floors, equipment or materials should be discarded in a suitable and appropriate sewage drain.


 8.  Clothing, towels and similar cleaning equipment or materials should be washed in hot, soapy water with one-half to one cup of bleach added to the wash water.

 
9.  Custodians and sanitation personnel should wear latex disposable gloves during any cleaning operation where the possibility of encountering body fluid exists whether or not the fluid is touched.


10.  Careful hand washing is the single most effective method of preventing the spread of contagious diseases.  Hands should be washed in hot, soapy water before and after any cleanup operation.


11.  A copy of  these routine procedures for sanitation and hygiene when handling body fluids will be provided to each employee and must be followed when appropriate and necessary.

References:  U. S. Occupational Safety and Health Administration, 29 CFR Part 
         

  1910.1030

 
      Oklahoma Department of Labor and Oklahoma Statutes, Title 40, Section 401

 
      Printed materials,  "Bloodborne Pathogens," Andrea Kunkel, at the office of 
 
              Rosenstein,  Fist and Ringold
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DRUG-FREE WORK PLACE

In recognition of the clear danger resulting from drug abuse and in a good faith effort to promote the health, safety, and welfare to employees, students, and the community as a whole, it shall be the policy of the board of education to provide a drug-free workplace in compliance with the Drug-Free Schools and Communities Act Amendment of 1989 (P.L. 101-226).


Employees and students are hereby notified that the use, being under the influence, unlawful manufacturing, possession, sale, purchase, or distribution of alcoholic beverages and/or controlled substances, while in school, attending school, on school premises, at school functions, in transit to or from the same, is prohibited and will not be tolerated.


Employees are further notified that, as a condition of their employment, they are required to abide by these requirements and that violation of any requirement will result in appropriate action,  probation, suspension, or termination.  Additionally, it shall be the responsibility of the employee to report to the district any and all convictions of a criminal drug statute violation occurring in the workplace no later than 5 days following such conviction.  By law, the school will notify the federal contracting officer within 10 days of receiving such notice from an employee or receiving notice of such conviction.  Appropriate personnel action shall follow such disclosure within 30 days of such notice.


Failure to so inform the superintendent subjects the employee to disciplinary action, up to and including termination for the first offense.


Because it is the policy of the board of education to promote prevention, information about a drug-free awareness program will be made available to inform employees about (1) the dangers of drug abuse in the workplace, (2) the district policy of maintaining a drug-free workplace; (3) available drug counseling, rehabilitation and employee assistance programs, and (4) penalties that may be imposed upon employees for drug abuse violations occurring in the workplace.


The school reserves the right to offer employees convicted of violating a criminal drug statute in the workplace participation in an approved rehabilitation or drug abuse assistance program as an alternative to discipline.  If such a program is offered and accepted by the employee, then the employee must satisfactorily participate in the program as a condition of continued employment.
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It is a requirement of the board of education that each current employee shall be notified of this policy in writing and future employees shall be notified in writing upon employment.  This policy shall be posted at appropriate work sites.  Compliance with standards of conduct as stated in this policy are mandatory.


Laboratory testing and/or physical examination for the presence of alcoholic beverages or controlled dangerous substances may be required when the administration deems the same necessary and/or desirable in the following instances:


1.  When an employee’s behavior creates a reasonable suspicion, based on 

 
     objective facts and reasonable inference drawn from those facts, that the 
 
     employee is under the influence of alcoholic beverages or controlled

                 dangerous substances as soon as possible after such suspicion is noted.


2.  When an employee is involved in an otherwise unexplained accident involving
                 a school district vehicle as soon as possible following the accident.


Any employee who refuses to submit to the required test or physical examination will be deemed to have committed an act of insubordination or willful neglect of duty which will be the basis for disciplinary action, including termination of employment.  Any employee whose test is positive for the presence of alcoholic beverages or controlled dangerous substances will be subject to disciplinary action, including termination.  If the laboratory test of an employee is positive, the employee will be given a reasonable opportunity to rebut the test results.


ALL EMPLOYEES ARE ASKED TO ACKNOWLEDGE THAT THEY HAVE READ THE ABOVE POLICY AND AGREE TO ABIDE BY IT IN ALL RESPECTS.  BY LAW, THIS ACKNOWLEDGMENT AND AGREEMENT ARE REQUIRED AS A CONDITION OF CONTINUED EMPLOYMENT.

References:  40 O.S. 551 ( Section 758, School Law Book, 1996)
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DRUG SCREENING


It is the policy of the board of education to comply with the Omnibus Transportation Testing Act of 1991 and to establish programs that help prevent accidents and injuries resulting from misuse of alcohol and controlled substances by drivers of commercial vehicles.  This policy and the regulations that follow apply to all school employees holding a Commercial Driver's License and using school vehicles.
     
Every employee of  this school district needs to understand the dangers of drug and alcohol abuse and be aware of new federal requirements concerning substance abuse.

Policy Objectives

  1.  To create and maintain a safe, drug-free environment for all employees.

  2.  To encourage any employee with a dependence on, or addiction to, alcohol or other drugs to seek help in overcoming the problem.

  3.  To reduce problems of absenteeism, tardiness, carelessness and/or other unsatisfactory matters related to job performance.

  4.  To reduce the likelihood of incidents of accidental personal injury and/or damage to students, property, equipment or buses.

Implementation

     
The board will not tolerate employees who use, possess, manufacture, distribute or make arrangements to distribute illegal drugs while at work or on school district property.

Further, outside conduct of a substance abuse-related nature which affects an employee's work  is prohibited.  The board insists that all employees report to work without any alcohol or illegal or mind altering substances in their systems.

     
Employees must inform their supervisor when they are legitimately taking medication which may affect their ability to work, in order to avoid creating safety problems and violating the federal laws.

Reference:  Printed materials, State Department of Education, February, 1995 and undated materials of the State Department of Education.
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REGULATION

DRUG SCREENING


Enforcement of the drug screening policy requires that employees be tested on a random basis.  The board reserves the right to require all employees to submit, at any time an employee is on duty, to drug tests to determine the presence of prohibited substances.


Employees will undergo testing at scheduled physical examinations once a year and on a random basis without advance notice.  Employees may be tested at any time the superintendent has reasonable cause to request testing.  The district will pay for all requested tests.  Once the results of the test are available, the board has the final decision as to personnel actions to be taken.  A positive result is just cause for immediate termination of employment.


The board reserves the right to search desks, cabinets, tool boxes, vehicles, including personal vehicles brought on school property, bags or any other property at the school or in vehicles when the board has reasonable cause to believe an employee has violated alcohol and drug policies.


Violation of these rules, including by testing positive, will subject the employee to discipline, including discharge.  Refusal to cooperate with the board in any test or investigation will result in discipline, including discharge as appropriate under federal and state laws.
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REGULATION

  DRUG SCREENING CONSENT FORM

     
I have read the Drug Screening Policy and Drug Screening Regulation l and agree to abide by the board's drug and alcohol rules.  I agree to submit to drug and alcohol tests at any time as a condition for my initial or continued employment.  I authorize any laboratory or medical provider to release test results to this school district, its board and its superintendent.

     
I expressly authorize the board to release any test related information, including positive results, to the Oklahoma Unemployment  Compensation Commission or other government agency investigating my employment or the termination thereof.

    
 I understand that this agreement in no way limits my right to terminate my employment or be terminated in accordance with federal and state law.

​​​​​​​​​​​​​​​​​​​​​​​​​​​​_________________________________                     _______________________

Employee                                                                         Date

_________________________________                      _______________________

Superintendent or Designee                                              Date
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REGULATION

DRUG TESTING

General Information

Notice to Employees:  The superintendent or designee shall, before performing an alcohol or controlled substance test, notify the employee that the test is required.

Alcohol Concentration:  No employee shall report for duty or remain on duty requiring the performance of safety-sensitive functions while having an alcohol concentration of 0.04 or greater.  A driver testing less than 0.04 but more than 0.02 cannot return to work until at least 24 hours have passed and a new test shows the alcohol concentration has dropped below 0.02.

Behavior or Appearance:  No employee shall report to duty requiring the performance of safety-sensitive functions or remain on such duty if exhibiting characteristics through behavior or appearance of alcohol or other controlled substance use.

Alcohol Possession:  No employee shall be on duty or operate a school-owned vehicle while the employee possesses alcohol or other controlled substances.

On-Duty Use:  No employee shall use alcohol or other controlled substances while performing safety-sensitive functions.

Pre-Duty Use:  No employee shall perform safety-sensitive functions within four (4) hours after using alcohol or other controlled substances.

Alcohol Use Following Accidents:  No driver who has an accident while performing safety-sensitive functions shall use alcohol for eight (8) hours following the accident, unless the driver has been given a post-accident test.

Test Procedures:  Testing may be conducted by the employer, outside contractor, a consortium or any other entity.

1.  Alcohol Testing:  A Certified Breath Alcohol Technician (BAT) will use evidential breath test devices (Bets) with the following capabilities:

     a.  Printing three copes of each test result.

     b.  Numbering each test consecutively

     c.  Processing an air blank (test of ambient air) with printed record.

     d.  External calibration

     e.  Distinguishing alcohol from acetone at a 0.02 concentration.
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2.  Controlled Substance Testing:  "Drugs" or illegal substances containing the following:  Amphetamine/Methamphetime, Cannabinoids (Marijuana), Cocaine metabolites, Opiates (Heroin, Morphine, or Codeine), PCP (Phencyclidine) will all be screened.  A medical technician trained in urine sample collection in an approved location will take samples.  Samples will be transported to a HAS (formerly NIA) laboratory to be tested.  Results of the test will be given to a Medical Review Officer (MRO) who will determine disposition.


If the district has actual evidential knowledge that an employee is guilty of alcohol concentration above 0.04 or greater, alcohol possession, pre-duty use of alcohol or controlled substances, or demonstrates behavior or appearance of alcohol or other controlled substance use, the district shall not permit the employee to perform or continue to perform the safety-sensitive function.


No employee shall refuse to submit to alcohol or controlled substance post-accident testing, random tests, reasonable suspicion tests, return to duty tests or follow-up tests.






Required Testing

At a minimum the district shall purchase or have access to an evidential breath test device.  More invasive testing techniques may be required by the district at no cost to the employee.

Pre-employment and Pre-Duty Testing:  Prior to the first time an employee performs safety-sensitive functions, the employee shall undergo testing for alcohol/controlled substances.  The district may test during the hiring process, just before starting the safety-

sensitive function or both.

Post-Accident Testing:  As soon as practical during the 8 hours following an accident involving a school-owned vehicle, the district shall test the driver for the presence of alcohol and controlled substances.  Post-accident testing will be required if


a.  There is a fatality


b.  One or more persons requires medical treatment away from the accident scene


c.  One of the vehicles must be towed from the scene


d.  The driver receives a citation arising from the accident.
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If the test is not administered within two (2) hours following the accident, the school district must prepare and maintain on file a record stating why the test was not promptly administered.  After eight (8) hours has passed, the district must cease attempts to administer the test and record who the district was unable to administer the test.  An employee who is subject to post-accident testing who leaves the scene of an accident without a valid reason prior to submission to such test may be deemed by the district to have refused to submit to testing.


Nothing in this subsection shall be construed to require a delay of necessary medical attention for injured persons or seeking of assistance in responding to the accident.  The district shall provide drivers with necessary post-accident information, procedures and instructions prior to the driver operating a vehicle, so that drivers will be able to comply with these requirements.

Random Testing of Employees:  The district shall, at various times, randomly select employees subject to random drug testing for an unannounced alcohol testing or controlled substance test.  The selection of employees to be testing shall be by a scientifically valid method so that each employee shall have an equal chance of being tested each time testing occurs.


1.  the dates for the unannounced testing of randomly selected employees shall be spread reasonably throughout the year.


2.  The number of employees to be tested shall equal an annual rate of 50% for controlled substances and 25% for alcohol of the total number of such employees employed by the district or as specified by governing agencies.


3.  The district shall require that each employee who is notified of selection for random testing to proceed to the testing site immediately.

Reasonable Suspicion Testing:  The district shall require any employee subject to drug testing to submit to an alcohol test or test for controlled substances when the district has reasonable suspicion to believe the employee has violated the prohibitions in this regulation.


1.  The district's determination that reasonable suspicion exists shall be based on specific, contemporaneous, articulable observations concerning the behavior, appearance, speech or body odors of the employee.  The required observations shall be made by a supervisor who is trained in detecting the symptoms of alcohol and/or controlled substance misuse.
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2.  Alcohol and/or controlled substance testing is authorized only if the observations are made during or just preceding the period of the work day.  The covered employee may be required to undergo reasonable suspicion testing while the employee is working (or while the driver is driving, just before the employee performs his/her safety sensitive function, or just after he/she has driven.

Return to Duty Testing:  The district requires that before an employee returns to duty requiring the performance of a safety-sensitive function after engaging in conduct prohibited by these regulations, the employee shall be suspended without pay and shall undergo a return-to-duty alcohol or controlled substance test and be qualified to resume the safety-sensitive function.  Employees who test positive a second time will be terminated.

Follow-up Testing:  Following a determination that an employee is in need of assistance in resolving problems associated with alcohol or controlled substance misuse, the district will ensure that the employee is subject to unannounced follow-up alcohol/controlled substance testing as directed by a substance abuse professional.

Maintenance of Records

The district shall maintain records of its alcohol/controlled substance misuse prevention program.  The period of retention for these records shall be as follows:


1.  Five years:


     a.  Records of employee alcohol/controlled substance tests with positive results


     b.  Documentation of refusals to take required tests


     c.  Calibration tests for EBTs (evidential breath test devices


     d.  Employee evaluation and referrals.

2.  Two years:  Records relating to the collection process and training.

3.  One year:  Records of negative test results.

Reference:  Printed materials, Transportation Section, State Department of Education, 1996.
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FELONY RECORDS SEARCH

 
The board of education acknowledges its responsibility to seek employees who are qualified in every respect.  Therefore, the board believes it  should avail itself of means and methods provided by the Oklahoma Legislature to assist in the selection of employees.  It is the policy of this board to require a signed release from all prospective employees allowing a felony records check to be conducted  as authorized by Oklahoma law.  The records check may be initiated by the district's written request, through the superintendent, to the State Department of Education.


The superintendent will determine whether to request a records check of the prospective employee's name only, or a check of the prospective employee's name and fingerprints.  Further, the superintendent is authorized to request a state-only check, or a state and national search.  Such determination shall be at the discretion of the superintendent.


If the superintendent requests that a national records search be conducted, the prospective employee will be required to furnish a fingerprint card to the Oklahoma 

State Bureau of Investigation  and pay to OSBI the cost of the records search up to $50.00.


If the applicant for employment meets all other criteria for employment in this district, the applicant may be employed on a temporary basis for up to sixty (60) days pending receipt of the felony records search results.  If the applicant is offered permanent employment following the review of the records search, the OSBI search fee, if any, will be reimbursed by the district up to a maximum of $50.00.


In the case of substitute teachers, the teacher shall not be required to provide more than one felony record search each year.  If the substitute teacher teaches in more that one school  district, this district shall share results of felony record searches when requested.

References:  70 O.S. 5-172 (Section 108, School Law Book, 1997)

                    Printed materials from the State Department of Education


        HB 1321, 1997 Legislative Session
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FELONS/SEX OFFENDERS
AND EMPLOYMENT

The  board of education shall require every person or business having a contract with the school district to perform certain work to submit to the district a signed statement confirming that the person or business has complied with state law concerning felons and sexual offenders.  This requirement applies to those performing work on a full-time or part-time basis that would otherwise be performed by school district employees.  Such statement shall declare that no employee working on the school premises under the authority of the business has  either been found guilty of (1) a felony offense (unless ten years has elapsed or the employee has received a pardon for the offense) or (2) is currently registered under the provisions of the Oklahoma Sex Offenders Registration Act.  


In accordance with state law, the board shall dismiss or not reemploy, unless a pardon has been issued, any teacher, support employee, or administrator who, during the term of employment,  is convicted of any sex offense subject to the sex offenders registration act of any state or the federal sex offender registration provisions or who is convicted of any felony offense.


The board understands that it is unlawful for any person registered pursuant to the Oklahoma Sex Offenders Registration Act to work with or provide services to children or to work on school premises, or for any person to knowingly and willfully allow such employment.  Upon conviction, the violator shall be guilty of a misdemeanor and may also be liable for civil damages.

Reference: SB 1394, 1998 Legislative Session

                  HB 3144, 1998 Legislative Session


      SB 588, 1999 Legislative Session



      70 O.S. 6-101.22 (Section 125,  School Law Book, 1998)

                  57 O.S. 589 (Section 1042.1,  School Law Book, 1998)


      70 O.S. 6-101.41 (Section 135, School Law Book, 1998)

September 1, 1998











315.20

GRIEVANCE/COMPLAINT PROCEDURE

The board of education wishes to make the school workplace as positive and productive for faculty and staff as possible.  Therefore, the board hereby establishes a procedure for employees to have individual concerns or grievances relating to their terms and conditions of employment addressed in a professional and orderly fashion.


This procedure is designed to solve individual problems on as low a level as reasonable and as quickly as feasible in an attempt to prevent minor problems from becoming major ones.  The final authority in resolving such grievances is the board of education.

Note:  This policy covers all employees and related employment issues not already covered by the district’s negotiated agreement with a teacher or support organization.

September 1, 1998
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REGULATION

GRIEVANCE/COMPLAINT PROCEDURE

Purpose


The purpose of this procedure is to secure at the lowest possible level equitable solutions to issues that may arise with respect to an employee’s terms and conditions of employment.

Definitions

     1.  A “grievance is a claim by an employee that there has been a violation,                                               

          misinterpretation or misapplication of an established board policy or established

          district administrative regulation that has specifically affected that employee’s 

          terms and conditions of employment.

     2.  The “grievant” is the employee making the claim.

     3.  “Days” shall mean the days when the school district central office is open for

          business.    

Procedure

     1.  Level I -  Informal Resolution---Immediate Supervisor

An employee with a grievance shall first discuss the concern individually with the immediate supervisor within ten (10) days of the alleged violation, citing the specific policy or regulation alleged to have been violated, with the objective of resolving the grievance informally.  No written record will be made.  However, a memo signed by both parties giving the date of the meeting shall be prepared.

     2.  Level II --Formal Resolution--Immediate Supervisor

         a.  If the employee is not satisfied with the discussion of the grievance at Level I, the employee may file the grievance with the immediate supervisor in writing, using the official form which is a part of this procedure, within five (5) days of the Level I meeting.

        b.  The immediate supervisor shall schedule and hold a meeting with the grievant within five (5) days after receipt of the written grievance and shall transmit a written decision to the grievant within five (5) days of the meeting.
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     3.  Level III --Formal Resolution -- Superintendent

          a.  If the grievant is not satisfied with the disposition of the grievance at level II, he or she may file an appeal with the superintendent in writing, using the official grievance form which is a part of this procedure, within five (5) days of the Level II response.

          b.  The superintendent or the superintendent’s designee shall schedule and hold a meeting with the grievant within ten (10) days after receipt of the appeal and shall transmit a written decision to the grievant within five (5) days of the meeting.

     4.  Level IV --  Formal Resolution-- Board of Education

          a.  If the grievant is not satisfied with the disposition of the grievance at Level III, he or she may file an appeal with the board of education in writing, using the official grievance form which is a part of this procedure, within five (5) days of the Level III response.

         b.  The board will hear the appeal at its next regularly scheduled meeting or a special meeting which has been called for that purpose within forty-five (45) days of the receipt of the appeal.  The board shall transmit its written decision to the grievant within five (5) days of the meeting. The decision of the board shall be final and nonappealable.

General Provisions
     1.  The grievant shall have sole responsibility for pursuing the grievance through all levels and within the time limits specified in these procedures.

     2.  Failure at any level of this procedure to appeal to the next level within the specified time limits shall be deemed to be acceptance by the grievant of the decision at that level.

     3.  Failure at any level of this procedure to respond to a grievance within the specific time limits shall permit the grievant to appeal to the next level.

     4.  Time limits at any level may be extended by mutual agreement, and such agreements shall be made in writing and placed in the record for that grievance.

     5.  A grievance which arises from an action of an authority above the level of immediate supervisor may be initiated at Level III of this procedure.

     6.  Evidence and testimony presented by the grievant at any level of this procedure shall be limited to that which was presented at previous levels.
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     7.  Copies of official grievances, all documents, communications and records dealing with the processing of a grievance will be filed in a separate grievance file and will not be kept in the personnel files of the grievant.

     8.  No reprisals shall be taken against the grievant or other participants in the grievance procedure by reason of such participation.











    315.20..R.2

REGULATION

GRIEVANCE/COMPLAINT FORM

Grievance/Complaint Form

Level  (Check one)  II. _____  III. ______ IV. _______

Name of Grievant:  ______________________ Assignment _______________________

Date of occurrance giving rise to the grievance:  ________________________________

Citation of specific board policy or administrative regulation alleged to have been violated.

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

Statement of Grievance __________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

Relief Sought __________________________________________________________

_____________________________________________________________________
_____________________________________________________________________

___________________________________   _________________________________

Signature of Grievant



 Date

Decision and Supporting Reason (s) __________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

___________________________________  __________________________________

Signature and Title



Date

If additional space is needed to complete any segment(s) of this form, attach and properly identify additional pages.
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SEXUAL HARASSMENT


Employees and students of this school district have a right to be free from sexual harassment and a hostile environment.


Sexual harassment violates Title VII of the 1964 Civil Rights Act, and amended by the Civil Rights Act of 1991.  Any employee or student who is subjected to such harassment, including a hostile environment, or who has knowledge of such harassment, should report it to an administrator who is responsible for complaint investigation The administrator will take steps for further action.


Employees must be free to carry out job duties and students must be free to learn in an environment which treats them with respect and is not allowed to be fraught with sexual hostility.  This sexual harassment can exist in overt sexual advances or in allusion through words, gestures, body positions, body proximity, writings, electronic mail or any other means of communication. 


 A hostile work environment is defined as an environment which limits or precludes a reasonable employee or student from working to his/her maximum potential.  The existence of a hostile work environment shall be decided only after a full review of all relevant circumstances; provided, it shall be a hostile work environment if any employee complains about behavior in writing and such behavior continues or is allowed to continue.   
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TRANSFER AND RELEASE

 OF CONFIDENTIAL INFORMATION


It shall be the policy of the board of education to comply with state and federal laws concerning the dissemination of confidential student information.  Thus, no teacher shall reveal any information concerning any child obtained in his or her capacity as a teacher, except as  may be required in the performance of his or her contractual duties.  However, such information  may be furnished to the child's parent or guardian upon request.

           School district can provide information concerning pupils as to participation in athletics and school activities, and winning of  honors and awards.  July 20, 1972

           Information concerning age and scholastic records may be provided to proper school and college officials or other organizations, at discretion of Board of Education. July 20, 1972

References:  70 O.S. 6-115 (Section 155, School Law Book, 1997) 

                    51 O.S. 24A.16 (Section 553, School Law Book, 1997)
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PARENTAL INSPECTION 

OF SEX EDUCATION MATERIALS

The superintendent of schools or his or her designee shall review all materials and curriculum used in the teaching of sex education, including programs, textbooks, or tests.    After such review, and at least once per year, the superintendent or designee shall notify parents of their right of inspection of the materials and curriculum and of the right of any student to be allowed not to participate in the programs.


A letter containing the information about the rights of parental inspection and student nonparticipation will be mailed to the parent or guardian of each student eligible for the curriculum, materials, or program.  Such notification should be mailed no later than ten days before the curriculum or program is to take place.


Any materials used by the school district in the teaching of sex education shall always include the teaching of abstinence.  

References:  House Bill 1072, effective November 1, 1995.

                    70 O.S. 11-105.1 (Section 249.1 School Law Book, 1997)

                    70 O.S. 11-106  (Section 250, School Law Book, 1997)
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MINUTE OF SILENCE


It shall be the policy of the board of education to ensure that each school within the district observe approximately one minute of silence each day for the purpose of allowing each student, in the exercise of his or her individual choice, to reflect, meditate, pray, or engage in any other silent activity that does not interfere with, distract, or impede other students in the exercise of their individual choices.
    Reference:  70 O.S. 11-101.2

                                                                                                                          Section - 400                                                                                                                       







                            1 of 3 Pages

SECTION 400

PERSONNEL
 Faculty

401   Selection and Assignment


401..R.1  Qualifications Teachers

402   Teacher's Contract

403   Line of Authority

404   Cooperative Efforts

405    Teacher Ethics

406   Professional Growth

407   Salary Schedule

         407..R.1  Current Salary Schedule

408   School Business Travel 

410   Fringe Benefits

411   Sick Leave 

412   Personal Business Leave 

413   Attendance Stipend

414   Other Leave

415   Faculty Evaluation

         415..R.1    Evaluation Instrument
                                                                                                                        Section 400

                                                                                                                       2 of 3 Pages                                               

416   Reduction in Force

417  Substitute Teachers

418   Personnel Files Certified Staff

419   Evaluation of Administrative Personnel

Staff

450   Selection and Assignment

451   Line of Authority

452   Cooperative Efforts

453    Support Salary Schedule

454   Fringe Benefits

455   School Business Travel

456   Attendance Stipend

457   Sick Leave                                           

458   Jury and Court Leave

459    Other Leave 

460    Vacations

461    Evaluation

          461..R.1  Performance Review

462    Suspension, Demotion or Termination 

463    Reduction in Force 

                                                                                                                        Section 400

                                                                                                                       3 of 3 Pages

464    Secretarial Staff

           464..R.1   Job Description:  Minutes Clerk

           464..R.2   Job Description:  Treasurer

           464..R.3   Job Description:  Encumbrance Clerk

           464..R.4   Job Description:  Secretary

           464..R.5   Job Description:  Activity Fund Clerk

 465  Media Center Assistance

         465..R.1   Job Description:  Media Center Assistant

466   Teacher Assistants
          466..R.1   Job Description:  Teacher Aide

          466..R.2   Job Description:  ISS Supervisor

467   Food Service

         467..R.1   Job Description:  Lunch Room Manager

         467..R.2   Job Description:  Cook

         467..R.3   Job Description:  Lunch Room Assistant

         467..R.4   Job Description:  Lunch Count and Lunch Fund Financial Clerk

468   Maintenance and Custodial Service

         468..R.1    Duties of Custodian

         468..R.2    Job Description:  Custodian

469   Bus Drivers

          469..R.1   Job Description:  Bus Drivers

                                                                                                                                    











  401











1 of 2 Pages

FACULTY

  SELECTION AND ASSIGNMENT
Selection

In carrying out their belief that the quality of teachers in the district is the single most important ingredient of a school district, the board of education shall seek to attract and retain the services of well-qualified and competent teachers.


Initiating and maintaining an employment policy and procedures of such policy is the responsibility of the superintendent.  No teacher will be employed who does not meet accrediting standards established by the Oklahoma State Department of Education.  All teachers shall register their certificates and transcripts in the office of the superintendent before assuming their teaching duties with the school system.


Applications for employment will only be taken when a vacancy exists and will remain on file for one year.  An applicant must make a separate application for each position sought.


The employment of personnel is accomplished through a systematic process involving a minimum of two members of the administrative staff.  Preliminary screening and interviewing of full-time applicants will involve the building principal.  Final interviews for certified personnel vacancies will be conducted by the superintendent or designee before making a recommendation to the board of education.  The board of education approves the employment of all personnel.


The superintendent will notify all certified persons selected for employment.

Nepotism Restriction

The board realizes, however, that it is unlawful for any person to be employed or put under contract if that person is related to a member of the board of education within the second degree of blood or marriage. 
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Assignment

The superintendent shall be responsible for the assignment of all teachers, but principals may be asked to help with the assignments.  Assignments shall be based on the requirements of each position and the qualifications of the teachers being considered for the position.


All employees are subject to change in assignment if the administration is of the opinion it would improve the over-all program of the school.  Teachers who request a change in assignment should submit their requests in writing by March 15 of the current school year.  

Orientation


Orientation and staff development inservice programs shall provide initial assistance for beginning staff and encourage continual professional growth.

References:  70 O.S. 5-113.1 (Section 61, School Law Book, 1996)


        70 O.S. 6-190 (Section 180.10, School Law Book, 1996)

                    H.B. 1549, Section 11, 1995 Legislative Session

                    Printed materials (Standards for Accreditation of Elementary, Middle, Secondary and Area Vocational and Technical Level Schools, 1994) of the State Department of Education, pp. 115 and125.
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QUALIFICATIONS

TEACHERS

The Newkirk Board of Education shall employ teachers on a professional basis without regard to age, race, color, sex, or national origin.

Every teacher employed in this school system must possess a valid license or certificate and shall execute a written contract with the board of education.  Teacher contracts shall be considered for renewal on or before April 10 each year.

Applications shall be considered by the principal and the superintendent.  Selected applicants shall be interviewed by the administration and a recommendation shall be made to the board of education who shall make the final employment determination.

School districts receiving Title I funds must ensure that teachers hired in a program supported by such funds are “highly qualified.”  By the end of the 2005-2006 school year, all teachers within this school district are required to be “highly qualified.”  The No Child Left Behind Act defines “highly qualified” as an elementary or secondary school teacher who has obtained full state certification and has not had certification requirements waived on an emergency, temporary, or provisional basis.

Elementary teachers who are new to the profession must hold at least a bachelor’s degree and have demonstrated, by passing a rigorous state test, subject knowledge and teaching skills in reading, writing, mathematics, and other areas of the basic elementary curriculum.  Middle and secondary school teachers, new to the profession, will be deemed to be highly qualified if the individual teacher holds at least a bachelor’s degree and has demonstrated a high level of competency in each of the academic subjects in which the individual teaches by passing a rigorous state academic subject test in each such academic subject; or has successfully completed a grade degree with coursework that is equivalent to an undergraduate major, or advanced certification or credentialing for each academic subject that the individual teaches.

Veteran regular teachers currently employed by the district will be identified as highly qualified if they:

1. Hold at least a bachelor’s degree; and

2. Have met the applicable standard for a teacher who is new to the profession, which includes an option for a test; or
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3. Demonstrate competence in all the academic subjects in which the teachers teach, based upon a high objective uniform state standard of evaluation.

Special education teachers currently employed by the district will be identified as highly qualified if they:

1. Have obtained full state certification as a special education teacher or passed a state special education teacher licensing examination;

2. Hold a license to teach special education and have not had certification or licensure requirements waived on an emergency, provisional, or temporary basis;

3. Have earned at least a bachelor’s degree; and

4. Meet NCLB requirements regarding subject matter competence.

Additional qualifications and terms of employment for teachers may be found in the standard teacher contract.  Specific duties may be found in the teacher job description found elsewhere in this manual.  Nothing in this policy manual shall be construed as limiting or expanding the terms of the employment contract.

REFERENCE:  70 O.S.  6-101.20, et seq.

                            P.L.  107-110, No Child Left Behind Act of 2001

                            Individuals with Disabilities Education Improvement Act of 2004
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FACULTY

TEACHER'S CONTRACT


All certified personnel will be employed by written contract, signed by the superintendent and the board of education, with consideration of reemployment upon recommendation of the superintendent.  All administrative and instructional staff may be employed on ten month or twelve month contracts.  Summer employment is subject to approval by the superintendent and the board of education.


All certified personnel contracts will be in accordance with School Laws of Oklahoma, 70 O.S. #6-101.
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FACULTY

  LINE OF AUTHORITY

Teachers shall be under the general direction of the superintendent and immediately responsible to their principal for implementing the policies of the board of education.  The principal shall be involved in the selection, assessment, evaluation, retention and promotion of all personnel assigned to the school.  In working with faculty, staff or students in the school, central office and other supplementary personnel shall coordinate their activities through the principal.

Reference:  Taken in part from printed materials (Standards for Accreditation of Elementary, Middle, Secondary and Area Vocational and Technical Level Schools) of the State Department of Education, p. 14.
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FACULTY

  COOPERATIVE EFFORTS

The board of education believes that each individual teacher or employee should be highly skilled and that cooperative efforts among teachers and other employees will enhance the ability of each teacher and magnify the learning opportunities of all students.  


Teachers are expected to cooperate with all employees of the school so that the school district may be operated efficiently, and cooperative learning programs and activities are encouraged by the board of education.   
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FACULTY 

  TEACHER ETHICS

     
The board of education expects all members of the faculty to maintain high standards of conduct.  These standards include the following:

     
The maintenance of fair and courteous professional relationships with pupils, parents, staff members and others.

     
The maintenance of their own efficiency, effectiveness and knowledge of  developments in their fields of work.

     
The transaction of all official business with the properly designated authorities of the school system, other school districts and the State Department of Education.

     
The establishment of friendly and professional cooperation between the community and the school district.

     
The placement of the welfare of the students as the first concern of the school district.

     
Restraint from using school contacts and privileges to promote partisan politics, sectarian religious views or selfish propaganda of any kind.

     
The proper use and protection of all school properties, equipment and materials.

     
The use of constructive criticism toward improvement of the school system.
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FACULTY

 PROFESSIONAL GROWTH

     
The board believes that teachers need to keep abreast of new knowledge in their fields of expertise.

     1.  Each teacher shall be required to earn a minimum of  15 staff development points each year, with points accumulating to 75 points earned in 5  years.  One point shall be the equivalent of one clock hour.  One semester hour of approved college credit shall be equal to 15 staff development points.  If a participant has earned and accumulated more points than is necessary to meet the minimum of 15 points per year, that participant will need only attend in-service training to keep the minimum at the total for that year.  Example:  first  year - 15, second year - 30, third year - 60, fifth year - 75.  If the school provides in-service days for which the teacher is paid, the teacher will be required to earn at least that many points of  local or cooperatively offered staff development programs for that year.  The appropriate administrator shall determine which employees are required to attend each program.  Additional in-service programs may be required as necessary by the superintendent.

     2.  Teachers are encouraged to attend workshops and conferences in their fields of study.

     3.  Teachers are encouraged to attend summer school for refresher courses from time to time.


The local staff delopment program for Newkirk Public Schools shall be that as directed by 70 O.S. #6-158.
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FACULTY

SALARY SCHEDULE

The board of education believes that student instruction is the lifeblood of a school district and that teachers should be rewarded for their service.  Therefore, the district will comply with all state teacher salary requirements and will make efforts to exceed those requirements whenever possible.


All twelve month salaried employees will be paid an annual sum divided equally by 12 months of employment.  Paychecks are distributed once a month on the 25th of each month.  If the 25th falls during the weekend, holiday or during a time when school is not in session, the paycheck shall be distributed on the last official day prior to the 25th of the month.


Certified personnel on a ten month contract and support personnel employed less than twelve months may decide to have their salary divided into twelve monthly payments.  They MUST notify the payroll clerk of this decision at the time of employment.  Support employees shall submit signed and approved time sheets with the school payroll clerk on the last working day of the month.


No employee shall work overtime without the prior approval of the appropriate building principal or the superintendent.  The district may, at its election, require the employee to take compensation time off instead of overtime pay.  All compensation time must be used within 20 working days of the end of the pay period in which it is earned.  Specific days off must be approved in advance by the appropriate building principal or the superintendent.


Administrative, certified and non-certified personnel salaries shall be recommended by the superintendent and approved by the board of education.  A copy of the Newkirk Public School’s salary schedule is available at the office of the superintendent.


The superintendent shall establish the working days and the hours of attendance for employees under his/her direction and may make such other regulations in regard to attendance as deemed necessary.  It is the policy of the board of education to assure compliance with the Fair Labor Standards Act, its regulations and relevant court decisions by directing all employees to support and assist in assuring compliance by following the policies and procedures approved by the board of education.


Each employee shall be informed of the Fair Labor Standards Act through proper posting of the information disseminated by the U.S. Department of Labor, Employment
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Standards Administration, Wage and Hour Division.  (Section 516.4, Part 516, FLSA Regulations, including Amendments and Regulations and Executive Order 85-7.)


Each employee shall be provided access to a copy of the Fair Labor Standards Act policies, procedures and Class Guide.  The Class Guide shall indicate “exempt” and “non-exempt” status by position title.  Work weeks, work days and work times shall be specified by position.  The status of each position (exempt or non-exempt) shall be determined in accordance with the Fair Labor Standards Act guidelines provided in the Act and its regulations.
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FACULTY

  SCHOOL BUSINESS TRAVEL

Faculty may be reimbursed for itemized and documented travel expenses provided such expenses are related to the teacher's duties as expressed in the contract with the teacher.  However, if the teacher attends such a conference on personal business leave or on leave without pay, then the school district is not required to compensate the teacher for travel or documented expenses. 


Individuals traveling on school business are expected to exercise the same care in incurring expenses that a prudent individual would exercise if traveling on personal business.  The school will pay for or reimburse such expenses as registrations, motels, meals, tolls etc.  Prior to an individual traveling on school business, the individual shall complete and submit the school business travel request form to the administration for approval.  The general practice for school business travel will be to use a school purchase order.  School credit cards may also be used if a purchase order is not accepted.  

     
Only those items for which there is itemized documentation may be reimbursed.  However, at its discretion, the board may pay such expenses on a per-diem basis, as long as such does not exceed the amount permitted for state employees.  If the state travel reimbursement schedule is used, travel shall be reimbursed at the IRS or state rate of reimbursement  (See State Travel Reimbursement Act.) according to mileage indicated on an Oklahoma map.


Travel expenses and other related expenses of prospective employees for sponsored visits to the school district shall be paid at the discretion of the board under the same guidelines as those for school employees.

REGISTRATION

a. Actual cost will be secured and paid using a school purchase order.

LODGING

a. All lodging shall be secured at a reasonable rate using a school purchase order or school credit card.

b. Detailed receipts will be required at the completion of travel before payment is issued.

INCIDENTALS (Shuttles, Taxis, Parking, Tolls, etc.)

a. These items shall be paid by the individual and then reimbursed by the district.

b. Detailed receipts will be required at the completion of travel before reimbursement will be issued.
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MEALS

a. Individual meals will be paid by the individual and then reimbursed by the district once proper documentation has been submitted.

b. Meal reimbursement will not be provided for non-overnight travel unless approval has been granted by the administration.

c. Meal reimbursement will be paid, not to exceed $25 per day for overnight travel.

TRANSPORTATION ALLOWANCE

a. School owned transportation shall be used if available.

b. Individuals using personal transportation will be reimbursed at the IRS or state rate of reimbursement according to mileage indicated on an Oklahoma map.

c. The Office of the Superintendent or designee reserves the right to specify reimbursement for and the number of school owned vehicles which may be approved for a particular trip whenever a group of employees attends the same conference.

References:  70 O.S. 5-117 (Section 68, School Laws of Oklahoma)


        74 O.S. Section 500.8, State Travel Reimbursement Act


        HB 2909, 1998 Legislative Session

                    HB 1386, 1999 Legislative Session


        HB 1070, 2001 Legislative Session

Note #1:  Final paragraph is required by HB 2909 if the district pays travel expenses of prospective employees.

Note #2:  HB 1070 made significant changes in the State Travel Reimbursement Act
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FACULTY

FRINGE BENEFITS

     Health and accident insurance, cancer insurance and annuities are available on a payroll deduction plan.  Also, retirement paid by the employee is made on a pre-tax basis.

     The district will pay that part of the cost set by the state for a single coverage of the State and Education Employees Health Insurance plan.  If an employee has health insurance the employee may elect to take a payment “in lieu of” health insurance benefits that is established by the state.

     All employees are covered by workers Compensation Insurance.

     All employees are covered by Unemployment Compensation Insurance and the premiums are paid by the school district.

     Vacation Policy – All twelve month employees will be entitled to vacation with full pay not to exceed ten (10) working days per year.  After ten years of employment, twelve-month employees will be entitled to fifteen (15) working days each year.  This vacation time is not cumulative and must be used after school is out in May and before August 1st of each year.  The Superintendent and other central office personnel may use vacation time anytime during the school year if approved by the Superintendent.
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FACULTY

  SICK LEAVE
General

Ten days sick leave shall be allowed each ten-month employee each year with cumulative time up to sixty (60) days.  Those certified employees who are employed for twelve months will receive twelve days sick leave per year.  Eleven-month employees shall receive eleven sick days annually.  These accumulated days are to be used only for the personal illness of the individual employee and/or immediate family.  The employees immediate family is defined as follows:  husband, wife, child or child’s spouse, parent or parent’s spouse, grandchild or grandchild’s spouse, great-grandchild or great-grandchild’s spouse, great-grandparent or great-grandparent’s spouse, brother or brother’s spouse, sister or sister’s spouse, uncle or uncle’s spouse, aunt or aunt’s spouse, or a person living in the teacher’s home who is a part of the family.

           Sick Leave buy Back - The Newkirk Board of Education will purchase 60 days of accumulated sick leave at $25.00 per day for those certified and twelve month employees who retire with 25 consecutive years of service with the Newkirk Public Schools. 

Retirement Credit for Unused Sick Leave

The district will maintain accurate and up-to-date information concerning unused sick leave for purposes of teacher retirement credit.  In accordance with state law and the regulations of the Oklahoma Teacher Retirement System, the total creditable service of a member who retires or terminates employment and elects a vested benefit may include up to 120 days of unused sick leave for retirement credit.

References:  70 O.S. 5-117 (Section 68, School Law Book, 1996)

                     70 O.S. 6-104 (Section 141, School Law Book, 1996)

                                  Amended by S.B. 66, 1995 Legislative Session
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FACULTY

  PERSONAL BUSINESS LEAVE
     
 The Newkirk Public School district shall provide all certified personnel and twelve month support employees up to five (5) days per fiscal year for personal leave, upon the request of the employee.

            Support staff employees will have 2 days per year.

     
Requests for personal  leave shall be made in writing and in advance when possible.  If not possible, then the written request should be filed within one day after returning to work.  The request will be made to the employee’s building principal.


The types of situation that may qualify for personal leave are varied and numerous.  The following examples serve as guidelines:


Family illness other than immediate family as defined in the Sick Leave Policy


Emergency business transactions


a.  Loan closings


b.  Other banking matters


c.  IRS reviews


Legal matters


a.  Meetings with attorney for personal, spouse or children’s business


b.  Court appearances


c.  Settling of estate


Miscellaneous


a.  Attend business convention with spouse


b.  Military obligations


c.  Attendance at a school activity


The types of situations that do not qualify for personal leave are vacations.

References:  70 O.S. 6-104 (Section 141, School Law Book, 1996)
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ATTENDANCE STIPEND

The Newkirk Board of Education provides an attendance stipend for all employees who have at least 3 full years on continual service with the district.  Employees must be considered at least half time or employed for at least 20 hours per week and must be employed for the entire school year.  Employees not completing the school year for which the stipend is paid will not be eligible.  Employees that have been terminated or teachers that have not had their contracts renewed will not be eligible for this stipend.  The stipend will be paid at the end of the fiscal year according to the following schedule:

0 days of sick leave absences ……………………...$300.00

1 day or less sick leave absences………..………….$250.00 

2 days or less sick leave absences………………….$200.00

3 days or less sick leave absences………………….$150.00

4 days or less sick leave absences………………….$100.00
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FACULTY

  OTHER LEAVE
Jury and Court Leave


The school district shall grant a teacher or other employee leave for jury service or as a witness subpoenaed in a criminal, civil or juvenile proceeding.  When an employee serves on a jury or is called as a witness as described above, he or she will be paid the difference between the amount received for jury duty and the amount he or she would have earned at his or her regular rate of pay for each day served on the jury or as a witness.  To receive pay for this duty, the employee must show a statement from the clerk of the court indicating the amount paid the employee.

Military Leave


Military leave will be granted in accordance with state law with tenure and retirement protected.

Professional Leave

No employee may be granted leave for professional reasons without a written request and approval by the appropriate building principal or superintendent.


Professional days on the school calendar are part of the teacher’s contract.  An employee who is not in attendance at the professional meeting, without approval, will forfeit a day’s pay for each day absent.  When approved by the superintendent, teachers will be allowed professional absences without loss of pay or other leave days.

Funeral Leave

Employees may be permitted up to five (5) days per year without loss of pay for attending the funeral of a member of the immediate family.  A member of the immediate family is considered to be:  husband, wife, child, or child’s spouse, parent or parent’s spouse, grandchild or grandchild’s spouse, great-grandchild or great-grandchild’s spouse, great-grandparent or great-grandparent’s spouse, sister or sister’s spouse, brother or brother’s spouse, niece or niece’s spouse, nephew or nephew’s spouse, aunt or aunt’s spouse, uncle or uncle’s spouse or a person living in the employee’s home who is a part of the family.
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Within the five day funeral leave, employees may also serve as pallbearers or attend funerals without deduction in pay.  The days are chargeable and non-cumulative.

It is understood that the employee will not miss more than one full day during each occurrence and normally will miss only a fraction of a day.

Parental Leave

Parental leave of absence shall be granted to all full-time personnel.  As soon as pregnancy is known, the employee should give notification to the superintendent, followed by a written letter accompanied by a doctor’s certification of pregnancy.


The commencement of parental leave is left to the discretion of the employee and/or physician and may extend longer than 90 days after delivery.  Accumulated sick leave will be given with pay.  In the case of certified teachers, twenty (20) days sick leave may be taken with substitute pay or other employee replacement salaries deducted from the contract salary.


The employee is encouraged to return to duty as soon as physically able, with a doctor’s statement attesting to the physical fitness of the employee.

Mental and Physical Illness

Any employee who has been granted an extended leave of absence because of mental or physical illness must, before resuming work, submit to the superintendent a report from a physician or other appropriate specialist stating that the employee is able to resume his or her regular work.  If a question should arise as to the fitness of any employee to continue his or her regular assignment, the superintendent may arrange for an examination of the employee by a physician designated by the board of education and require a certificate of health to be filed in the office of the superintendent.


References:  70 O.S.  6-104 (Section 141, School Law Book 1996)

                    70 O.S. 6-105 (Section 144, School Law Book, 1996)

                    44 O.S. 209  (Section 734, School Law Book, 1996

                    72 O.S. 48  (Section 735, School Law Book, 1996)
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FACULTY

  EVALUATION


The board of education believes that the  primary purpose of teacher appraisal should be for personal development and the improvement of teaching.  Therefore, this appraisal shall be an on-going process, important for beginning teachers, but equally as important for teachers with experience.  The board further believes that as teachers appraise their present performance and set goals for future performance, they gain in personal confidence and stature in their profession.


Appraisal procedures shall be designed to help teachers define their areas of greatest strength as well as the areas in which improvement is needed.  Plans will be made  to capitalize on those strengths.  Procedures will be set up to help those who need improvement.  The appraisal shall not be used for merit rating or merit pay.  


Improvement of teaching is the goal.


In compliance with state law, standards of performance and conduct, attached to this policy, shall be provided to each teacher on or before April 10 each year.  Each teacher is to sign a statement verifying he or she has received the standards.


In determining whether or not the professional performance of a teacher is adequate, these standards shall be considered.

            The Newkirk Public School evaluation policy and process shall be in accordance with the guidelines provided in 70 O.S. #6-102.3  The policy so adopted shall:

       1.  Be based upon a set of minimum criteria developed by the State Board of 

            Education.

       2.  Be prescribed in writing at the time of adoption and at all times when
            amendments thereto are adopted.  The original policy and all amendment to the
            policy shall be promptly made available to all persons subject to the policy;

       3.  Provide that all evaluations be made in writing and that evaluation documents and

            responses thereto be maintained in a personnel file for each evaluated person;

       4.  Provide that every probationary teacher be evaluated at least two times per school

            year, once prior to November 15 and once prior to February 10 of each year;

       5.  Provide that every teacher be evaluated once every year, except as otherwise 

            provided by law; and

       6.  Provide that, the superintendent be evaluated by the local school board. 
            Principals be evaluated by the superintendent, and teachers be evaluated by the 
            principals.
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            All personnel designated by the local board to conduct the personnel evaluations shall be required to participate in training conducted by the State Department of Education prior to conducting such evaluations.

            Whenever any evaluation is made of a teacher or administrator, a true copy of the evaluation shall be presented to the person evaluated, who shall acknowledge the written evaluation by signing the original.  Within two (2) weeks after the evaluation, the person evaluated may respond and said response shall be made part of the record.  Except by order of a court of competent jurisdiction, evaluation documents and the responses thereto shall be available only to the evaluated person, the board of education, the administrative staff making the employment and such other persons as are specified by the teacher in writing and shall be subject to disclosure at a hearing or trial de novo.

References:  70 O.S. 6-101.21 (Section 124, School Law Book, 1996)

Section 121. Suspension of Administrator.

           Whenever the local board of education or the administration of a school district has reason to believe that cause exists for the dismissal of an administrator, and when they are of the opinion that the immediate suspension of an administrator would be in the best interests of the children in the district, the local board of education may suspend the administrator without notice or hearing.  However, the suspension of the administrator shall not deprive the administrator of any compensation or other benefits to which he or she would otherwise be entitled under his or her contract or pursuant to law.  Within ten (10) days’ time after such suspension becomes effective, the local board of education shall initiate proceedings pursuant to Section 6-102.4 of this title to have the administrator dismissed.  However, in a case involving a criminal charge or indictment, such suspension may extend to such time as the administrator’s case is finally adjudicated at a trial.  Provided, however, such extension shall not include any appeal process. (70-6-101.14)

Section 122.  Dismissal of Administrator 

           An administrator may be dismissed or nonreemployed following a felony conviction or for criminal sexual activity or sexual misconduct.  (70-6-101.15)
                                     415
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Section 120. Dismissal or Nonreemployment of Administrator Procedure.

           Whenever the local board of education or the administration of a school district shall determine that the dismissal or nonreemployment of a full-time certified administrator from his administrative position within the school district should be effected, the administrator shall be entitled to the following due process procedures:

1.  A statement shall be submitted to the administrator in writing prior to the
    dismissal or nonreemployment which states the proposed action, lists the 

    reasons for effecting the action, and notifies the administrator of his right to a 
    hearing before the local board of education prior to the action; and

          2.  A hearing before the local board of education shall be granted upon the request 

               of such administrator prior to the dismissal or nonreemployment.  A request for

               a hearing shall be submitted to the board of education not later than ten (10) 

               days after the administrator has been notified of the proposed action.

          Failure of the administrator to request a hearing before the local board of education within ten (10) days after receiving the written statement shall constitute a waiver of the right to a hearing.  No decision of the local board of education concerning the dismissal or nonreemployment of a full-time certified administrator shall be effective until the administrator has been afforded due process as specified in this section.  The decision of the local board of education concerning the dismissal or nonreemployment, following the hearing, shall be final. (70-6-101.13)
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Standards of Performance and Conduct for Teachers
        The following standards of conduct for teachers are adopted pursuant to HB 1017,70 O.S. Supp. 1990 6-101, 21 & 22.

       Teachers are charged with the education of the youth of this State.  In order to perform effectively, teachers must demonstrate a belief in the worth and dignity of each human being, recognizing the supreme important of the pursuit of truth, devotion to excellence, and the nurture of democratic principles.

      In recognition of  the magnitude of the responsibility inherent in the teaching process and by virtue of the desire for the respect and confidence of their colleagues, students parents and the community, teachers are to be guided in their conduct by their commitment to their students and their profession.

PRINCIPLE I

COMMITMENT TO THE STUDENTS

      The teacher must strive to help each student realize his or her potential as a worthy and effective member of society.  The teacher must work to stimulate the spirit of inquiry, the acquisition of knowledge and understanding, and the thoughtful formulation of worthy goals.

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

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

           of learning,

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

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

           progress,

      4.  Shall make reasonable effort to protect the student from conditions harmful to 

           learning or to health and safety,

      5.  Shall not intentionally expose the student to embarrassment or disparagement,
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6.  Shall not on the basis of race, color, creed, sex, national origin, marital status,                 

     political or religious beliefs, family, social or cultural background, or sexual 

     orientation, unfairly

     a.  Exclude any student from participation in any program

     b.  Deny benefits to any students

     c.  Grant any advantage to any student,

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

8.  Shall not disclose information about students obtained in the course of professional 

     service, unless disclosure serves a compelling professional purpose and is permitted
     by law or is required by law.

PRINCIPLE II

COMMITMENT TO THE PROFESSION
     The teaching profession is vested by the public with a trust and responsibility requiring the highest ideals of professional service.

     In order to assure that the quality of the services of the teaching profession meets the expectations of the State and its citizens, the teacher shall exert every effort to raise professional standards, fulfill professional responsibilities with honor and integrity, promote a climate that encourages the exercise of professional judgment, achieve conditions which attract persons worthy of the trust to careers in education, and assist in preventing the practice of the profession by unqualified persons.

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

   1.  Shall not in an application for a professional position deliberately make a false 

        statement or fail to disclose a material fact related to competency and qualifications,

   2.  Shall not misrepresent his/her professional qualifications,

   3.  Shall not assist any entry into the profession of a person known to be unqualified in 

        respect to character, education, or other relevant attribute,

   4.  Shall not knowingly make a false statement concerning the qualifications of a 

        candidate for a professional position,

   5.  Shall not assist an unqualified person in the unauthorized practice of the profession,
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   6.  Shall not disclose information about colleagues obtained in the course of
        professional service unless disclosure serves a compelling professional purpose or is
        required by law,

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

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

        professional decisions or actions.

APPROVED AND ADOPTED BY THE NEWKIRK BOARD OF EDUCATION

APRIL 1, 1991

  PRINCIPLE III: Dismissal and Not reemployed
        Subject to the provisions of the Teacher Due Process Act of 1990, a career teacher may be dismissed or not reemployed for

1.  willful neglect of duty.

2.  repeated negligence in performance of duty.

3.  mental or physical abuse to a child.

4.  incompetency.

5.  instructional ineffectiveness.

6.  unsatisfactory teaching performance.

7.  any reason involving moral turpitude.

      Subject to the provisions of the Teacher Due Process Act, a probationary teacher may be dismissed or not reemployed for cause.  A teacher convicted of a felony shall be dismissed or not reemployed unless a presidential or gubernatorial pardon has been issued.  A teacher may be dismissed, refused employment or not reemployed after a finding that such person has engaged in criminal sexual activity or sexual misconduct that has impeded the effectiveness of the individual’s performance of school duties.

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

     Failure to meet local school board staff development requirements may be grounds 

     for nonrenewal of a teacher’s contract by the local school board (70-O.S. #6-158B).

References: Standards for Accreditation of Elementary, Middle, Secondary and Area

Vocational and Technical Level Schools, State Department of Education, pp. 225-227.
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Section 126. Teachers Exempted from Dismissal, Suspension and Nonreemployment Provisions.

      A.  The dismissal, suspension and nonreemployment provisions of the Teacher Due

            Process Act of 1990 shall not apply to:

           1.  Substitute teachers;

           2.  Adult education teachers; and

           3.  Teachers who are employed on temporary contracts.

      B.  The dismissal and suspension provisions of the Teacher Due Process Act of 1990 

           shall apply to teachers who are employed in positions fully funded by federal or 

           private categorical grants, except that such teachers shall be employed only for the

           duration of the grant. (70-6-101.23)

Section 127. Procedures for Administrator to Follow for Admonishment of Teacher.
      A.  When an administrator who has the responsibility of evaluating a teacher 
identifies poor performance or conduct that the administrator believes may lead to a recommendation for the teacher’s dismissal or nonreemployment, the
administrator shall:

      1.   Admonish the teacher, in writing, and make a reasonable effort to assist the 

            teacher in correcting the poor performance or conduct; and

      2.   Establish a reasonable time for improvement, not to exceed two (2) months, 
            taking into consideration the nature and gravity of the teacher’s performance or
            conduct.

      B.  If the teacher does not correct the poor performance or conduct cited in the 

           admonition within the time specified, the administrator shall make a recommenda-

           tion to the superintendent of the school district for the dismissal or nonreemploy-

           ment of the teacher.

     C.  Whenever a member of the board of education, superintendent, or other 

           administrator identifies poor performance or conduct that may lead to a recom-

           mendation for dismissal or nonreemployment of a teacher within the district, the

administrator who has responsibility for evaluation of the teacher shall be informed, and that administrator shall comply with the procedures set forth in this section.  If the administrator fails or refuses to admonish the teacher within ten (10) days after being so informed by the board, superintendent, or other  
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administrator, such board, superintendent or other administrator shall admonish       the teacher pursuant to the provisions of this section.

D.  Repeated negligence in performance of duty, willful neglect of duty,                              incompetency, instructional ineffectiveness or unsatisfactory teaching performance, for a career teacher, or any cause related to inadequate teaching performance for a probationary teacher, shall not be a basis for a recommendation to dismiss or not reemploy a teacher unless and until the provisions of this section have been complied with. (70-6-101.24)

Section 128. Recommendation of Dismissal or Nonrenewal.

      Whenever a superintendent decides to recommend that a teacher employed within the school district be dismissed or not reemployed, the superintendent shall state the recommendation in writing, setting forth the basis for the recommendation, and shall submit such recommendation to the board of education.

      If the teacher subject to such recommendation is a career teacher, the recommendation shall specify the statutory grounds for which the recommendation is based.

      If the teacher subject to such recommendation is a probationary teacher, the recommendation shall specify the cause for which the recommendation is based.

      The superintendent shall also specify the underlying facts supporting the recommendation. (70-6-101.25)

Section 129. Procedure for Dismissal or Nonreemployment - Hearing and Appeal Rights.

    A.  Whenever a board of education receives a superintendent’s recommendation for the

dismissal or nonreemployment of a teacher, the board shall mail a copy of the recommendation to the teacher by certified mail. restricted delivery, return receipt requested or by substitute process as provided by law.  By the same means, the board shall notify the teacher of such teacher’s right to a hearing before the board and the date, time and place set by the board for the hearing, which shall be held within the school district not sooner than twenty (20) days or later than sixty (60) days after the teacher’s receipt of notice.  The notice shall specify the statutory grounds upon which the recommendation is based upon for a probationary teacher.  Said notice shall also specify the underlying facts supporting the recommendation.  At such hearing, the teacher shall be entitled to all rights guaranteed under such circumstances by the United States Constitution and the Constitution of Oklahoma.
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    B.  The parties to the hearing are the career or probationary teacher and the district superintendent or designee and they shall be afforded the following rights at any hearing held pursuant to these regulations.

    1.  The right to be represented by representative of choice.

    2.  The right to present witnesses in person or to present their testimony by inter-

         rogatories, affidavits, or depositions.  A list of all witnesses shall be furnished

         to the other party at least five (5) days before the hearing.

    3.  The right to cross-examine witness.

    4.  The right to testify in his own behalf and represent evidence and argument on all

         issues involved.

    5.  The right to have an orderly hearing.

    6.  The right to have an impartial decision based upon the evidence presented.

   C.  Hearing Procedures

         Pursuant to 70 O.S. #6-101.25, the State Board of Education has adopted the 

following hearing procedures which will apply to the dismissal or nonreemployment of both career and probationary teachers unless otherwise provided.

   1.  The President of the school board, or in his/her absence his/her designee, shall be the presiding officer at the hearing.

   2.  Hearings held within the scope of these guidelines shall be convened by the President of the board who shall state the purpose of the hearing, introduce the parties and administer the oath to all persons who will testify.

   3.  Upon the request of either party, the Presiding Officer may exclude from the hearing room the witnesses not at the time under examination, except that a party to the proceeding and his representative shall not be excluded.

   4.  Informal disposition of any recommendation for dismissal or nonrenewal may be made by written stipulation, agreed settlement, consent order or default.

   5.  While a record of the hearing is not required by law, the State Board of Education strongly suggests that the local board of education maintain such a record (including a tape recording of the hearing and any documents or evidence presented to the board) for two (2) years from the date of the hearing.

   D.  Order of Procedures

   1.  Opening statement by superintendent.

   2.  Opening statement by the teacher.

   3.  Presentation of superintendent’s evidence, followed by cross-examination of 

        witnesses by teacher.
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   4.  Questions by local board members.

   5.  Presentation of teacher’s evidence followed by cross-examination of witnesses

        by superintendent.

   6.  Questions by local board member.

   7.  Presentation of Rebuttal and Surrebuttal Evidence as necessary.

   8.  Closing argument by superintendent.

   9.  Closing argument by teacher.

 10.  Deliberation by local board in executive session.

 11.  Vote by local board to accept or reject the superintendent’s recommendation and 

        recitation of findings of fact upon which the decision is based.

   E.  Presentation and Consideration of Evidence

   1.  Only evidence which reasonably relates to the issues before the board, as reflected in                        

         the notice to the teacher, should be deemed relevant.

   2.  Strict rules of evidence as required by a court of law shall not apply in these hearings.

   3.  Rulings on admissibility of evidence will be made by the Presiding Officer.

   4.  Documentary evidence may be received in the form of copies or excerpts.

   5.  Documentary evidence presented to the board shall be marked with a distinguishing

        number or letter such as Teacher’s Exhibit #1 or Superintendent’s Exhibit #1.

   6.  While hearings are open to the public, no questions or statements will be allowed by

         members of the public attending the hearing except through the parties or their 

         council.

F.  Only after due consideration of the evidence and testimony presented at the hearing shall the local board decide whether to dismiss or nonreemploy the teacher.  the board’s decision shall be voted in open meeting.  The board shall also notify the teacher of its decision, including the basis for the decision, by certified mail, restricted delivery, return receipt requested or substitute process as provided by law.  If the decision is to dismiss or nonreemploy a career teacher, the board shall include notification of said teacher’s right to petition for a trial de novo in the district court within ten (10) days of receipt of notice of said decision.  The board’s decision regarding a probationary teacher shall be final.  At the hearing the burden of proof shall be upon the superintendent or designee and the standard of proof shall be by the preponderance of the evidence.  The career teacher shall receive any compensation or benefits to which such teacher is otherwise entitled until such time as the teacher’s case is adjudicated at a trial de novo if the career teacher petitions for the trial de novo.  Such compensation and benefits shall not be provided during any further appeal process.  The probationary teacher shall receive any compensation or benefits to which such teacher is otherwise entitled until such time as the board’s decision becomes final.
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      Provided, however, if the hearing for a probationary teacher is for nonreemployment of the probationary teacher, such compensation and benefits may be continued only until the end of such teacher’s current contract. (70-6-101.26)

   1.  Each local board of education must forward hearing information concerning career

        and probationary teachers to the State Board of Education.

Section 130. Teacher Appeal Process.

      A.  A career teacher shall be entitled to a trial de novo in the district court of the county in which the school district is located.  Within Ten (10) days of receipt of the board’s notification of said teacher’s right to a trial de novo, the teacher shall file a petition for a trial de novo.

      Upon filing the petition, the court clerk shall issue a summons and cause service by mail to be made to the clerk of the local board of education by certified mail, restricted delivery with return receipt requested or substitute process as provided by law.

      B.  If, within the ten-day period, the career teacher fails to file a petition for a trial de novo concerning the teacher’s dismissal or nonreemployment, the teacher shall be deemed to have waived the right to a trial de novo and the initial determination of the board shall be final.

     C.  The local school board shall serve its answer within twenty (20) days of the service of summons and petition upon it.  The trial de novo shall be scheduled at the earliest possible date which will permit both parties adequate time to prepare for a just trial of the issues involved, provided however, said trial de novo shall be scheduled and held not less than ten (10) days and no later than thirty (30) days after the answers has been filed.

    D.  Except as otherwise provided specifically in this section, the law generally applicable to civil suits filed in district court shall apply to the proceedings for trial de novo under this section.  At the trial de novo the standard of proof shall be by the preponderance of the evidence and the burden of proof shall be on the district superintendent or designee, as representative of the local board of education, to establish de novo that the teacher’s dismissal or nonreemployment is warranted.  The trial de novo shall proceed as a nonjury trial before the court.  The court shall determine de novo all issues of fact and law necessary for full adjudication of the dispute at the trial.  The court shall not, by applying principles of collateral estoppel or res adjudicata or otherwise, 
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give preclusive effect to findings of fact or determinations of the board with regard to the issues necessary to determine the adequacy of the dismissal or nonreemployment of the teacher in the trial de novo.  Within three (3) days following the conclusion of the trial de novo, the judge shall prepare written findings of fact and conclusions of law and shall enter judgment directing either of the following:

     1.  That the local board of education reinstate the career teacher with full employment status and benefits; or

     2.  That the decision of the local board of education for the dismissal or nonreemployment of the career teacher be sustained.

     In addition, the court may enter an order awarding the prevailing party attorneys fees and costs.

     E.  The time limits set forth in this section for the proceedings before the district court may be extended by mutual agreement of the parties with the approval of the district court.

     F.  The decision of the district court shall be final and binding upon the teacher and the board of  education unless the teacher or the board of education appeals the decision of the district court in the manner provided by law for the appeal of civil cases from the district court. (70-6-101.28)

Section 131. Application Procedure.

     The applicable procedure in the event of a recommendation by the superintendent for the dismissal or nonreemployment of a teacher shall be that procedure provided by law on the date such dismissal or nonreemployment is recommended to the local board of education. (70-6-101.28)
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Section 132. Suspension of Teacher.

     Whenever the superintendent of a school district has reason to believe that cause exists for the dismissal of a teacher and is of the opinion that the immediate suspension of the teacher would be in the best interests of the children in the district, the superintendent or the local board of education upon receiving recommendation for suspension from the superintendent may suspend the teacher without notice or hearing.  However, the suspension shall not deprive the teacher of any compensation or other benefits to which otherwise entitled.  Such suspension shall extend to such time as the teacher’s case is adjudicated at a trial de novo for a career teacher but such extension shall not include time for any further appeal process.  Within ten (10) days’ time after such suspension becomes effective, the local board of education shall initiate a hearing for dismissal pursuant to law.

     However, in a case involving a criminal charge or indictment, such suspension may extend to such time as the teacher’s case is finally adjudicated at trial.  Provided, however, such extension shall not include any appeal process. (70-6-101.29)
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FACULTY EVALUATION
INSTRUMENT
_________________SCHOOL DISTRICT          Teacher's Name__________________

Evaluation Record                                                    School_________________________

For the __________school year                               Assignment_____________________

                                                                                 Licensed______Career_____

The administration and instructional staff of this school district believe the ultimate purpose of evaluation of certified personnel is to improve the performance and quality of the instruction offered to the students.

     Appropriate     Room      Unsatisfactory
                                                                                      

     Level of           for 

                                                                                   

     Performance    Growth

1.  MANAGEMENT

    1.1  The teacher plans for delivery of the lesson               _____          _____        _____

           relative to short-term and long-term objectives

    1.2  The teacher uses minimum class time for nonin-      _____          _____        _____

            structional routines, thus maximizing time on task

    1.3  The teacher clearly defines expected behavior          _____          _____         _____

            (encourages positive behavior and controls 

             negative behavior ).

    1.4  The teacher establishes rapport with students           _____          _____         _____

            and provides a pleasant, safe, and orderly

            climate conducive to learning.

2.  METHODS OF INSTRUCTION

    2.1  The teacher communicates the instructional              _____          _____        _____

           objectives to students.
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    2.2  The teacher shows how the present topic is related  _____          _____         _____

            to those topics that have been taught or that will be taught.

    2.3  The teacher relates subject topics to existing            _____          _____         _____

            student experiences.

    2.4   The teacher uses signaled responses, questioning    _____          _____         _____

             techniques and/or guided practices to involve

             all students.

    2.5   The teacher teaches the objectives through a            _____          _____       _____

            variety of methods.

    2.6  The teacher gives directions that are clearly              _____          _____        _____

            stated and related to the learning objectives.

    2.7  The teacher demonstrates desired skills.                    _____         _____         _____

    2.8  The teacher checks to determine if students are         _____          _____       _____

            progressing toward stated objectives.

    2.9  The teacher changes instruction based on the            _____          _____        _____

            results of monitoring.

    2.10 The teacher requires all students to practice newly   _____          _____        _____

             learned skills while under the direct supervision of

             the teacher.

    2.11 The teacher requires students to practice newly        _____          _____       _____

             learned skills without the direct supervision of 

             the teacher.

    2.12 The teacher summarizes and fits into context what    _____         _____        _____

             has been taught.

3.  PRODUCTS

    3.1  The teacher writes daily lesson plans designed to     _____          _____         _____

            achieve the identified objectives.
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    3.2  The teacher maintains a written record of student     _____          _____        _____

            progress.

    3.3  The teacher utilizes grading patterns that are fairly    _____          _____        _____

            administered and based on identified criteria.

    3.4  Students demonstrate mastery of the stated               _____          _____       _____

           objectives through projects, daily assignments,     

            performance and test scores.

4.  PROFESSIONAL RESPONSIBILITIES

    4.1  Complies with school rules, regulations,  policies,    _____          _____         _____

           and administrative decisions.

    4.2  Accepts criticism.                                                      _____          _____       _____

    4.3  Maintains a good professional relationship with       _____          _____         _____

           other staff.

    4.4  Attempts to maintain good professional                   _____          _____         _____

           relationships with parents

.

    4.5 Uses techniques other than grade cards and required _____         _____         _____

           parent conferences to communicate with parents.

    4.6  Contributes to the total school program through       _____          _____        _____

            involvement in the formulation of policies and pro-

            cedures which affect one's professional services, 

            including curriculum, teaching materials, methods 

            of instruction, and school community relations.

    4.7  Adheres to professional ethics.                                 _____          _____        _____

    4.8  Maintains and improves professional competence     _____          _____        _____

            through university studies and/or other staff

            development activities.

    4.9  Performs assigned extra-curricular activities             _____          _____        _____   

            acceptably.
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    4.10 Demonstrates dependability and punctuality in        _____          _____         _____

            carrying out duties of the position.

    4.11 Is enthusiastic about his/her job and approaches     _____          _____          _____

            the task in a positive manner.

    4.12 Demonstrates a responsible attitude toward            _____          _____         _____

            attendance/absences from the classroom. 

Special strengths observed:

Explanation of items marked "room for growth":

Explanation of items marked "unsatisfactory":
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NOTE:  A written plan of improvement is required for any items rated as unsatisfactory.

TEACHER'S COMMENTS:  The teacher is invited to make any comments which he/she may wish to include as part of the evaluation.  Teacher's comments will be added as an attachment to the evaluation.

This evaluation is based on classroom visits and principal/teacher conferences.

This teacher is recommended for:

_____Renewal_____Nonrenewal_____Dismissal_____Re-evaluation

________________________________________________________________________

Evaluator's Signature          Evaluator's Position          Date

I have seen this evaluation___________________________________________________

                                         Teacher's Signature           Date

(Teacher's signature does not necessarily indicate agreement or disagreement with the evaluation in whole or in part.)

________________________________________________________________________________________________________________________________________________

Teacher's Response:  (Must be made within two weeks of evaluation date.)

________________________________________________________________________

Teacher's Signature          Date          Evaluator's Signature          Date

(Evaluator's signature does not necessarily indicate agreement or disagreement with the response.  It indicates only that the evaluator has seen the response.) 
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FACULTY

  REDUCTION IN FORCE

      A reduction in the number of programs and/or teaching personnel essential to the district to accomplish its educational objectives may be authorized by the Board of Education when conditions exist to support such action.  This position follows from 70 O.S. #5-117, wherein the local Board is authorized to determine the qualifications of teachers for employment and the duties and contractual employment of teaching personnel.  Factors that may be considered by the Board in making a decision to reduce teaching personnel or eliminate programs may include, but are not limited to the following (which are not to be deemed to be listed in any particular order of priority):

     1.  Actual or projected decrease in student enrollment;

     2.  Actual or projected fiscal, economic, or budgetary, decrease, constraint, or 

          consideration;

     3.  Elimination of instructional programs;

     4.  Actual or projected decrease in student enrollment in an affected (particular) 

          program.

      When a reduction in teaching program is implemented, the elimination of a particular teacher shall be based on (the following is not listed in any order of priority):

     1.  Certification within a given area:

     2.  Degrees earned and held;

     3.  Seniority in the teaching field within the district;

     4.  Number of teaching years experienced in that particular field;

     5.  Evaluation by the building principal;

     6.  Recommendation of the administrative staff.

      The board reserves the right to restrict elimination of teaching positions to the specific program or programs being eliminated.
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      If a reduction in force is deemed to be necessary and is recommended by the Superintendent to the Board and authorized by the Newkirk Board or Education, teachers will be released in accordance with the above criteria and provided notice of such intended action.  Teachers so affected will have an opportunity to schedule an appointment with the Superintendent to fully discuss the matter with the Superintendent and his/her administra-

tive staff.

      At all times the Board of Education will endeavor to maintain those essential instructional programs and high academic standards commensurate with the educational objectives of the district.

      In the event conditions warrant that the Board of Education review and modify its reduction in force program, teachers so affected, who are reinstated, will be reinstated without loss of benefits.

      If a vacancy occurs for whatever reason for which a dismissed teacher is best qualified as determined by the Superintendent and his administrative staff, that teacher shall have the opportunity to apply for that given position without loss of benefits.  Further, reemployment of teaching personnel shall be at the discretion of the Board of Education.
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FACULTY

SUBSTITUTE TEACHERS


The board of education supports the concept that when a teacher is absent, the  teacher's class should be assigned to a regular teacher employed by the district or a substitute teacher.  The principal will assign to that classroom the person who is most appropriate for the education of the students.  Each teacher may recommend a substitute to cover the class.


The substitute teacher is to receive $50.00 per day if certified and $45.00 per day if not certified.  Another teacher in the school district may be assigned to that class at no cost or a cost agreed upon between the district and the teacher.


In compliance with state law, no substitute teacher shall be employed for more than seventy (70) days during a school year unless he/she holds a valid teaching certificate.  Individuals who do not hold a valid certificate but have a bachelor’s level college degree may serve a total of 100 days during any school year.  A noncertified teacher may no more than twenty (20) days during the year in the same assignment.  Individuals holding a valid certificate are limited to 20 days in a non-certified assignment or unlimited days in certified assignment.
References:  70 O.S. 6-105

                    A.G. Opinion 80-112


        HB 2000, 2000 Legislative Session
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PERSONNEL FILES

CERTIFIED STAFF

A file of personnel records shall be maintained in the superintendent’s office for each certificated employee of the Newkirk Public Schools.  A file shall be kept for all resigned or retired employees, including such essential information as shall seem appropriate to the administration as specified by state and federal laws.

Confidentiality

Personnel information concerning district employees is generally confidential and may be reviewed only on a “need to know” basis under conditions which guarantee management’s right of access to information necessary to make judgments and the protection of the employees of the district against unnecessary invasion of privacy.  Some personnel information is “public record” and must be released to any person upon request.

Files containing medical information regarding an employee will be kept separate from other personnel files.

Types of Information
It shall be the responsibility of each certificated employee to see that there is filed with the district any record of prior teaching experience.  In addition, if the teacher has rendered military service, the proof of discharge from the service must be furnished.  It is the obligation of the certificated employee to see that information that will maintain the employee’s personnel file on a complete and up-to-date basis is sent to the superintendent’s office.  The records shall contain the following information:

1. The correct name and the current address and telephone number of the employee;

2. An accurate record of the work experience of the employee;

3. Current data on education completed, including the transcripts of all academic work;

4. Proof of requirements fulfilled in order to be eligible for salary;

5. Current data on credentials;
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6. Any current data requested concerning the health of the employee, or medical examinations that the employee may have undergone.

7. Records of assignment;

8. Evaluations of performance;

9. Letters of commendation, reprimand, or omission of duty;

10. Other materials mutually agreed upon between the principal and the teacher.

Use of Personnel Records
All the contents of the personnel records file shall be available for inspection by the employee concerned.  The district reserves the right to have the superintendent present at the time the employee inspects his or her personnel file for the purpose of explaining and interpreting the information therein.  Similarly, at the time the record is reviewed, the employee shall have the right to have present a representative of his or her own choosing, if desired.

The teacher shall have the right to respond to all materials contained in the personnel file and to any materials to be placed in the file in the future.  Responses shall become part of the file.

Parental Notice
If the school district receives Title I funds, the No Child Left Behind Act requires the district to provide parents with notice that they may request information about the professional qualifications of classroom teachers.  The notice to parents must include the following:

1. Whether the teacher has met state qualifications for the grade levels and subject areas taught.

2. Whether the teacher is teaching under emergency or other provisional status.

3. The baccalaureate degree of the teacher and any other graduate certification or degree held by the teacher, and the subject area(s) of the certification or degree.
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4. Whether the child is provided services by paraprofessionals, and, if so, their qualifications.

If a parent requests the above-listed information, the district is required to provide the information in a timely manner.  If the district has hired a teacher who is not highly qualified and the teacher has taught a child for four or more weeks, the district is required to provide the parents notice that their child has been taught by a teacher who is not highly qualified.

REFERENCE:  51 O.S.  24A.7.

                            70 O.S.  6-101.11

                            P.L.  107-110, No Child Left Behind Act of 2001

                            The Americans With Disabilities Act
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EVALUATION OF ADMINISTRATIVE PERSONNEL

Except for the superintendent of schools, who shall be evaluated by the board of education, all certified and non-certified administrators shall be evaluated at least annually by the certified administrative personnel designated by the superintendent.  All evaluations shall be made in writing.

Evaluation documents and responses thereto are to be maintained in a personnel file for each administrator.  The same evaluation form shall be used for both certified and non-certified administrators.  The evaluator may omit any criterion or indicator on the evaluation form that is not applicable to the administrative position being evaluated.  The evaluation instrument is a confidential document and shall be protected accordingly.

The general areas of administrative effectiveness shall include the indicators, which are included in the Oklahoma Minimum Criteria for Effective Administrative Performance or other minimum criteria developed by the State Board of Education, and any supplemental indicator that are included on the approved evaluation form.

This policy and the evaluation form utilized to effectuate this policy shall promptly be made available to all persons subject to this policy.

All certified and non-certified administrators shall be evaluated and the evaluation form completed no later than February 1 of each school year.

The board of education shall evaluate and complete the evaluation form on the superintendent of schools at least 60 days prior to the board taking any action to renew or not renew the superintendent’s contract.

ADMINISTRATOR’S EVALUATION

Administrator’s Name: 









Evaluation Record:


 School:






For the 

 school year

Assignment:






The administration and instructional staff of Newkirk Public Schools believe the ultimate purpose of evaluating certified personnel is to improve the performance and quality of the instruction offered to the students.

ADMINISTRATOR’S COMMENTS:  Administrator is invited to make any comment which he/she may wish to include as part of the evaluation.  Administrator’s comments will be added as an attachment to the evaluation.

From the items listed below, what did you observe to be the “special strengths” of the administrator?

From the items listed below, what did you observe to be areas of growth?

(Note:  A plan for improvement is required for any item rated as unsatisfactory.)

Definition of terms:

NOT OBSERVED – Evaluator did not observe behavior.

COMPETENT – Administrator has met criteria in instrument.

AREA FOR GROWTH – Evaluator will suggest areas for growth.

UNSATISFACTORY – A plan of improvement MUST be worked out with
                                       the administrator.

	PRACTICE

A.  Administrator Management Indicators
	Not Observed
	Competent
	Area for Growth
	Unsatisfactory

	1.  Preparation:  The administrator and staff develop goal statements which are the result of a needs assessment, a written analysis of student test scores and other data as well as community input.
	
	
	
	

	2.  Routine:  The administrator uses a minimum of instructional time for noninstructional routines thus maximizing time-on-task.
	
	
	
	

	3.  Discipline:  The administrator works with staff to develop and communicate defined standards of conduct which encourage positive and productive behavior.
	
	
	
	

	4.  Learning Environment:  The administrator establishes and maintains rapport with staff and students, providing a pleasant, safe, and orderly climate for learning.
	
	
	
	

	B.  Instructional Leadership Indicators
	
	
	
	

	1.  The administrator works with staff in collegial and non-threatening ways to promote and improve instruction.
	
	
	
	

	2.  The administrator sets high expectations for staff.
	
	
	
	

	3.  The administrator provides needed resources for staff.
	
	
	
	

	4.  The administrator works with staff to establish curriculum objectives, sequence and lesson objectives.
	
	
	
	

	5.  The administrator works with staff to assure that all learners are involved in the learning process.
	
	
	
	

	6.  The administrator assists the staff in monitoring student progress.
	
	
	
	

	7.  The administrator works with the staff to develop a program to recognize academic achievement.
	
	
	
	

	8.  The administrator educates the staff to recognize and display the teaching criteria upon which the evaluation is conducted.
	
	
	
	

	9.  The administrator observes in the classroom the performance criteria as defined by the district.
	
	
	
	

	10.  The administrator summatively evaluates staff only after classroom observations are made, performance feedback is given, growth goals are set, and alternative methods are offered.
	
	
	
	

	II.  PRODUCTS

Administrator Product Indicators
	
	
	
	

	1.  The administrator provides written discipline policies to which students are expected to perform.
	
	
	
	

	2.  The administrator provides a written school building improvement plan that supports the district’s Five Year 
School Improvement Plan describing school goals, objectives, and staff development activities.
	
	
	
	

	3.  The administrator provides a written analysis of student test scores and other data to assure that the various student populations are benefiting from the instructional program.
	
	
	
	


This evaluation is based on administrative conferences and personal knowledge collected by the evaluator.

I certify this evaluation has been discussed with me.  I understand my signature does not necessarily indicate agreement.

Signature of Administrator


Title


Date

Signature of Evaluator


Title


Date

CRITERIA FOR ADMINISTRATOR EVALUATION
1.
Provides leadership and supervision for instruction

A. Helps staff develop meaningful goals for the school.

1.
Provides a written site improvement plan that supports the


districts’ Comprehensive Local Education Plan describing school 
goals, objectives, and staff development activities.*

2.
With the staff, develops goal statements that are the result of a 
needs assessment, a written analysis of student test scores and 
other data as well as community input.*

B. Assists teachers in establishing meaningful goals, objectives, and evaluation procedures.

1.
Provides a written analysis of student test scores and other data to 
assure that the various student populations are benefiting from the 
instructional program.*

2.
Assists the staff in monitoring student progress.*

3.
Works with staff to establish curriculum objectives, sequence and 
 
 lesson objectives.*

C. Assists teachers in evaluating their methods and materials.

D. Regularly visits classrooms.

E. Assists and encourages teachers to adjust their educational program to meet individual student needs and abilities.

F. Assists teachers in using community resources in their instructional program.

G. Assists teachers in providing a classroom atmosphere conducive to good learning situations.

H. Works with the staff to assure that all learners are involved in the learning process.*

I. Assists teachers in developing satisfactory growth in basic skills for all students.

J.    Systematically supervises and evaluates teacher utilization of teaching 
supplies and care of equipment and facilities.

K. 
Abides by district policy and philosophy in work and activities.

L. 
Provides leadership and assists in the development of philosophy, 
policy, and curriculum in school.

M. 
Uses a minimum of instructional time for noninstructional routines 
thus maximizing time on task.*

2.
Maintains productive relationship with staff

 A.  
Works with the staff in collegial and nonthreatening ways to promote 
and improve instruction.*

B.
Sets high expectations for staff.*

C.
Educates the staff to recognize and display the teaching criteria upon 
which evaluation is conducted.*

D.
Stimulates staff participation in all phases of the operation for which 
responsible.

E.
Maintains positive and equitable performance appraisal procedures for 
staff.  Uses tact in its administration.

F.
Maintains a respect for the dignity of all the individuals concerned in 
disciplinary action.

G.
Provides staff members security and freedom to do good work.

H.
Works with staff in cooperatively establishing fair and equitable 
teaching and non-teaching responsibilities.

I.
 Develops staff morale that supports staff members so they feel 
successful and identify with the school effort.

J.
Provides opportunities for selected professional development 



experiences for staff. 

3.
Provides leadership for students

A.
Works with staff to develop and communicate defined standards of 
conduct that encourage positive and productive behavior.*

B.
Provides written discipline policies to which students are expected to 
perform.*

C.
Administers discipline with student learning rather than punishment as 
the objective.

D.
Aids students in developing responsibility for their own conduct.

E.
Encourages students to assume responsibility for the behavior of their 
peers and the neatness of their school.

F.
Encourages students to respect the rights, properties, and opinions of 
others.

G.
Understands and respects students as individuals.

H.
Encourages in students an appreciation for their civil rights and 
responsibilities of our democratic institutions.

I.
Encourages the development of student behavior based on a sense of 
moral and spiritual values.

J.
Works with the staff to develop programs to recognize academic 
achievement.*

4.
  Resourceful in coping with problems

A.
Anticipates problems.

B.
Supports staff in conflict situations.

C.
Involves students and staff in developing and maintaining reasonable 
standards of conduct.

D.
Assumes leadership in solving school problems.

E.
Helps teachers understand the sources of important problems they are 
facing.

F.
Has the relevant facts before making important decisions.

5.
  Efficiently organizes school operation

A.
Provides clear and consistent written and oral directions.

B.
Minimizes classroom interruptions.

C.
Plans and holds staff meetings only as needed.

D.
Does not require unnecessary paperwork.

E.
Administers attendance policies.

F.
Assumes responsibility for health and safety of students in the school.

G.
Is willing to make decisions that may be unpopular yet be best for the 
overall program.

6.
  Actively promotes positive community relationships

A.
Provides opportunities for community members to become involved in 
school activates.

B.
Solicits input from the community to develop goals for the school.

C.
Makes use of educational resources from the community.

D.
Constructively interprets the school program and the policies to the 
community.

E.
Keeps the community informed concerning the school program.

F.
Encourages teachers to maintain communications with parents.

7.
  Continues professional development

A.
Uses ideas from professional magazines and bulletins.

B.
Attends and contributes to professional meetings.

C.
Takes advantage of opportunities for professional growth that are 
available beyond the requirements of the district.

8.

Provides leadership for innovation

A.
Develops projects to focus on special problems.

B.
Supports teachers who systematically plan innovative projects and 
techniques.

C.
Plans carefully the goals, objectives, and evaluation of new projects 
and procedures.

D.
Makes decisions about continuation based on evaluation information.

E.
Is receptive to new ideas.

9.
  Maintains facilities conducive to learning.

A.
Establishes and maintains rapport with staff and students, providing a 
pleasant, safe and orderly climate for learning.*

B.
Provides for availability of supplies and equipment.

C.
Provides needed resources for staff.*

D.
Maintains neat, attractive office.

E.
Effectively maintains plan with the resources available.

F.
Maintenance and utility costs of buildings compare favorably with like 
schools in the area.

G.
Encourages students to show school pride in the buildings and school.

H.
Leads the school or office in economical use of materials and supplies.

10.

 Has personal characteristics related to school administration

A.
Exercises administrative discretion in a manner which is not arbitrary, 
capricious, unfair, or unreasonable.

B.
Shows respect, concern, and warmth for others and an understanding 
of individual problems of both students and adults.

C.
Attempts to correct personal habits and mannerisms that detract from 
effective leadership.

D.
Is enthusiastic about the school.

E.
Accepts constructive criticism profitably.

F.
Gives full consideration to majority and minority opinions.

G.
Shows initiative required of an administrator.

11.

 Maintains productive relationship with board of education (for 



 superintendents only)

A.
Board members are kept fully and accurately informed about the 
school program.

B.
Notices and detailed explanations are sent well in advance of special 
and regular board meetings.

C.
Accurate financial accounting of all school monies is given at every 
regularly scheduled board meeting.

D.
Works with the board members to develop and maintain the currency 
of a school board policies manual.

E.
Makes effort to nominate fully qualified candidates for appointment to 
the school staff.

F.
Keeps the board members informed on all new legislation affecting 
education.

G.
Keeps the board members informed of new innovations in education.

H.
Works with board members to develop a policy for systematic 
evaluation of the performance of all school staff.

12.

 Other items not previously included.



 Other items that have not previously been included, but, in the opinion of the 


  teacher and/or evaluator, are significant, should be rated here.  Explain the 


  nature of these items on the reverse side of the appraisal form.
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SUPPORT STAFF

  SELECTION AND ASSIGNMENT
Selection

For the purposes of this policy, a “support employee” is defined as a full-time employee of a school district who provides those services, not performed by professional educators or licensed teachers that are necessary for the efficient and satisfactory functioning of a school district for a minimum of 172 days.


It is the intention of the board of education that support staff members be selected on a professional basis so that the most qualified person for the job will be selected and that selected support staff members enter into a contract with the school district upon employment.  The superintendent and administrative staff will interview and make recommendation to the board of education for support staff employment.

Nepotism Restriction


The board realizes, however, that it is unlawful for any person to be employed or put under contract if that person is related to a member of the board of education within the second degree of blood or marriage. 

Assignment

The superintendent shall be responsible for the assignment of all support staff members, but the principal may be asked to help with the assignments.  Assignments shall be based on the requirements of each position and the qualifications of the person being considered for the position.  The schedule of working hours for support personnel will be assigned by the superintendent or designee and may be varied to fit school needs, especially in scheduling lunch hours and breaks.

References:  70 O.S. 5-113.1 (Section 61, School Law Book, 1996)
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SUPPORT STAFF

  LINE OF AUTHORITY

     
All support staff personnel shall be directly responsible to the superintendent unless further assigned to a principal or another staff member. In an individual school site, the principal shall have the responsibility and the authority for the administration of the noninstructional programs in the school.

Reference:  From printed materials, Standards for Accreditation of Elementary, Middle, Secondary and Area Vocational and Technical Level Schools, 1994, of the State Department of Education, p.14.
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SUPPORT STAFF

 COOPERATIVE EFFORTS

The board of education believes that each individual employee should be highly skilled and that cooperative efforts among teachers and other employees will enhance the ability of each support staff member and magnify the effectiveness of the school district.  


Support staff members are expected to cooperate with all employees of the school district. Support staff members should assist in efficiently operating  the school district so that cooperative learning programs and activities are enhanced.  

                                                                                                                                     453
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STAFF

  SALARY SCHEDULE

The board of education believes that support staff personnel should be rewarded for their service.  Therefore, the district will attempt to pay competitive salaries for the community in which the district is located and will make efforts to exceed those salaries whenever possible.

            It is policy that all support personnel will be employed by written contract with consideration of reemployment upon recommendation of the Superintendent.

            Support employees will have the right to resign their employment after giving ten (10) full working days notice.

General - All twelve month salaried employees will be paid an annual sum divided 

               equally by 12 months of employment.  Paychecks are distributed once a month

               on the 25th of each month.  If the 25th falls during the weekend, holiday or

               during a time when school is not in session, the paycheck shall be distributed on    

               the last official day prior to the 25th of the month.

Overtime Policy - No employee shall work overtime without the prior approval of the 

                appropriate building principal or the superintendent.  The district may, at its 

                election, require the employee to take compensation time off instead of over-

                time pay.  All compensation time must be used within twenty (20) working   

                days of the end of the pay period in which it is earned.  Specific days off must

                 be approved in advance by the appropriate building principal or the

                 superintendent.

       Administrative, certified, and non-certified personnel salaries shall be recommended by the Superintendent, and approved by the Board of Education.

      The Superintendent shall establish the working days and the hours of attendance for employees under his or her direction and may make such other regulations in regard to attendance as he or she deems necessary.  It is the policy of the Board of Education of the Newkirk Public School to assure compliance with the Fair Labor Standards Act, its regulations and relevant court decisions by directing all employees of the Newkrik Public School to support and assist in assuring compliance by following the policies and procedures approved by the Board of Education of the Newkirk Public School.
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      Each employee shall be informed of the Fair Labor standards Act through proper posting of the information disseminated by the U.S. Department of Labor, Employment Standards Administration, Wage and Hour Division.  (Section 516.4, Part 516, FLSA Regulations including Amendments and Regulations and Executive Order 85-7).

      Each employee shall be provided access to a copy of the Fair Labor Standards Act policies, procedures and Class guide.  The Class Guide shall indicate “exempt” and “non-exempt” status by position title.  Work week, work days, and work times shall be specified by position.  The status of each position (exempt or non-exempt) shall be determined in accordance with the Fair Labor Standards Act guidelines provided in the Act and its regulations.
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SUPPORT STAFF

  FRINGE BENEFITS
     
Health and accident insurance, cancer insurance and annuities are available on a payroll deduction plan.  Also, retirement paid by the employee is made on a pre-tax basis.

     The district will pay that part of the cost set by the state for a single coverage of the State and Education Employees Health Insurance plan.  If an employee has health insurance the employee may elect to take a payment “in lieu of” health insurance benefits that is established by the state. All employees who work six or more hours per day are required by law to be covered by the state plan or prove other comparable coverage.

     All employees are covered by workers Compensation Insurance.

     All employees are covered by Unemployment Compensation Insurance and the premiums are paid by the school district.

     Vacation Policy – All twelve month employees will be entitled to vacation with full pay not to exceed ten (10) working days per year.  After ten years of employment, twelve-month employees will be entitled to fifteen (15) working days each year.  This vacation time is not cumulative and must be used after school is out in May and before August 1st of each year.  The Superintendent and other central office personnel may use vacation time anytime during the school year if approved by the Superintendent.
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SUPPORT STAFF

  SCHOOL BUSINESS TRAVEL

The purpose of this policy is to authorize the payment of necessary travel expenses for Newkirk Public School employees and members of the board of education pursuant to 70 O.S. - 1981, as amended.


The superintendent or designee and the board of education will approve all out-of-state travel for district employees.  All other travel will be approved by the superintendent or building principal.  A Request for Travel Form must be submitted and approved.


Support staff may be reimbursed for travel and expenses to school related functions.  The function and the cost to be reimbursed must be approved by the board prior to the event. Support staff members are to submit in writing to the superintendent the need for a reimbursement.  Notice must be given in time for the superintendent to submit this to the board and the board to give approval. If sufficient time is not available to present to the board, the superintendent may give temporary approval for travel. 


Only those items for which there is documentation or receipt may be reimbursed.  Monthly reimbursements will be made upon prompt completion of a Travel Claim Form.  All claims for reimbursement must be submitted on or before June 30 of the current fiscal year.


Guidelines for the specific items of reimbursement are included under Faculty School Business Travel.  

Reference:  70 O.S. 68

                  See also Policy 424:  Meal Reimbursement
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ATTENDANCE STIPEND

The Newkirk Board of Education provides an attendance stipend for all employees who have at least 3 full years on continual service with the district.  Employees must be considered at least half time or employed for at least 20 hours per week and must be employed for the entire school year.  Employees not completing the school year for which the stipend is paid will not be eligible.  Employees that have been terminated or teachers that have not had their contracts renewed will not be eligible for this stipend.  The stipend will be paid at the end of the fiscal year according to the following schedule:

0 days of sick leave absences ……………………...$300.00

1 day or less sick leave absences………..………….$250.00 

2 days or less sick leave absences………………….$200.00

3 days or less sick leave absences………………….$150.00

4 days or less sick leave absences………………….$100.00
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SUPPORT STAFF

  SICK LEAVE
General

Ten days sick leave shall be allowed each ten-month employee each year with cumulative time up to sixty (60) days.  Those  employees who are employed for twelve months will receive twelve days sick leave per year.  Those employed eleven months each year shall be given eleven sick days annually.  These accumulated days are to be used only for the personal illness of the individual employee and/or immediate family.  The employees immediate family is defined as follows:  husband, wife, child or child’s spouse, parent or parent’s spouse, grandchild or grandchild’s spouse, great-grandchild or great-grandchild’s spouse, great-grandparent or great-grandparent’s spouse, sister or sister’s spouse, brother or brother’s spouse, niece or niece’s spouse nephew or nephew’s spouse, aunt or aunt’s spouse, uncle or uncle’s spouse or a person living in the employee’s home who is a part of the family.


The Newkirk Board of Education will purchase the 60 days accumulated sick leave at $25.00 per day for those twelve month employees who retire with 25 consecutive years of service with the Newkirk Public Schools.  

 Retirement Credit for Unused Sick Leave 
     
In accordance with state law and the regulations of the Oklahoma Teacher Retirement System, the total creditable service of a member who retires or terminates employment and elects a vested benefit shall include up to 120 days of unused sick leave.

References:  70 O.S. 5-117 (Section 68, School Law Book, 1996)

                   70 O.S. 6-104 (Section 141, School Law Book, 1996)

                                 Amended by S.B. 66, 1995 Legislative Session
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STAFF

  JURY AND COURT LEAVE

The school district shall grant a staff employee leave for jury service or as a witness subpoenaed in a criminal, civil or juvenile proceeding.  When an employee serves on a jury or is called as a witness as described above, he or she will be paid the difference between the amount received for jury duty and the amount he or she would have earned at his or her regular rate of pay for each day served on the jury or as a witness.  To receive pay for this duty, the employee must show a statement from the clerk of the court indicating the amount paid the employee. 

References:  O.S. 70-6-104 (Section 141, School Law Book1996)
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STAFF

  OTHER LEAVE

Personal Leave

     
 Each twelve (12) month support staff employee shall receive five (5) personal days and all others will receive two (2) days.  The administration shall approve all personal leave and has the authority to ask for a written or oral explanation of why the leave shall be classified as personal.  The superintendent may approve or disapprove the request based on the reason given and/or the needs of the district.

Military Leave


Military leave will be granted in accordance with state law with tenure and retirement protected.

Professional Leave


When approved by the board, staff personnel will be allowed professional absences without loss of pay or other leave days.

References:  70 O.S. 6-104 (Section141, School Law Book, 1996)

                    70 O.S. 6-105 (Section 144, School Law Book, 1996)

                    44 O.S. 209 (Section 734, School Law Book, 1996)

                    72 O.S. 48 (Section 735, School Law Book, 1996)
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SUPPORT STAFF

VACATIONS

     
A vacation schedule will be arranged for each support staff member who qualifies for vacation time.  Vacations are to be taken at a time which is mutually agreeable with the superintendent and the employee.  When a mutually agreeable time cannot be arranged, the needs of the school must receive first consideration in setting the day(s) of vacation.

     
All twelve month employees will be entitled to vacation with full pay not to exceed ten (10) working days per year.  After ten years of employment, twelve month employees will be entitled to fifteen (15) working days each year.  This vacation time is not cumulative and must be used after school is out in May and before August 1st of each year.

            Central office staff and administrators may be allowed to take some vacation days during the school term with the approval from the superintendent.
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STAFF

  EVALUATION

     
The board of education supports the concept that proper evaluation can result in improved performance.  The performance, progress and potential of every employee shall be reviewed during the first thirty (30) days of employment and periodically thereafter.  The purpose of this review is to give the employee an opportunity to know areas of concern for improvement and to assist the supervisor in guiding the progress of potential for each employee.

     
During these reviews the employee's job performance will be rated on attitude, dependability, conduct, teamwork and neatness.  This is also a time for the employee and the supervisor to voice thoughts about progress, working conditions and schedules.  Salary increases and promotions are not automatic but are earned by performance on the job.

     A written, annual review of job performance shall be made by the supervisor for each staff employee.
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REGULATION
STAFF
PERFORMANCE REVIEW

 FOR NONCERTIFIED PERSONNEL
_________________________________        _______________________________

Employee Name                                                 Period Reviewed

                                                                          Appropriate     Room for    Unsatisfactory

                                                                             Level of          Growth 

                                                                           Performance 

1.  Attendance (Comments)__________________         ______        ______       ______

_______________________________________         

2.  Job Knowledge (Comments)_______________        ______         ______      ______

_______________________________________         

3.  Quality of Work (Comments) ______________        ______         ______       ______

_______________________________________         

4.  Attitude (Comments) ____________________         ______         ______       ______

_______________________________________

5.  Dependability (Comments) ________________       ______         ______        ______

_______________________________________

6.  Conduct (Comments) ____________________        ______        ______        ______

_______________________________________

7.  Teamwork (Comments) __________________         ______        ______        ______

_______________________________________

8.  Neatness (Comments) ___________________          ______        ______        ______

_______________________________________
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Receipt Acknowledged:

Employee:  Check the appropriate statements:

___  I agree with the above evaluation.

___  I disagree with the evaluation.

___  I request a Job Targets Report for the "Unsatisfactory" ratings checked above.

Within two weeks after the date of this evaluation, the employee may respond and said response shall be a part of the record.

__________________________                   ________________________________

Employee Signature     Date                             Supervisor                  Date 
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STAFF

  SUSPENSION, DEMOTION, OR TERMINATION 

OF SUPPORT EMPLOYEES

     
In order to comply with Title 70 of the Oklahoma Statutes, Sections 24-132 through 24-136, the board of education hereby adopts the following procedures for the suspension, demotion, or termination of support employees.

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

     
No support employees who have been employed in the school district for one year or more may be suspended, demoted, or terminated except for the causes set out by this policy by the superintendent of schools or the employee's immediate supervisor subject to approval by the superintendent.

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

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

     
Prior to any demotion or termination, the support employee shall receive notice of his or her right to a hearing which, if requested, will be conducted by the board of education.  All notices shall be by certified mail, with the postmark used to determine the timeliness of such notice.  The support employee must request a hearing within ten working days of said notice or be deemed to have waived his or her right to a hearing.
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If the support employee requests a hearing, the hearing shall be conducted at the next or next succeeding regularly scheduled meeting of the board if the request is received by the clerk of the board at least ten days prior to aforesaid meeting.  A special meeting may be conducted if requested by the employee or at the discretion of the board of education.  The special meeting shall be conducted no sooner than ten days nor later than thirty days after receipt of the employee's request.

     
The decision of the board of education shall be final.  Nothing in this policy shall be construed to prevent layoffs for lack of funds or lack of work.

     
In order to comply with Title 70 of Oklahoma Statutes Sections 24-132 through 24-136, the board of education hereby adopts the following causes for suspension, demotion, or termination.

1.  Failure to be at work station at starting time

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

3.  Excessive unexcused absenteeism

4.  Chronic absenteeism for any reason

5.  Excessive tardiness

6.  Wasting time or loitering during working hours

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

8.  Falsification of personnel or other records

9.  Possession of weapons on the premises at any time

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

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

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

14. Distracting the attention of others

15. Refusal to follow instructions of supervisor

16. Refusal or failure to do work assignment

17. Unauthorized operation of machines, tools, or equipment

18. Threatening, intimidating, coercing or interfering with employees or supervision at any time

19. Making or publishing false, vicious, or malicious statements concerning any employee, supervisor, or the district

20. Creating disturbances on the premises at any time

21. Creating or contributing to unsanitary conditions

22. Practical jokes injurious to employee's or district property.

23. Possession, consumption, or reporting to work under the influence of alcohol, nonprescribed drugs, or controlled substances

24. Disregard of known safety rules or common safety practices

25. Unsafe operation of motor driven vehicles

26. Operating machines or equipment without safety devices provided

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

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

29. Posting or removing notices, signs, or writing in any form on bulletin boards of district

property at any time without specific authority of the administration

30. Poor workmanship
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31. Immoral conduct or indecency, including abusive and/or foul language

32. Personal calls during working hours, except for emergencies (including in-coming and out-going calls)

33. Walking off job

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

35. Failure to follow district dress code

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

37. Abuse of "breaks" (rest periods) or meal period policies

38. Insubordination of any kind

39. Violation of any district rule or policy

40. Violation of any administrative rule or order

41. When it is in the best interest of the school district


Violations of any of the above shall by sufficient grounds for the suspension, demotion, or termination of the support employee. 
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SUPPORT STAFF

REDUCTION IN FORCE 


It is the policy of the board of education of Newkirk Public Schools that every reasonable effort shall be made to avoid a reduction in the number of full-time support personnel employees due to lack of funds or lack of work in a particular area.  The following philosophy will govern their release.


An employee is considered to be a full-time employee if the number of hours worked are the maximum number of hours customarily worked in that position and if that position is designated as a full-time position by the board.


Whenever layoffs of full-time staff become necessary, all notices of layoff shall be as provided in the policy covering suspension, demotion or termination of support employees.


The number of people affected by a reduction in force will be kept to a minimum by not employing replacements of employees who resign, retire or otherwise vacate a position.


If normal attrition does not sufficiently reduce the support staff, the following items will be considered in the reduction process in the order listed.


1.  History of good performance, with few or no reprimands


2.  Qualified for job by training and experience


3.  History of good attendance and punctuality


4.  When all employees within a category meet the above qualifications, layoffs


shall be on the basis of seniority within each general job category.


Seniority shall be defined as the total length of service as a support employee within the district.  Employees who are laid off and subsequently reinstated shall retain cumulative seniority for all periods worked except for the period of layoff.
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  SECRETARIAL STAFF

     
The board of education recognizes the need for a trained, efficient secretarial staff.  Secretaries are often the first contact that the public has with the school.  Therefore, they have an important role in public relations for the school.

     
These positions are:

     1.  Minutes Clerk:  The minutes clerk prepares materials for all board meetings, takes    notes during all board meetings and transcribes the notes to official minutes of the board.

     2.  Treasurer:  The treasurer records all financial transactions of the General Fund, Building Fund, Bond Fund and Lunch Fund and reports monthly to the board on the activity of each of these funds.

     3.  Encumbrance Clerk:  The encumbrance clerk  prepares encumbrances for board approval.  Encumbrances shall be made in the General Fund, Building Fund, Bond Fund and Lunch Fund.

     4.  Secretary:  The school secretary shall be responsible for the daily operation of the school office.   

     5.  Activity Fund Clerk:  The activity fund clerk records all financial transactions of the activity fund and reports monthly to the board on the activity of each of the sub-funds within the activity fund.
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JOB DESCRIPTION--MINUTES CLERK

Title:                Minutes Clerk

Qualifications:  Ability to take notes during a meeting and transcribe them to a usable 

                       document.

Reports to:      Superintendent

Job Goal:        To provide the board with an accurate written record of the board's 

                       proceedings.

Performance Responsibilities:

   1.  Prepares the board room for each meeting.

   2.  Prepares and distributes to each board member the agenda and materials needed for each meeting.

   3.  Records board meetings and prepares minutes.

   4.  Distributes prepared minutes to board members.

Terms of employment:  Board meetings plus two additional days for each meeting.

Evaluation:  Performance on this job shall be evaluated annually in accordance with provisions of the board's policy on evaluation on non-certified personnel.

Approved:  ___________________________________  Date:  _______________

                  Superintendent

                   ___________________________________  Date:  _______________

                   Employee
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JOB DESCRIPTION--TREASURER

Title:                  Treasurer

Qualifications:    General bookkeeping knowledge, must reside in this county and 

                          must be bonded.

Reports to:         Superintendent

Job Goal:           To maintain accurate records of the financial status of the district and 

                          file financial reports of each account to the board each month.

Performance Responsibilities:

  l.  Maintain basic treasurer's records for the following.



General Ledger


Deposit Book                    



      

Cash Ledger



Bond Register

      

Investment Ledger


Check Book

      

Warrant Ledger


Receipt Book

  2.  Report monthly to the board on the financial status of the district.

  3.  Provide all necessary reports for an external audit of the financial records on an annual basis.

Terms of Employment:  242 days each year.  Salary to be determined by the board.

Evaluation:  Performance of this job shall be evaluated annually in accordance with provisions of the board's policy on Evaluation of non-certified personnel.

Approved by:   ___________________________________  Date:  ______________

                          Superintendent

                         ___________________________________  Date:  _____________

                           Employee
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 ENCUMBRANCE CLERK
TITLE:                         Encumbrance Clerk

QUALIFICATIONS:   Typing skills of 35 words per minute

                                     Ability to assign proper coding to each encumbrance

REPORTS TO:              Superintendent

JOB GOAL:                   Maintain an accurate encumbrance record of school purchases 

PERFORMANCE RESPONSIBILITIES:

1.  Prepares encumbrances and purchase orders for the district.

2.  Assigns P.O. number and establishes an accounts payable ledger.

3.  Sends orders to vendors and checks merchandise on delivery.

4.  Establishes invoice to be correct and sets it up for payment.

5.  Reports activity to the board on a monthly basis.

TERMS OF EMPLOYMENT:  242 days annually.  Salary established by the board

EVALUATION:  Performance on this job will be evaluated annually in accordance with provisions of the board's policy on Evaluation of Nonprofessional Personnel.

Approved by ________________________________  Date _______________

                      Superintendent

___________________________________________  Date ________________

                       Employee
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JOB DESCRIPTION--SCHOOL SECRETARY

Title:                 School Secretary

Qualifications:   1.  A reasonable degree of proficiency in typing.

                        2.  Working knowledge of basic office procedures and operation of 

                              common office equipment and machines.

Reports to:       Superintendent/Principal

Job Goals:        To assure the smooth and efficient operation of the school office so that 

                        office's maximum positive impact on the education of the children can be

                        realized.

Performance Responsibilities:

Attendance

  1.  Keep daily attendance in registers for grades Pre-K - 12.

  2.  Prepare monthly drop-out report and mail to SDE.

  3.  Prepare monthly corporal punishment report and mail to SDE.

Cumulative Folders and Grades

  1.  Maintain student records as required.

  2.  Check student record folders for required medical records, social security number, current address and phone number, employment of parent or guardian and emergency telephone number.

  3.  Note clinic card and parental authorization prior to administering medicine.

  4.  Mail report cards to parents not attending parent/teacher conferences.

  5.  Request records for new students and mail records to other schools upon request.

Typing

  1.  Type basketball schedules and rosters and listing of officials.

  2.  Type permission forms for field trips.

  3.  Type school related correspondence for superintendent and teachers.

  4.  Type handbook updates.

  5.  Type school handouts for baccalaureate, commencement, Christmas, etc.

  6.  Type certificates for awards and send names to newspaper.

  7.  Collect honor roll names and send to newspaper.
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Miscellaneous

  1.  Keeps current substitute teacher directory.

  2.  Maintains daily teacher absentee and concomitant records when applicable.

  3.  Orders and maintain supplies as needed.

  4.  Maintain log of visitors to the school.

  5.  Assists with the enrollment of new students after the first day of the beginning of school.

  6.  Assists with checking out students who are leaving this school.

  7.  Types a variety of material such as letters, student records, reports, memos, monthly            statements, etc. from rough drafts or corrected copy.

  8.  Performs various related office duties as assigned.

  9.  Receives and routes incoming telephone calls.

 10.  Receives and routes incoming mail and sends outgoing mail.

 11.  Types grant applications

JOM

  1.  Prepares roster of Indian students who qualify for JOM.

  2.  Prepares list of students who receive incentive awards.

  3.  Answers correspondence received from the tribal office.

  4.  Types parent meeting information and gives to students.

Terms of Employment:  Salary and work year to be established by the board.

Evaluation:  Performance of this job shall be evaluated annually in accordance with provisions of the board's policy on evaluation of non-certified personnel.

Approved by:  __________________________________  Date  _____________

                       Superintendent

                       __________________________________  Date  _____________

                       Employee
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JOB DESCRIPTION--ACTIVITY FUND CLERK

Title:                  Activity Fund Clerk

Qualifications:    Must have knowledge of basic bookkeeping procedures.

Reports to:        Superintendent

Job Goal:           To provide an accurate accounting of the activity fund.

Performance Responsibility:

   1.  Provides a centralized system of accounting and a uniform method of handling student activity funds.

   2.  Receives for deposit all funds from activity treasurers or sponsors and retains original deposit forms.

   3.  Issues prenumbered receipts to activity treasurers or sponsors.

   4.  Records entries in cash receipts journal and posts receipts to appropriate ledgers.

   5.  Reconciles cash daily.  Prepares bank deposit forms and makes deposit.

   6.  Balances cash receipts journal and ledgers at the end of each month.

   7.  Reports to the board on all financial activity of the fund and sub-funds each month.

   8.  Writes checks on an as needed basis for each organization.

Terms of Employment:  Days and salary to be established by the board.

Evaluation:  Performance of this job shall be evaluated annually in accordance with provisions of the board's policy on evaluation of non-certified personnel.

Approved:  ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​________________________________________  Date:  _______________

                     Superintendent

                   ________________________________________  Date:  _______________

                     Employee ​​​​​​
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  MEDIA CENTER ASSISTANCE

     
The board of education recognizes the need to staff the media center and to provide easy access and availability to the center.  To this end the board has provided for a media center assistant.

     
The media center assistant shall provide necessary access to the media center, provide students with instruction on how to use the media center and provide faculty and student  assistance with finding media center materials and assist with checking materials in and out of the media center.











             466











1 of 2 Pages 
STAFF

TEACHER ASSISTANTS

It is the policy of the Newkirk Board of Education that teacher assistants are support employees entitled to due process prior to nonrenewal or termination of employment.  Applicants must possess the required level of requisite skills as prescribed in the appropriate State Department of Education regulation except that a teacher’s assistant or a volunteer will be used for each class of kindergarten through second grade which has more than 20 students and in which twenty percent of the students are eligible to participate in the National Child Nutrition Act.

Teacher assistants are paraprofessionals within the school district.  All paraprofessionals must have earned a high school diploma or its equivalent.  Paraprofessionals hired after January 7, 2002, to work with identified Title I students must have completed at least two years of study at an institution of higher education; obtained at least an associate’s degree; or met a rigorous standard of quality and can demonstrate through a formal state or local academic assessment the knowledge of and ability to assist in the instruction of reading, writing, or mathematics or the instruction of readiness of these subjects.  Paraprofessionals working with identified Title I students who were hired January 8, 2002, have until January 1, 2006, to meet these standards.  The district will not hire Title I paraprofessionals who do not meet these standards.  If the district [is/becomes] a school-wide Title I school district, all paraprofessionals in the district must meet these standards.

Exception to these requirements may be made with regard to paraprofessionals who act as translator or who coordinate parent involvement activities.

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

Teacher assistants are employed so that the professional teachers may direct their energies to the students’ education.  The basic objectives for the use of teacher assistants are:

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

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

3. To enable the teacher to develop effective programs focusing upon the individual needs of each student.
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4. To provide increased time for individualizing instruction, evaluating learning situations, student counseling and guidance for other instructional activities that will improve educational opportunities for boys and girls.

5. To relieve teachers of the numerous semi- and non-professional tasks which have become cumulative and which have come to consume a disproportionate amount of the teacher’s time and energies.

The principal and supervising teacher are jointly responsible for making final decisions related to the duties and responsibilities to be assigned to an assistant.  Assistants are not to discipline children.  Classroom discipline shall be left to the certified teacher or building principal.

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

· Hallroom duty

· Bus duty

· Playground duty

· Lunchroom duty

· Extracurricular activities involving school functions

· Other noninstructional duties as the superintendent may prescribe

The duties of teacher assistants may be further restricted or regulated by program requirements of the funding plan under which they are employed:     

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

2. Title IV-A funds provide assistants for Indian students.

3. Early Childhood Intervention (ECI) funds provide assistants for mainstreamed students with certain specific handicaps that require frequent or constant attention.

REFERENCE:   70 O.S.  6-127,  18-113.1, et seq.

                             P.L. 107-110, No Child Left Behind Act of 2001
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TITLE I PARAPROFESSIONALS

It is the policy of the Newkirk Board of Education that Title I paraprofessionals will be employed for the school term only.  If Title I funds are received by the district, employment will be offered if the educational need exists and if the applicant possesses the required level of requisite skills as prescribed in the appropriate State Department of Education regulations and the No Child Left Behind Act.

All paraprofessionals must have earned a high school diploma or its equivalent.  Paraprofessionals hired after January 7, 2002, must have completed at least two years of study at an institution of higher education; obtained at least an associate’s degree; or met a rigorous standard of quality and can demonstrate through a formal state or local academic assessment the knowledge of and ability to assist in the instruction of reading, writing, or mathematics or the instruction of readiness of these subjects.  Paraprofessionals hired before January 8, 2002, have until January 1, 2006, to meet these standards.  The district will not hire Title I paraprofessionals who do not meet these standards.

Exception to these requirements may be made with regard to paraprofessionals who act as translators or who coordinate parent involvement activities.

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

Paraprofessionals are employed so that the professional teachers may direct their energies to the student’s education.  The principal and supervising teacher are jointly responsible for making final decisions related to the duties and responsibilities to be assigned to a paraprofessional.  Paraprofessionals are not to discipline children.  Classroom discipline shall be left to the certified teacher or building principal.

Reference:  P.L. 107
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JOB DESCRIPTION--TEACHER AIDE

Title:                            Teacher Aide

Qualifications:              Demonstrated interest in and aptitude for work to be performed

Reports to:                  Supervising teacher

Job goals:                    To provide assistance to the teacher so that the individual needs

                                   of the students are better met.

Performance 

Responsibilities:           The teacher aide may be asked to perform many duties as required 

                                   by the teacher.  The following is a partial list of those possible

                                   responsibilities.

1.    Checking and recording student attendance.

2.    Preparing, copying, and distributing classroom materials.

3.    Grading and recording objective type papers, tests, and projects.

4.    Reading to students, listening to students, and participating in other

       communication with students.

5.    Helping to gather and maintain school equipment and supplies.

6.    Operating various equipment such as overhead projectors, film projectors, 

       VCRs, computers, etc.

7.    Constructing or maintaining various bulletin boards or displays.

8.    Assisting students with individual assignments.

9.    Assisting with the supervision of students during lunch periods,

       assemblies, play periods, and on field trips.

10.  Assisting students in the library or media center.
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Guidelines for teacher aides:

1.    Always work under the direction and supervision of the teacher or other

       certified staff member.  The relationship between the teacher aide and

       teacher is a professional one - one of mutual respect and confidence.

2.    The teacher aide should be cooperative, friendly, and courteous to students,

       parents, and other staff members.

3.    Any reports to or contact with the parent must be made through the teacher.  

       Aides should refrain from discussing student performance or school activities

       with the parent.  Refer the parent to the teacher.

4.    The teacher aide is expected to support the teacher - not supplant him/her.

       The teacher is responsible for content and techniques.  Leave the technical 

       job of teaching to the teacher.

5.    Any information that the teacher aide has access to concerning students, records,

       other staff members, or school business is considered confidential.

6.    The aide should never express differences of opinion or dissatisfaction in the 

        presence of students.  Problems should be discussed in private with the 

        supervising teacher.  Should no solution be reached, the aide may discuss the

        problem with the building principal.  Care should be taken to follow the established

        chain of command in handling grievances.

7.    The teacher aide should be dependable and on time.  If unable to be at work, arrange-

        ments should be made ahead of time with the supervising teacher.  In case of a last

        minute emergency, the aide should notify the office. 
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JOB DESCRIPTION--ISD SUPERVISOR

The assignment of ISD Supervisor is a certificated or noncertificated position which

involves close supervision and aid to students who have been removed from the regular classroom because of behavioral problems or disciplinary action imposed by the 

administration.

The ISD Supervisor will insure that students assigned to ISD strictly adhere to ALL OF

THE RULES AND REGULATIONS that have bee established for the operation of the in-school suspension room.  He/she will refer to the administration any student who fails to follow the rules established for ISD or who creates problems during their assigned time in in-school suspension.

The ISD Supervisor will act as a liason between teacher and ISD students in matters concerning academic work.  This will be done by securing help and assistance with questions regarding assignments.

The ISD Supervisor will act as an instructor/tutor providing and necessary help or assistance that he can provide regarding assignments.  If he/she feels unqualified in certain academic areas, he/she will facilitate communications between the student and teacher of that academic area.

The ISD Supervisor will act as a facilitator in making sure that assignments needed by the students assigned to ISD are obtained from the classroom instructor in time for that student to work on those assignments in conjunction with the times that their class meets during the school day.  If problems arise regarding assignments, the ISD Supervisor will notify the administration and the administration will provide assistance.

The ISD Supervisor will distribute assignments to students during appropriate hours.  At the end of that time he will collect all completed work and assignments and insure that this completed work is returned to the instructor for grading.  Distribution of assignments to students assigned to ISS should be done in a sequential manner and on an hourly basis.

The ISD Supervisor will insure that when students complete an assignment and has additional free time, that this time is occupied by either reading a book or working on some other type of school work.

The ISD Supervisor will administer any and all tests assigned by the classroom instructor insuring that the students take the test without cheating or receiving any help or assistance that is not in keeping with sound test taking procedures.

      466.R.2
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The ISD Supervisor will monitor and keep exact records on the amount of time students are to spend in ISD.

The ISD Supervisor should feel free to communicate to the administration any proposal, suggestion or recommendation they feel would improve the overall effectiveness of in-school suspension (ISD).

By semester the ISD Supervisor will compile statistics on the number of students assigned to ISD during that semester.  He/she will break this data down by grade level, and number of repeated offenders.  This information will be typed and submitted to the administration for review.  He/she will also prepare any other data regarding ISD when it is requested by the administration.

The ISD Supervisor must be aware that the purpose of In-school suspension (ISD) is to allow students who exhibit behavioral problems to remain in school, and at the same time keep up with class assignments and tests.  During their time in ISD the student will be permitted to work on assignments and turn them in to their instructors for credit toward their grades.

The ISD Supervisor must be aware also, that ISD is the last effort in an attempt to correct a student’s misbehavior at school or in the classroom before resorting to a out-of-school suspension.  Based on this criteria, the ISD Supervisor must maintain a highly structured environment in the ISD room if the purpose of in-school suspension is to be effective.  This is not to say that the administration’s expectations for control would be so rigid that students could not function effectively.  We do not want students to be unfairly treated nor mistreated.  We do not want the ISD Supervisor to be picky, arbitrary, or capricious in his/her enforcement of the rules.  An excellent rule of thumb to use regarding the treatment of students assigned to ISD is:

          1.  TREATED FIRMLY

          2.  TREATED FAIRLY

          3.  TREATED WITH CONSISTENCY

The ISD Supervisor should refer students who violate ISD policy to the office.
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  FOOD SERVICE

     
The district shall operate a school lunch program for the benefit of its students.  The school food service programs will consist of serving breakfast and lunch.

The district will participate in the federal food service program and shall make available to students free and reduced meals.

    
The cafeteria shall be staffed as follows:

    1.  Lunch Room Manager:  The lunchroom manager shall supervise and direct all phases of the preparation, receiving, storage and disposal of foods served and those employees assigned to the lunchroom.

    2.  Cook:  The cook shall receive, prepare and store foods in the lunchroom.

    3.  Lunchroom assistant:  The lunchroom assistant cleans equipment and dishes used in the lunchroom and assists the cook when available.

    4.  Lunch checker:  The lunch checker takes money paid for cafeteria food and accounts for it, keeps a record of all who eat breakfast or lunch in the cafeteria.  
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JOB DESCRIPTION--LUNCH ROOM MANAGER

Title:                    Lunch Room Manager

Qualifications:      1.  Demonstrated aptitude for successful performance of the tasks listed.

                           2.  Exhibit managerial ability.

Reports to:           Superintendent

Supervises:            School lunchroom workers

Job Goal:              To serve students attractive and nutritious meals in an atmosphere of 

                             efficiency, cleanliness and warmth.

Performance Responsibilities:

  1.  Plans and supervises the preparation and serving of meals.

  2.  Participates, supervises and instructs kitchen personnel in the safe, proper and efficient use of all kitchen equipment.

  3.  Checks food shipments into the school and signs invoices only after each order is verified.    

  4.  Maintains the highest standards of safety and cleanliness in the kitchen.

  5.  Determines the quantities of each food to be prepared daily.

  6.  Determines the size of serving to meet necessary age requirements.

  7.  Prepares food according to a planned menu and tested, uniform recipes and determines if the finished product is of best quality both in flavor and appearance before it is served.

  8.  Records all food requisitions from the storeroom and records all meals served, designating with  or without milk.

  9.  Supervises the locking of the storeroom and the maintaining of a correct monthly inventory.
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10.  Orders on a weekly basis all necessary supplies.

11.  Reports immediately to the superintendent any problem or accident occurring in the kitchen or the cafeteria premises.

12.  Confers with the superintendent regarding any personnel problems.

13.  Receives suggestions from student and faculty groups regarding prepared foods and meals.  Makes every effort to incorporate such suggestions into the program in a manner consistent with good institutional standards.

14.  Reports to the superintendent any faulty or inferior quality food which is received.

15.  Supervises the daily cleaning of all kitchen equipment and the washing and sterilizing of all dishes, silverware and utensils.

16.  Maintains a current inventory or equipment and food.

17.  Utilizes perishable foods to reduce waste to a minimum.

18.  Reports monthly to the superintendent's office a cost sheet and lunchroom participation account.

19.  Obtains substitute cooks when regular cooks are absent and reports these to the superintendent's office on a monthly basis.

20.  Develops an interpersonal relationship among cafeteria employees that is conducive to a proper working atmosphere.

Terms of Employment:  The lunchroom manager shall work 175 school days and 2 inservice days before the beginning of the school year. 

Evaluation:   Performance of this job shall be evaluated annually in accordance with provisions of the board's policy on evaluation of noncertified personnel.

Approved:  ____________________________________  Date  ______________

                                    Superintendent

                   ____________________________________  Date  ______________

                                     Employee
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JOB DESCRIPTION--COOK

Title:                     Cook

Qualifications:        Demonstrated aptitude for successful performance of the task listed.

Reports to:            Lunchroom Manager

Job Goal:              To serve the students attractive and nutritious meals in an atmosphere

                             of efficiency, cleanliness and warmth.

Performance Responsibilities:

  1.  Maintains the highest standards of safety and cleanliness in the kitchen.

  2.  Checks food shipments into the school and maintains correct monthly inventory.

  3.  Prepares food according to a planned menu and tested, uniform recipes and determines if the finished product is of best quality both in flavor and appearance before it is served.

  4.  Assists in the daily clean up of the kitchen and service areas.

  5.  Assumes responsibility for storage and disposal of unused foods.

Terms of employment:  The lunchroom cook shall work 175 days and 2 inservice days before the beginning of the school year.

Evaluation:   Performance of this job will be evaluated annually in accordance with the provisions of the board's policy on evaluation of noncertified personnel

Approved by:  __________________________________  Date:  _________________

                                  Superintendent

                        _________________________________​_  Date:  _________________

                                  Employee
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JOB DESCRIPTION--LUNCHROOM ASSISTANT

Title:                   Lunchroom Assistant

Qualifications:     Demonstrated aptitude for successful performance of the tasks listed.

Reports to:          Lunchroom Manager

Job Goal:             To serve the students attractive and nutritious meals in an atmosphere of efficiency, cleanliness and warmth.

Performance Responsibilities:

  1.  Washes and sterilizes dishes, silverware and utensils daily.

  2.  Mops dining area daily.

  3.  Assists in the daily clean up of the kitchen and service areas.

  4.  Performs major cleaning of refrigerators and storerooms at regularly scheduled intervals as designated by the lunchroom manager.

  5.  Assumes responsibility of food storage delivered after the lunch meal has been served.

  6.  Assumes responsibility for storage and disposal of unused foods.

Terms of employment:  The lunchroom assistant shall work 175 school days and 2 inservice days before the beginning of the school year.

Evaluation:  Performance of this job will be evaluated annually in accordance with provisions of the board's policy on evaluation of non-certified personnel.

Approved by:  ________________________________  Date:  ______________

                                Superintendent

                       _________________________________  Date:  ______________

                                Employee
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LUNCH COUNT AND LUNCH FUND FINANCIAL CLERK

Title:               Lunchroom Checker

Qualifications:  Demonstrates aptitude for and proficiency in basic bookkeeping 

                        procedures.             

Reports to:       Superintendent

Job Goal:         To provide an efficient record of food service usage and accounting for 

                        monies received.

Performance Responsibilities:

  1.  Recognize and be able to call by name every student and employee of the district.

  2.  Record every student, employee and guest who eats breakfast or lunch in the school

       lunchroom every day.  

  3.  Total  free, reduced and paid meals for students and adults.  Check with lunchroom manager to balance both records with identical amounts.

  4.  Fill out forms to be used for lunch program records.

  5.  Count and receipt all monies received each day.

  6.  Total all monies and receipts taken each week and deposit with superintendent's secretary. Monies and receipts shall be balanced a second time in the superintendent's office.

Terms of Employment:      School Days

Evaluation:  Performance of this job will be evaluated annually in accordance with provisions of the board's policy on non-certified personnel.  

Approved:  ___________________________________  Date  _______________

                     Superintendent

                  ___________________________________  Date:  _______________

                     Employee
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STAFF

  MAINTENANCE AND CUSTODIAL SERVICES

     
The board believes that  clean, well maintained school buildings are necessary for providing a place that is conducive to a learning environment.  As far a financially possible this policy shall be enforced.

     
Staff provided for this policy are:

     1.  Maintenance personnel:  Maintenance personnel are to make necessary repairs when they have the expertise to do so.  

     2.  Custodians:  Custodians are to keep classroom and school buildings clean.
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REGULATIONS

STAFF 

DUTIES OF CUSTODIANS


Each custodian shall see that his building is properly patrolled during the day, properly secured at night, and all lights, except the safety lights, turned off.  Custodians shall give daily attention to restrooms, floors, etc.  Daily scrubbing of restrooms should be performed if conditions do not prohibit.  Custodians shall make minor repairs to buildings and equipment and should report all major damages or needs for repairs to the superintendent or principal.


Custodians should not permit students in the buildings prior to the time of arrival of the principal, except to assist the custodian in his duties.


General house cleaning activities, repair, and maintenance shall be accomplished during the summer months.  The custodian shall perform such other duties as may be assigned by the principal, supervisor, or superintendent.
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REGULATION

STAFF 

JOB DESCRIPTION--CUSTODIAN
TITLE:                         Custodian

QUALIFICATIONS:  1.  Be of good health

                                    2.  Demonstrate aptitude for successful fulfillment of assigned

                                         performance responsibilities

REPORTS TO:            Superintendent

JOB GOAL:                 To provide students with a safe, attractive, comfortable, clean,

                                     and efficient place in which to learn, play, and develop

PERFORMANCE RESPONSIBILITIES:

1.  Keeps building and premises, including sidewalks, driveways, and play areas, neat and clean at all times.

2.  Regulates heat, ventilation, and air conditioning systems to provide temperatures appropriate to the season and to insure economical usage of fuel, water, and electricity.

3.  Shovels, plows, and/or sands the walks, driveways, parking areas, and steps, as appropriate.

4.  Checks daily to insure that all exit doors are open and all panic bolts are working properly during the hours of building occupancy.

5.  Sweeps classrooms daily, dusts furniture, and empties trash.

6.  Cleans corridors after school each day, and during the day when  condition requires it.

7.  Scrubs, hoses down, and disinfects toilet floors daily, and cleans all sanitary fixtures and drinking fountains daily.

8.  Washes all windows on both the inside and outside at least once each year, and more frequently if necessary.

9.  Keeps the grounds free from rubbish.
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10. Performs such yard keeping chores as grass cutting, tree trimming, and the like, as necessary, to maintain the school grounds in a safe and attractive condition.

11. Keeps all floors, doors, and walls in a clean and attractive condition and in a good state of preservation.

12. Cleans all chalkboards at least once a week.    

13. Paints and makes such minor building repairs as he/she is capable of and assists general mechanics in remodeling and renovation work.

14. Reports major repairs needed promptly to the superintendent.

15. Maintains on a regular schedule all motors and other mechanical equipment requiring scheduled servicing, including replacing all venting screens on a regular scheduled basis.

16. Reports immediately to the principal any damage to school property.

17. Assumes responsibility for the opening and closing of the building each day and for determining, before leaving, that all doors and windows are secured and all lights, except those left on for safety reasons, are turned off.

18. Keeps an inventory of supplies, equipment, and fuel on hand, and requisitions such needed replacements from the superintendent far enough in advance that they may be delivered at such times as will not hinder the custodian in his duties.   

19. Conducts an ongoing program of general maintenance, upkeep, and repair.              

20. Moves furniture or equipment within buildings as required for various activities and as directed by the principal.

21. Conducts periodic inspections and tests of all electrical and gas installations in the school to insure their safe condition.

22. Assumes responsibility for the general fire safety of the building.

23. Performs emergency repair or cleaning services as necessary.
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24. Maintains store rooms in a clean and orderly fashion.

25. Performs other assignments requested by the administration.

TERMS OF EMPLOYMENT:  Two hundred forty (240) day contract

EVALUATION:  Performance of this job will be evaluated annually in accordance with

                            provisions of the board's policy on evaluation of support personnel    

                           (staff).

Approved by:________________________________________Date:___________

                     Principal

                    _________________________________________Date:___________

                     Employee       

September 1, 1999                                                                                                      469

 STAFF 

BUS DRIVERS
     
Drivers shall be employed by the board of education upon the recommendation of the superintendent.  The driver is expected to exercise care in the use of his vehicle so that the greatest service may be rendered to the children of the district.  Drivers shall maintain the same standards of personal conduct as is expected of all other employees of the district.  Drivers shall have a valid bus driver certificate before they will be allowed to operate a school bus on a regular basis. Drivers shall check the following daily:  The brakes, steering gear, tires, lights, fuel supply, and oil of their vehicles before commencing their routes.  Drivers shall keep the bus ventilated and lighted when necessary.  The bus   should be cleaned when necessary.


The following speed limits will apply: 

· 65 mph on turnpikes and interstate highways

· 55 mph or the posted speed limit, if lower, while traveling on paved

                  two-lane highways

· 35 mph on unimproved roads of bus routes

· 40 mph on improved (paved) roads of bus routes

· or the posted speed limit


The bus headlights will be activated at all times that the bus is operating.


Drivers shall promptly complete all reports that may be requested by the administration.  Drivers shall maintain discipline in the bus and shall report all cases of gross misconduct of children to the principal of the school attended by the child.


Bus drivers shall perform such other transportation duties as may be assigned by the principal or superintendent.  They shall also know and adhere to all the rules and regulations established for drivers of school buses in Oklahoma.

References:  HB 1258, 1999 Legislative Session

                   SB 84, 1999 Legislative Session
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REGULATION

STAFF 

JOB DESCRIPTION - BUS DRIVER
TITLE:                          Bus Driver

QUALIFICATIONS:   1.  Valid commercial driver's license

                                     2.  Valid certification from the State Department of Education

                                     3.  Annual health statement from a physician

REPORTS TO:             Superintendent's office for all reports

                                     Principal's office for discipline problems

JOB GOAL:                  By providing safe and efficient transportation that students may

                                      enjoy the fullest possible advantage from the district's curriculum

                                      and extra-curricular program

PERFORMANCE RESPONSIBILITIES:

1.  Obeys all traffic laws.

2.  Observes all mandatory safety regulations for school buses.

3.  Maintains discipline when students are on bus.

4.  Reports undisciplined students to the proper principal.

5.  Keeps assigned bus clean daily and washes bus after each rain when bus becomes dirty.

6.  Keeps to assigned schedule.

7.  Checks bus before each operation for mechanical defects.

8.  Notifies the proper authority in case of mechanical failure or lateness.

9.  Discharges students only at authorized stops.

10.  Exercises responsible leadership when on out-of-district school trips.

11. Transports only authorized students.

                                                                                                                             469..R.1

                                                                                                                       2 of 2 Pages

12. Reports all accidents and completes required reports.

13.  Enforces regulations against smoking and eating on the bus.

TERMS OF EMPLOYMENT:  School days plus one.  Salary and work year to be

                                                  according to desires of the board of education

EVALUATION:                         Performance of this job will be evaluated annually in

                                                   accordance with provisions of the board's policy on 

                                                   evaluation of support personnel (staff).

Approved by _______________________________________Date_________________

                      Principal

__________________________________________________Date_________________

                      Employee
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PLANNING AND EVALUATION

The superintendent will be responsible for the implementation of all curricular activities and shall organize a continuous study of educational materials and procedures in order that justifiable changes might be made.


The curriculum shall be changed as the needs and interests of the pupils change and shall not be static, but a program of continuous growth.


Additions to the curriculum will be approved by the board of education upon the recommendations of the administrative personnel and the instructional staff.
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NEWKIRK PUBLIC SCHOOL

CURRICULUM EVALUATION PLAN

Materials Used For Evaluation:

        1.  State Learner Outcomes for each subject and/or course.

        2.  Testing data from the previous school year.

        3.  Surveys of parents, teachers, and students, developed by the

             curriculum committee.

Evaluation Purpose:

        1.  To evaluate student performance in reaching the curriculum goals.

        2.  To evaluate the curriculum in relation to the school’s stated philosophy

             and objectives.

        3.  To evaluate the curriculum’s effectiveness in promoting a positive school climate.

        4.  To evaluate the curriculum for compliance with state regulations.

Curriculum Committee:

        1.  The Newkirk Public School Curriculum Committees shall be selected during 

              in-service week at the beginning of school each year.

        2.  The Elementary School Committee shall consist of the following:

             a.  The Elementary school principal.

             b.  Six middle school teachers designated by the Elementary school principal.

                  (One elected by the committee to be chairman.  One elected by the 

                   committee to be the secretary.)

             c.  The Elementary school counselor.

        3.  The Middle School committee shall consist of the following:

              a.  The Middle School Principal

              b.  Three Middle School Principal

              c.  The Middle School Counselor

        4.  The High School committee

              a.  The High School Principal

              b.  Five High School teachers

              c.  The High School Counselor

Committee Responsibility:

The Newkirk Public School Curriculum Committee shall:

        1.  Prepare a report of its findings.

        2.  Make recommendations for curricular changes.

        3.  Submit the report and recommendations to the Board of Education for approval.
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REGULATION

GRADING AND REPORT CARDS
Grading

All teachers are required to use the following system of grading: 



A =  90 - 100



B =  80 - 89



C = 70 -  79



D = 60 - 69



F = 59 and below.


All students should have at least two daily grades each week.  Each teacher is to turn in failure notices to the office in compliance with weekly eligibility rules and regulations.  Building Principals will designate time and date of these reports.  The office will mail the failing notices.


No grade penalty will be assessed against a student's academic record for misconduct in class.  


Ten grades for each student should be in the grade book for each nine-week period.  For specific information concerning grading, see student handbooks.

Report Cards

As a means of communicating with parents, report cards shall be issued at the end of each nine weeks.
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HOMEWORK


The board of education defines homework as a responsibility that the student undertakes independently, whether at home or outside of class periods in the school.  The board further believes that any homework given should be to supplement, complement and reinforce classroom teaching and learning.


The homework assignment should be left to the discretion of the individual teacher.  Certain classes will require more frequent homework than others.  Students are expected to complete homework assignments.
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CLASS INTERRUPTIONS


The board of  education believes strongly that the educational material presented in the classroom is the most important ingredient of a student's school day.  It also believes that many education support services which may interrupt a class period could be accomplished better, and would allow more time for education, if  handled at another time or place.


Therefore, the board supports the concept that all class interruptions should be kept to a minimum.  The superintendent and the principals should monitor such interruptions to determine that they are necessary, brief, and infrequent.
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PROMOTION AND RETENTION


The decision of whether to promote a student to the next grade or to retain him or her in the current grade is a decision that the board of  education considers to be very important.  Additionally, whether a student passes or fails an individual class is also important.  Therefore, the process to make final determination of such situations shall be as follows:


The teacher will make a recommendation on promotion/retention or pass/fail.  The parent or guardian of the student, if dissatisfied with the recommendation, may appeal the decision to the school principal.  If the parent is still dissatisfied after such appeal, an appeal may be made to the superintendent.  If dissatisfaction still exists, the parent may appeal to the board of education.  The decision of the board of education shall be final.


The parent may prepare a written statement to be placed in and become a part of the permanent student record stating the reasons for disagreeing with the final decision of the board.

References:  H.B. 1056, 1995 Session

                    70 O.S. 24-114.1 (Section 504, School Law Book, 1996)














                    


505.10

 CREDIT FOR ADVANCED COURSES

The board of education believes that an important part of the educational process is the encouraging of students to strive for their intellectual limits.

High School Courses

One method of encouraging students to challenge themselves is to provide all students the option of enrolling in high school courses for credit.  This board will provide the opportunity for any student to receive high-school graduation credit for taking high school courses under the following conditions:


1.  The course will be a course regularly taught as a high-school course (Example:        


     Algebra I )


2.  The course will be taught by a teacher certified to teach the class as a high-school 


     course


3.  The student will successfully complete the course.


4.  The grade may be either a letter grade or a pass-fail grade.

Concurrent College Enrollment

As an additional opportunity, and in compliance with state law, the board will approve the enrollment of high-school students in college courses.  An eleventh-grade student or a twelfth-grade student who has achieved an acceptable score on the ACT or the SAT test may enroll concurrently in high-school and college courses.

Proficiency Based Promotion

This board will provide opportunities of proficiency-based promotion, and will disseminate materials explaining the opportunities available to students and parents each year.

Reference:  State Board of Education, Standards for Accreditation of Oklahoma Schools, 1998,              pp. 163 and 180

                  SB 1392, 2000 Legislative Session

Note:  The school district Regional Accreditation Officer may check for this policy.

Note:  Acceptable ACT or SAT scores for  concurrent college enrollment is as follows:

           1.  Seniors:    Comprehensive Universities
75th Percentile



    Regional Universities
     
62nd Percentile


                   Two-year Colleges

46th Percentile

           2.  Juniors     All Schools


90th Percentile








                        505.20

HIGH SCHOOL
GRADUATION REQUIREMENTS


Beginning with the class of 2003, the requirements for graduation shall include the following units or sets of competencies:

· 4 units of language arts

· 3 units of mathematics

· 3 units of science

· 3 units of social studies

· 2 units of arts


In addition to these courses, students are encouraged to complete two (2) units of foreign language.  Some specific courses to meet the curriculum requirements are named in state law. Other courses approved by the local board may be substituted for those listed in state law upon review and approval by the State Department of Education.  These options may be allowed if they are equal in content and/or rigor to the other courses specified in state law. 


All students must fulfill requirements of the board of education to be eligible for a diploma.  However, students who need no more than one unit to graduate may participate in graduation exercises if proper arrangements for completion of the requirements are made with the high school principal.


Any variance to these requirements must meet state laws or State Department of Education regulations.

References:  HB 1759, Section 1, 1999 Legislative Session

                     70 O.S. 11-103.6

                     HB 2728, 2000 Legislative Session

                                                                                                                                    506

PROMOTION

 BASED ON PROFICIENCY TESTING


The board of education will comply with all state law and State Department of Education regulations concerning promotion options based on attainment of desired levels of competencies.  Therefore, based on tests pursuant to Section 1210.508 and State Board of Education regulations, a student may attain high school graduation regardless of course credits earned.

NEWKIRK PUBLIC SCHOOL

PROFICIENCY BASED TESTING POLICY
Purpose:                To enable a student to receive academic credit, a course or grade

                              prior to receiving any type of  formal classroom instruction in that

                              particular course/s or grade/s.

Procedure:             Notify the Newkirk Superintendent of Schools prior to the beginning 
                              of the upcoming semester.  Upon notification of a student’s intent, 


       testing will begin prior to the beginning of the semester.
Requirements:         Student must be a legal resident of the Newkirk Public School 

                               District and have completed all previous required course or grade

                               work at a passing level of proficiency.  All Proficiency Based Testing

                               by a student requires that he/she pass a battery of tests determined by

                               the district to insure proficiency at a level of 90% or better.  All 

                               testing must be completed at least 48 hours prior to the first day of 

                               classroom instruction.

References:  70 O.S. 11-103.6 (Section 244, School Law Book, 1996)

                   Standards for Accreditation of Elementary, Middle, Secondary and Area Vocational and Technical Level Schools, State Department of Education, p. 32.
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ACADEMIC POLICIES

         Students Entering From Non-Accredited Schools - 

Middle School/Elementary School Policy
        Students entering Newkirk Public Schools form an elementary/ Middle school not accredited by the State Board of Education shall be required to take a standardized achievement test, the MAT-6 test is a prime example of the type of test to be administered, but shall not be inclusive.  Results of the test will be used to determine grade placement.  However, any factor into the placement decision shall be permitted to be considered.  The final placement judgement will be made by the building principal.  The individuals exam shall be administered by the receiving school and the results shall be confidential and kept on file for one year from the date the test was taken.  If the placement is not agreed to by the parent the superintendent will review the case on appeal and make the final placement.

High School Policy
         A student entering Newkirk High School from a junior/middle, or secondary school  not accredited by the State Department of Education shall be required to take comprehensive written examinations in the subject areas pursued in the non-accredited school that are offered by Newkirk High School.  No credit will be earned for courses not offered at Newkirk High School.  The test shall be teacher made and of a comprehensive semester nature.  The credit earned on the comprehensive semester test will be recorded on the permanent record of the student as a P or F for passing or failing.  All tests are kept on file in the principal’s office.  Individual test results will be confidential and kept on file for one year from the date the test was completed.  Any appeal should be made to the superintendent of schools for review and his/her decision will be final.

Student Name:_________________________

Subject:      Grade Placement

        The above named student is enrolling in the Newkirk Public Schools and is tenatively 

being enrolled as_______________________________________________________

                               (grade level or special enrollment)

        This placement issudent has taken the appropriate tests(______________________)

to determine the proper grade placement.  The determination of proper grade placement 

will be made by the school using all available information.

                                       ___________________________________________
                                             Administrator/Newkirk Public Schools              Date

                                             ________________________________________

                                             Parent/Guardian                                                Date

                                                                                                                                          507

EVALUATION AND SELECTION 

OF MEDIA CENTER MATERIALS

     
The board of education subscribes in principle to the following statement of policy expressed by the American Association of School Librarians:

     
The professional staff of  this school district is concerned with the development of informed and responsible students.  To this goal we assert that the media center is:

     1.  To provide materials that will enrich the student as an individual and support the curriculum, taking into consideration individual needs, and the varied interests, abilities, socioeconomic backgrounds and maturity levels of the students served.

     2.  To provide materials that will stimulate growth in knowledge and develop literary, cultural and aesthetic appreciation and ethical standards.

     3.  To provide materials on all sides of issues, beliefs and ideas so that young citizens may develop the habit of critical thinking, reading, listening and viewing.  Thus, they are enabled to develop an intellectual integrity in  forming judgments.

     4.  To provide materials  which accurately reflect all religious, social, political and ethnic groups, and their contributions to our American heritage as well as knowledge and appreciation of history and culture.

     5.  To provide a comprehensive collection of instructional materials which, when selected in compliance with basic selection principles, can be defended on the basis of their appropriateness for the users of the media center.

Reference:  Printed materials of American Association of School Librarians

                  Required in State Department of Education accreditation review
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NEWKIRK PUBLIC SCHOOL
Procedure to follow concerning complaints or requests to review library or instructional material used by the Newkirk Public School.

         A.  All complaints to be considered shall be submitted in writing to the principal

               and the complaint or request properly signed and identified.

         B.  The librarian, teacher and administration shall be informed of the nature and facts

               concerning the complaint.

         C.  The complaint or request to review the material shall be submitted by the 

               principal to a faculty committee composed of persons teaching in that subject

               matter field of the materials challenged.

         D.  The materials are judged by the committee and a written recommendation shall 

               be submitted to the principal and a copy of said complaint and recommendation

               shall be kept on file in the principal’s office for future reference.

         E.  A copy of the complaint and the committee’s evaluation and recommendation 

              shall be sent to each board of education member.

         F.  The principal-faculty committee evaluation and recommendation may be 

              appealed to the superintendent and board of education upon request by the

              complainant.

        G.  The decision of the board of education shall be final.
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NEWKIRK PUBLIC SCHOOLS

CITIZEN’S REQUEST FOR REVIEW OF

LIBRARY AND/OR INSTRUCTIONAL MATERIAL
Author________________________________________________________________

Title__________________________________________________________________

Publisher (if known)______________________________________________________

Location of material (school)________________________________________________

Request initiated by_______________________________________________________

Telephone_______________Address_________________________________________

City_________________________________________Zip Code___________________

Complainant represents:

    __________Himself

    __________Organization_________________________________________________

                                                                                 (Name)

    Other group___________________________________________________________

                                                                                 (Name)

1.  To what in the instructional material do you object?  Please be specific.

      ___________________________________________________________________

      ___________________________________________________________________

      ___________________________________________________________________

2.  What do you feel might be the result of using this material?

      ___________________________________________________________________

      ___________________________________________________________________

      ___________________________________________________________________
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3.  For what age group would you recommend this material?_______________________

4.  Is there anything good about this material?__________________________________

     __________________________________________________________________

5.  Have you read or previewed the entire material?_____________If not, what parts have

     you read or previewed?________________________________________________

     __________________________________________________________________

6.  Are you aware of the judgment of this material by critics in the subject area?________

     ___________________________________________________________________

7.  What do you believe is the theme of this material?_____________________________

      __________________________________________________________________

      __________________________________________________________________

8.  What is your recommendation for action towards this material?___________________

      __________________________________________________________________

      __________________________________________________________________

9.  Who did you talk to in your school about this material?_________________________

      __________________________________________________________________

10. What were their suggestions and comments concerning your complaint?___________

      _________________________________________________________________

      _________________________________________________________________

      ________________________                 _________________________________

      Date                                                          Signature of Complainant
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REGULATION

EVALUATION AND SELECTION 

OF LIBRARY/MEDIA MATERIALS


School library materials shall be selected in accordance with the following principals.

  1.  Instructional materials shall be chosen on the basis of interest and teaching value for students,  Material shall not be excluded because of race, nationality, religion or political views of the writer.

  2.  Where practical, materials shall be selected which present various points of view concerning contemporary problems and issues.

  3.  Books and other materials shall not be removed or banned solely because of partisan or doctrinal disapproval.

  4.  The following factors shall be considered in the selection of library materials:

       a.  Selections shall be made for, and in accordance with, the different maturity levels of the students.

        b.  Materials shall be selected which fill a need related to the curriculum and/or contribute to the development and enrichment of the students.

        c.  In the selection of library materials, professionally recognized reviewing tools such as standard catalogs shall be used.  When possible, audio visual materials shall be previewed before purchase or ordered with return privilege guaranteed.

        d.  The following specific criteria shall be considered:

             *  The overall purpose of the material and how well that purpose is accomplished.

             *  Reputation and significance of the author.

             *  Timeliness and permanence of the material.

             *  Importance of the subject matter to the collection.

             *  Accuracy of the material.
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             *  Reputation and standards of the publisher or producer.

             *  Readability and reader appeal.

            *  Quality of writing and illustration.

            *  Appearance of the title in material selection aids.

            *  Price.

  5.  Nonfiction material dealing with subjects of criticism shall receive the same careful consideration as all other materials.....including

       a.  Religion - Factual unbiased materials which represent all major religions may be included in the library collection.  Bibles and other sacred writings are acceptable.  Publications from religious bodies may be selected it they have general value.

       b.  Science - Medical and scientific materials shall be made available.

  6.  Gift books and other materials shall be accepted with the understanding that they must meet the same selection criteria as materials purchased with school funds.  Gift books and other materials become the property of the school.

 References:  Guidelines for Reconsideration of Library Materials

                     Library Bill of Rights

                     Request for Reconsideration of Educational Material, American Association of School Librarians
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NEWKIRK PUBLIC SCHOOL

MEDIA POLICY

March 3rd 1997

The uses of media in the classroom is a very popular and effective teaching device.  Students can and do benefit from seeing material displayed in motion picture form, overhead projection, T.V., slides, computers, and many new and innovative media techniques.  The School board of Newkirk School encourages teachers to use these and other teaching devices in order for the students at Newkirk to learn information that meets their needs as outlined in the school mission statement.

The Newkirk Board of Education knows that there are movies, T.V. programs, and other materials that can be brought into the classroom that have limited benefit in the teaching process.  The use of this material as an entertainment or reward medium is discouraged.  The viewing of M.T.V. or T.V. programs that are not rated as G. in the new T.V. rating guidelines is prohibited.  If an instructor feels that there will be a need to use materials in the classroom that do not meet the guidelines established by the Board they should make a written request to the Principal of their building and he will seek approval from the Board at their next regular meeting.
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ACTIVITIES AND ATTENDANCE

 RELATING TO INSTRUCTION

The board of education believes that attendance in regularly scheduled classes is a key factor in student achievement and that absences from those classes represent a loss of educational opportunity.  However, the board also believes that the extra-curricular program of the school district and coordinated field trips which enhance instruction have value as well and that such activities should be encouraged for the development of well-rounded citizens.


The board shall support extra-curricular activities and approved field trips and at the same time direct administrators and teachers to minimize absenteeism from regular classes in providing students with such opportunities.


The board expects to ensure that the educational program will be protected from student activities of questionable educational value.  The principal shall determine participation based on the contribution made by the activity to the school's educational goals.


Student and staff involvement shall be maintained in the formation, organization, chartering, regulating and funding of the activities in the program.

Reference:  State Department of Education, Standards for Accreditation of Elementary, Middle, Secondary and Area Vocational and Technical Level Schools, 1994, p.83.
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REGULATION

ACTIVITIES AND ATTENDANCE

Teachers wishing to place a school activity of any kind on the school calendar shall clear the activity and the time with the principal.  To avoid possible conflicts, the activities should be approved as  early as possible.   A list of students who would miss any class while on any activity must be listed and approved by the principal by 1:45 p.m. on the day preceding the activity.
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REGULATION

TEN-DAY ABSENCE RULING
      Regulations concerning attendance and activities are designed to aid students so that maximum learning can occur.  Consistent classroom attendance assists students in developing strong work habits, responsibility and self-discipline.  The goal of the board of education is to facilitate a balanced education for each student.  With this in mind, the following attendance/activities regulations have been established.

    1.  The superintendent and the local board shall annually review the scheduling of activities so that minimal interruptions occur in the instructional program of a student.

    2.  The maximum number of absences for activities which removes the student from the classroom shall be ten (10) for any one class period in the school year.  State and national levels of school sponsored contests are excluded.  The criteria for participating in such contests must be submitted in writing by local school sponsors and approved by the board.

    3.  The board shall appoint an internal Activities Review Committee at the beginning of the school year.

    4.  The superintendent shall be responsible for maintaining an addendum to the attendance records that apply to this regulation.

    5.  If a parent or a student feels that a miscalculation of absences has occurred, a complaint may be registered.  To register a complaint, a signed, written complaint shall first be filed with the superintendent.  It is not resolved, the complaint shall be filed with the board for final determination.

Reference:  Required by State Department of Education Accreditation Department
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General Criteria:

1.  Any approved activity which is state of national level or for which the student has

     earned the right to compete by meeting criteria established by the sponsor, coach,

     athletic director, and/or administrator will not be counted against the students.

2.  Any approved state or national award or honor which is bestowed upon a Newkirk 

     student will not be counted against the student.

3.  Any non-competitive activity which is an extension of the classroom will not be 

     counted against the student.

4.  Any in-school activities which pertain to the student government, student body

     benefit, student testing, and special student program will not be counted against the 

     student.

5.  Any event which is changed due to a circumstance beyond the control of the sponsor, 

     coach, athletic director, and/or administrator will not be counted against the student.

6.  Any travel time which pertains to an exempt event will not be counted against the 

     student.

All of the above mentioned activities, events, honors, etc. will be monitored carefully by the Internal Activities Review Committee and only those which facilitate a balanced education for the child will be approved.

                              ****  For Athletic ****

The following athletic events will be exempt from the 10 day rule:

    1.  Any state playoff in any sport which must be held during a school day.

          (District, Regionals, Area, and State)

    2.  Tryouts for any All-State team in any sport. 

                              ****  For  FFA  ****                                                                         

The following FFA events will be exempt from the 10day rule:

    1.  American Royal (Coincides with the National FFA Convention)

    2.  District Livestock Judging Contest

    3.  NW District Livestock Show

    4.  Oklahoma City Livestock Show
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    5.  Any state or national conference, convention, fair, or judging contest.

The following FFA events will not be exempt from the 10 day rule:

    1.  Kay County Fair

    2.  Kay County Judging Contest

    3.  State Sheep Judging Contest

    4.  Lawton Steer & Lamb Show

    5.  Pond Creek Judging Contest

    6.  Shawnee Livestock Show

    7.  El Reno Steer Show

    8.  Anderson Mo. Livestock Show

    9.  Kay County Livestock Judging Contest

  10.  Kay County Livestock Show

  11.  FFA Banquet

                             ****  For 4-H  ****

The following 4-H events will be exempt from the 10 day rule:

    1.  Northwest District Leadership Conference - October (County-wide conference

         with club officers having the first options to attend)

    2.  Kansas City Conference - November (County-wide conference with two(2) top

         point persons to attend.)

    3.  State 4-H Club Congress - November (Two oldest 4-H members with record books

         attend)

    4.  Area judging contests same as Newkirk FFA.

    5.  National Contests (Beef Judging - Denver, Kansas City & Louisville - dairy judging,

         meats judging, and poultry judging)

    6.  4-H Roundup (County-wide with top point persons to attend)

    7.  Any state or national conference, convention, fair, or judging contest.

The following 4-H will not be exempt from the 10 day rule:

    1.  Same as the Newkirk FFA.
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                ****  For Music  ****

The following music events will be exempt from the 10 day rule:

    1.  District Marching Contest

    2.  State Marching Contest

    3.  District Solo and Ens. Contest (Vocal & Instrumental)

    4.  District Concert Contest (Band & Vocal)

    5.  State Solo Contest (Instru. & Vocal)

    6.  All-State Band tryouts

    7.  State Concert Band Contest

The following music events will not be exempt from the 10 day rule:

    1.  Northern Honor Band tryouts

    2.  Thanksgiving Vocal Festival

    3.  Northwest Honor Band

    4.  Tri-State Music Festival

    5.  Kansas State Fair

                **** For Student Activities **** 

The following student activities will be exempt from the 10 day rule:

    1.  Testing programs approved for that year.

    2.  Two pep assemblies during school for each sport--one assembly for opening 

         game and the other for homecoming.  Any post season playoff games will 

         receive special attention.

    3.  Two inter-scholastic days.  (All other contests will count against the student’s

          ten days.)

    4.  Classes will be allowed three class meetings during the year.  These will be con-

          ducted at the same time throughout the school.

    5.  Any college and career day, held at Newkirk.

    6.  Any activities which are an extention of the class.  (Yearbook ads, science fair,

         class field trips, etc.)

    7.  Any student council officer or participants which attend the state convention for 

         student councils.

The following student activities will not be exempt from the 10 day rule:

    1.  College visitation days used during school.

    2.  Homecoming practices.  It is recommended that these be held before or after school.

    3.  Any class, club, or group meeting other than those approved by committee.

    4.  Any Inter-scholastic contest over the two days allowed per students.

    5.  Any unexcused absence that the student has during the year.
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GIFTED STUDENT PROGRAM

The board of education will provide gifted and talented educational programs for all identified gifted and talented children enrolled in the district.  The program will include

differentiated education with multiple programming options which shall be carefully matched with student's identified needs and interests.


The district will provide this program as a means for each student, regardless of abilities, to reach his or her full potential  To meet this goal, the board adopts the following conditions for the program.

Identification
    
 Students who have been identified by school district as having scored within the top 3% (97th percentile) on a nationally standardized intelligence test or demonstrated excellence in creative thinking, leadership, visual and performing arts or specific academic ability will participate in the program.


Students who have been identified by another district prior to enrollment in this district will be placed in the program for one year and further testing can be made.

Due Process Rights
     1.  A written parental consent for individual evaluation will be required.  All relevant records will be kept confidential.  Additional evaluation of a child, upon parental request, will be made available.

     2.  Additional evaluation of their own children shall be available to parents upon request.

Multi-criteria Evaluations   Multi-criteria evaluations may include any of the following:

     Referrals--professional, peer, parent, self

     Measures of ability

     Measures of performance

     Scales, inventories, checklists

     Autobiographies or work samples

Programs provided  Programs shall include enrichment of content, acceleration, individual instruction, and mentorship.
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Type of Program  The school district will provide a gifted child educational program for each qualified student.

Student Removal  The following criteria relate to student removal from the program.  Testing is given each year; evaluation is made each year; and parental request for removal is considered or honored.

Expenditures

The board shall prepare a report at the conclusion of each year which outlines the expenditures made by the district during that year for the gifted and talented educational programs.

Local Advisory Committee


No later than September 15 of each year, the board will appoint a local advisory committee of 3 to 11 members.  The superintendent will call a meeting of this group no later than Oct 1 of each year.  The committee will assist in formulation of goals, assist in the development of a gifted and talented plan, and assist in the development of a report of the program for the State Department of Education.

Reference:  H.B. 1466 as amended by S.B. 214

                  70 O.S. 1210.301-308 (Sections 904-910, School Law Book, 1996)  


      Standards for Accreditation of Elementary, Middle, Secondary and Area Vocational and Technical Level Schools, State Department of Education, pp 183-184.
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GIFTED AND TALENTED POLICY - 

I.  Philosophy and Goals - The Gifted and Talented Policy is the policy that affects those students that are designated “gifted and talented” in the Newkirk Public School system.  This policy will be directed toward intellectual abilities.

Within the framework of existing school and community resources, the Newkirk Public School System seeks to serve the student population in curriculum and educational areas.  The gifted and talented segment is also served in a challenging manner.  The Newkirk School System provides a creative environment for the gifted and talented student which will enrich his/her educational experience.  This student should look beyond normal curriculum expectations to ability levels that are commensurate with his/her natural intellectual abilities.

II.      Definition - “Gifted child education programs” means those special instructional 

          program, supportive services, unique educational materials, learning settings, and 

          other educational services which differentiate, supplements and support the regular

          program in meeting the needs of the gifted child.

      Identification - 

      A.  Screening - The screening procedures are developed to be inclusive, not

            exclusive.  Students will not be eliminated from needed programming on the basis 

            of one assessment.  Using multiple criteria, Newkirk School District I-29 seeks to

            identify all potential intellectually gifted and talented students.  Three screening 

            instruments are used for placement in the program.

           1.  School Ability Test - This is administered locally in the first semester of each 

                year to grades 1, 2, 4, & 6.  Students who score in the 95+ percentile will be

                referred to the conference committee.

           2.  Nationally normed achievement test - This test is administered locally in the 

                second semester of each year to grades K-11.  Students who score in the 95+

                percentile will be referred to the conference committee.

           3.  Nationally recognized Individual I.Q. test - Students who score in the 95+ 

                percentile will be referred to the conference committee.

      B.  Nomination - Teacher, parent guardian, peer, student, and other nominations will 

            be considered.  A scale for the behavioral characteristics of the student will be the

            above named party involved.  The nominee’s school file will be checked for 

            previous test results.  If the file will be checked for previous test results.  If the 
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            achievement and school abilities test scores of the nominee fall within the 93 and

            94 percentiles, the committee may recommend the administration of a nationally

            recognized individual I.Q. test.  Nominees who have scored below 93% will  not

            be considered for placement.  Nominees who have no file records will be held in 

            consideration until the next regular achievement test or school abilities test is 

            administered.

            To allow for the unbiased assessment of all cultural and economic backgrounds,

            a committee decision for placement may be made based on referral, student 

            product or performance, appropriate checklists, and other relevant information.

      C.  Types of tests - 

            1.  School Ability Test.

            2.  Nationally normed achievement test.

            3.  Nationally recognized Individual I.Q. test.

      D.  Placement Criteria - Students who score in the 95+ percentile through the

            screening instruments qualify for placement.

            The Gifted/Talented Coordinator, a building site administrator, a gifted/talented

            teacher, a school counselor, and a site classroom teacher will constitute the site

            Gifted/Talented Committee.  This committee will meet to place the referred,

            qualified student.  Parents will receive written notification of placement
            identification.

            Placement of Transfers - The Gifted/Talented Coordinator will review records of

            all transfers.  Students participating in the sending school’s gifted program will be 

            screened by the Newkirk Committee to determine possible evaluation, and/or 

            placement.  Nationally recognized I.Q. tests will be honored.

      E.  Other Information - Students who are not placed according to the school ability 

            test or achievement test but who fall within the 93 and 94 percentiles may be

            recommended for individual testing, using a nationally recognized individual I.Q. 

            test.

III. Procedural Safeguards - 

     A.  Due Process Rights - Due process rights will be fully maintained for the student, 

           and/or the parent/guardian of the student.
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     B.  Individual Evaluation - Parent(s)/Guardian(s) will be notified in writing of the 

          placement result.  Said parent/guardian shall sign an acknowledgement that they

          have been notified.  Parent permission is required for individual evaluation.

      C.  Confidentiality - Student files will be maintained in a confidential manner, under   

            the auspices of the Gifted/Talented Coordinator.

      D.  Additional Evaluation - Within 12 months of previous individual I.Q. testing, an

            additional national I.Q. test will be given upon parental request, at the expense

            of the parent/guardian.  After one year the school may retest at the school’s

            expense,  and at the committee’s discretion.

      E.  Transfers - See II D.2

      F.  Review of Placement - Newkirk Public School District has the option to remove

           students from the gifted/talented program when they consider it in the best
           interests of the student and the school, following a conference of the Committee
           with the  student’s parents.

     G.  Removing Students from Options - The committee shall overview and direct any

           direct any removal of students from options that might occur.

IV. Programming Description - Newkirk Schools shall provide differentiated education

      for all identified gifted students.  This differentiated education may include multiple 

      program options which shall be carefully matched with student’s needs and interests.  

     Options for providing differentiated education may include, but not be limited to, the 

     following:

     1.  Enrichment of content.

     2.  Individualization of instruction.

     3.  Credit by examination.

     4.  Acceleration.

     5.  Seminars/convocations.

     6.  Flexible pacing.

     7.  Guidance and counseling.

     8.  Guided research.

     9.  Mentorships.

   10.  Full-time magnet classes.

   11.  Nine-week mini-courses.

   12.  Correspondence course.
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   13.  Advanced placement.

   14.  Honors classes.

   15.  Independent study.

   16.  Concurrent enrollment.

   17.  Pull-out enrichment classes.

   18.  Academic competitions.

   19.  Cross-grade grouping.

   20.  Cluster grouping.

   21.  Early entrance.

   22.  Grade skipping

   23.  Individualized education programs.

   24.  Other.

The Newkirk School District will directly provide gifted child education programs.  Parents will be provided with a summary of the program to be offered the identified gifted student.

Section 910. Gifted Child Educational Program.

      A.  It shall be the duty of each school district to provide gifted child educational 

            programs and to serve those children, as defined in Section 1210.301 of this

            title, who reside in that school district.  This duty may be satisfied by:

      E.  The State Department of Education shall, after each school year, report to the

           President Pro Tempore of the Senate and the Speaker of the House of Represent-

           atives concerning the number of children identified for the programs, number of

           children served by the programs, type of programs provided, type of screening

           procedures utilized, cost analysis of the programs and the estimated number of 

           gifted and talented children unserved by the programs. (70-1210.307)

Note:  Amended by HB 1744, Sec. 51, of the 1993 Reg. Sess. and HB 2041, Sec.

           4, of the 1994 Reg. Sess.   
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TITLE I PARENT INVOLVEMENT

The Newkirk Board of Education endorses the parent involvement goals of Title I and encourages the regular participation by parents of Title I eligible children in all aspects of the program.  The education of children is viewed as a cooperative effort among the parents, school, and community.  In this policy, the word “parent” also includes guardians and other family members involved in supervising the child’s education.

Pursuant to federal law, the district will develop jointly with, agree on with, and distribute to parents of children participating in the Title I program a written parent involvement policy.

A meeting of the parents of participating Title I students will be held annually to explain the goals and purposes of the Title I program.

Parents will be given the opportunity to participate in the design, development, operation, and evaluation of the program for the next school year and to participate in planning activities, to offer suggestions, and to ask questions regarding policies and programs.  Parents will be encouraged to attend the meeting and to become involved.

In addition to the required annual meeting, at least three (3) additional parent meetings shall be held, at various times of the day and/or evenings, for parents of children participating in the Title I program.  Notices will be sent to the parents and articles will appear in the local newspaper advising parents and interested persons of the meetings.  These meetings shall be used to provide parents with:

1. Information about programs provided under Title I;

2. A description and explanation of the curriculum in use, the forms of academic assessment used to measure student progress, and the proficiency levels students are expected to meet;

3. Opportunities to formulate suggestions and to participate, as appropriate, in decisions relating to the education of their children; and

4. The opportunity to bring parent comments, if they are dissatisfied with the school’s Title I program, to the district level.
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Title I funding, if sufficient, may be used to facilitate parent attendance at meetings through payment of transportation and childcare costs.

The parents of children identified to participate in Title I programs shall receive from the school principal and Title I staff an explanation of the reasons supporting each child’s selection for the program, a set of objectives to be addressed, and a description of the services to be provided.  Parents will be advised of their children’s progress on a regular basis.  Opportunities will be provided for the parents to meet with the classroom and Title I teachers to discuss their children’s progress.  Parents will also receive information and training that will assist them in helping their children at home and at school.

Each school in the district receiving Title I funds shall jointly develop with parents of children served in the program a “School-Parent Compact” outlining the manner in which parents, school staff and students share the responsibility for improved student academic achievement in meeting state standards.  The compact shall:

1. Describe the school’s responsibility to provide high-quality curriculum and instruction in a supportive and effective learning environment enabling children in the Title I program to meet the state’s academic achievement standards;

2. Indicate the ways in which each parent will be responsible for supporting their children’s learning, such as monitoring attendance, homework completion, monitoring television watching, volunteering in the classroom, and participating, as appropriate, in decisions related to their child’s education and positive use of extracurricular time; and

3. Address the importance of parent-teacher communication on an on-going basis, with at a minimum, parent-teacher conferences, frequent reports to parents, and reasonable access to staff.

REFERENCE:  P.L. 103-382, Improving America’s Schools Act

                            P.L. 107-110, No Child Left Behind Act of 2001
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TITLE PARENT INVOLVEMENT

In order to achieve the level of Title I parent involvement desired by the board of education policy on this topic, these regulations guide the development of each school’s annual plan designed to foster a cooperative effort among the parents, school, and community.

Guidelines
Parent involvement activities developed at each school will include opportunities for:

      volunteering;

       parent education;

       home support for child’s education;

       parent participation in school decision-making.

The school system will provide opportunities for professional development and resources for staff and parents/community regarding effective parent involvement practices.

Roles and responsibilities
1. Parents 

It is the responsibility of the parent to:

     actively communicate with school staff;

     be aware of rules and regulations of the school;

     take an active role in the child’s education be reinforcing, at home, the skills    and knowledge the student has learned in school;

    utilize opportunities for participation is school activities.

2. Staff

It is the responsibility of the staff to:

     develop and implement a school plan for parent involvement;

     promote and encourage parent involvement activities;

     effectively and actively communicate with all parents about skills, knowledge, and attributes students are learning in school and suggestions for reinforcement; 
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     send information to parents of Title I children in a format, and to the extent

         practicable, in a language the parents can understand.

3.    Community

          Community members who volunteer in the schools have the responsibility to:

               be aware of rules and regulation of the school;

               utilize opportunities for participation in school activities.

4.    Administration       

It is the responsibility of the administration to:

    facilitate and implement the Title I Parent Involvement policy and plan;    

    provide training and space for parent involvement activities;

    provide resources to support successful parent involvement practices;

    provide in-service education to staff regarding the value and use of contributions of parents and how to communicate with and work with parents as equal partners;

    send information to parents of Title I children in a format and, to extent practicable, in a language the parents can understand. 



                                                                                                                511

            
                                                                                                   1 of 2 Pages

INDIAN EDUCATION PARENT RELATIONS


The following policies and procedures related to tribal and parental involvement in the education of children residing on Indian lands are hereby approved by the board of education, ____________________ School District in regular session of the_________

________________ board meeting.


Children living on Indian land shall participate in school programs on an equal basis with all other children attending school in the _______________ School District.  No teacher or program director may exclude or limit participation in any activity on the basis of race.


Pertinent program plans, applications and evaluations shall be disseminated through local newspapers and radio stations and in newsletters mailed to parents from the school.

Educational programs may be modified, when necessary, to allow children to participate on an individual basis.

     1.  A tribe, or its designee, parent or group of parents may schedule a place on the agenda of any open meeting of the _________________Public School Board of Education

and present:

          a.  Their concerns with educational opportunity and needs of a student or students in _____________________Schools.

          b.  Their views regarding applications and /or expenditure of funds for Indian children.

          c.  Their desires for planning and development of educational programs in the school district.

           d.  If necessary, a task force shall be established to prepare a modified educational program to ensure equal participation in the program by Indian children.


The board of education shall gather information concerning Indian views regarding the educational needs of their children and ways they can assist their children to realize the benefits to be derived from the educational programs assisted with P.L. 874 monies.
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     1.  Annually a public hearing shall be held at which parents of Indian children and/or tribe officials may discuss status of school programs and needs of Indian children.

      2.  Once a year in a board of education meeting, the location and time to be announced in a local newspaper, tribal officials and parents may make recommendations an present their views regarding needs of their children and their ability to assist their children's education.


When necessary, an ad hoc committee will be established to assess the meaningfulness of Indian input and to review the board's response to Indian comments recommending modifications to the board's policies and procedures when they effect equal educational programs of Indian children.


These policies and procedures shall be distributed to parents and tribal officials in ___________________School District of ________________ County, Oklahoma.          
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  EARLY CHILDHOOD AND KINDERGARTEN ADMISSION

All children five years old on or before September 1 of  the school year are eligible to be enrolled in the kindergarten class.  However, no child shall be admitted unless such child can present certification from a licensed physician or other authorized individual that such child has received, or is in the process of receiving, immunizations against diphtheria, pertussis, tetanus, measles (rubeola), (rubella), poliomyelitis, and smallpox, hepatitis A and  B or is likely to be immune as a result of the disease. 


Students who are not residents and who have been legally transferred to this school district shall have the same benefits as legal residents of the district.

Reference:  O.S.  70-1-114

                  O.S.  70-1210.191

Section 15. Children - School Age.

        A.  All Children between the ages of five (5) years on or before September 1, and twenty-one (21) years on or before September 1, shall be entitled to attend school free of charge in the district in which they reside.

        B.  All children who are at least four (4) years of age but not more than five (5) years of age on or before September 1 and who have not attended a public school kindergarten shall be entitled to attend early childhood programs at any public school in the state where such programs are offered; provided no child shall be required to attend any early childhood education program.  The following paragraphs shall govern admission to and eligibility for early childhood programs:

        1.  Children who are at least four (4) years of age but not more than five (5) years of age on or before September 1 who meet the qualifications for federally sponsored Head Start programs shall be entitled to attend early childhood programs in their district of residence free of charge and shall be given priority for acceptance into the early childhood programs over children who do not meet the qualifications for the federally sponsored Head Start programs. 
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 Children who are at least four (4) years of age but not more than five (5) years of age on or before September 1 who do not meet the qualifications for a federally sponsored Head Start program shall be accepted into an early childhood program in their district of residence as long as the district has the physical facilities and teaching personnel to accommodate the child.  Admission of children who are not Head Start-eligible shall be based on the date of receipt of application and upon payment of a sliding scale tuition which shall be set by the district board of education.  For purposes of calculation of State Aid, children in an early childhood education program who meet the qualifications for federally sponsored Head Start programs shall be included in the average daily membership of the district providing the program.  For those early childhood program students who qualify to be included in the average daily membership of the school district for State Aid funding, the weight shall be limited to the early childhood grade weight, as provided in Section 18-201 of this title, for purposes or reimbursement for early childhood programs.

        2.  A child who has not reached the age of five (5) years on or before September 1 and who resides in a district which does not offer an early childhood program shall be eligible for transfer to a district where an early childhood program is offered if the district that offers the early childhood program agrees to the transfer.  A district offering early childhood programs may refuse to accept a nonresident child if the district does not have the physical facilities or teaching personnel to accommodate the child in an early childhood education class.  If the child requesting the transfer has not reached the age of four (4) years on or before September 1, the district may refuse to accept the nonresident child if the district determines the child is not ready for an early childhood program.  Children who are accepted in a program outside their district of residence as provided in this paragraph and who are Head Start-eligible shall be entitled to attend the early childhood program free of charge and shall be included in the average daily membership of the district providing the program for State Aid funding subject to the weight limitations as set forth in paragraph 1 of this subsection.  Children eligible for transfer as provided in this paragraph who are not Head Start-eligible shall pay tuition on a sliding scale set by the district offering the program.

        C.  Underage children, defined as children who have reached the age of four (4) years but have not reached the age of five(5) years on or before September 1 of the school year, may be admitted to kindergarten subject to the provisions of the following paragraphs:

        1.  Underage children may be admitted to kindergarten classes in the district of the child’s residence if class size of the district permits.  An underage child who is a resident of the district shall not be required to pay tuition.  Underage resident children who are admitted to kindergarten classes shall be included in the average daily membership of the district for State Aid funding, as provided in Section 18-201 of this title.
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        2.  Underage children may be admitted to kindergarten classes in a district other than the district of the child’s residence if the class size of the district permits and the district of residence and the nonresident district agree to the transfer.  If a transfer is agreed upon, the underage child shall be included in the average daily membership of the receiving district for State Aid funding, as provided in Section 18-201 of this title.  If the districts do not agree to a transfer, the child shall not be allowed to attend kindergarten classes in the nonresident district unless a tuition fee is paid as set forth in subsection E of this section.

        3.  Prior to admittance in kindergarten classes a school district may through appropriate screening determine if the underage child is ready for enrollment in kindergarten classes.

        D.  Except as otherwise provided by law, no child shall be enrolled in the first grade unless he or she will have reached the age of six (6) years on or before September 1 of the school year.  Children who have not reached the age of six (6) years on or before September 1 of the school year, who were admitted to a kindergarten class as underage children, who have satisfactorily completed kindergarten and who have been recommended for promotion to first grade shall be permitted to enroll in first grade.  Underage children who are enrolled in first grade shall be included in the average daily membership of the school district for State Aid funding, as provided in Section 18-201 of this title.

       E.  No nonresident and nontransferred pupil shall be allowed to attend school in any school in any school district unless a tuition fee equal to the per capita cost of education for a similar period in such district during the preceding year has been paid to the receiving district in advance yearly or by semester as determined by the district board of education of the receiving district.  If the State Board of Education discovers that such attendance has been allowed without prior payment of the tuition fee in advance as required, no further payment of any State Aid Funds shall be made to the district until such district has shown to the satisfaction of the State Board of Education that all such tuition fees have been paid or that such tuition pupil will no longer be allowed to attend school until the required tuition fee has bee paid.

       F.  Any parent, guardian, person or institution having care and custody of a child who pays ad valorem tax on real property in any other school district other than that in which he resides may, with the approval of the receiving board, enroll the child in any school district in which ad valorem tax is paid and receive a credit on the nonresident tuition fee equal to the amount of the ad valorem tax paid for school district purposes in the school district in which the child is enrolled.  Provided, the credit shall not exceed the total amount required for the tuition payment. (70-1-114)

Note:  Amended by HB 1983, Sec. 1, of the 1994 Reg. Sess.
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Section 389. Kindergarten.

        It is the intention of the Legislature to provide a free public kindergarten for every five-year-old child in this state.

        1.  Each day during which a child attends a kindergarten for two and one-half hours or more shall be counted as one hundred percent (100%) of one (1) day of average daily attendance.  Each day a kindergarten student is on the membership roll in a school district shall be counted as one hundred percent (100%) of one (1) day of average daily membership.

       2.  It shall be the duty of every school district in this state to provide and offer kindergarten free of tuition for every child residing in such district who attains the age of five (5) years on or before the first day of September during the school year such kindergarten is offered or who is underage and is admitted to kindergarten classes as provided for in Section 1-114 of this title, provided that this duty may be satisfied by transferring kindergarten children to other school district which accept them and provide kindergarten for such children. (70-18-108)

Note:  Amended by HB 1983, Sec. 3, of the 1994 Reg. Sess.

Note:  Section 3 of this act shall become effective July 1, 1995.

September 1, 1999
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ALTERNATIVE EDUCATION


As evidence of its beliefs that all children can learn and that all students should have an equal opportunity to reach his or her full potential, the board of education gives its full support to alternative education programs.


As a school district  sponsoring an alternative education program, the board will provide its plan and a financial report to the State Department of Education in a timely manner as required by regulation.  The plan shall be kept on file and available to the public in the superintendent's office.


In compliance with state law, the board shall hire only licensed or certified teachers to teach in the alternative education school.  Additionally, the board, understanding the diverse and unique students in the alternative school, expects that diligent efforts will be made to find and employ as alternative education teachers those who are well-suited for the positions.  The board supports sincere, continuous efforts to meet the needs of these special students.  The alternative education program shall be operational as of September 15 of each school year.  Such program shall serve middle school through high school students.  

References:  State Department of Education materials, 1996.

                   HB 2692, Section 44, 1996 Legislative Session

                   70 O.S. 1210.563 (Section 911, School Laws of Oklahoma)

                   HB 1458, 1997 Legislative Session

                   HB 1284, 1999 Legislative Session

                   SB 901, Section 6, 2000 Legislative Session

                   HB 1460, 2001 Legislative Session

Note:  Elementary school districts may request a waiver from the State Board of Education from requirements to implement and provide an alternative education program.

July 31, 2005
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REGULATION

ALTERNATIVE EDUCATION


The alternative education program of this district shall 

  1.  Allow class sizes and student/teacher ratios which are conducive to effective learning for    at-risk students;

  2.  Incorporate appropriate structure, curriculum, and interaction and reinforcement strategies designed to provide effective instruction;

  3.  Include an intake and screening process to determine eligibility of students;

  4.  Demonstrate that teaching faculty are appropriately certified teachers;

  5.  Demonstrate that teaching faculty have been selected on the basis of a record of successful   work with at-risk students or personal and educational factors that qualify them for work with at-risk students;

  6.  Reflect appropriate collaborative efforts with state agencies and local agencies serving youth.

  7.  Provide courses that meet the curricula standards adopted by the State Board of Education and remedial courses;

  8.  Offer individualized instruction;

  9.  State clear and measurable program goals and objectives;

 10.  Include counseling and social services components with provision that providers of services are not required to be certified as school counselors;

 11.  Require a plan leading to graduation be developed for each child in the program;

12.  Offer life skills instruction;

 13.  Provide opportunities for arts education to students, such as Artists in Residence programs coordinated through the Oklahoma Arts Council;

 14.  Provide a proposed annual budget;

 15.  Include an evaluation component including an annual written self-evaluation; 

July 31, 2001
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16.  Be appropriately designed to serve middle school, junior high school and secondary school students in grades six through twelve who are most at risk of not completing a high school education for a reason other than that identified in 70 O.S., Section 13-101.

17.  Allow students in the alternative education program, who otherwise meet all of the participation requirements, to participate in vocational progrms and extra-curriculatr activities, including but not limited to, athletics, band and clubs.  

Reference:  HB 1458, 1997 Legislative Session

                  70 O.S.1210.568
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ILLEGAL USE OF

 E-MAIL MESSAGING

According to Oklahoma law, it shall be unlawful for a person to initiate an electronic mail message that the sender knows, or has reason to know, does any of the following:

· Misrepresents any information in identifying the point of origin or the transmission path of the electronic mail message

· Does not contain information identifying the point of origin or the transmission path of the electronic mail message or

· Contains false, malicious, or misleading information which purposely or negligently injures a person.

It shall also be unlawful for any person to sell, give, or otherwise distribute or possess with the intent to sell, give, or distribute software which is primarily designed as follows:

1.  For the purpose of facilitating the falsification of electronic mail transmission information or other routing information

2.   Has only limited commercially significant purpose or use other than to facilitate the falsification of e-mail transmission information or other routing information

3.
Is marketed by that person or another acting with (and with the person's knowledge) for use in facilitating falsification of e-mail transmission information or other routing information.

Reference:  HB 1410, 1999 Legislative Session  (15 O.S. 776.1)

July 31, 2001
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LIMITED ENGLISH PROFICIENCY INSTRUCTION

The Newkirk Board of Education will provide a program of language instruction to students who have limited English proficiency.  Student participation in any language instruction program or instruction in English as a second language is voluntary and requires written parental permission.  

Students who meet any one or more of the following criteria shall be identified as being limited in English proficiency:

A student who:

1. Was not born in the united States or whose native language is a language other than English and comes from an environment where a language other than English is dominant;

or

2. Is a Native American or Alaskan Native or who is a native resident of the outlying areas and comes from an environment where a language other than English has had a significant impact on the student’s level of English language proficiency;

or

3. Is migratory and whose native language is other than English and comes from an environment where a language other than English is dominant;

and

4. Who has sufficient difficulty speaking, reading, writing, or understanding the English language and whose difficulties may deny such individual the opportunity to learn successfully in classrooms where the language of instruction is English or to participate fully in our society.
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Tutorial Programs
Students who are certified to receive educational services through the State Migrant Education Department in cooperation with the State Department of Education are offered 30-minute tutorial help during the school day in the areas of reading, math, and language arts.  Criteria for eligibility include students who have moved into a district within the last six years from another district or state and whose parents seek either seasonal or temporary employment in agriculture.

No Child Left Behind Act of 2001
If this district receives federal funding for Limited English Proficient (LEP) Programs, the following will be provided:

1. Parents will be notified of their student’s placement in a language program and their options associated with that placement.  Notification will include the reasons for identifying the child as LEP and the reasons for placing the child in the specified program.

2. Students will participate in regular assessments in a manner that will yield an accurate assessment.  (See also policy EK.)  Test waivers may be granted on a case-by-case basis for LEP students who demonstrate unusual and unique circumstances; however, students who have been educated in the United States for three years are required to participate in reading/language arts assessment in English.

3. Certification that teachers in the program are fluent in English as well as other languages used in instruction (if the district receives subgrants).

4. Evaluation of the program and the academic success and language achievement of the students in the program.  Parents will be notified of:

A. Their child’s level of English proficiency and how such a level was assessed.

B. The status of their child’s academic achievement.

C. The method of instruction used in the program in which the child is placed, and the methods of instruction used in other available programs.
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D. Information as to how the program will meet their child’s educational strengths, assist him/her to learn English, and meet age-appropriate academic achievement standards.

E. Exit requirements for the program.

F. If the child has a disability, a statement as to how the LEP will meet the objectives of the child’s IEP.

Consequences of inadequate yearly progress include notification of parents, development of improvement plans, and restructuring of programs or the district will lose federal funds.

For non-English speaking parents, the district will arrange to provide translations of this information in their native language.

REFERENCE:  P.L. 107-110, No Child Left Behind Act of 2001 
517
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ALTERNATIVES TO CLASSROOM INSTRUCTION

Pursuant to state law and State Department of Education regulations, the board of education may, at its discretion, offer web-based and/or two way interactive video instruction as a means to expand the district’s course offerings.  The board of education shall determine courses and grant credit for internet-based instruction.  Only regularly enrolled students of this district shall qualify for such course credit.


Students taking such courses shall be subject to all State Department of Education regulations concerning the courses, including but not limited to the requirement to participate in all assessments required by the Oklahoma School Testing Program.

Internet-based instruction may be given in one of four ways.

            1.  Synchronous instruction occurs when the instructor and student’s primary interactions are in real time and requires real time interaction between student(s) and instructor as the primary format of instruction..

           2.  Asynchronous instruction is not dependent on instructor and student(s) interaction in real time.  It allows the student to engage in learning activities anywhere at anytime.

           3.  Web-based instruction uses the world wide web as the primary medium of    instruction, with a computer serving as the primary tool of instruction.

            4.  Two-way interactive video instruction provides for real time interaction between student(s) and instructor by means of an electronic medium that provides for both audio (sound) and video (sight) signal.  Students and instructor may see and hear each other in an approximation of real time.


A certified teacher shall be designated by the principal as the contact person to assist students in enrolling on line. The teachers shall serve as a liaison to the on-line teacher/provider.  The number of students each teacher may supervise in compliance with state law shall include web-based students.  Such teachers shall be provided in-service training in methodology and technical aspects of distance learning.

517
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The teacher so designated as the contact person shall monitor student progress, graded assignments and testing of Internet courses.  If the final grade is assigned by any teacher other than an employee of the school district, the grade and credit shall be reviewed and accepted or adjusted by a committee of the district contact teacher, the counselor and the principal or designee.


Local school board policies addressing student information and privacy as well as FERPA law shall apply to students who take courses on the internet.


District aggregated data of such courses shall not identify any students by name.  All federal and state statutes pertaining to student privacy, copyright, FCC rules and related regulations must be followed at all times.


Contract agreements between the school district and parents of students participating in alternative instructional delivery system courses shall be established prior to the beginning of instruction.  Parents shall be provided a copy of this policy and any related school board policy before signing the contract.  The parent shall agree to accept the terms of this policy and agree to accept the responsibility for course cost and equipment.  The parent should also sign that he/she is understands the grading criteria, the need for the student to maintain school attendance and the need for the student to complete the course in a specified length of time.  The parent must agree, to the extent he/she is able, to see that the student  follows the rules and laws concerning internet usage and the policies of this school district.

References:  70 O.S. 1-111
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TESTING PROGRAM

It is the policy of the Newkirk Board of Education to take part in testing programs with the aim of providing information designed to help all students recognize their abilities and to help in planning their school work.  A well-rounded testing program has been developed that can be very valuable to each student.  The board recognizes that information relative to the personality, environment, home life, parental or family relationships, economic status, religious beliefs, patriotism, sexual behavior or attitudes, or sociological problems of a student is privileged and confidential.  Such information shall not be tested for and if revealed shall be discarded.

The following guidelines exist for the participation of children with disabilities in district-wide assessments:  Each student’s IEP shall address guidelines for participation in district assessments, with appropriate modifications and accommodations.  The IEP team may determine that the student is unable to participate in standard district assessments.  Such determination will be noted in the child’s IEP.

Annually, on a date to be determined by the superintendent, the district will provide information to the district’s students, parents of students, and the public at large about the proper meaning and use of tests administered pursuant to the Oklahoma School Testing Program Act.  Additionally, each school site within this district shall notify each student’s parents of the school’s performance levels in the Oklahoma School Testing Program at the end of each school year.

The superintendent is directed to establish a regulation governing the use of testing programs.  Such regulation, when approved by the board, shall be incorporated into this policy and shall be made a part thereof.

REFERENCE:  20 U.S.C.  1232h(a)

                            70 O.S.  11-107

                            70 O.S.  1210.507
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TESTING PROGRAM

STUDENT SURVEYS

The board of education recognizes surveys can be valuable resource for schools and communities in determining student needs for educational services.  Such collection of input from students and parents may be used to assist school staff in decision-making related to curriculum and instruction and in program development and operations.  To this end, the board supports the use of appropriate surveys in accordance with the guidelines contained in these regulations.

Administrators, teachers, other staff members, and the board of education may use surveys for many purposes, which may include, but are not limited to, the need for student services, the determination of prevailing views pertaining to proposed policies and/or practices, or the determination of student knowledge and/or attitudes related to a specific subject or unit.  These are examples of surveys and not intended to be an all-inclusive listing.  Administrative approval is required for surveys.  Responses will not be used in any identifying manner.

Surveys used in any experimental program or research project will be subject to the requirements outlined in policy found elsewhere in this manual.  (See GVA-P.)  Parents shall have the right to inspect all instructional material that will be used for a survey, analysis, or evaluation as part of a federal program.

Prior to administering a survey, the board of education must approve all those that are received by the superintendent that include reference to any of the factors listed below.  No student may, without prior parental consent, take part in a survey, analysis, or evaluation in which the primary purpose is to reveal information concerning:

1. Political affiliations or beliefs of the student or the student’s parent;

2. Mental and psychological problems of the student or the student’s family;

3. Sex behavior and attitudes;

4. Illegal, antisocial, self-incriminating and demeaning behavior;

5. Critical appraisals of other individuals with whom students have close family relationships;
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6. Legally recognized privileged or analogous relationships, such as those of lawyers, physicians, and ministers; or

7. Income (other than that required by law to determine eligibility for participation in a program or for receiving financial assistance under such program); or

8. Religious practices, affiliations, or beliefs of the student or the student’s parent.

Prior consent to any such survey, analysis, or evaluation means the prior written consent of the student’s parent or guardian or, if the student is emancipated, of the student.

Surveys conducted for other agencies, organizations, or individuals must have the recommendation of the superintendent of schools and the approval of the board of 

education as to content and purpose.  The results of such approved surveys must be shared with the board of education. 

Parents/guardians shall have the right to inspect, upon their request, a survey created by a third party before the survey is administered or distributed by a school to a student.  Such requests shall be made in writing with a response to be at least two weeks in advance of any survey to be given.

Overall survey results following decisions must be shared with all parties who request such information.

Parents/guardians shall be notified at least annually, at the beginning of the school year, of this policy and when enrolling students for the first time in district schools.  This notification must explain that parent/guardians, or students 18 or older, have the right to “opt the student out of participation,” in writing, in the following activities:

1. The collection, disclosure, and use of personal information gathered from students for the purpose of marketing or selling that information.  This does not apply to the collection, disclosure, or use of personal information collected from students for the exclusive purpose of developing, evaluating, or providing educational products or services for, or to students, such as:

A. College or other postsecondary education recruitment, or military recruitment;

B. Book clubs, magazines, and programs providing access to low-cost literary products;
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C. Curriculum and instructional materials used in schools;

D. Tests and assessments;

E. Student recognition programs; and

F. The sale by students of products or services to raise funds for school-related activities.

2. The administration of any survey that delves into the restricted sensitive subject areas identified and listed above; or

3. The administration of any non-emergency, invasive physical examination or screening that is required as a condition of attendance, administered by the school not necessary to protect the immediate health or safety of the student or other students and not otherwise permitted or required by state law.

Parents/guardians of a student shall also have the right to inspect, upon request, any instructional material used as part of the educational curriculum.

Definitions
The term “survey” includes an evaluation.

The term “invasive physical examination” means any medical examination that involves the exposure of private body part, or any act during such examination that includes incision, insertion, or injection into the body, but does not include a hearing, vision, or scoliosis screening.

The term “personal information” means individually identifiable information, include a student’s or parent’s name, address, telephone number, or social security number.

The term “instructional material” means instructional content that is provided to a student, regardless of format.  It does not include tests or academic assessments.

These terms do not include ordinary classroom activities or teaching techniques. 

                                                                                                                       Section 600
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 STUDENT RESIDENCY

The board of education believes that its primary responsibility is the education of   the students who legally reside within its own school district or who have obtained a legal transfer.  Therefore, in compliance with state law requirements, the board has adopted a procedure for determining student residency.


In order to be served as a school district resident, a child should  meet the following criteria:

  1.  He or she lives with a parent, guardian or person having legal custody and who holds legal residence within the school district boundaries.  

  2.   The board retains the authority to make exceptions to allow for establishment of residency by affidavit  when an adult, whether a relative or not, files an affidavit which affirms that 

      a.  The adult has assumed custody and the reasons for assuming custody, and

      b.  The custody is permanent and that the adult contributes the major degree of  support of the child.


The board will consider the facts and unique concerns of each case and will approve residency only if it is demonstrated that the custodial arrangement is permanent and the adult contributes the major degree of the child's support.


Students who legally transfer into the district shall be provided the same rights and privileges of a resident student.

This policy was required by HB 2317, 1996 Legislative Session and was amended by 

HB 1557, 1997 Legislative Session.

References:   70 O.S. 1-113 (Section 14, School Law Book, 1997)
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STUDENT ATTENDANCE


All pupils are required to attend school regularly.   Failure to attend school regularly may result in a student's failure to pass a class or to be promoted to the next grade level.



Any student who is absent without a valid excuse for four days or parts of days within a four-week period or for ten days or parts of days within a semester shall be reported by the designated attendance officer of the district, first, to the student's parent, guardian, or custodian and, second, to the district attorney for juvenile proceedings pertaining to truancy.


At no time shall a student be allowed to leave the school grounds during the school day unless approved by the office.  No teacher may excuse a pupil to leave the school during the school day unless the student checks out through the office.

References:   House Bill 1975, effective July 1, 1995.

                     70 O.S. 10-106 (Section 232, School Law Book, 1996)
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WITHDRAWAL FROM SCHOOL 


The board of education directs the administration to maintain an accurate enrollment record for each student.  Any student enrolled in this district who decides to withdraw from school should follow withdrawal procedures developed by the superintendent.


Any student who has ten (10) days of unexcused absence shall no longer be considered a student in this district and will be dropped from the membership rolls of the school and  reported to the State Department of Education. 

Reference:  H.B. 2055, 1966 Legislative Session

                                                                                                                         603..R.1

REGULATION

  WITHDRAWAL FROM SCHOOL

Students wishing to withdraw from school should notify the principal of the impending withdrawal.  The student will be given a withdrawal form to take to each of his or her teachers, notifying them of the withdrawal.  All school district books, materials, and equipment must be returned to the teacher to whose class they belong.  When the withdrawal slip has the signature of each appropriate teacher, it should be returned to the principal's office.  The student will be reimbursed any money belonging to him or her for such items as deposits or lunch fees.  


Failure of the student to comply with such requirements may result in a delay in forwarding the student's records.


Students who withdraw from school and do not enroll in another school are dropouts.  The district shall update the State Department of Education each month with the name of any student known to drop out.


A student shall be dropped from school membership after 10 days of unexcused absences.

August 1, 2000
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OPEN TRANSFER

The board of education shall accept into the district students who reside in another school district under certain circumstances.  In cases in which a transfer is granted, the student may continue to attend this school if the board approves.  Further, if the board approves, a brother or sister of that transferred student may also be accepted.

No student may transfer into the district if he or she has transferred before in the same school year.  No student may transfer out of the district in the same year that he or she transferred in.  However, if a student changes residence to another district, he or she may attend either the new district of residence or the district to which the previous transfer had been made.

Procedure

1.
In order for a student to transfer, the parents of the said student must complete   an application form specified by the State Board of Education.

2. Applications must be obtained from and filed with the superintendent of the  receiving school district no later than  February 1 for the next ensuing school year.

3.
Receiving school districts must notify the district of residence of each applicant by March 1.

4.  The board will approve or deny the application by June 1, and shall notify the student’s parents of the decision.

5.  By July 1 the student’s parents are expected to notify the receiving district that the student will be enrolling in the district.  The board has the right to reconsider and  possibly deny the sudent’s transfer for that year if the parents fail to meet this requirement.

6.  On or before August 1 the superintendent shall file with the State Board of Education and each resident district a statement showing the names of  students who are granted transfers to the district.

Factors to be Considered
Students may be denied a transfer for any of the following reasons:

· Nonavailability of programs in the receiving district 
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· Nonavailability of staff in the receiving district

· Nonavailability of space in the receiving district

· The student's record includes documentation of major discipline problems

· The student's record includes documentation of unsatisfactory attendance

· The student has had numerous school district transfers


The district will consider a class, program, or building nonavailable due to space if such class, program, or building is at 85% of capacity.  This practice will allow space for students moving into the district.  

Factors Not to be Considered 


When transfer students are accepted, they will be taken on a first-come, first-served basis.  Transfer decisions must NOT be made on the basis of any of the following factors:

· Ethnicity

· National origin

· Gender

· Income

· Disabling condition

· English proficiency

· Measure of achievement

· Aptitude

· Athletic ability


Transfers approved before January 1, 2000, shall continue to be valid and not subject to other provisions of this policy unless the parent chooses otherwise.  Student eligibilitiy for participation in extra-mural competion shall be determined by the Oklahoma Secondary School Activities Assoication.


Nothing in this policy shall prevent emergency transfers.

References:  HB 1759 (Sections 20-29), 1999 Legislative Session 

                   HB 2728, 2000 Legislative Session
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TRANSFER OF STUDENT RECORDS

Filing Student Records

Student records shall be current.  They shall be filed in the office of the appropriate principal or the office of the superintendent.  The permanent record shall include standardized test records, activities, attendance, and discipline records.

Transferring Student Records

The board of education expects principals to be prompt in furnishing transcripts and immunization records of students when requested to do so by school officials.  


When a school district to which a student is enrolled or is in the process of enrolling requests records of that student, this district shall, in compliance with state law, forward the records within three business days of receipt of the request.  The records shall include a copy of the student’s discipline records.  Discipline records shall include all information that relates to a transferring student’s assaulting, carrying weapons, possessing illegal drugs or alcohol, and any incident that poses a potentially dangerous threat to students or school personnel.  Full disclosure of the student’s records is expected.  


The district shall not withhold student records based on a student’s failure to return items to the district or for outstanding debts to the district.


Duplicate copies of student records shall be separate from the building where the original records are filed or shall be filed in a fireproof vault.

References:  Printed materials, Standards for Accreditation, Oklahoma Department of                  

      Education, February, 1998, pp. 14-15.

                    HB 2130, 1997 Legislative Session.

                    SB 65, 1999 Legislative Session

                    SB 1533, 2000 Legislative Session
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STUDENT RECORDS POLICY AND PROCEDURES

I. Introduction
A. This policy and the procedures included with it are designed to meet the provisions of the family Educational Rights and Privacy Act (FERPA), and Newkirk School District is committed to implementing the policy and following the procedures.

B. The Board of Education authorizes the Superintendent of Schools to inform parents, students and the public of the policy and to exercise his or her administrative resources to implement the policy as well as to deal with individuals who violate it.

C. If a parent of a student, and eligible student or a citizen, of the Newkirk School District believes the District is violating the FERPA, that person has a right to file a complaint with the Department of Education.  The address is:

The Family Policy Compliance Office

U.S. Department of Education

400 Maryland Avenue SW

Washington, D.C. 20202-5920

Telephone:  (202) 260-3887

II. Definitions
For the purpose of this policy, the Newkirk School District has used the following definitions of terms:

1. Student – any person who attends or has attended a program of instruction sponsored by the Education of the Newkirk School District and for who it maintains education records.

2. Eligible Student – A student or former student who has reached age 18 or   is attending a postsecondary school

3. Parent – either natural parent of a student, unless his or her rights under the FERPA have been removed by a court order, a guardian or an individual acting as a parent or guardian in the absence of the student’s parent or guardian.
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4. Education records – any record (in handwriting, print, computer media, video or audio tape, film, microfilm, microfiche or other medium) maintained by the Newkirk School District, an employee of the District or an agent of the District, which is directly related to a student and maintained by the Newkirk School District or by a party acting for the Newkirk School District, except:

a. A personal record kept by the school staff member that meets the following tests:

1.  It was made as a personal memory aid;

2. It is in the personal possession of the individual who made it; and

3. Information contained in it has never been revealed or made available to any other person except the maker’s temporary substitute.

b. Records of a law enforcement unit of the Newkirk School District, but only if education records maintained by the Newkirk School District are not disclosed to the unit, and law enforcement records are:

1. Maintained separately from education records;

2. Maintained solely for law enforcement purposes; and

3. Disclosed only to law enforcement officials of the same jurisdiction.  
c. An employment record that is used only in relation to a student’s employment by the Newkirk School District.  (Employment for this purpose does not include activities for which a student receives a grade or credit in a course.)

d. Records on an eligible student, tat are:

1. Made or maintained by a physician, psychiatrist, psychologist or other recognized professional or 
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2. paraprofessional acting in his or her professional capacity or assisting in a paraprofessional capacity;

3. Made, maintained or used only in connection with treatment or the student (treatment does not include remedial educational activities or activities that are part of the program that are part of the program of school instruction); and

4. Disclosed only to individuals providing the treatment.                             
e. Alumni records that relate to the student after he or she no longer attends classes provided by the Newkirk School District, and records do not relate to the person as a student.

5. Personally identifiable information – any data or information that make the subject or a record known.  This includes the student’s or family’s address, the student’s social security number, a student number, a list of personal characteristics or any other information that would make the student’s identity easily traceable.

6. Dates of Attendance

a. The period of time during which a student attends or attended an educational agency or institution i.e. academic year, spring semester, or first quarter.

b. Term does not include specific daily records of a student’s attendance.

III. Annual Notification
A. Within the first three weeks of each school year, the Newkirk School District will publish in the local newspaper of general circulation, a notice to parents and eligible students of their rights under the FERPA and this policy.  The District will also send home with each student a bulletin listing these rights.
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B. The notice will include the following:

1. The right of a student’s parents and eligible student to inspect and review the student’s education records.

2. The intent of the Newkirk School District to limit the disclosure of information contained in a student’s education records except (1) by the prior written consent of the student’s parent or the eligible student, (2) as directory information, or (3) under certain limited circumstances, as permitted by the FERPA and the criteria limited  circumstances, as permitted by the FERPA and the criteria for determining who constitutes a school official and what constitutes a legitimate educational interest, for purposes of disclosure.

3. The right of a student’s parent or an eligible student to seek to correct parts of the student’s education record that he or she believes to be inaccurate, misleading or in violation of student privacy rights and the procedure for requesting amendment of records.

4. The right of any person to file a complaint with the U.S. Department of Education, if the Newkirk School District violated the FERPA.

5. The procedure that a student’s parent or an eligible student should follow to obtain copies of this policy and the locations where copies may be obtained.

C. The district will arrange to provide translations of this notice to non-English speaking parents in their native language and to effectively notify parents or eligible students who are disabled.

D. All rights and protections given parents under the FERPA and this policy transfer to the student when he she reaches age 18 or enrolls in a postsecondary school.  The student then becomes an “eligible student.”
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IV. Locations of Education Records
TYPES                                                           LOCATION

Cumulative School Records                            Principal’s Office

Cumulative School Records                            Principal’s Office

(Former Students)

Health Records                                                Principal’s Office

Speech Therapy Records                                 Special Ed. Office

Psychological Records

Special Test Records

School Transportation                                     Superintendent’s Office

Records

Occasional Records (Student Education Records not identified above, such as those in 

Superintendent’s office, in the school attorney’s office or in the personal possession of teachers.) 

V. Procedure to Inspect Education Records
A. Parents of students and eligible students may inspect and review the student’s education records upon request.  In some circumstances, it may be mutually more convenient for the record custodian to provide copies of records.  See the schedule of fees for copies below.

B. Since a student’s records may be maintained in several locations, the school principals will offer to collect copies of records or the records themselves from locations other than a student’s school, so they may be inspected at one site.  However, if parents and eligible students wish to inspect records where they are maintained, school principals will make every effort to accommodate their wishes.
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C. Parents or eligible students should submit to the student’s school principal a written request that identifies as precisely as possible the record or records he or she wishes to inspect.

D. The principal (or other custodian) will contact the parent of the student or the eligible student to discuss how access will be best arranged (copies, at the exact location, or records brought to a single site).

E. The principal (or other custodian) will make the needed arrangements as promptly as possible and notify the parent or eligible student of the time and place where the records may be inspected.  This procedure must be complete in 45 days or less from the receipt of the request for access.

F. If for any valid reason, such as working hours, distance between record location sites, or health, a parent or eligible student cannot personally inspect and review a student’s education record, the Newkirk School District will arrange for the parent or eligible student to obtain copies of the record.  See below for information regarding fees for copies of records.

G. When a record contains information about students other than a parent’s child or the eligible student, the parent or eligible student may not inspect and review the records of the other students.

H. The Newkirk School District is not required to give an eligible student access to treatment records (as defined by the term “education records” in the Definitions section of this policy), but the student may have those records reviewed by a physician or other appropriate professional of the student’s choice.

VI.   Fees for Copies or Records
A. The Newkirk School District will not deny parents or eligible students any rights to copies or records because of the following published fees.  When the fee represents an unusual hardship, it may be waived in part or entirely by the record custodian.  However, the
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        District reserves the right to make a charge for copies such as  

        transcripts it forwards to potential employers or to colleges and
        universities for employment or admissions purposes.  The District
        may deny copies of records (except for those required by the FERPA)
        in the following situations:

1. The student has an unpaid financial obligation to the school.

2. There is an unresolved disciplinary action against the student that warrants the denial of copies.

B.   The FERPA requires the District to provide copies of records:

1. When the refusal to provide copies effectively denies access to the records by a parent or eligible student.

2. At the request of the parent or eligible student when the District has provided the records to third parties by the prior consent of the parent or eligible student.

3. At the request of the parent or eligible student when the District has forwarded the records to another school where the student seeks or intends to enroll.

C. The fee for copies provided under the FERPA may not include the costs for search and retrieval.  This fee will be from no cost to twenty-five cents per page.  (Actual copying cost less hardship factor).

D. The fee for all other copies, such as copies of records forwarded to third parties with prior consent or those provided to parents as a convenience will be from ten cents to thirty-five cents per page (actual search, retrieval and copying cost), plus postage, if that is involved.

VII. Directory information
A. The Newkirk School District proposes to designate the following personally identifiable information contained in a student’s record as “directory information,” and it will disclose.

1. The student’s name;
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2. The names of the student’s parents;

3. The student’s address;

4. The student’s telephone listing;

5. The student’s electronic mail address;

6. The student’s date and place of birth;

7. The student’s dates of attendance;

8. The student’s grade level (i.e., first grade, tenth grade, etc.);

9. The student’s participation in officially recognized activities and sports;

10. The student’s degrees, honors and awards received;

11. The student’s weight and height, if a member of an athletic team;

12. The student’s photograph; and

13. The most recent educational agency or institution attended.

B.     Within the first three weeks of each school year, the Newkirk School District will publish in a newspaper of general circulation in the area the above list or a revised list of the items of directory information it proposes to designate as directory information.  For students enrolling after the notice is published, the list will be given to the student’s parent or the eligible student at the time and place of enrollment.

C.     After the parents or eligible students have been notified, they will have two weeks to advise the District in writing (a letter to the Superintendent of School’s office) of any or all of the items they refuse to permit the District to designate as director information about that student.
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D.     At the end of the two-week period, each student’s records will be appropriately marked by the records custodian to indicate the items the District will designate as directory information about that student.  This designation will remain in effect until it is modified by the written direction of the student’s parent or the eligible student.

VIII. Use and disclosure of Student Education Records
A.     To carry out their responsibilities, school officials will have access to student education records for legitimate educational purposes.  The Newkirk School District will use the following criteria to determine who school officials are.  An official is:

1. A person duly elected to the School Board;

2. A person certified by the state and appointed by the School Board to an administrative or supervisory position;

3. A person certified by the state and under contract to the school Board as an instructor;

4. A person employed by the School Board as a temporary substitute for administrative, supervisory or instructional personnel for the period of his or her performance as a substitute;

5. A person employed by or under contact to the School Board to perform a special task such as secretary, a clerk, the School Board attorney or auditor for the period of his or her performance as an employee or contractor; or

6. A person participating in a school service program or an official school committee.

B.     School officials who meet the criteria listed above will have access to a student’s records if they have a legitimate educational interest in doing so.  A “legitimate educational interest” is the person’s need to know in order to:
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1. Perform an administrative task required (a) in the school employee’s position description approved the School Board, or (b) by participation in the school service program.

2. Perform a supervisory or instructional task directly related to the student’s education; or

3. Perform a service or benefit for the student or the student’s family such as health care, counseling, student job placement or student financial aid.

C.     The Newkirk School district will only release information from or permit access to a student’s education with a parent or eligible student’s prior written consent, except that the Superintendent of schools or a person designated in writing by the Superintendent may permit disclosure:













1. When a student seeks or intends to enroll in another school district or a postsecondary school.  The District will make a reasonable attempt to notify the parent or eligible student at the last known address unless the disclosure was initiated by the parent or eligible student or the District’s annual notification states that the District forwards education records to other agencies or institutions that have requested the records and in which the student seeks or intends to enroll.  Parents and students have a right to obtain copies or records transferred under this provision;

2. When certain federal and state officials need information in order to audit or enforce legal conditions related to federally supported education programs in the District;

3. The parties who provide or may provide financial aid to a student to:

a. Establish the student’s eligibility for the aid;

b. Determine the amount of financial aid;

c. Establish the conditions for the receipt of the financial aid; or
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d. Enforce the agreement between the provider and the receiver of financial aid;

4. If a state law adopted before November 19, 1974, allowed certain specific items of information to be disclosed in personally identifiable form from student records to state and local officials or authorities concerning the juvenile justice system and the system’s ability to effectively serve the student whose records are released or if a state law adopted after November 19, 1974, allowed such information to be disclosed to state or local officials concerning the juvenile justice system and the system’s ability to effectively serve, prior to adjudication, the student whose records are release;

5. When the Newkirk School District has entered into a written agreement or contract for an organization to conduct studies on the District’s behalf to develop tests, administer student aid or improve instruction;

6. To accrediting organizations to carry out their accrediting functions;

7. To parents of eligible students if the parents claim the student as a dependent as defined by the Internal Revenue Code of 1954;

8. To comply with a judicial order or lawfully issued subpoena.  The district will make a reasonable effort to notify the student’s parents or the eligible student before making a disclosure under this provision so that the parent a parent or eligible student may seek protective action, unless the disclosure in compliance with a Federal grand jury subpoena or other subpoena issued for a law enforcement purpose, and court or the information furnished in response to the subpoena not be disclosed; and

9. If the disclosure is an item of directory information and the student’s parent has not refused to allow the District to designate that item as directory information for that student.

  D.      The Newkirk School District will permit any of its officials to make 

  the needed disclosure from student education records in a health or                         safety emergency if:
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1. He or she deems it is warranted by the seriousness of the threat

                                  to the health or safety of the student or other person;

2. The information is necessary and needed to meet the emergency;

3. The persons to whom the information is to be disclosed are      qualified and in position to deal with the emergency; and 

4. Time is an important and limiting factor in dealing with the emergency.

E.         Newkirk School District official may release information from a 
            student’s education record if the student’s parent or the eligible
            student gives his or her prior written consent for the disclosure.  The
            written consent must include at least:

1. A specification of the records to be released;

2. The reasons for the disclosure;














3. The person or the organization or the class of persons or organizations to whom the disclosure is to be made;

4. The parent or student’s signature; and

5. The date of the consent and, if appropriate, a date when the consent is to be terminated.

            

F.          The student’s parent or the student may obtain a copy of any records   




disclosed under this provision.



   G.         The Newkirk School District will not release information contained
                                in a student’s education records, except directory information, 
                                pursuant to court orders or lawfully issued subpoenas and as
                                otherwise provided by state law concerning releases of information to
                                state and local officials and authorities regarding the juvenile justice
                                system, to any third parties, except its own officials, unless those
                                parties agree that the information will not be redisclosed without the
                                parent or eligible student’s prior written consent.
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IX. Records or Requests for Access and disclosures Made From Education Records
A.         The Newkirk School District will maintain an accurate record of all requests for it to disclose information from or to permit access to a student’s education records and of information it discloses and access it permits with some exceptions listed below.  This record will be kept with, but will not be a part of each student’s cumulative school records.  It will be available only to the record custodian, the eligible students, and the parent of the student or to federal, state or local officials for the purpose of auditing or enforcing federally supported educational programs.

           B.         The record will include at least:

                                 1.      The name of the person or agency that made the request; 

2.  The legitimate interest the person or agency had in the 
         information:

3. The date the person or agency made the request: and

4. Whether the request was granted, and if it was, the date access was permitted or the disclosure was made.

C. The District will maintain this record as long as it maintains the    student’s education record.

D. The record will not include requests for access or access granted to  parents of the student or to an eligible student, requests for access or access granted to officials or the Newkirk School District who have a legitimate educational interest in the student, requests for or disclosures of information contained in the student’s education record it the request is accompanied by the prior written consent of a parent of the student or the eligible student or the disclosure is authorized by such prior consent, for requests for or disclosure of directory information designated for that student, or for access by a party seeking or receiving the records by a Federal grand jury or other law enforcement subpoena, when the issuing court or agency
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           has ordered that the existence or the contents of the subpoena or the 
           information furnished in response to the subpoena not be disclose.

            X.      Procedures to Seek to Correct Education Records    
A.        Parent of students and eligible students have a right to seek to change any part of the student’s record they believe is inaccurate, misleading or in violation of student rights.  (NOTE: Under the FERPA, the District may decline to consider a request to change the grade a teacher assigns for a course.)

B.          For the purpose of outlining the procedure to seek to correct education  records, the term “incorrect” will be used to describe a record that is inaccurate, misleading or in violation of student rights.  The term “correct” will be used to describe a record that is accurate, not misleading and not in violation of student rights.  Also, in this section, the term “requester” will be used to describe the parent of a student or the eligible student who is asking the District to correct a record.

C.         To establish an orderly process to review and correct an education record for a requester, the District may make a decision to comply with the request for a change at several levels in the procedure.

D.        First level decision – When a parent of a student or an eligible    student fines an item in the student’s education record which he or she believes is inaccurate, misleading or in violation of student rights, he or she should immediately ask the record custodian to correct it.  If the record is incorrect because of an obvious error and it is a simple matter to make the record change at this level, the record custodian will make the correction.  However, if the record is changed at his level, the method and result must satisfy the requester.

E.        If the custodian cannot change the record to the requester’s   
           satisfaction or the record does not appear to be obviously incorrect,
           he or she will:

1. Provide the requester a copy of the questioned record at no cost;

2. Ask the requester to initiate a written request for the change; and
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3. Follow the procedure for a second level decision.

F.       Second level decision – The written request to correct a student’s 
          education record through the procedure at this level should specify the
          correction the requester wishes  the District to make.  It should at least
          identify the item the requester believes is incorrect and state whether
          he or she believes the item:
                                1.     Is inaccurate and why; 

 2.     Is misleading and why; or

3.      Violates student rights and why.     

G.     The request will be dated and signed by the requester.

H. Within two weeks after the record custodian receives a written request, he or she will: study the request, discuss it with other school officials (the person who make the record or those who may have a professional concern about the District’s response to the request), make a decision to comply or decline to comply with the request and complete the appropriate steps to notify the requester or move the request to the next level for a decision. 

I.        If, as a result of this review and discussion, the record custodian decides the record should be corrected, he or she will effect the change and notify the requester in writing that he or she had made the change.  Each such notice will include an invitation for the requester to inspect and review the student’s education record to make certain the record is in order and the correction is satisfactory.

J.       If the custodian decides the record is correct, he or she will make a
         written summary of any discussions with other officials and of his or
         her findings in the matter.  He or she will transmit this summary and a 
         copy of the written request to the Superintendent of Schools.

K. Third level decision – Superintendent of Schools will review the material provided by the record custodian and, if necessary, discuss the matter with other officials, such as the school attorney of the Board of Education (in executive session).  He or she will then make a decision concerning the request and complete the steps at this 
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        decision level.  Ordinarily, this level of the procedure should be  

        completed within two weeks.  If it will take longer, the
        Superintendent will notify the requester in writing of the reasons for 
        the delay and a date when the decision will be made.

L. If the Superintendent decides the record is correct, he or she will prepare a letter to the requester which will include:

1.     The district’s decision that the record is correct and the basis for the decision;

2.       A notice to the requester that he or she has a right to ask for a
          hearing to present evidence that the record is incorrect and that
          the District will grant such a hearing:

3.       Instructions for the requester to contact the Superintendent or 
          an officer he or she designates, to discuss acceptable hearing
          officers, convenient times and a satisfactory site for the
          hearing.  (The District will not be bound by the requester’s
          positions on these items, but will, so far as possible, arrange
          the hearing as the requester wishes.); and

4. Advise that the requester may be represented or assisted in the hearing by other parties, including an attorney at the requester’s expense.

M. Fourth level decision – After the requester has submitted (orally or in writing) his or her wishes concerning the hearing officer and the time and place for the hearing, the Superintendent will, within a week, notify the requester when and where the District will hold the hearing and who it has designated as the hearing officer.  

N. At the hearing, the hearing officer will provide the requester a full and reasonable opportunity to present material evidence and testimony to demonstrate that the questioned part of the student’s education record is incorrect, as shown in the requester’s written request for a change in the record (second level).

O. Within one week after the hearing, the hearing officer will submit to the Superintendent of Schools a written summary of the evidence submitted at the hearing.  Along with the summary, the hearing 
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         officer will submit his or her recommendation, based solely on the
         evidence presented at the hearing, that the record should be changed
         or remain unchanged.

P. The Superintendent of Schools will prepare the District’s decision within two weeks of the hearing.  That decision will be based on the summary of the evidence presented at the hearing and hearing officer’s recommendation.  However, the District’s decision will be based solely on the evidence presented at the hearing.  Therefore, the Superintendent may overrule the hearing officer if he or she believes the hearing officer’s recommendation is not consistent with the evidence presented.  As a result of the District’s decision, the Superintendent will take one of the following actions:

1.  If the decision is that the District will change the record, the 
     Superintendent will instruct the record custodian to correct
     the record.  The record custodian will correct the record and
     notify the requester as at the second level decision.

2. If the decision is that the District will not change the  

                record, the Superintendent will prepare a written notice to 
                the requester, which will include:

a. The District’s decision that the record is correct and will not be changed;

b. A copy of a summary of the evidence presented at the hearing and a written statement of the reasons for the District’s decision; and

c. Advice the requester that he or she may place in the student’s education record an explanatory statement that states the reasons he or she disagrees with the District’s decision and/or the reasons he or she believes the record is incorrect.

Q. Final administrative step in the procedure – When the Newkirk School District receives an explanatory statement from a requester after a hearing; it will maintain that statement as part of the student’s education record as long as it maintains the questioned part of the record.  The statement will be attached to the questioned part of the record, and whenever the questioned part of the record is disclosed, the explanatory statement will also be disclosed.
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STUDENT ACTIVITIES


The board of education believes that student activities are important to the full educational growth of its students.  School administrators shall strive to achieve equitable participation opportunities and positive recognition to students, while working to enhance the achievement of desired educational goals.  To meet this end, the board supports local, regional and state activities.


This school district shall be a member of the Oklahoma Secondary School Activities Association.  Rules and regulations of the association will be strictly adhered to by all concerned in activities sponsored by the Oklahoma Secondary School Activities Association.


Every student who competes in athletics must have written permission of his parents and must pass a physical examination.  All students who represent the school in academic, athletic or music competition must be passing all subjects.


Any activity to be scheduled on the school calendar must be scheduled by the sponsor through the principal one month before the event.  School activities should not be scheduled on Wednesday night.

Reference:  OSSAA  Administrative Handbook
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STUDENT RECRUITMENT

ACCESS TO STUDENTS AND DIRECTORY INFORMATION

The Newkirk Public School District may disclose any of the items listed as directory information without prior written consent, unless notified in writing to the contrary.  The parent, legal guardian of the student, or the student age 18 or over may also provide written notification to the school administration requesting directory information not be released to military service recruiters.

Subject to the provisions of state and federal laws, this district shall provide the same directory information and on-campus recruiting opportunities to representatives of the armed forces of the United States of America and state armed services as are offered to nonmilitary recruiters for commercial concerns, and recruiters representing institutions of higher education.

The board shall also provide full access for the recruitment of students by regional career-technology centers, regional vocational agricultural centers, inter-district magnet schools, trade schools, charter schools, and inter-district student attendance programs.

The school administrator may make the determination of when the recruitment meetings are to take place and reserves the right to deny such meeting where the holding of such meeting will materially and substantially interfere with the proper and orderly operation of the school.  Organizations wishing to recruit at the high school must make arrangements with the principal or designee who will determine the schedule for the recruitment meeting.  Scheduled visits by recruiters will be made known to the student body.  On-campus follow-up meetings with individual students will be permitted only upon the request of the student(s) and with the approval of the building principal or designee.

Any person or organization denied the rights accorded under this policy shall have the right to request a review of the decision by the board of education by filing a written request with the superintendent of schools.

This district will notify parents of the types of student directory information released.  The notice will include:

1. An explanation of the parent’s right to request that information not be disclosed without prior written consent;
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2. Notice that the school routinely discloses names, addresses, and telephone numbers to military recruiters upon request, subject to a parent’s request not to disclose such information without written consent; and

3. Notification on how the parent may opt out of the public, nonconsensual disclosure of directory information and the method and timeline within which to do so.

The notice will be provided to parents on an annual basis.

REFERENCE:  10 U.S.C.  503 as amended by The National Defense Authorization      Act for Fiscal Year 2002   (P.L. 107-107)

                            20 U.S.C.  7908 ( 9528 of the ESEA) as amended by the No Child

                            Left Behind Act of 2001    (P.L. 107-110)
October 20, 1997                                                                                                         608

STUDENT DISCIPLINE

All students of this school district are subject to the discipline policies of the district while on school grounds, being transported to and from school or school functions by district transportation, and while participating in functions sponsored by the district.


Methods of discipline will most likely be determined by the individual teacher in compliance with board policy.  Discipline to be considered will always provide options for the types of discipline, including alternatives to corporal punishment.


The board believes that parental support in areas of student discipline is particularly important.  Therefore, the district shall make efforts to assist parents in developing skills and attitudes necessary in helping their children succeed in school and shall allow appropriate involvement of parents, students and staff in developing student discipline policies. 


All students, teachers and parents or guardians shall be notified of this policy and will be provided a copy upon request.  The school district shall also provide a student handbook which includes information concerning its discipline policies.

References:  70 O.S. 6-114 (Section 154, School Law Book, 1997)

                    State Department of Education, Standards for Accreditation of Elementary, Middle, Secondary and Area Vocational and Technical Level Schools, 1994, p. 36.
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REGULATION

DISCIPLINE CODE--STANDARDS OF CONDUCT

Dress and Appearance:  Although a student's style of dress and/or grooming may reflect individual preference, such preferences must be selected within the constraints of reasonable rules and appropriate standards that are consistent with the maintenance of an effective learning atmosphere and good personal hygiene. The Board expects each student's attire and grooming to promote a positive, safe and healthy environment within the school.


The Board of Education has determined that reasonable regulation of school attire and personal adornment is within its authority and consistent with its responsibility to provide an appropriate environment for learning. Although the Board recognize that individual students have a right to free expression, that right must be balanced with the Board's responsibility to provide a safe, secure and orderly educational environment for all students. 

Student/Parent/Guardian Responsibility:  Although the Board wishes for each student to accept responsibility for following the rules set forth below, it understands and appreciates both the authority and responsibility of the parent/guardian relative to student dress. The Board solicits the support of parents/guardians in the enforcement of its dress code.

General Rules:  The following decorations and/or designs (including tattoos and/or brands either temporary or permanent) imprinted upon or attached to the body or clothing are prohibited:

Symbols, mottoes, words or acronyms that convey crude, vulgar, profane, violent, death   oriented, gang‑related, sexually explicit, or sexually suggestive messages.


Symbols mottoes, words or acronyms advertising tobacco, alcohol, or illegal drugs or drug paraphernalia. 


Symbols, mottoes, words or acronyms identifying a student as a member of a secret or overtly antisocial group or gang or that identifies a student as a member of an organization that professes violence or hatred toward one's fellow man.


Visible and permanent tattoos/brands incompatible with the standards set forth herein shall be covered to prohibit their display. 
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Excessively large or baggy clothes are prohibited. Approved garments must be of a length and fit that are suitable to the build and stature of the student.


Permitted garments shall be clean, in good repair, and shall have no holes worn through, slashes or rips.


Permitted clothing shall be worn as designed/manufactured to include the following:




Suspender straps must be attached as designed and worn on the

                            shoulders. 




Shirts/ blouses must be buttoned and/or zipped appropriately
                            unless worn as layered clothing such that the layered look complies
                            with the dress policy. 




Belts must be fastened. 




School team apparel or school organizational uniforms are allowed
                             on a game day or on other days as approved by the school's 

                             administration, as long as the uniform complies with the dress code.


All students participating in approved school activities are expected to comply with required dress and personal appearance regulations of the activity in which they are participating. Students who refuse to dress as required by the school or sponsor will not be permitted to participate in the activity or to represent the school in any way. 

Head Coverings/Sunglasses:


Scarves, curlers, bandanas, sweatbands, or other similar head coverings or adornments shall not be worn to class or within school buildings.


Caps, hats or other similar head coverings shall not be worn to class or within school buildings unless prescribed by a physician, previously approved by the school's administration for religious reasons, or approved by the school's administration for a special school activity. 


Sunglasses (unless prescribed by a physician for indoor use) 

shall not be worn to class or within school buildings.


Hair must be of a natural hair color.
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Upper Garments: 


The cut of sleeveless garments must not expose undergarments or be otherwise immodest.  Strapless garments are prohibited. 


Shoulder straps of permitted garments must be a minimum of the width of two fingers of the person wearing the garment in grades 4 through 12.


Bare midriff, immodestly low cut necklines, off the shoulder, or bare backs are prohibited. Garments must be of appropriate length, cut and/or fit to meet these requirements while standing or walking. 

Lower‑Garments: 


Undergarments shall not be visible. 


Pants and shorts shall be wom at the waist, and shall not be excessively long. 


Tights or leggings worn as outerwear, spandex, bike shorts, bathing/swimming wear, sleep wear, etc. are not permitted. 


Shorts and skirts must be of modest length and within the range of the fingers with the arm fully extended. 

Footwear: 


Shoes shall be worn at all times. House slippers are not permitted. 

Accessories: 


Jewelry and other accessories shall not convey prohibited messages as defined above. 


Visible pierced jewelry shall be limited to the ear. Dog collars, wallet chains, large hair picks, chains that connect one part of the body to another, or other jewelry/accessories that pose a safety concern for the student or others are prohibited. 

Religious and Health Accommodations: 


Where a bone fide religious belief or health need of a student conflicts with the school dress code, reasonable accommodation shall be provided. Any student desiring accommodation shall notify the school principal in writing of the requested accommodation and the factual basis for the request. Approved covering worn as part of a student's bona fide religious practices or beliefs shall not be prohibited under this policy.
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Clothing Assistance:

It is the policy of the Board that no student will be denied an education due to a bona fide financial inability to obtain clothing that complies with the school dress code. Any student for whom compliance with the school dress code poses a bona fide financial burden may submit a written request for clotting needed, together with a statement of financial need. School principals, or their designees, shall assist families in financial need to obtain clothing that complies with the school dress code. In meeting requests for assistance. Principals, or their designees, "I consider community resources such as clothing donations from school personnel, merchants, parent organizations, and charitable organizations, financial assistance. Purchasing clothing for a student, anti providing additional time for a student to obtain clothing that complies with the school dress code.


Care of School Property:  School property is your property.  Take care of it.  Take pride in keeping halls and grounds clean.  Throw waste materials into the containers provided for this purpose.  Food or drink is not to be taken into classrooms.  Do not destroy school property. Be a good citizen.  Pick up trash or help with general cleanliness of the school area.


Cheating:  Any student who is caught cheating or is aiding another student to cheat will be liable for immediate disciplinary action as determined by the teachers and the administrators. The parents will be notified of the action taken. The student will receive an "F" on all material on which he/she cheated and will not be given an opportunity to make up that work.  If the teacher and the administrator deem it necessary, the student may lose credit for the class in which the incident occurred.


Classroom Conduct:  Any student who becomes such a distraction in class that he/she interferes with the learning process of the other students may be sent to a predetermined disciplinary location or to the office.  Any action taken shall be at the discretion of the teacher.


Cursing:  The use of obscenity or vulgarities is not permitted and will warrant strong disciplinary action.  This includes obscene or vulgar gestures.

Fighting:  Fighting is not permitted on school property or at any school activity.  Students will be held responsible for their actions and both parties may be subject to severe disciplinary action.  The administrator in charge shall discipline accordingly.
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Hall Manners:  Students shall move from one room to another in an orderly manner in the time permitted for such purpose.


Stealing:  An act of stealing or aiding another to steal is cause for immediate disciplinary action.  The parents shall be notified in writing of the punishment.  Students should carry money, watches and other valuables with them rather than leaving these items unattended.  Unless these items are needed at school, they should be left at home.


Public Display of Affection:  Public displays of affection are discouraged.


Drugs, Tobacco and Alcoholic Beverages:  The use of tobacco products or the possession or consumption of alcoholic beverages is prohibited at any time during the school day, at any time while on school grounds or any time while on school sponsored events or school activities.  All drugs prescribed by a physician shall be left with the school principal or his/her designee.. 


Weapons:  No weapons of any type (knives, guns or martial arts items) or other items that may be used or construed as a weapon shall be in the possession of any student while on school grounds or any time while on school-sponsored events or school activities.  No weapons of any type may be in the possession of any student on a school bus or other vehicle used by the district for student or teacher transportation.  Possession of a firearm shall result in suspension for a period of time determined by the school board.


Assaults and/or Battery:   Students are reminded that aggravated assault and/or battery of a school employee is a felony and will be dealt with severely.


Flag Etiquette:  Students are authorized to recite the pledge of allegiance at the beginning of each school day.  However, students not wishing to participate shall not be required to do so.  The district shall post a sign to this effect at each school site.

Reference:  70 O.S. 24-101.2

                  HB 1765, 2001 Legislative Session

                  SB 128, 2001 Legislative Session

Note:  The sign about participation in the pledge of allegiance is required by SB 128,

2001 Legislative Session.
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  REGULATION

DISCIPLINE OPTIONS AND ACTIONS

 
Depending on the seriousness of the wrongdoing committed by the student, discipline may consist of a verbal warning, after-hours supervised time, corporal punishment, in-school suspension or suspension if in compliance with state law, removal of privileges, parent contact, apologies or personal restitution for items or equipment stolen or destroyed. Disciplinary action will be determined by the teacher or the administrator in charge, in compliance with board policy.


Major offenses are items that warrant severe disciplinary action,  including but not limited to smoking, chewing or dipping tobacco, drinking alcoholic beverages, fighting, disrespect and classroom conduct that warrants removal from class.  A "Student Disciplinary Action Form" shall be completed for each offense.  This form shall state the facts of the situation, the person or persons involved and the disciplinary action taken. The parent or guardian shall be notified.  It shall be understood that, if further major offenses occur, definite action to suspend the student may occur if in compliance with state law.  In very serious cases including fighting (resulting in injury), drugs, theft, abuse of an employee or other serious offenses, a first-time incident may result in expulsion.   

 
Each minor offense shall be recorded with a "Student Disciplinary Action Form."  An accumulation of these forms shall be treated as a major offense.

Reference:  See also Policy 609:  Student Suspension.

July 31, 2001
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 SEARCH AND SEIZURE 


The superintendent, principal, or teacher, upon reasonable suspicion, may detain and search, or authorize the search of, any pupil or property in the possession of the pupil if the pupil is on any school premises or in transit under the authority of the school, or attending any function sponsored or authorized by the school.  The student may be searched  for dangerous weapons, controlled dangerous substances, intoxicating beverages, low-point beer.  The student may also be searched for missing or stolen property if such property is reasonably suspected to have been taken from a pupil, school employee or the school during school activities.  The search shall be conducted by a person of the same sex and witnessed by at least one other authorized person, preferably by a person of the same sex.  Only cold weather outerwear shall be removed.


The official shall have authority to detain the pupil and to preserve any of the items mentioned above and found on the student.


Pupils shall have no expectation of privacy in lockers, desks, or other school property from school personnel or law enforcement officers.  No reasonable suspicion shall be required to conduct a locker, desk, or other school property search.  These statement are to be included in the student discipline handbook.


The pupil may be suspended in accordance with school law, and any such suspension may be appealed to the administrative committee or board of education, in accordance with school policy, as provided by the Student Suspension Policy (#610).

References:  SB 129, Sec. 53, 1995 Legislative Session

                    70-O.S. 24-102.


        HB 2130, 1997 Legislative Session

                    Section 489, School Laws of Oklahoma


        Student Suspension Policy # 610

                    HB1092, 2001 Legislative Session

Note:  HB 1092 removed the term “wireless communication devices” from the list of items for which schools have the authority to detain and search.
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SUSPENSION OF STUDENTS

GENERAL POLICY

Students of the Newkirk Schools who commit any of the following acts may be suspended out-of-school for any of the following:

1. Violation of any school regulation which is listed in the student handbook and includes, but is not limited to,

a. Verbal or physical assaults on other students, teachers, administrators or employees of the school.

b. Use of tobacco in any form during school time, school activities or while on school property.

c. Disturbance of the classroom or educational process which includes any disruption of the classroom.

d. Unauthorized driving during the lunch period.

e. Violation of the dress code.

f. Insubordination or disrespect to any teacher, employee, or administrator.

g. Any act, conduct or behavior during school activities or while on school property which would constitutes a crime punishable under the Oklahoma Statutes.

h. Any act, conduct or behavior which constitutes an attack or threat of attack upon the person, family or property of any teacher, administrator, or employee or upon the property of the Newkirk Schools.

2. Immorality.

3. Adjudication in court proceedings as a delinquent for an offense that is not a violent offense.  “Violent offenses” are defined by the Statutes of the State of Oklahoma and do not include the offense of assault with a dangerous weapon, but does include the offense of assault.

                                                                                                                                      610

                                                                                                                        2 of 6 Pages

4. Possession of an intoxicating beverage, low-point beer, as defined by the Statutes of the State of Oklahoma or the use of such beverages during a school activity.  This includes all forms of alcoholic beverages.

5. Possession of a wireless telecommunication device, which includes a cell phone or a paging device.

6. Possession of missing or stolen property if the stolen property is reasonably suspected to have been taken from another student, an employee, which includes teachers, or is property stolen from the Newkirk Schools.

7. Possession of a dangerous weapon.

8. Possession of any controlled dangerous substance as defined by Oklahoma’s Uniform Controlled Dangerous Substances Act.  This includes, but is not limited to, marijuana or other illegal drugs. 

AUTOMATIC SUSPENSION FOR POSSESSION OF FIREARMS

           Under the Statutes of the State of Oklahoma, any student found in possession of a firearm while on any public school property or while in any school bus or other vehicle used to transport students, employees or teachers shall automatically be suspended out of school for a period of not less than one year.

STUDENT’S RIGHT OF PRIVACY

            Note:  Students do not have any right of privacy as to their lockers, desks, shop equipment, tools and vehicles located or parked on school property or adjacent to school property.  School personnel will have access and the right to inspect or search at any time all lockers, desks, toll boxes, school vehicles on school property and any and all other property owned by the school, including all buildings, parking lots and any vehicles used by students which are located thereon and the areas adjacent to such property.

SUSPENSION PROCEDURE AND DUE RIGHTS

            The building principal will be in charge of suspending a student who violates the rules and regulations of the school.  Before suspending a student, the principal shall meet with the student during school hours and will:

                                               610

                                                                                                                       3 of 6 Pages

1. Give the student an oral and written notice of the charges and a written summary or explanation of the evidence against him/her; and

2. Give the student an opportunity to present his/her side of the story.  The principal may delay suspension if he/she feels the explanation as presented by the student merits a further review of all circumstances or to further investigate the incident.

         Students whose presence constitutes a present danger to the school, its property, the educational process, the faculty, employees, administration or other students may be removed from the school and suspended immediately.  Written notice of the charges, an explanation of the evidence against the student and a right of the student to present his rebuttal of the charges will be held within a reasonable time thereafter when the danger no longer exists.

Suspension for ten (10) days or less – Right of Appeal
        Students suspended out of school for ten (10) days or less shall have a right to appeal the decision of the principal to a committee composed of teachers and administrators who are not under the direction of the principal issuing an order of suspension.  Upon a full investigation of the matter, the committee shall determine the guilt or innocence of the student the reasonableness of the term of the out of school suspension, and their decision shall be final.

        Any student or his parents/guardians, who seek to appeal the decision of the suspending principal, shall:

1. Notify the Superintendent of School within 72 hours after the suspension hearing requesting an appeal.  The notification must be in writing and delivered or mailed to the Superintendent’s office.

2. Upon receipt of the notice, the Superintendent shall appoint a review committee consisting of not less than three Newkirk School District employees who shall be certified administrators and/or teachers, and shall designate a chairperson of the committee.  No administrator or teacher is eligible to serve on the committee who was a witness to the student’s conduct, nor is any teacher eligible to serve who has the student in his/her class for the current school year.

3.
    The Superintendent of Schools shall schedule the committee hearing as soon as  

        possible during regular school hours, Monday through Friday, but not less than  
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        ten (10) days from the date the notice of appeal is filed with the superintendent.

        The superintendent, at his/her discretion, may permit the suspending student to

        attend classes pending the outcome of the appeal.  Reasonable consideration

        shall be given to accommodate the work schedules of the parent/guardians of

        the student whenever possible.  The student and his/her parent/guardians shall

        be notified in writing of the date, time and place of the hearing.  The principal

        who issued the out of school suspension decision shall attend the committee

        hearing.  Either party choosing to have legal counsel at the committee hearing

        shall give the other party twenty-four hours advance notice of  that decision

        with the name of the attorney who will attend the hearing.  The failure of either

        party to give such notice will preclude the party’s right to have counsel attend

        the hearing.

4.
    The committee will conduct a full investigation of the student’s out of school suspension in an informal manner.  The principal will briefly outline the student’s alleged conduct, read the policy, and the rule or regulation which the student’s conduct violated, and present any evidence and witnesses that support the principal’s decision to suspend the student.  The student, or his attorney or other adult; may examine witnesses on his/her own behalf, cross examine opposing witness and offer other evidence in the student’s behalf during his/her own testimony.  The purpose of the hearing is to give the suspended student a fair and impartial hearing.  The hearing will not be governed by rules of evidence and the appeal board will be allowed to ask questions.

5.     The appeal committee shall either uphold the suspension, modify the terms of the suspension, or overrule the suspension.  The student and his parents/guardians shall be notified of the committee’s decision within five (5) days after the appeal hearing.

Suspension for ten (10) days or more – Right of Appeal
        Students suspended out of school for more than ten (10) days shall have the right to appeal the decision any order of suspension to the Newkirk Board of Education.  Except suspensions involving the possession of firearms on school grounds, no out of school suspension will extend beyond the current semester and the succeeding semester.  Upon a full investigation of the matter as provided hereafter, the board of education shall determine the guilt or innocence of the student and the reasonableness of the term of the out of school suspension.  The decision of the board of educations shall be final. 
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        Any student or his parents/guardians, who seek to appeal the decision of the suspending principal, shall:

1. Notify the Superintendent of Schools within 72 hours after the suspension hearing requesting an appeal.  The notification must be in writing and delivered or mailed to the Superintendent’s office.

2. Upon receipt of the notice, the Superintendent shall immediately notify the Newkirk Board of Education of the appeal and ask that a special meeting of the Board of Education be held within ten (10) days from the date the notice of appeal is filed with the superintendent.  The superintendent, at his/her discretion, may permit the suspending student to attend classes pending the outcome of the appeal.

3. At the appeal hearing, the student may be represented by an attorney or other adult; may examine witnesses on his/her own behalf, cross examine opposing witness and offer other evidence in the student’s behalf during his/her own 

        testimony.  The purpose of the hearing is to give the suspended student a fair

        and impartial hearing.  The hearing will not be governed by rules of evidence

        and the appeal board will be allowed to ask questions.  The board of education

        may hire an attorney to represent them during the appeal hearing who will have

        the authority to preside over the hearing and to rule on the admissibility of any

        evidence and the relevance of any questioning.  The decision of the attorney for

        the board of education will be final on all procedural and evidentiary rulings.

4. The Board of Education shall either uphold the suspension, modify the terms of the suspension, or overrule the suspension.  The student and his parents/guardians shall be notified of the committee’s decision within five (5) days after the appeal hearing.

OUT OF SCHOOL EDUCATIONAL PROCESS

        At the discretion of the suspending principal, the school district shall provide an education plan for the students who are suspended out of school for five (5) days or less as provided hereafter.

        A student who is suspended out of school for more than five (5) days for any act other than the possession of a firearm on school grounds will be provided an education plan as follows:
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1. The parent/guardian of a suspended student shall be responsible for providing a supervised, structured environment for the student and will bear the responsibility for monitoring the student’s educational process until the student is readmitted in the Newkirk School system.

2. The student’s principal shall provide the student or his parent/guardian with an education plan designed for the eventual reintegration of the student into the Newkirk Schools which provides only for the core units in which the student is enrolled.  A copy of the education plan shall be mailed to the student’s address or the parent/guardian can pick up the plan from the principal and discuss the plan if they have any questions.  The plan shall set out the procedure for education and shall address the academic credit for work satisfactorily completed.

 For the purposes of this section, the core units shall consist of the minimum English, mathematics, science, social studies and art units required by the State Board of Education for grade completion in grades kindergarten though eight and for high school graduation in grades nine through twelve.

DROPPING STUDENTS FROM ROLL DURING SUSPENSION

Those students who are suspended from school will be dropped from the attendance rolls on the day that they are suspended.  They will be reentered at the conclusion of the suspension.
TRANSFER OF ENROLLMENT DURING SUSPENSION

   The statutes of the State of Oklahoma prohibit any student who has been suspended in this state or another state for a violent act or an act showing deliberate or reckless disregard for the health or safety of faculty or other students shall not be entitled to enroll in a public school in the state of Oklahoma, and no public school shall be required to enroll such student, until the terms of the suspension have been met or the time of the suspension has expired.
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HARASSMENT, INTIMIDATION, BULLYING, AND HAZING 

“Harassment, Intimidation and Bulling” as defined by Oklahoma Statutes at 70 O.S. 24-100.2 means any gesture, written or verbal expression, or physical act that a reasonable person should know will harm another student, damage another student’s property, place another student in reasonable fear of the student’s person or damage to the student’s property, or insult or demean any student or group of students in such a way as to disrupt or interfere with the school’s educational mission or the education of any student.

“Harassment, intimidation and bullying” include, but are not limited to, a gesture or written, verbal, or physical act that is reasonable perceived as being motivated by a student’s religion, race, color, national origin, age, sex, sexual orientation, disability, height, weight, socioeconomic status, or any other distinguishing characteristic.

“At school” means on school grounds, in school vehicles, at designated school bus stops, at school sponsored activities, or at school-sanctioned events.

Harassment, intimidation and bullying are specifically prohibited by the Newkirk School District.  Students violating the prohibitions set forth in this policy shall be subject to any and all disciplinary measures the district deems appropriate.

 For the purposes of this policy, hazing is defined as an activity which recklessly or intentionally endangers the mental health or physical health or safety of a student for the purpose of initiation or admission in or with any organization operating subject to the sanctions of the school district.
No student in this district will be subject to hazing, harassment or any other form of persecution by any student or employee at school or on school-sponsored activities whether connected to an organization or not.

     
District employees shall take necessary and appropriate disciplinary action toward any student or employee who violates this policy.  Disciplinary action may include expulsion for students and employment termination for employees if in compliance with state law.

A copy of this policy will be furnished to each student and teacher in this school district.

Reference:  70 O.S. 24-100


       Section 487.a, School Laws of Oklahoma
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TRANSPORTATION OF STUDENTS

     
The district may provide transportation to and from school for students who attend this school district. The purpose of transportation is to provide opportunity for education which might not otherwise be available.  Transportation will be available for those students who live more than a reasonable walking distance from the school.  The State Board of Education defines a reasonable walking distance as one and one-half (1 1/2) miles from the school.  Transportation may be provided for other students if sufficient seats are available on the buses.

     
State law is that school district may provide transportation to students.  This means that students must follow bus rules and regulations.  Riding the school bus is a privilege, not a requirement.

References:  70 O.S. 9-101 (Section 207, School Law Book 1997)

                    Printed materials from the State Department of Education
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REGULATION
BUS RIDER RULES


Riding a school bus is a privilege and the privilege may be removed for not abiding by the bus rider rules.

Previous to loading students should:

  1.  Be on time at the designated bus stop.  Keep the bus on schedule.

  2.  Stay off the road at all times while waiting for the bus.

  3.  Respect people and their property while waiting for the bus.

  4.  Be careful in approaching bus stops.

  5.  Wait until the bus comes to a complete stop at the loading zone before moving toward the bus and attempting to enter.

  6.  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.  Never tamper with the bus or any of its equipment.  Damage to seats or other parts of

       the bus shall be paid for by the offender.

  7. Maintain possession of books, lunches or other articles and keep the aisle clear.
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  8.  Help look after the safety and comfort of small children.

  9.  Not throw objects in or out of the bus..

 10.  Remain in their seats while the bus is in motion.

 11.  Refrain from horse play and fighting on the school bus.

 12.  Be courteous to fellow pupils, the bus driver and driver's assistants.

 13.  Remain quiet when approaching a railroad crossing.

 14.  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 the bus driver's signal, then cross the 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 apply to all trips under school sponsorship.

  2.  Sponsors for extracurricular trips shall be assigned by the superintendent.

Reference:  Modification of Bus Rules from State Department of Education.
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WIRELESS TELECOMMUNICATION

DEVICES AND NUISANCE ITEMS

Wireless Telecommunication Devices

     
Students shall not be permitted to carry wireless telecommunication devices,

including electronic pagers or cellular phones, on the premises of this school district, in transit under the authority of the school, or at school district functions.  Exceptions may be made by the principal or superintendent upon request by the parent or guardian for medical necessities or other appropriate circumstances.


 The unauthorized device found will be removed from the student’s possession and disciplinary action taken.

Nuisance Items

Radios, video games, tape players, music media-playing devices of any kind, water guns, Hackey sacks, cards and other similar items are considered “nuisance items” and should NOT be brought to school.


Any such items will be confiscated and returned to the student only at the end of the school day or at another time designated by the administrator dealing with the situation.

References:  70 O.S. 24-101.1 (Section 488, School Laws of Oklahoma)

                    HB 2130, 1997  Legislative Session

                    HB 1092,  2001 Legislative Session

Note:  HB 1092 allows school districts to set their own policy concerning cellular phones, pagers and other wireless devices.  This policy is required, but may be adjusted to an individual school district.  However, HB 1092 removes the term “wireless communication device” from the list of items for which schools have the authority to detain and search.
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  DISPENSING MEDICATIONS

     
The board recognizes that students will on occasion need to take medicines at school.  The term "medicine" as used in this policy means "non-prescription medicine" and "filled prescription medicine."  "Non-prescription medicine" is that medicine which may be purchased over-the-counter without direction from a physician.  "Filled prescription medicine"  is a medication contained in a prescription vial with a label which correctly state the name and address of the pharmacy, date of filling, name of patient, name of prescriber, prescription number, and directions for the administration of the medicine.

     
Only the following personnel shall be authorized to administer medicine at school:  A school administrator or a school employee who has been designated to administer medicine.  A nurse employed by the County Health Department working pursuant to an agreement made between the County Health Department and the school district may also administer medicine in the absence of authorized school personnel.

     
No medicine shall be administered unless the parent or guardian of the student requiring the medication has given the school written authorization  to administer the medicine.  The parent or guardian of any student requiring medication during school shall bring the medication to school and complete and sign a "Parental Authorization" form.  When a student enrolls in school, the parent or guardian of the student may sign a "Non-Prescription Authorization Card"  authorizing school personnel  to administer non--prescription medication the student during an emergency when the parent or guardian cannot be reached.  The school shall keep on file the written authorization of the parent or guarding and date and amount of non-prescription medications given.

    
 Filled prescription medicine shall be administered pursuant to the directions for the administration of the medicine listed on the label or as otherwise authorized in writing by the physician prescribing the medicine.  Non-prescription medications may be dispensed and administered only in compliance with the written directions on the label of the medication or as otherwise authorized in writing  by the student's physician.  All medicine shall be properly stored and not readily accessible to persons other than those who shall administer the medication.

    
 A "Log of the Administration of Medicine" shall be kept.  The log shall have a record of the name of the student to whom the medicine was administered, date the medicine was dispensed, the name of the person who administered the medicine, the type or name of the medicine which was administered, the dosage of the medicine given, and the time the medicine was administered.
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A school nurse, county nurse, administrator, or designated school employee may not be held liable to the student or his parent or guardian for civil damages for any personal injuries to the student which result from acts or omissions of the school or county nurse, administrator, or designated school employee in administering any medicine.  However,  such immunity does not apply to acts or omissions constituting gross, willful or wanton negligence.

STUDENT SELF-ADMINISTRATION OF INHALED ASTHMA MEDICATION

Pursuant to 70 O.S. 1-116.3, the board of Education of the Newkirk School District permits students to self-administer inhaled asthma medication in accordance with the following conditions and guidelines:

Definitions:
1. “Medication” means a metered dose inhaler or a dry powder inhaler to alleviate asthmatic symptoms, prescribed by a physician and having an individual label.

2    “Self-administration” means a student’s use of medication pursuant to prescription or written direction from a physician.
Requirements for Parents and Students:
1.  Permission granted by this policy for self-administration of inhaled asthma medication is effective only for the school year in which it is granted.  Permission shall be renewed each subsequent school year only upon fulfillment of the requirements of this policy.

2.  The parent or legal guardian of the student must authorize in writing permission for the student’s self-administration of inhaled asthma medication.  Such written permission shall include the following:


a.  Permission statement authorizing the student to self-administer inhaled asthma

                 medication.
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            b.  A written statement from the student’s physician stating that the student has

                 asthma and is capable of, and has been instructed in, the proper method of self-

                 administration of the medication.

            c.  Acknowledgement from the student’s parent or legal guardian that the District 

                 and its employees and agents shall incur no liability as a result of any injury

                 arising from the student’s self-administration of asthma medication and

                 acknowledgment that the District has provided this information in writing to

                 the parent or legal guardian.

3.  Prior to the District granting permission for the student to self-administer inhaled 

asthma medication, the parent or legal guardian of the student is required to                     provide the school an emergency supply of the student’s medication to be administered in accordance with the provisions of District Policy, Dispensing Medications.  The parent or legal guardian shall agree in writing to the conditions and regulations set forth in the Policy.  A student who has been granted permission by the district to self-administer inhaled asthma medication pursuant to this Policy shall be permitted to possess and use a prescribed inhaler at all times.
References:  10 O.S. 170.1 (Section 816, School Law Book, 1997)
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REGULATION

PARENTAL AUTHORIZATION
  FOR DISPENSING NON-PRESCRIPTION MEDICATIONS

__________________School

Parental Authoriazation 

for Dispensing Non-Prescription Medications
 The undersigned, __________________________, is parent, guardian or custodian 

 of _______________________________ who attends  _________________

 Public Schools

If this child is injured or becomes ill at school, I hereby authorize school personnel  or

________________________________________________________________

(Name and how this person may be reached.)

to administer non-prescription medicine to the child in the event I cannot be contacted to 

give my consent to administer the medicine.

                                                                   _____________________________________

                                                                   Parent with legal custody or Guardian

                                                                   _____________________________________

                                                                   Address

                                                                   _____________________________________

                                                                    Phone
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Authorization for Self-Administration of Inhaled Asthma Medication
I,  _________________________________ , the undersigned parent or person having

          (Parent/ Guardian’s Name)

legal custody do hereby grant permission for _______________________________ ,

                                                                            (Student’s Name)

to self-administer inhaled asthma medication.

A written statement from the student’s physician must be attached stating that the student has asthma and is capable of, and has been instructed in, the proper method of self-administration of the medication.

I have received a copy of the Newkirk Public School Districts Student Self-Administration of Inhaled Asthma Medication Policy.  The Newkirk Public School District and its employees and agents shall incur no liability as a result of any injury arising from the student’s self administration of asthma medication.

____/____/____   ________________________________          ___________________

Date                      Signature of parent or legal guardian                phone

_______________________________________     _____________________________

Address                                                                      City                              State Zip
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DEALING WITH COMMUNICABLE DISEASE

HIV AND HEPATITIS B

      The board of education is committed to providing a safe environment for

employees and students.  Each case of students with communicable diseases will be 

handled with confidentiality and nondiscrimination.  In the event of a student with an 

Acquired Immune Deficiency (AIDS) or any other life threatening communicable disease

the student will be placed on home instruction until a medical authority has given the 

superintendent reason for the student to be attending classes.  The district recognizes that 

the Americans with Disabilities Act of 1990 guarantees the rights of HIV carriers.

       Any decision regarding the student’s status shall be based upon the best medical

information available.  The superintendent, a teacher, the parent or guardian of the student and a medical person who has examined the student should meet and confer to determine the extent to which reasonable accommodation of the student’s education can be achieved.

       It is imperative that education and prevention be emphasized in the curriculum.
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   Contagious and Infectious Diseases - 70 O.S. #1210.191, titled “Rules and Regulations for Immunizations for School Children “ requires that parents or guardians of all minor children in grades kindergarten through the twelfth for all public, parochial or private schools in the State of Oklahoma present a certificate of required immunizations upon school entry.

   Each student attending Newkirk Public School must meet the intent of 70 O.S. #1210.

191 and be so certified by the local school administration.

   Communicable Disease Policy/Other than Acquired Immune Deficiency Syndrome- The Board of Education of the Newkirk School System.  While the general health and well-being of a student is the responsibility of the parent, the Board believes that teachers and administrators should promote and encourage the maintenance of a healthy body and mind.  Moreover, the Board is strongly committed to providing a safe working environment for staff and students in relation to communicable diseases.

   Any student of employee with knowledge of a suspected or confirmed case of any communicable disease within the system is responsible for reporting this information to the appropriate personnel.  A student or employee afflicted with a communicable or contagious disease may be prohibited from attending school until he/she is free from the disease, or until a plan for management of the disease has been formulated which will reasonable protect other students and employees within the school environment against transmission of the disease.

   The superintendent or his/her designee will develop appropriate regulations governing the posture of this district when dealing with a student or employee who has been identified by a competent medical authority or who is reasonably suspected of having a communicable disease.

   A.  Exception to Routine Reporting - Reports of sexually transmitted diseases are kept by local physicians and they report to local health agencies.  Sexually transmitted disease reporting is handled in a confidential manner.

   B.  Recommended Exclusion and Return to School - 

Disease                       Exclude from School                      Needed for School

                                        Yes             No                            to Classroom

___________________________________________________________________

Chicken Pox                      X                                 May return 7 days after onset of rash

                                                                             or when all lesions are crusted over.
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Disease                          Exclude from School                             Needed for School

                                           Yes            No                                    to Classroom

_____________________________________________________________________

Hepatitis                               X                                  Parents or staff member requested to






                     provide release statement from M.D.







         or D.O.

Impetigo                                                 X                If under proper treatment monitored

 




                     by school nurse.

Influenza                              X                                   Parents or staff member requested to 

          




                     provide release statement from M.D.

 





         or D.O.

Meningitis
                   X                                   Parents or staff member requested to 





         provide release statement from M.D.






         or D.O.

Mononucleosis                                        X               If under proper treatment, monitored

   Infectious



                     by school nurse.

Mumps                               X                                    Parents or staff member requested to

  





         provided release statement from M.D.







         or D.O.

Pediculosis                          X                                    Requires cert. from Health Pro-

 (Head Lice)                 

                      fessional & monitoring of  proper







          treatment.

Pertussis                             X                                     Parents or staff member requested






                      to provide release statement from







          M.D. or D.O.

Ringworm                                              X                 If under proper treatment, monitored

 



                                 by school nurse.

Rocky Mountain                 X                                    Parents or staff member requested

Spotted Fever




         to provide release statement form

   





         M.D. or D.O.

Roseola                              X                                    May return to school when fever







         subsides & no evidence of rash.
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Disease                              Exclude from School                       Needed for School

                                              Yes             No                              to Classroom

______________________________________________________________________

Rubella/Rubeola                       X                                   Parents or staff member requested                           

 



              to provide release statement from

     





              M.D. or D.O.

Scabies                                    X                                   Parents or staff member requested

             





  to provided release statement from








  M.D. or D.O.

Tuberculosis                             X                                   Requires doctor release statement

 





              Monitoring of proper treatment as

 





              verified by school nurse.

D.  Confidentiality - Information relating to students with communicable diseases shall

be confidential.  The number of personnel needed to be aware of the child’s condition

must be kept to a minimum.

E.  Team Responsible for Evaluating Conditions of Life Threatening Communicable Diseases Shall include - 

1.  Student’s or staff member’s physician.

2.  Public Health Official.

3.  Building Principal.

4.  School Attorney when appropriate.

F.  Viral Syndromes - Viral Syndromes which are associated with a rash, but which doctors cannot specifically diagnose without viral studies (these take one month for completion), should be excluded from school while person has a fever and shows evidence of rash or symptoms.  These students or staff members may return to school when symptoms subside.

Acquired Immune Deficiency Syndrome Regulation -  The knowledge that a student of this school district is effected with AIDS may arise from different sources.  If a student or student’s parents or guardian or other person advises a member of the staff that a student of the Newkirk School System has AIDS or is suspected of having AIDS, the staff member shall report that information to the Superintendent or his designee.
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   If a student or any person other than a student’s parents or guardian reports that a student has or is suspected of having AIDS, the Superintendent or his designee will meet with the student’s parents or guardian as soon as possible.  The Superintendent or his designee will determine if the parent/guardian has knowledge of the student’s infection and, if not, whether further medical examination is desired.  If the Superintendent or his designee confirms that a student is effected with AIDS, the Superintendent or his designee will report the student’s illness to the Oklahoma Department of Public Health as required by law.  

October 20, 1997
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DEALING WITH HEAD LICE 

AND OTHER CONTAGIOUS DISEASES


The board of education believes that any student with a contagious disease or head lice should not attend school until he or she is free from the contagious disease or head lice.


Any student prohibited from attending school due to a contagious disease or head lice shall present  to the superintendent or his designee, before the student may reenter school, certification from a health professional or an authorized representative of the State Department of Health that the child is no longer afflicted with the contagious disease or head lice.

References:  70 O.S. 1210.194, (Section 815, School Law Book, 1997)



Amended by H.B. 2726, Section l, 1996 Legislative Session
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REGULATION

HEAD LICE


The following procedures shall be followed for the detection and prevention of the spread of head lice.

     1.  A weekly screening shall be conducted of students for the detection of head lice.

     2.  If head lice are found, a note will be sent to the parent or guardian of the student.

The student is to be sent home as soon as possible.  If a parent or guardian cannot come to the school to take the student home, the student should be sent home at the end of the school day with a copy of the letter of explanation to parents.

     3.  The student must be treated with a head lice shampoo before re-entry to school.

Although students may return to school, infested students must be treated again in seven to ten days.

     4.  If the student is found to be inadequately treated, the student shall not be readmitted to school until treatment is initiated and the student is found to be free of crawling forms of lice.  Students shall be readmitted to school with a certificate from a health professional that said child is no longer afflicted with head lice.  The criteria for readmission after the initial treatment shall be absence of crawling forms and evidence of a recent shampoo.

Reference:  Printed materials, Oklahoma State Department of Health, February, 1988.
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REGULATION

HEAD LICE--EDUCATION AND TREATMENT

    
 Once head lice have been detected, parents and guardians need to learn that treatment with a head lice medication is not sufficient to control the infestation.  These rules need to be followed:

     1.  Both the infested individual and their personal articles (caps, combs, brushes, towels, bedding, etc.) should be thoroughly cleaned with hot water and soap when possible.  

     2.  Machine wash all washable clothing and bed linens that have been in contact with the infested individual during the last 48 hours.

     3.  Personal articles that cannot be washed may be dry-cleaned or placed in a plastic bag and sealed for a period of ten (10) days.  

     4.  Soak combs and brushes for an hour in a 2% Lysol solution, or put them in a pan of water on the stove and heat to 125 degrees for five to ten minutes.  Caution:  heating may damage the comb or brush.

     5.  Cleaning of the house and other rooms inhabited by infested persons should be limited to thorough vacuuming.  The effectiveness of pediculicidal sprays has not been proven.  Fumigation of the home is not recommended.

     6.  Apply a pediculicide (medicated shampoo according to package directions) to the hair of the infested individual.

     7.  Comb the hair thoroughly with a fine-toothed comb to remove all dead lice and nits.  To make combing easier, it may be helpful to apply a creme rinse or one-half vinegar/

one-half water solution after shampooing.

     8.  Have the person to put on clean clothing after treatment.

     9.  Repeat the treatment in seven to ten days to kill newly hatched lice.

    10.  All family members or other close contacts must be examined for the presence of lice and active nits and treated, if indicated, at the same time as the affected individual.

October 20, 1997                                                                                                616..R.3

REGULATION

  NOTIFICATION TO PARENTS 

CONCERNING HEAD LICE

________________________________ SCHOOL

Date  ____________________ To the Parents of  _____________________________

     Your child, _____________________________ , has been determined to have contacted head lice.  To prevent the spread of this infection to other students in our school, we require a written statement from either the County Health Department or your family physician confirming that your child is lice free.  Please give the statement to your child's teacher or the superintendent when he/she returns to school.  

     Thank you for your attention to this matter.

                                                                         _________________________________

                                                                         Superintendent
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  REPORTING

CHILD ABUSE OR NEGLECT

In compliance with state law, the board of education encourages every teacher or other employee of the school district to report promptly any suspected abuse or neglect of any student to the Department of Human Services.  The report may be made by telephone, in writing, personally or any other means prescribed by the department.  The employee shall also inform the principal or superintendent that the report was made.


In that state law provides that persons exercising good faith in the making of a report or allowing access to a child by persons authorized to investigate a report shall have immunity from liability, the board of education will grant its support to any employee making such good faith reports according to the requirements of the law.

References:  10 O.S. (Section 823.2 School Law Book, 1997)
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REPORTING STUDENTS

UNDER THE INFLUENCE OF INTOXICATING

 OR DANGEROUS SUBSTANCES

      
It is the policy of the board that any teacher, administrator, or security personnel  who has reasonable cause to suspect that a student may be under the influence of, or that said student has in his or her possession, alcoholic beverages, including low-point beer, or a controlled dangerous substance as defined by law shall immediately notify the superintendent of such suspicions.  The superintendent will then notify a parent or guardian of the student concerning the policy violation.

    
Any search, seizure or subsequent disciplinary action shall be subject to any applicable school policy, regulation, state law or student handbook rule.

     
Every teacher, administrator, or security personnel employed by the board who has reasonable cause to suspect that a student is under the influence of or has possession of alcoholic beverages, including low-point beer, or a controlled dangerous substance and who reports such information to appropriate school officials shall not be subject to civil liability.

References:  24 O.S.  121

                   63 O.S.   2-101 et. seq.

                   70 O.S.   24-102 (Section 489,  School Law Book, 1997)

                   37 O.S.   163.2
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GUN-FREE SCHOOLS                                                                                                           

In order to provide a safe environment for students and staff of  this school district, the board  prohibits the possession of dangerous weapons and replicas or facsimiles of dangerous weapons.

The Law

It shall be unlawful for any person, except a peace officer or other person authorized by the board, to have a firearm or weapon in his/her possession on any public school property or while in any school bus or vehicle used by the school for transportation of students or teachers.

     
A gun or knife designed for hunting or fishing purposes kept in a privately owned 

vehicle and properly displayed or stored as required by law shall not be in violation of the provisions of this policy, provided such vehicle containing said gun or knife is driven onto school property only to transport a student to and from school and such vehicle does not remain unattended on school property.

     
Any person violating the provisions of this law shall upon conviction be guilty of a felony punishable by a fine not to exceed five thousand dollars ($5,000), and imprisonment for not more than two years.  Students violating this policy may be subject to expulsion and/or reported to the county sheriff.

Interpretation of the Law


Dangerous weapons, including but limited to firearms, are a threat to the safety of students and staff of this school district.  In addition, possession of dangerous weapons, or replicas or facsimiles of dangerous weapons, disrupts the educational process and interferes with the normal operation of the school.  Possession by any student or employee of a dangerous weapon or a replica or facsimile of a dangerous weapon while on school property, at a school sponsored activity or on a school bus or vehicle is prohibited.
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A dangerous weapon includes, but is not limited to, a pistol, revolver, rifle, shotgun, air gun or spring gun, BB gun, slingshot, blackjack, brass knuckles or artificial knuckles of any kind, nun-chucks, dagger, Bowie knife, dirk knife, butterfly knife, any knife having a blade greater that three inches, any knife with a blade which can be opened by a flick of a button or pressure on the handle, any pocketknife where the blade is carried in a partially opened position, any pocketknife with blade shorter than three inches which can be locked in place, razor, dart, ice pick, explosive smoke bomb, incendiary device, sword cane, hand chains and any replica or facsimile thereof of any item which is used to threaten harm or is used to harm any person.


An exception to this policy may be granted for students or employees participating in an authorized curricular or extracurricular activity or team involving the use or demonstration of a dangerous weapon, or replica or facsimile of as dangerous weapon.  For this exception, written prior approval by the principal, in consultation with the superintendent of schools is required.


Rights of due process for all students and rights of disabled students must be observed in accordance with applicable law.

References:  21 0.s. 1280-1, Section 1031, School Law Book, 1997
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STUDENTS:

FEES, FINES, AND CHARGES
It is the goal of the Newkirk Board of Education to provide a free, appropriate, public education to all the children of this district.  However, there are certain areas in which the payment of fees, fines or charges may be required.  In accordance with the policy of the board of education, the following areas will require payment of a fee, fine, or charge by the student:

1. Membership dues in student organizations or clubs and admission fees or charges for attending extracurricular activities when membership or attendance is voluntary.

2. Items of personal use such as student publications, class rings, annuals, and graduation announcements.

3. Any authorized student health or accident benefit plan.

4. A reasonable fee, not to exceed the actual annual maintenance cost for the use of musical instruments and uniforms owned or rented by the district.

5. Items of personal apparel which become the property of the student and which are used in extracurricular activities.

6. Parking fees and fees for identification cards if applicable.

7. Fines assessed for lost, damaged or overdue library books.

8. Other fees, fines, or charges specifically permitted or required by law.

Payments to schools for lost or damaged instructional materials will be deposited in the school activity fund as a line item account and will be used to purchase replacement materials as necessary.

Students who are financially unable to make payment for lost or damaged instructional materials will be allowed to arrange to work off their debts in a program approved by the superintendent or his designee.

All lost or damaged materials must be paid for before the end of the school year in which the loss or damage occurs or before a student officially withdraws from the school district.  Students in the 12th grade who have not fulfilled these obligations also will be denied a cap and gown and the privilege of participating in the graduation ceremonies of the class.
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NEWKIRK PUBLIC SCHOOL

CHILDREN INTERNET PROTECTION ACT POLICY

The Newkirk Public School hereafter knows as the “District” has the following restrictions in place to safeguard our students and staff from inappropriate materials on the Internet.

The Newkirk Public School Internet/Intranet Policy is a document that each user

(Students and staff) in the Newkirk Public School system must agree to sign before they

are allowed access to the Internet or the Intranet.  If they violate the agreement, access to the Internet and Intranet will be revoked.

The five areas addressed by the Children’s Internet Protection Act are listed with the actions that the District is taking to ensure the students have a safe and productive educational usage of the Internet.

(I) Access by minors to inappropriate matter on the Internet and World Wide Webb;

Newkirk Public Schools will use SonicWall as a centralized filtering software and firewall.  The hardware/software is designed to block obscene material and the firewall is designed to further block inappropriate material from minors.

The District’s Internet/Intranet Access Policy in paragraph 2 states “Transmission of any

material in violation of any U.S. or state regulation is prohibited.  This includes, but is not limited to, copyrighted material, threatening or obscene material or material protected by trade secret”.

(II) The safety and security of minors when using electronic mail chat rooms, and other forms of direct electronic communications;

High school students may have email accounts.  Students in grade k-8 do not have access to the District’s email, except when it is needed for a class project, and the instructor monitors it.  All email is subject to monitoring.  The District’s Internet/Intranet Access Policy states in paragraph 4 section e “Note that electronic mail (email) is not guaranteed to be private.  People who operate the system do have access to all mail.  Messages relating to or in support of illegal activities will be reported to the authorities.”  The District does not allow use of public chat rooms; however, we do allow use of private chat rooms used for educational uses.  All student users must sign the Internet/Intranet Access Policy, one of the statements that they must agree to is, and “I will NOT participate in, or allow participation in, any public or private chat room without instructor approval.”  Students do not have access to other forms of direct electronic communications.
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(III) Unauthorized access, including so-called “hacking” and other unlawful activities by minors online;

The District has a secure security system and closely monitors it.  The District’s Internet/Intranet Access Policy states “Attempts to log in as anyone other than yourself will result in cancellation of user privileges.  Any user identified as a security risk or having a history of problems with other computer systems may be denied access indefinitely.”  The Internet/Intranet Access Policy also states in paragraph 4 sections d and e that “Illegal activities are strictly forbidden.”  “Messages relating to or in support of illegal activities will be reported to the authorities.”  Violations will result in the revoking of the user access to the District’s network and Internet.

(IV) Unauthorized disclosure, use, and dissemination of personal information regarding minor; and

The District’s Internet/Intranet Access Policy states in paragraph 4-section c “Do not reveal your personal information.”  Instructors also advise students not to reveal any personal information.  Access to public chat rooms is forbidden by all users of the District’s Internet or Intranet to prevent disclosure, use, and dissemination of personal information.

(V) Measures designed to restrict minors’ access to materials harmful to minors.

The District will use the filtering software Sonic Wall as a firewall.  All students and personnel must sign the District’s Internet/ Intranet Access Policy agreeing to abide by its provisions.  Access to public chat rooms is forbidden.

The District uses Sonic Wall to block or filter Internet access for both minors and adults to certain visual depictions that are:  (1) obscene, (2) child pornography, or, with respect to use of computers with Internet access by minors, (3) harmful to minors.  The District forbids the use of public chat rooms to further ensure the safety of minors.  All activities on the Internet and email can be monitored at any time, and past history can be examined if necessary.

The District upgrades/evaluates the filtering software weekly.

I_____________________________, a student in the Newkirk Public School, agrees to abide by the above Children’s Internet Protection Act Policy.

I_____________________________, an employee of the Newkirk Public School, agrees to abide by the above Children’s Internet Protection Act Policy.

NEWKIRK PUBLIC SCHOOLS

DISTRICT I029

NEWKIRK, OKLAHOMA

Newkirk Public School District Patron Complaint Form

Patrons Name:_______________________________________________________

Name of certified or support personnel whom the problem concerns:

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

Nature of the problem or complaint:_______________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

                                                                __________________________________

                                                                Dated

                                                                __________________________________

                                                                Supt. - Principal - Board of Ed.

                                                                __________________________________

                                                                Complaintant’s Signature

Public Information & Record Search Request Form

NEWKIRK PUBLIC SCHOOL SYSTEM

Oklahoma Open Records Act, Senate Bill 276

Name of Organization or Person______________________________________________

Address_________________________City______________State__________________

Information Requested_____________________________________________________

______________________________________________________________________

______________________________________________________________________

Is this a request for employee & student information ____Yes____No

If yes, how many copies?_________Size of copy 8 1/2 x 11 ______

                                                                            8 1/2 x 14 ______

Note:  Copying fee is .25 cents per page.

The Newkirk School copying machines can copy only the sizes stated above.  Information search fee is $10.00 per hour.

If your request is considered by the school to be in the best interest of the public, the fees may be waived.

Purpose for which information or records are to be used?__________________________

_____________________________________________________________________

_____________________________________________________________________

The Newkirk Public School will not mail out or give out information on the telephone.  All requests must be made and received in person.

                                                              ______________________________________

                                                                                       Signature

Subscribed and sworn before me this_________day of____________19_____________

Commission Expires:_______________   _____________________________________

                                                                                    Notary Public
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       Vendors 






219                                                             

Financial Records   





220                             

Fire and  Emergency Plans and Drills    


301

Fire and Emergency Plans and Drills, Regulation

301..R.1   

Food Service                                                  


467

Forms     

     Employee Drug Screening Consent


314..R.2

     Faculty Evaluation





415..R.2

     Letter to Parents Concerning Head Lice


616..R.3

     Log for Dispensing Medications



614..R.3

     Parental Authorization for Dispensing

          NonPrescription Medications



614..R.1

          Staff Evaluation




461..R.1

     Superintendent Evaluation




226..R.1

     Use of School Facilities




308..R.1, Page 4

Fringe Benefits, Faculty                                    

410

Fringe Benefits, Staff                                       

454

Fund Accounting Responsibility



218

  - G -

Gifted Student Program             



509 

Grading and Report Cards                             


502

Gun Free Schools                                          


619

 - H -
Handling Bloodborne Pathogens                             

312

Handling Bloodborne Pathogens, Rules
         

312..R.1

Handling of Activity Fund Money                   

223  

Harassment, Intimidating, Bullying, and Hazing       

611

Head Lice                                                         

616..R.1

Head Lice and Other Contagious Diseases       

616

Head Lice Education                                           

616..R.2

Head Lice Notification to Parents (Form)


616..R.3                     



Hepatitis B                                                       

615

HIV, Dealing with                                              

615

Homework                                                         

503

- I -

Inclement Weather, Parent Notification                

301..R.2

Inclement Weather Procedures     



301..R.2                   

Illegal Use of E-Mail Messaging



515

Indian Education Parent Committee            


510

Internet Protection Act Policy




621

Intoxicating Substances                              


618

Inventory






219

- J -
Job Descriptions (See Staff, Personnel)
Jury and Court Leave, Faculty                         

414

Jury and Court Leave, Staff                           


458

- K-

Kindergarten, Admission




513
 - L -
Leave
       Emergency Leave, Faculty  



413

       Emergency Leave, Staff




459                    

       Jury and Court Leave, Faculty                


414

       Jury and Court Leave, Staff                        

458

       Military Leave, Faculty




414

       Military Leave, Staff




459

       Personal Business Leave, Faculty                

412

       Personal Leave, Staff




459

       Professional Leave, Faculty



414

       Professional Leave, Staff




459

       Sick Leave, Faculty                                   

411

       Sick Leave, Staff                                      

457

Library Materials Selection       



507                     

Library Materials Selection, Regulation           

507..R.1

Limited English Proficiency Instruction


516

Log for Dispensing Medications  (Form)


614..R.3                 



Lunch Count and Lunch Fund Assistant,

 
Job Description          




467..R. 4

Lunch Room Assistant, Job Description


467..R.3

Lunch Room Cook, Job Description



467..R.2        

Lunch Room Manager, Job Description


467..R.1                     

- M -

Maintenance/Custodial Service  



468

Maintenance of School Facilities



309

Media Center Assistance




465

Media Center Assistant, Job Description


465..R.1                   

Media Center Materials Selection                       

507

Media Center Materials Selection, Guidelines

507..R.1     

Media Policy






507..R.2

Media Relations                                                 

215

Meetings, Board of Education



208

Military Leave, Faculty




411

Military Leave, Staff





459

Medical
       Authorizations for Dispensing



614..R.2

             Prescription Medications                        



      Dealing with HIV and Hepatitis B


615

      Dispensing Medications                                 

614

      Dispensing Non-Prescription Medications        

614..R.1

      Head Lice and Other Contagious Diseases     

616

      Head Lice Education                                       

616..R.2

      Head Lice Notification                                     

616..R.3

      Head Lice Information  




616..R.1                                    

      Log for Dispensing Medications (Form)


614..R.3                 

Meetings of the Board of Education           


208

Minutes Clerk                                            


206

Minutes Clerk, Job Description           


464..R.1

Minute of Silence





319
     - N -
Nepotism






212

Nepotism, Hiring Restriction




401

New Board Member Workshop



202..R.2

News Releases                                                   

215

Non Certified Personnel - See Staff

Notification of Meetings of Board of Education

210                                  



     - O -
Officers of the Board of Education



204
Oklahoma Secondary School Activities Association

606
Open Records






213.10
Open Records Enforcement Guidelines


213.10..R.1
Organization of the Board of Education       


201       

   - P -
Paging Devices  





613 

Parents
      Education Rights and Privacy Act 


605                   

      Inspection of Sex Education Materials              

318

      Notification for Inclement Weather                  

301..R.2

      Notification Concerning Head Lice                

616..R.3

      Parent Committee, Indian Education              

511

      Parent-Teacher Relations in Title I          


510

      Parental Authorization for Dispensing 

            Non-Prescription Medications


614..R.1

      Parental Authorization for Dispensing

            Prescription Medications



614..R.2

      Parental Involvement




310

Personnel
      See also --Faculty

      See also -- Staff

      District Treasurer

 



205                                     

      Encumbrance Clerk

                                  
207

      Files






418

      Felony Record Search                                          

315

      Minutes Clerk

                                         
206

      Notification for Inclement Weather                        
301..R.2

      Superintendent, Authority and Duties   


225                  

      Superintendent, Evaluation                                     
226

      Superintendent, Evaluation (Form)


226..R.1                     

Personal Business Leave, Faculty         


412                   

Philosophy of Education                                         

102

Policy Adoption and review                                   

216

Policy in the Absence of Policy                              

217

Powers and Responsibilities of the Board


202

President, Board of Education



204

Privacy Act   






605                                                         

Professional Growth, Faculty                                  

406

Professional Leave





414

Proficiency Testing





506

Public Participation at Board Meetings  


213              



Promotion and Retention




505

Promotion Based on Proficiency Testing


506

Purchasing






219

  - R -

Records, Financial





220
Records, Open






213.10
Reduction in Force, Faculty




416
Reduction in Force, Staff                                       

463

Release of Confidential Information



317

Report Cards                                                          

502

Reporting Child Abuse or Neglect                            

617

Reporting Students Under the Influence of 


618

        Intoxicating or Dangerous Substances                   

Residence for Admission to School                             
601

Resolving School-Related Conflicts



214

Responsibilities, Board of Education



202

Retention                                                                   

505

Retirement Credit for Sick Leave



411

Review of Budget





218

Review of Policy





216

Rights under FERPA





620

   - S -
Safety Coordinator and Committee



303
Salary Schedule, Faculty                                           

407

Salary Schedule, Staff                                               

453

School Activity Fund Drives                                       
222

School Board Member Continuing Education

202..R.3

School Business Travel, Faculty



408

School Business Travel, Staff




455





School Facilities Use





308

School Safety






303

School Secretary, Job Description



464..R. 4                                                        

School Transportation                                                 
305

School Visitors





311

Seating, Board of Education




201

Secretarial Staff                                                              
464

Sex Education, Parental Inspection of Materials     

318

Sexual Harassment





316

Selection and Assignment, Faculty    



401                            

Selection and Assignment, Staff                                   
450

Selection of Library Materials                                       
507

Selection of Library Materials Considerations

507..R.1                      

Sick Leave, Faculty                                                      
411

Sick Leave, Staff                                                            
457

Smoking on School Grounds




307

   Staff                                                                                                                           
       Attendance Stipend




456

       Cooperative Efforts, Staff 



452

       Emergency Leave, Staff




459                                 

       Evaluation, Staff                                                   
461

       Fringe Benefits, Staff                                             
454

       Jury and Court Leave, Staff                                  
458

       Line of Authority, Staff                                         
451

       Military Leave, Staff




459

       Performance Review




461..R.1

       Personal Leave, Staff




459

       Professional Leave, Staff




459

       Reduction in Force, Staff     



463

       Retirement Credit for Unused Sick Leave

457                              

       Salary Schedule, Staff                                          
453

       School Business Travel, Staff



455

       Selection and Assignment, Staff                            
450

       Staff Development




406

       Suspension, Demotion and Termination     

462                 

       Sick Leave, Staff                                                         
457

       Teacher Assistants




466

       Title I Paraprofessionals




466.10             

       Vacations, Staff                                                         
460

Staff, Personnel/Job Descriptions
      Activity Fund Clerk, Job Description          

464..R.5                

       Bus Drivers, Job Description                     

469..R.1

       Classroom Assistant, Job Description                           
466

       Cook, Job Description                                                 
467..R.2

       Custodian Duties





468..R.1

       Custodian,  Job Description                                            468..R.2

       Encumbrance Clerk,  Job Description                          
464..R.3

       Food Service Personnel                                            
467

       Lunch Count and Lunch Fund Financial Clerk



              Job Description            



467..R.4

       Lunch Room Assistant, Job Description                        
467..R.3

       Lunch Room Manager, Job Description                  
467..R.1

       Maintenance/Custodial Service                          

468

       Media Center Assistant, Job Description                   
465..R.1

       Minutes Clerk, Job Description            


464..R.1

       School Secretary, Job Description                          
464..R.4

       Secretarial Staff                                                    
464

       Treasurer, Job Description                                       
464..R.2

Standards of Conduct and Performance, Faculty

415..R.1

Students
     Abuse and Neglect Reporting           


617           

     Attendance                                               


602

     Directory Information   

                              
607

     Discipline   
                                                
608

     Discipline Code                                                       
608..R.1

     Disciplinary Actions                                                 
608..R.2

     Eligibility for Activities                                                
606 

     Fees, Fines, and Charges




620

     Harassment, Intimidation, Bullying, and Hazing 

611

     Internet Protection Act Policy



621

     Transportation





612

     Medical

Dispensing Medications



614


Dispensing Non-Prescription Medications

614..R.1


Self Administration of Inhaled Asthma Medication
614..R.2

            Head Lice





616


HIV and Hepatitis B




615

     Paging Devices                                                            
613

     Reporting Students Under the Influence of                      
618

          Intoxicating or Dangerous Substances                      

     Residency






601

     Student Transportation                                                
612

     Student Records, Transfer




604

     Student Rules for Riding the Bus                                  
612..R.1

     Suspension






610

    Withdrawal from School                                    

603

Substitute Teachers





417

Suspension, Demotion and Termination of Staff

462

Superintendent

       Authority and duties 




225                                                   

       Evaluation                                                                    
226

       Evaluation Form





226..R.1

 - T -
Teachers (See Faculty)

Teacher Assistants





466

Ten Day Absence Rule 




508..R.1                                               

Termination, Staff                                                         
462

Testing Program





518

Title I







510

Title I Paraprofessionals




466.10

Tobacco, Use on School Grounds                                    
307

Transfer and Release of Confidential Information    

317

Transportation

       Bus  Rider Rules 
                                    

612..R.1

       Maintenance 





305                                                  

       Routes                                                 
              
305

       School Responsibilities                                      

305

       Transportation of Students                      
            
612

       Use of School Bus                                        

306

       Use of Bus for Extra Curricular Activities

306

       Use of Bus for NonSchool Activities


306

Treasurer, Job Description




464..R.2                                                  

   - U -

Use of School Bus for Nonschool



306

          and Extra Curricular Activities                 

Use of School Facilities                                       

308

Use of School Facilities, Rules and Form for Use

308..R.1

Use of Tobacco on School Grounds



307                     


       ​-V -

Vacancy, Board of Education




201

Vacations, Staff                              



460                      

Vandalism                                                            

304

Vendors






219

Visitors to the School





311

    - W -
Weather Cancellation Procedures            


301..R.2                                

Withdrawal from School                                                      
603

     - X, Y, Z -


