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Revised April 2013 
ARTICLE I 
 
SUPPORT STAFF PERSONNEL GUIDELINES 
 
Public School Support Staff personnel constitute a very important resource for 
conducting a quality educational program.  The Enid Public Schools employ 
qualified personnel who are trained to perform duty assignments within established 
policies and working conditions for the education of students. 
 
Section 1.  Non-Discrimination 
(Assurance of Compliance with the Regulations Under Title VI of the Civil 
Rights Act of 1964) 
 
The Enid Independent School District No. 57, Garfield County, State of Oklahoma, 
will comply with Title VI of the Civil Rights Act of 1964 (P.L. 88-352).  In accordance 
with Title VI of that act and regulation, no person in the United States will, on the 
grounds of race, color, or national origin, be excluded from participation in, be 
denied the benefits of, or be otherwise subjected to discrimination under any 
program or activity for which the district receives federal financial assistance; and 
hereby gives assurance that it will immediately take any measures necessary to 
effectuate this agreement.  Adopted 1/8/65 
 
Section 2.  Equal Opportunity Employment.  It is the policy of the Enid School 
District to provide equal opportunities without regard to race, color, national origin, 
sex, age, qualified handicap, or veteran status in its educational programs and 
activities.  This includes, but is not limited to, admissions, educational services, 
financial aid, and employment. 
Adopted, 1965 
Revised:  Date of manual adoption. 
 
Section 3.  Applications.  Applications for positions with Enid Public Schools are 
to be completed online by visiting www.enidpublicschools.org/applytoday. The 
acceptance of an application is not a guarantee of employment. All applicants must 
apply to the Enid Board of Education, 500 S. Independence, and not directly to the 
schools. 
 
Section 4.  Interviews.  Applications for positions will be carefully evaluated, and 
based on the evaluations, selections for interviews will be made.  Interviews are not 
usually conducted when there are no vacancies. 
 
Section 5.  Selection.  The Director of Human Resources and the Administrator in 
charge of the area having the vacancy and the building principal, if applicable, will 
select individuals to be recommended for employment to the Superintendent of 
Schools.

http://www.enidpublicschools.org/applytoday
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Section 6.  Qualifications.  The Superintendent is responsible for recommending 
all candidates for employment to the School Board.  All applicants for support staff 
positions will be made to the Superintendent.  If the Board does not approve a 
recommendation for employment, the Superintendent must then submit another 
name. 

Section 7.  Support Staff Work Schedules.  Schedules and shifts will be set by 
the Superintendent and designated staff. 

A. Work Day  
Except for library clerks, guidance clerks, teacher assistants, 
paraprofessionals and tutors who work 7.5 hours per day for a total of 
37.5 hours per week, the work week for full time support staff employees 
will consist of five 8 hour days, a total of 40 hours per week.  Bus drivers, 
bus monitors, food service workers, and other part-time employees will 
work the number of hours determined by the administration to be 
necessary for their assignments.  In addition, if more work time is needed 
by Food Service personnel, it must be approved in advance by the Food 
Service Director.   

B. Work Year 
Support schedules vary from 175 days – 260 days per contract year. 
Support employment calendars, detailing the days worked for each 
position, are published each spring on the EPS website for the upcoming 
year. 

C. Work Schedules, Reporting, Supervision and Communication 
Each employee’s immediate supervisor will develop the time schedules 
to be followed within the workday, so that position will remain covered 
during employee breaks and lunch periods.  Support staff members may 
not leave their assigned building during such periods without notifying the 
principal or other supervisor. 

(1) Attendance.  It is important that all employees be at work when 
possible. 

(2) Notification.  Should illness or other factors make it necessary to 
be absent, the proper person must be notified as soon as possible 
and the absence must be entered in AESOP, the district’s online 
leave management system. 
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(3) Overtime Compensation.  All approved work performed outside 
the regular work schedule shall be compensated in overtime pay 
at a rate of one and one-half times the regular rate after the weekly 
total of 40 hours has been worked.  Overtime compensation is not 
authorized except for unusual circumstances.  Each request for 
overtime must be approved in advance by the Central Office 
Administrator in charge.  Emergency overtime shall be performed 
without prior approval providing the amount of overtime and nature 
of work is reported to the Central Office Administrator the next 
working day.  Emergency overtime on call outs occurring on either 
a paid week day holiday, or a paid maintenance and custodial 
calendar non-working week day will be paid at a rate of one and 
one-half times the regular rate. 

(4) Christmas Vacation.  When possible, custodian/maintenance 
may have five (5) working days off during Christmas vacation. 

(5) Mailboxes.  A mailbox for E.S.P.O. or support personnel will be 
provided in each building. 

 
Section 8.  Dress and Personal Grooming.  The Enid Board of Education 
recognizes that school personnel must always present the proper image and that 
employees are required to meet an acceptable dress code: 

 
Transportation Employees 

Since bus drivers and monitors are usually the first school employees that 
meet the students, it is important that employees dress in a professional 
manner.  Bus drivers and monitors should dress in neat, conservative cloth-
ing.  Slacks are permitted for women drivers and monitors.  Bus drivers and 
monitors are allowed to wear Bermuda shorts.  Tank tops and T-shirts with 
inappropriate emblems or advertisements are not allowed.  Sandals or loose 
fitting shoes are not allowed.  Drivers are not permitted to wear high-heeled 
shoes.  Hats or caps are acceptable if they do not distract from the driver's 
professional image.  Women should not have hair in rollers.  Body art should 
be covered.  Skull caps and/or do rags are not acceptable. 
 
Child Nutrition Employees 

All child nutrition personnel must be in uniform each day.  If at any time for 
any reason, an employee is unable to wear a uniform, prior approval must be 
received from the Child Nutrition Director.  Child Nutrition employees should: 

1. Always wear a clean, fresh, washable garment. 

2. Wear clean, comfortable, well-fitting, low-heeled shoes with rubber 
soles.  Sandals are not acceptable. 
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 3. Keep hair well-groomed and clean.  Hairnets must be worn by all 
employees, at all times in the kitchen. 

 4. Not wear jewelry during work hours. 

 5. Wear a fresh apron before serving meals or when the apron becomes 
soiled. 

6. Not wear fingernail polish or fake fingernails. 

7. Keep fingernails clean and filed so they are cleanable and smooth. 

8. Treat and bandage all wounds or sores immediately.   When hands are 
bandaged, single use gloves must be worn. 

9. Not eat, drink or chew gum in food prep area at any time. 

 
Custodial Employees 

 1. T-shirts are acceptable. 

 2. Jeans are acceptable. 

 3. Bermuda style shorts are accepted when school is not in session. 

 4. Sandals and flip flops are not acceptable.  

 

Maintenance Employees 

Required to wear district issued uniforms. 

 

Clerical and Instructional Support Personnel 

Required to meet the same dress and personal grooming as the professional 
staff. 

 
 
ARTICLE II 
 
SALARY AND BENEFIT PROCEDURES 
 
Section 1. Salaries and Wages.  Salary guides and hourly rates of pay for the 
various classifications of non-certified personnel shall be adopted by the Board of 
Education. 
 
Section 2. New Employees/Probation and Use of Leave. 
 

A. Probation Period 
Three full calendar months of probation will be required before official 
employment by the Enid Board of Education.  Unless the beginning 
date is on the first working day of the month, the three-month period 
will begin on the first of the month following the beginning date. 
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B. Health Insurance Availability 
Health insurance will be available from the first of the month following 
the hire date.  The District and State paid portions will begin the first 
full month following employment.  

C. Use of Leave 
Accumulation of emergency leave, sick leave, personal leave, 
bereavement leave and vacation begins at date of employment but 
cannot be used until successful completion of probationary period. 
 

D. Vacation 
Accumulation of vacation begins at date of employment.  Eligibility for 
use of accrued vacation begins July 1st following date of hire. 

 
Section 3. Salary Increments.  Placement on the current year support salary 
schedule is determined by an employee’s uninterrupted years of service to Enid 
Public Schools at the beginning of the new fiscal year (July 1st).  The increase in 
salary due to years of experience is dependent upon settlement of the support 
negotiated contract which establishes the new current year salary schedule.  
Employees who actually work 120 contract days in the previous fiscal year will 
receive one-year experience increment in the new fiscal year. 
 
Section 4. Regular Monthly Salary.  Payroll deposits shall be available on the 20th 
of each month.  Payroll will not be issued prior to the regular payday.  All payroll will 
be direct deposited. 
 
School year employees working 6 or more hours per day will receive 1/12th of their 
annual contract salary as regular monthly gross salary for twelve payments 
beginning in September and continuing through August.  School year employees 
working less than 6 hours per day will receive 1/10th of their annual contract salary 
as regular monthly gross salary for ten payments beginning in September and 
continuing through June.  Year round employees will receive 1/12th of their annual 
contract salary each month as regular monthly gross salary.  Extra work and 
overtime pay beyond regular contract hours will be paid in the monthly payment 
following the month in which additional time is worked. 
 
Beginning in May 2002 school year employees will receive two summer payrolls on 
the last banking day of May.  One summer payroll will be available on the 20th of 
June. 
 
Employees working less than a full contract year will have their wages pro-rated 
according to the number of contract days actually worked. 
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Section 5. New Employees Payroll Procedures. 
 

A. Hired After 10th of Month 
New employees who begin work after the 10th of any month will not 
receive a payroll in that month.  Monthly salary will be determined by the 
following formula.  (Employees contracted daily rate times contract days 
remaining in year divided by number of paydays remaining in year.) 
 
Example: 
$48/day x 150 days divided by 9 paydays =$800/payday. 
 

B. Hired Between 1st and 10th of month 
New employees who begin work after the first day of their normal contract 
period and between the 1st and 10th of any month will be paid for contract 
days worked through the 20th of their first month.   Subsequent monthly 
payroll will be determined by the formula above. (Example following) 

Example: 

Employee begins on 5th, which gives 12 working days before the first 
payroll and 143 working days left in the year. 

Daily rate = $48.00 

First Payroll:  $48/day x 12 days = $576. 

Remaining Payrolls: 

$48/day x 143 days divided by 9 paydays = $762.67 payday. 
 

ARTICLE III 
 
EMPLOYEE CATEGORIES 
 
Section 1. Secretaries.  The categories of secretaries are:  (1) Secretary I, Library 
and Guidance Clerks, Receptionist and Other Miscellaneous, (2) Secretary II,  
(3) Secretary III, (4) Secretary IV, (5) Secretary V, (6) Administrative Assistant 1,  
(7) Administrative Assistant 2, (8) Administrative Assistant 3, (9) Administrative 
Assistant 4, and (10) Student Store Manager. 
 
Section 2. Child Nutrition.  The categories of child nutrition are:  (1) Food Service I, 
(2) Food Service II, (3) Food Service III, (4) Food Tech I, (5) Food Tech 2, (6) Food 
Service Driver, (7) Food Service Warehouseman, (8) Food Service Managers,  
(9) Directors, (10) Supervisors, and (11) Administrative Assistants. 
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Section 3. Custodians and Maintenance.  The categories of maintenance and 
custodial are as follows:  (1) Custodians 1 and 2, (2) Head Custodians, Small 
Elementary School, (3) Head Custodian, Large Elementary School; (4) Head 
Custodian, Middle School, (5) Head Custodian, High School, (6) Maintenance I,   
(7) Maintenance II,  (8) Maintenance III, (9) Maintenance IV, (10) Maintenance V, and  
(11) Maintenance L. 
 
Section 4. Teaching Assistants. (1) Paraprofessionals, (2) Teacher Assistants,  
(3) Foreign Language Interpreter, (4) Job Coach, and (5) Monitor Virtual Learning/ISP. 
 
Section 5. Transportation.  (1) Mechanic I, (2) Mechanic II, (3) Mechanic III,  
(4) Mechanic IV, (5) Mechanic V, (6) Bus Driver, and (7) Bus Monitor (A, B, C, and D). 
 
Section 6. Campus Security.  (1) Campus Security Chief, and (2) Campus Security 
Officer. 
 
Section 7. Therapists. (1) Certified Occupational Therapy Assistant 1,  
(2) C.O.T.A. 2, (3) Registered Physical Therapy Assistants, and (4) R.P.T.A. 2. 
 
Section 8. Technical Staff.  (1) Computer Technicians, (2) Interpreter for Deaf,  
(3) TV Production Assistants, and (4) Foreign Language Interpreter. 
 
Section 9. Social Work/Counseling.  (1) Social Services Specialist. 
 
ARTICLE IV 
 
INSURANCE, BENEFITS AND DEDUCTIONS 
 
Section 1. Workers Compensation.  As required by law, the school district shall 
carry Worker’s Compensation Insurance.  Should an employee be injured while at 
work, the employee is entitled to the benefits provided by the Worker’s Compensation 
Law. 
 

A. Injuries are to be reported immediately, in detail, to the employee’s 
supervisor/building administrator.  The building administrator will 
immediately report all injuries to the Enid Public Schools Business Office 
using current reporting forms. 

(Failure by the employee to report an injury in a timely manner may result 
in the claim being denied by our Workers Compensation Insurance 
carrier. 

 
B. Injured employees requiring medical attention will be referred to the 

District’s occupational medical provider or emergency medical provider 
as determined by the urgency of needed medical care.  
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C. Transportation arrangements for initial emergency medical attention 
should be appropriately arranged for the injured employee, if 
necessary, by the building administrator. 

 
Section 2.  Unemployment Compensation.  Enid Public School District I-57 is under 
unemployment compensation laws of Oklahoma.  The Enid Public Schools comply with 
the state law in providing this compensation for its employees. 
 
Section 3. Group Health Insurance.  Support Personnel working 4 hours per day or 
more who desire group health insurance have the option of participating in a plan 
provided by the Enid Board of Education.  The employee has 30 days from the date of 
employment to enroll without evidence of insurability.  If they do not desire to enroll 
during this period, a signed waiver card will be required.  The District shall pay a 
specified dollar amount of each employee’s monthly premium.  The Business Office 
will provide this information.  Coverage will begin the first of the month following date 
of employment for new employees. 
 
Section 4. Payroll Deductions. 
 

A. State and Federal Taxes: This tax varies according to the amount of 
income, the number of dependents claimed and marital status. 

 
B. FICA Social Security: All employees are required to contribute to the 

FICA Social Security System.  School district contributions will be made 
in accordance with the current law. 

 
C. Teacher Retirement is optional for employees working twenty hours per 

week or more.  Employee contributes 7% on all compensation.  
Compensation includes all salary and district paid health insurance 
premiums. 

 
D. Group Health Insurance (optional).  The cost of the health insurance plan 

that is over and above the amount paid by the school district. 
 

E. Professional Dues: Optional by employee.  Local dues to be deducted in 
October payroll and state dues deducted monthly. 

 
F. Other Optional Payroll Deductions: United Way of Enid, Pre-Paid Legal 

Services, supplemental health insurances, disability income protection 
insurance, Tax Sheltered Annuities authorized by section 403(b) of the 
Internal Revenue Code, and dependent and unreimbursed medical 
expenses authorized by Section 125 of the IRC (Internal Revenue Code). 
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ARTICLE V 
 
ABSENCES, LEAVES, VACATION AND RETIREMENT 
 
Section 1. Sick Leave.  Employees will accrue one day per month employed, up to 
12 days per year.  Sick leave will cover only the employee’s illness or serious illness 
in the immediate family.  (The immediate family is defined as: husband, wife and the 
following relatives: father, mother, son, daughter, brother, sister, grandchild, 
grandparents and corresponding relatives by affinity).  Only the Superintendent is 
authorized to make exceptions. 
 
Effective July 1, 2006, employees will be able to accrue sick leave at the beginning of 
each contract year, after earning one (1) year of service credit. 
 
Section 2. Bereavement Leave 
 
Support employees shall be granted five (5) days yearly, no deduction in salary, for the 
occurrence of death of members of the immediate family and friends.  Immediate family 
shall be defined as spouse, children, step-children, parents, step-parents, brothers, 
sisters, grandparents, grandchildren, spouse’s parents and grandparents, brother-in-
laws and sister-in-laws, nieces and nephews, aunts and uncles, and spouses of 
members of said immediate family.  All Bereavement Leave Days shall be non-
cumulative. 
 
Section 3. Witness or Jury Duty.  The Board of Education recognizes the 
importance of the jury system in a democracy and the obligation of citizens to serve as 
jurors.   Employees will be allowed to serve as jurors or as subpoenaed witnesses 
without loss of salary.  Jury/witness duty may not be used if the employee is either the 
plaintiff or the defendant in the proceeding. 
 
Section 4. Military Leave.  Oklahoma State Law will be observed in regard to military 
leave. 
 
Section 5. Partial Day’s Leave.  If an employee must leave during the day for 
reasons allowable under sick leave, personal business leave, emergency leave, 
bereavement leave, or vacation, leave will be granted on the following basis: 
 
More than one-quarter day lost will be chargeable one-half day. 
More than three-fourths day lost will be chargeable as one day. 
 
Section 6. Vacation.  This policy provides annual vacation with pay to employees 
assigned to twelve (12) month positions. 
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Less than one (1) year…..One day for each calendar month of service prior to  
June 30th. 
 
   0 through 9 Years .................... 10 days 
 10 through 14 Years .................. 15 days 
 15 Years .................................... 20 days 
 
An employee having at least 6 full calendar months of employment and who resigned 
prior to June 30th, will be granted a pro rata number of working days of vacation with 
pay as is determined by dividing the full calendar months of the current school year 
service since July 1st by 12.  In the event of discharge, the vacation is forfeited. 
 

A. The amount of vacation with pay shall be calculated as of June 30th. 
 

B. Employees eligible for a vacation shall take their earned vacation subject 
to approval by the appropriate supervisor. 

 
C. No unused earned vacation time shall be considered cumulative.  

Unused vacation time cannot be carried beyond June 30th of each year. 
 

D. Recognized holidays shall not be counted as vacation days. 
 

E. Total continuous service used for the computation of vacation will include 
less than 12 months or less than full time service that directly precedes 
the 12-month employment. 

 
Section 7.  Post Retirement Employment. 
 

A. Definitions 
The following words or terms, when used in this subchapter, shall have 
the following meaning, unless the context clearly indicates otherwise: 

 
“Public School” means all schools, colleges, universities, state agencies, 
boards, commissions or other state educational entities conducted within 
the state supported wholly or partly by public funds and operating for any 
function of public education.  All employment by any state agency, which 
would cause or allow the member to be enrolled in TRS as an active 
employee will constitute employment by a public school for the purposes 
of this section.  Members receiving service retirement benefits may be 
employed in private schools, public schools in other states, and in private 
business without affecting their benefits. 
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“Retired Member” shall be inclusive of any person, who is receiving 
monthly benefits from the Teachers’ Retirement System of Oklahoma, 
whether that person is an individual, incorporated entity, corporation, 
proprietorship, partnership, limited liability company or partnership, or 
any other business structure that contracts with a public school to 
perform duties ordinarily performed by classified or non-classified 
personnel. 
“Retirement” means withdrawal from active service, with a retirement 
benefit in lieu thereof. 
 

B. Break between employment and retirement 
A retired member is not eligible to be employed by the public schools of 
Oklahoma, in any capacity, for sixty (60) calendar days between the 
retiree’s last day of pre-retirement public-education employment and any 
post-employment.  (Note:  The last day of pre-retirement employment 
means the last day the employee is required to be physically present on 
the job to complete the terms of the employment contract or agreement.)  
Employment under any condition during this time or payment at a later 
time for services performed during this time period will cause the 
forfeiture of all retirement benefits received during the period. 
 

C. Permissible employment 
 Post-retirement employment in the public schools, institutions, and 

agencies covered by TRS is allowed after the break in employment 
outlined in OAC 715:10-17-2 has been met.  Employment subject to this 
section shall include any services performed by a retired member, as 
defined in this subchapter, except for payments received as an 
independent contractor or consultant, pursuant to a lawful contract that 
complies with the requirements of 70 O.S. § 6101.2(B).  The Teachers’ 
Retirement System will follow guidelines in subsection B of Section 6-
101.2 of Title 70 and federal guidelines from the Department of Labor 
and the Internal Revenue Service in determining when a retired person 
qualifies as an independent contractor or consultant. 

 
D. Earnings limits 

(a) Effective July 1, 2003, the annual earnings limit from employment in 
the public schools of Oklahoma for a retired member under age 62 
may not exceed one-half (1/2) of the member’s final average salary 
used in computing retirement benefits or $15,000, whichever is less. 
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(b) Effective July 1, 2003, the annual earnings limit from employment in 
the public schools of Oklahoma for a retired member age 62 or older 
may not exceed one-half (1/2) of the member’s average salary used 
in computing retirement benefits or $30,000, whichever is less. 

(c) Notwithstanding the provisions of subsections (a) and (b) of this 
section, effective July 1, 2003, any retired member who has been 
retired for thirty-six (36) months or more may earn up to $30,000 
annually from employment in the public schools of Oklahoma. 

(d) For purposes of this rule the following shall apply: 

(1) Earnings shall mean “regular annual compensation” as 
defined in OAC 715:10-13-1 and 70 O.S. § 17-116.2(D).  
Earnings shall include any payment by a public school for 
services rendered by a retired member who is employed for 
any purpose whatsoever.  Supplemental retirement payments 
paid by a former public school employer in accordance with 70 
O.S. 17-105(9) or other applicable state statutes or payments 
to an independent contractor or consultant, pursuant to a 
lawful contract which complies with the requirements of 70 
O.S. 6-101.2(b), will not be counted as earnings. 

(2) Earnings in excess of the maximum limit will result in a loss of 
future retirement benefits of one dollar ($1) for each one dollar 
($1) earned over the maximum. 

(3) The earnings limits will, in all cases, be applied on a calendar 
year basis from January 1 through December 31. 

(4) The earnings limit for the calendar year in which a member 
retires shall be one-twelfth (1/12th) of the annual limit multiplied 
by the number of months the member is eligible to work and 
receive payments from the public schools of Oklahoma. 

(5) The earnings limit for the calendar year in which a member 
reaches age 62 shall be prorated in equal monthly increments 
with the month in which the member’s birth date occurs 
counted at the higher earnings level. 

(6) The earnings limit for the calendar year in which a member 
reaches his or her thirty-sixth (36th) month of retirement shall 
be prorated in equal monthly increments. 

(7) For purposes of this section, for a retired member whose 
average salary exceeds $40,000, “average salary” means the 
weighted or aggregated average used to compute monthly 
benefits for all the member’s years of credited service. 
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ARTICLE VI 
 
HOLIDAYS AND EMERGENCY CLOSINGS 
 
Section 1. Holidays.  The maintenance and custodial personnel will work according 
to a calendar developed by the Director of Property Services and approved by the 
Superintendent and the Board.  Other personnel will work a schedule approved by the 
Superintendent of schools. 
 
Section 2. Emergency Closings.  When schools are closed for emergency reasons, 
all custodial and maintenance personnel shall report to work when possible. 
 
Section 3.  Snow Days.  In the event that maintenance and custodial workers are 
asked to work additional days beyond the scheduled calendar, they shall be granted 
equal compensatory time. 
 
ARTICLE VII 
 
GENERAL INFORMATION 
 
Section 1. Use of Telephone.  Employees are not to use the phone for long distance 
calls when the charge would be made to the district without permission of the 
supervisor or principal.  Personal phone calls are discouraged. 
 
Section 2. Change of Name or Address.  Employees are responsible to report 
changes, in writing, of name, address and telephone numbers to the central office as 
soon as possible after the change is made. 
 
Section 3. Staff Protection.  The school district will be vigorous in its protection of all 
employees from assault and/or psychological abuse, which may occur in connection 
with their assignment.  Any employee who is threatened with harm is to notify his/her 
supervisor or administrator immediately.  Steps will be taken at once to provide such 
assistance, advice and moral support as may be required. 
 
Section 4. School Calendar.  The school calendar and maintenance and custodial 
calendar will be presented to the Board of Education prior to the March Board meeting. 
 
Section 5. Closing of School.  Should it be necessary to close school because of 
inclement weather, the local radio stations will be notified as early as possible.  It is 
your responsibility to listen for notification. 
 
Section 6. Instructional Workshops.  The school district will provide instructional 
workshops that will enable support personnel to increase their skills and quality of 
workmanship. 
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Section 7. Required Annual Inservice Training.  All support personnel will attend 
district provided retraining in blood borne pathogens, confidentiality procedures and 
copyright procedures each school year. 
 
ARTICLE VIII 
 
SUSPENSION, DEMOTION OR TERMINATION OF SUPPORT EMPLOYEES 
 
In order to comply with Title 70 of the Oklahoma Statutes, Sections 6-101.41 through 
6-101.47, the Enid Board of Education hereby adopts the following procedure for the 
suspension, demotion or termination of support employees.  For the purposes of this 
policy a “support employee” is defined as a full time or part 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 Enid 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.  The recommendation for suspension, 
demotion or termination of support employees will be made to the Superintendent of 
Schools by the employee’s immediate supervisor. 
 
Employee Immediate Supervisor  
 
Bus Monitors ................................................. Director of Transportation 
Bus Drivers ................................................... Director of Transportation 
Cafeteria Workers ......................................... Building Principals 
Central Kitchen.............................................. Director of Food Service 
Custodians .................................................... Building Principals 
Maintenance, Technical ................................ Director of Properties 
Mechanics ..................................................... Director of Transportation 
Secretaries .................................................... Building Principal/Central Administration 
Teaching Assistants, Paraprofessionals ....... Building Principals 
Tutors, Therapists, Interpreters ..................... Building Principals 
 
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 immediate supervisor is of the opinion that the immediate suspension 
of a support employee is necessary and in the best interest of a school district, the 
immediate supervisor may suspend the employee without notice or hearing.  If an 
employee is suspended for a period exceeding 10 days, the Superintendent of the 
district shall initiate proceedings for termination and shall follow the procedures set 
forth in this  policy.   However,  in a case  involving a criminal charge,  the suspension 
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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/her right to a hearing, which if requested will be conducted by the 
Enid 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 10 working days of said notice or be deemed to have waived his or her 
right to a hearing. 
 
If the support employee requests a hearing, the hearing shall be conducted at the next 
or next succeeding regularly scheduled meeting of the Board of Education if the 
request is received by the clerk of the board at least 10 days prior to aforesaid meeting.  
A special meeting may be conducted if requested by the employee or at the discretion 
of the Enid Board of Education.  The special meeting shall be conducted no sooner 
than 10 days nor later than 30 days after receipt of employee’s request.  The decision 
of the Enid Board of Education shall be final. 
 
Nothing in the above stated policy shall be construed to prevent layoffs for lack of funds 
or lack of work.  In order to comply with title 70 of the Oklahoma Statutes Sections 6-
101.41 through 6-101.47, the Enid Board of Education hereby adopts the following 
causes for suspension, demotion or termination. 
 
1. Excessive tardiness. 

2. Excessive unexcused absences or chronic absenteeism. 

3. Failure to report to and remain at assigned work area during regular working 
hours. 

4. Wasting time, loitering or abusing “breaks” or meal periods. 

5. Any behavior that disrupts the learning atmosphere or disturbs the orderly 
operation of the school or related activities. 

6. Distracting, threatening, intimidating, coercing or interfering with employees or 
supervisor at any time. 

7. Practical jokes injurious to students, employees or district property. 

8. Threatening, intimidating or frightening students. 

9. Any action that jeopardizes the safety of students or employees. 

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

11. Refusal or failure to follow instructions of supervisor, or to perform work 
assignment, or insubordination of any kind. 

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

13. Operating machines or equipment without safety devices provided, or the 
unsafe or unauthorized operation of any vehicle, machine or equipment. 
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14. Possession of, consumption of, or reporting to work under the influence of 
alcohol, non-prescribed drugs or controlled substances. 

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

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

17. Sabotage or willful abuse, misuse, defacement or destruction of district 
property, including tools, equipment, vehicles or other property of employees or 
students. 

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

19. Removing district property, records or confidential information from district 
premises without proper authorization. 

20. Violation of any board policy, any district rule, administrative rule or order. 

21. Failure to follow district dress code. 

22. Refusal of job transfer within the district, if transfer does not result in a demotion 
or loss of pay. 

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

24. Creating or contributing to unsanitary conditions. 

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

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

27. 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. 

28. Walking off the job or work stoppage of any kind. 

29. Signing or clocking in or out other employee’s time sheets or time cards. 

30. Making or receiving excessive personal phone calls during work hours. 

31. Poor job performance, productivity or workmanship, or failure to learn new job 
skills as required by supervisor. 

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

 
Violations of any of the above shall be sufficient grounds for the suspension, demotion 
or termination of the support employee. 
 
 
Approved 7/6/81.  
Revised 4/82. Revised 2/01. Revised 11/03. Revised 4/04. Revised 9/04.   
Revised 10/05.  Revised 10/06. Revised 1/10, Revised 11/12, Revised 4/13, Revised 2/16. 



 

 
 
 
 
 
 
 
 
 
 
 
 
 

If special accommodations are needed for school activities, please notify  
the school principal at least two weeks prior to the scheduled event. 

 
 

It is the policy of the Enid Public Schools to provide equal opportunities without regard to race, color, 
national origin, gender/transgender, age, religion, veteran status, disability and provide equal access to the 
Boy Scouts and other designated youth groups in its educational programs, services, activities and in 
employment.  The District will provide equal employment opportunities in areas including, but not limited to, 
employee selection, promotion, training and development, compensation, termination and disciplinary 
action.  Inquiries concerning this policy may be referred to the Title IX/504/ADA Coordinator at 500 S. 
Independence Enid, OK 73701-5693 580-366-7000. 
 
Es la política de las Escuelas Públicas de Enid para proporcionar igualdad de oportunidades sin distinción 
de raza, color, origen nacional, sexo/transgénero, edad, religión, condición de veterano, discapacidad y 
proporcionar igualdad de acceso a los Boy Scouts y otros grupos juveniles autorizados en sus programas 
educativos , los servicios, las actividades y en el empleo. El Distrito proveerá igualdad de oportunidades 
laborales en áreas que incluyen, pero sin limitarse a, la selección de los empleados, la promoción, la 
formación y el desarrollo, la compensación, la terminación y la acción disciplinaria. 
 
 
Enid Public Schools complies with State and Federal law and regulations in its evaluations, identification 
processes, placement decisions, and the delivery of a free appropriate education under the IDEA 
(Individuals with Disabilities Education Act). 

Enid Public Schools cumple con las leyes estatales y federales y regulaciones en sus evaluaciones, los 
procesos de identificación, las decisiones de colocación, y la entrega de una educación gratuita y apropiada 
bajo IDEA (Ley de Educación para Personas con Discapacidades). 
 

 
Annual Asbestos Inspection and Management Plan Notice 

In order to comply with the requirements of the Asbestos Hazard Emergency Response Act of 1987, the Board of Education 
employed an asbestos firm to conduct a complete survey of all school facilities. 

This survey included visual inspections and samples from each area of all school sites. (All inspectors were certified and licensed 
by the Oklahoma State Department of Labor.) 

As a result of the inspection, management plans were written for each site, with copies on file at each site, and at the Central Office. 
All maintenance and custodial staff receive asbestos awareness training, in compliance with the act, and inspections are conducted 
at six-month intervals by licensed personnel. 

In accordance with the Asbestos Hazard Emergency Response Act of 1987, the inspection and management plan are completed, 
updated and available in school sites and in the Central Office at 500 S. Independence. Any parties with an interest in the plans or 
implementation will be notified of steps taken to eliminate any asbestos containing materials, which may be harmful of school sites.  
For more information or to schedule an appointment contact Property Services Director at 366-7000. 


