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DISCLAIMER 
 

 

 

The Coyle Board of Education does not intend that the contents of this 

policy manual will in any way constitute an employment contract and is not 

to be construed as an extension of any employment contract. All policies, 

regulations, procedures, and exhibits contained herein are subject to change, 

as the board of education deems necessary and appropriate. Final 

interpretation and application of any statement herein is within the discretion 

of the board of education. 
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FORWARD 

 
 
The policies, rules and regulations of the Board of Education of the 
Coyle Public Schools, as presented in this manual, are designed to 
present a source of information concerning the operation of the 
school.  It is the intent of the Board that these policies serve as a 
guide. The Board requests your cooperation in abiding by these 
policies or your assistance in changing them. 
 
By action of the board of education taken on October 8, 2018, the 
policies listed herein become the official current policies of the Board 
of Education of the Logan County School District Number 14, Coyle 
Oklahoma. These policies will take precedence over any former 
policies that may contradict this policy manual.  
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010.000 
 

PHILOSOPHY OF COYLE PUBLIC SCHOOL 
 

Our democratic form of government and our way of life depend upon how well the public 

schools educate our students and train them for responsible citizenship. This is the 

purpose for which free public schools exist.  

 

Inherent to our philosophy of life in the United States is the belief that all members of 

society shall lead productive lives. As such, education, either directly or indirectly is 

geared to this goal. Because our heritage has developed the idea that work is integral part 

of our lives, education strives to implement this idea so that our way of life will be 

perpetuated through individual success. The basic foundation of our educational 

system rests in the principles set forth in our country’s and our state’s constitutions; 

therefore our function within the Coyle Public Schools is to provide the opportunity 

for each student to develop the skills and attitudes to promote these ideals. To 

achieve this end, the school will attempt to foster adequate emotional stability, 

intellectual understanding, physical development, spiritual enrichment, and social 

competence.  

 

The school will take its place beside the home and church in helping each child establish 

standards by which students may live and develop those qualities and attitudes that will 

enrich and strengthen their lives.  
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020.000 
COYLE SCHOOL STRATEGIC PLAN 

(SEE NEXT PAGE) 
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Beliefs 
 

Beliefs are a statement of an organization’s fundamental convictions, its values and its 

character.  The Planning team has determined the following to be the fundamental beliefs 

of the Coyle Public School District: 

 

 Absolute exist. 

 Each individual is responsible for his or her own actions. 

 Diverse cultural heritage enriches and strengthens our community. 

 Every person is unique and has worth. 

 Morals and ethics are essential for an orderly and successful society. 

 Spiritual well-being is essential for a healthy individual and a healthy 

community. 

 The physical and mental health of each individual is essential to one’s 

development. 

 A safe and secure environment is important to an individual’s well-being. 

 Challenging expectations motivate people to high levels of performance. 

 Education is the responsibility of the entire community. 

 

 

 

 

 

Mission 
 

Based upon the determined beliefs, the Planning Team developed a broad statement of 

the unique purpose of the Coyle Public School District and the specific function it 

performs. 

 
The mission of the Coyle Public School District is to equip each student for a 

productive life of creative thinking, continuous learning, and exemplary character 

through challenging and engaging learning experiences led by a dedicated team 

committed to a cause beyond themselves in vital partnership with family, church, and 

community. 
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Objectives 

 
 Each student will demonstrate the character traits of respect, responsibility, 

trustworthiness, fairness, caring, and citizenship. 

 Each student will demonstrate creative thinking skills, challenge ideas, make 

sound decisions, and implement change. 

 Each student will meet or exceed those competencies necessary for a successful 

transition to further education and career. 

 Each student will set and achieve appropriate personally challenging educational 

goals tailored to his or her interests, abilities, and the required curriculum. 

 100% of our students will graduate. 

 

 

Strategies 
The Planning Team has determined areas, stated as strategies, which must be 

accomplished to meet the objectives of the Coyle Public School District.   

1. We will engage and assess students in creative thinking. 

2. We will teach the character traits of respect, fairness, citizenship, 

responsibility, trustworthiness, and caring through role modeling and an 

integrated curriculum. 

3. We will provide an academic environment that promotes optimal learning 

experiences. 

4. We will ensure students set and measure the achievement of personal and 

challenging educational goals. 

5. We will develop and implement assessment tools to effectively measure 

and describe student performance. 

6. We will integrate the use of technology across the curriculum. 

7. We will ensure our students have a drug-free, safe and secure learning 

environment. 

8. We will strengthen partnerships among the school, family, church, and 

community. 

9. We will create an atmosphere that helps maintain the highest level of 

morale among staff. 

10. We will utilize a long-term capital improvement and facilities plan to help 

us achieve our mission and objectives. 
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030.000  

 

PREAMBLE 
 

Fully realizing the need to promote the best educational opportunities 
for the boys and girls of our community, and with the knowledge of 
our duties and obligations as members of the School District Number 
I-14 Board of Education, we do hereby endorse and adopt the 
following policies, rules and regulations which shall supersede those 
previously in effect. 
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PART I 
 
 

 

BOARD OF EDUCATION 
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100.000 
 

INTRODUCTION 
 

A democratic society is dependent upon the quality of the education 
of its citizens.  The local Board of Education has the direct and 
immediate responsibility within state law for providing public 
education. 
The stakes are too high, there is too much human and material value 
involved, for a Board member to be indifferent or to be uninformed of 
the requirements of the job, to play for personal power, to seek 
special favors for special interests, to encroach on the prerogatives of 
the Board as a whole or the professional staff, or to ignore the very 
educational needs of the community. 
 
All Board members will understand and respect the relationship 
between themselves, their fellow members, the professional staff, the 
citizens of the community, and the legally constituted educational 
agencies and officials of the state.  Each Board member must be able 
to subordinate personal interests to the interests of the children and 
the schools.  The good Board member will never usurp the delegated 
authority of the Superintendent, neither will he/she be indifferent or 
unaware of the quality of the Superintendent's service. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adoption Date:                         Revision Date:                           Page 1 of 1 
 



 11 

110.000   

 

ORGANIZATION OF THE BOARD 
 

The Board is organized and operated under the laws of the State of 
Oklahoma.  The Board adopts the rules and regulations for the 
school, with executive and administrative authority delegated to the 
Superintendent, the executive officer of the Board. 
 
Members newly elected to the Board or incumbents re-elected, shall 
take office during the first regularly scheduled Board meeting 
following the annual school Board election.  At this time the Board will 
be reorganized and officers will be elected for the coming year. 
 
The officers are to be President, Vice-President, Clerk, and  Deputy 
Clerk.  If a vacancy on the Board occurs, the Board will fill the 
vacancy at the first meeting after the occurrence of the vacancy, if 
possible. 
 
In conformity to the laws of the State of Oklahoma, the Board of 
Education shall consist of five members, each serving a five-year 
term, with one member's term expiring each year.  All members shall 
be elected at large. The present Board of Education is composed of 
the following members: 

 
MEMBERS SEAT EXPIRATION 
Board Member 1 2021 
Board Member 2 2022 
Board Member 3 2023 
Board Member 4 2019 
Board Member 5 2020 

 
 
 
REFERENCE: 70 O.S. §5-107A 
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110.025  

 

OATH OF OFFICE 
 

Each member of the Board of Education and the Treasurer of this 
school district shall take and subscribe to the following oath: 
 

I ___________________________   (name of officer), hereby 
declare under oath that I will faithfully perform the duties of the  
________________ (name of position held) of the Coyle Board 
of Education District I-14, to the best of my ability, and that I will 
faithfully discharge all of the duties pertaining to said office and 
obey the Constitution and laws of the United States and 
Oklahoma. 
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110.030    

 

BOARD AS A BODY CORPORATE 
 

The Board is a political subdivision of the State of Oklahoma.  All 
powers that it possesses have been delegated to it by the legislature 
of the State, and every act of the Board will be in strict conformity to 
the statutes, court decisions, and the constitutions of the State and 
Federal Governments. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
REFERENCE: 70 O.S. §5-105, S.L.O. §54 
                 A.G. Op. No. 71-372  
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110.040      

 

SCHOOL ELECTIONS 
 

The Logan County Election Board will conduct all school elections, 
unless otherwise provided for by law.  Candidates for Board 
membership shall file a notification and declaration of candidacy with 
the office of the Logan County Election Board as provided by State 
Law.  Annual elections held for the purpose of electing a member for 
the Board of Education will be held on the second Tuesday in 
February.   A run-off election, if needed, will be held in April as 
provided by State Law.   
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ELECTION OF SCHOOL BOARD MEMBERS 
 

It is the policy of the Board of Education that an annual election, held 
for the purpose of electing a member or members of the Board of 
Education, shall be held on the second Tuesday in February.  Every 
candidate for a position on the Board shall file a notification and 
declaration for that office with the Logan County Election Board 
between the hours of 8 a.m. on the first Monday in December and 5 
p.m. the following Wednesday. 
 
To be eligible to file a notification and declaration of candidacy, the 
prospective candidate must have been a registered voter in the 
election district for at least six months immediately preceding the 
filing period.  No person is eligible to be a candidate or to be elected 
to a Board of Education unless the person has been awarded a high 
school diploma or certificate of high school equivalency. 
 

Every member of a board of education serving a five year term of 
office is required to attend a minimum of fifteen hours of continuing 
education. 
In addition, each incumbent member must complete six hours of 
instruction within fifteen months of election emphasizing changes in 
school law. Failure by the Board member to have satisfied the 
continuing education requirements shall result in the ineligibility of the 
member to run for reelection. 
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Candidates must not be related within the second degree by blood or 
marriage to a current school district employee or current member of 
the Board of Education of the district for which the candidate is 
seeking office. 
 
Board members shall be elected to serve a term of five years or until 
such time as their successors are duly appointed or elected and have 
qualified as prescribed by law. Terms of office shall be staggered so 
that at least one member's position on the Board shall be voted on 
each year.  
 
 
 
  
 
REFERENCE:    70 O.S. §5-110.1, S.L.O. §58 
                    70 O.S. §5-110, S.L.O. §57 
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110.060    

 

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 board members. 

 

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 board 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.  (See policy DEE and DEE-R.) 
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DEVELOPMENT OPPORTUNITIES:  BOARD MEMBERS (Cont.) 
 

 

 

 

 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.  The Superintendent shall provide information to the full 

school board as to the status of school board member training credits under an appropriately worded 

agenda item.  The report shall include the number of new or incumbent credits, as well as the 

number of continuing education credits each board member has earned.  This report shall be 

provided to the members of the board of education at the August, November, February, and May 

regular meetings of the board of education.   

 

By March 1, the Oklahoma State Department of Education will notify school board members who 

have not yet completed training requirements that they are required to do so.  If the board member 

fails to earn training credits in the timeline set by statute, the Oklahoma State Department of 

Education will notify by certified mail the school boards and the superintendent that a board 

member has failed to earn the required training credits.  The board of education will then have thirty 

(30) days to declare the seat vacant.   

 

 

 

 

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. 

 

A school board member who is elected or appointed to be a member of the board of education prior 

to January 1, 2014, shall complete 2 hours of school finance, 2 hours of open meeting/open records 

act, 1 hour of new business, 1 hour of ethics, duties and responsibilities 2 hours of legal issues, 1 

hour of school employment, 2 hours of IDEA/Special Education, and 1 hour of Educational issues 

for a total of twelve (12) hours of  instruction within the first fifteen (15) months of election or 

appointment.  Failure to earn these requirements in the fifteen (15) month period will result in a 

requirement that the board of education declare the seat vacant as per state law.  The individual who 

failed to earn the credits in the statutory deadline is prohibited by law from serving for a full term of 

office.   

 

A school board member who is elected or appointed to be a member of the board of education on or 

after January 1, 2014, shall be required to earn twelve (12) new board member credits within the 

first fifteen (15) months of office.  These twelve (12) credits shall include at least one (1) hour of 

instruction in school finance, one (1) hour of instruction in the Oklahoma Open Records Act and the 

Oklahoma Open Meeting Act, and one (1) hour of instruction in ethics.  The remaining nine (9) 

hours may be in legal issues, due process, new laws, the Oklahoma Open Records Act and the Open 

Meeting Act, duties and responsibilities, which include but are not limited to special education and 

ethics of district board of education members.   

 

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 any 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 in accordance with the district’s 

travel reimbursement policy. 

 

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 
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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 workshops 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 six hours.  Such vacancy will be filled as prescribed by law. 

 

In addition to the above requirements, 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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DUTIES AND FUNCTIONS OF THE BOARD OF EDUCATION 
 

A. The Board of Education is a policy forming body and acts 
in an inspectional and judicial capacity. 

B. The Board shall formulate and adopt a general course of 
procedure and place the execution of these policies and 
procedures in the hands of the Superintendent of 
Schools. 

C. The judgment of the whole Board takes precedence over 
that of any individual member. 

D. The Board shall follow the laws adopted for the regulation 
of the business affairs of the school district. 

E. The Board shall employ school employees on the 
recommendations of the Superintendent of the Schools. 

F. The Board shall authorize the preparation and 
presentation of the annual budget, which it shall study, 
publish, and modify if it so desires, and adopt. 

G. The members shall function as a Board only when in 
official session- - at other times its members have no 
authority regarding school matters except as specifically 
authorized by the Board. 

H. A complete and comprehensive report of the condition of 
the budget, a detailed list of claims to be approved for 
payment, financial reports on the cafeteria account, the 
school activity accounts, etc, shall be presented to the 
Board of Education each month, thus enabling each 
member to be informed of the status of the budget and 
balances of the various funds of the district, etc. 

I. The school exists for the promotion of the educational 
program and the welfare of the pupils of the community, 
and all else is secondary in importance to these ends. 
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110.300    

 
DUTIES OF THE PRESIDENT 

 
The president of the Coyle Board of Education serves as the 
presiding officer and manages routine work of the Board, signs all 
contracts, appoints all committees, signs all warrants ordered by the 
Board of Education to be drawn upon the treasurer of school money, 
certifies tax levies and defends them, serves as spokesperson, and 
performs other duties that are delegated to him/her by state law or by 
order of the Board of Education. 
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110.400    
 

DUTIES OF THE VICE-PRESIDENT 
 
In the absence of the President, the Vice-President will preside and 
will fulfill the functions of the President.  In the absence of both the 
President and Vice-President, the Clerk will call the meeting to order 
and a President Pro-Tempore will be chosen. 
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10.500  
 

DUTIES OF THE CLERK 
 
The Clerk will be elected annually as prescribed by law.  The Clerk's 
duties include: countersigning warrants, allowing for the public to view 
district open records, publishing notice of the school district elections 
in a county newspaper, notifying the State Superintendent of public 
instruction about a teacher’s appeal of employment termination and 
performing such other duties as required by law of the Board. 
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110.550    

 
 

DUTIES OF THE MINUTE CLERK AND ENCUMBRANCE CLERK 
 
The minute clerk and encumbrance clerk cannot be a member of the 
board of education. Superintendents, treasurer, assistant treasurer, 
principal, instructor, or teacher employed by the Board may not serve 
as the minute clerk or the encumbrance clerk.  The board will appoint 
the minute and encumbrance clerk annually. 
 
The board has established that the duty of the minute clerk is  
to keep an accurate journal of all proceedings of the school board. 
 
The board has established the following duties for the encumbrance 
clerk: 

1. Keep all books and documents of the school district; 
2. Enter the authorized amounts of appropriations in the 
      various appropriations accounts; 
3. Charge the appropriate  appropriation accounts and 
      credit the affected encumbrances outstanding accounts    
      with approved encumbrances after determining  that the 
      encumbrances do not exceed the balance of the  
      appropriation charged; 
4. Receive certification from the proper district employee 
      that services or merchandise  billed to the district have    
      been received, file bills and invoices in official records, 
      debt encumbrances outstanding account and credit the 
      accounts payable account for the amount of the 
      approved bills; 
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5. Pay approved bills by issuing warrants against the  
     designated funds, charging the warrants against the      
     appropriate accounts payable account and  crediting to  
     the appropriate warrants issued account, or, by notifying 
     the  board treasurer that the bills are approved for 
     payment in lieu  of issuing warrants so that the treasurer 
     can record payment by check, wire transfer, direct 
     payroll deposit or other payroll disbursement through 
     the Federal Reserve System; 
6. Receive all warrants, certificates of indebtedness, or bonds 

from the treasurer after the treasurer has registered all 
warrants in numerical order; 

7. Perform such other duties as directed by the board of 
education. 

 
 
The encumbrance clerk will post a surety bond in the amount of 
$1,000.00 before discharging any duties as encumbrance clerk. 

 
 
 
 
 
 
REFERENCE:  70 O.S. §5-119 
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110.600    
 

DUTIES OF THE TREASURER 
 
The treasurer will be appointed annually and shall perform the duties 
regularly prescribed by law for such office with the compensation set 
by the board. (This will apply only if said district has employed an 
independent treasurer other than county treasurer.) 
 
The treasurer of the school district shall maintain the following  
records: 

A. SEI 208 Treasurer's General Ledger 
B. SEI 2061Treasurer's Cash Ledger 
C. SEI 2062 Treasurer's Investment Ledger 
D. SEI 207 Treasurer's Warrant Register 
E. SEI 411 Treasurer's Receipt 
F. SEI 410 Treasurer's Check 
G. SEI 1141 Bond Register 
H. Deposit Books 
I. Such other records as may be deemed advisable or 

useful 
 

The Treasurer will also maintain adjunct files of: 
A. Paid warrants. 
B. Voided warrants. 
C. Paid bonds and coupons. 
D. Canceled bonds and coupons. 
E. Bank and fiscal agency statements, including deposit 

tickets and paid checks. 
F. County Clerk's remittance advices. 
G. Copies of any directive from the County Clerk or   
         County Excise Board supplementing, changing or 
          transferring appropriate balances. 
H. State Board of Education notices and allocation of State 

and Federal Aid. 
I. School Board resolutions pertinent to the conduct of the 

School Treasurer's office and duties. 
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J. A copy of the claim and clerk's certificate to substantiate 
the registration of a warrant or warrants. 

K. Letters, memos, or other supporting data pertaining to 
transactions of the school district or to the operation of the 
Treasurer's office. 

L. Any other files which may be considered advisable or 
useful. 

M. The board of education shall require a minimum bonding 
capacity of $50,000.00 when using an independent 
treasurer and may increase that amount as 
circumstances warrant. 

 
 

Standard forms for the Treasurer's General Ledger, Cash Ledger, 
Investment Ledgers, Warrant Registers, Bond Registers, Receipt 
Books, and Check Books have been designed to facilitate and 
standardize the School Treasurer's bookkeeping system. 
 
 
 
 
REFERENCE:  51 O.S. §8 
                  70 O.S. §5-114  
                      Atty. Gen. OP. NO. 80-292 (January 19, 1981) 
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110.685    
THE ATTORNEY 

 
At its discretion, the Board of Education may retain the services of an 
attorney.   
 
 
 
 
 
 
REFERENCE:  70 O.S. §5-117 (A) (14)] 
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110.700    
 

POWERS OF THE BOARD AND ITS OFFICIALS 
 
The Board will have the power to make all needed rules and 
regulations for the organization, grading and government in the 
district.  These rules will take effect when a copy of the same, duly 
signed by order of the Board and deposited with the Superintendent, 
whose duty it will be to transmit forthwith a copy of the same to all 
employees in the school.  The rules may be amended or repealed in 
like manner. 
 
Planning is basic to all activity.  Policy-making is that function of the 
Board that determines what will be done, establishes procedure for 
accomplishing these tasks, selects an executive officer and delegates 
the responsibilities of executing such plans and policies, and provides 
financial means for their achievement. 
 
Board members will refer persons making complaints about the 
schools to the appropriate administrative office. 
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110.800    
 
MAINTAINING CURRENT COPY OF RULES AND REGULATIONS 

 
The rules and regulations of the Board will be kept in a bound form 
and be made available to staff members or other interested parties.  It 
will be revised annually and will be available at all Board meetings for 
quick reference. 
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110.900    
 

EXECUTIVE AUTHORITY 
 
The executive authority is that function of the Board that is delegated 
to the Superintendent of Schools.  This function is concerned with 
placing in operation the plans and policies of the Board; keeping the 
members informed; and providing creative leadership to both the 
Board and the district staff.  The Superintendent will be the 
authorized individual charged with the operations of all federal 
programs in the system. 
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115.100    
 

APPRAISAL 
 
Appraisal is that function that attempts through careful and 
continuous examination and study of facts and conditions to 
determine the efficiency of operation of the general activities, the 
values or results of the activities in relation to the efficiency and value 
of instruction, and the need for revision of existing activities for further 
improvements of instruction.  The Superintendent will make an 
annual appraisal to the Board. 
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115.200    
 

CODE OF ETHICS FOR BOARD MEMBERS 
 
The Board will be guided by the following Code of Ethics suggested 
by the National Association of School Boards. 

A. As a member of my local Board, representing all the 
citizens of my district, I recognize: 
1. That my fellow citizens have entrusted me with the 

educational development of the children of this 
community. 

2. That the public expects my first and greatest 
concern to be in the best interest of each and every 
one of these young people without distinction as to 
who they are, what their background may be, or 
where they live. 

3. That the future welfare of this community, of the 
State, and of the Nation depends in the largest 
measure upon the quality of educational 
experiences we provide in the public schools to fit 
the needs of every learner. 

4. That my fellow Board members and I must take the 
initiative in helping all the people of this community 
to have all the facts all the time about their schools, 
to the end they will readily provide the finest 
possible school program, school staff, and school 
facilities.              

5. That legally, the authority of the Board is derived 
from the State that ultimately controls the 
organization and operation of the school district and 
which determines the degree of discretionary power 
left with the Board and the people of this community 
for the exercise of local autonomy. 
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6. That I must never neglect my personal obligation to 
the community and my legal obligation to the State, 
nor surrender these responsibilities to any other 
person, group, or organization, but that beyond 
these, I have a moral and civic obligation to the 
Nation that can remain strong and free only as long 
as public schools in the United States are kept free 
and strong. 

 
B. In view of the foregoing consideration, it will be my 

constant endeavor: 
1. To devote time, thought, and study to the duties and 

responsibilities of a school Board member so that I 
may render effective and creditable service. 

2. To work with my fellow Board members in a spirit of 
harmony and cooperation in spite of differences of 
opinion that arise during vigorous debate of points 
at issue. 

3. To base my personal decision upon all available 
facts in each situation; to vote my honest conviction 
in every case, unswayed by partisan bias of any 
kind; thereafter to abide and uphold the final 
majority decision of the Board. 

4. To remember at all times that as an individual I 
       have no legal authority outside the meeting of 
       the Board, and to conduct my relationships 
       with school staff, the local citizenry, and all 
       media of communication on the basis of this 
       fact. 
 5. To resist every temptation and outside pressure to 

use my position as a Board member to benefit 
either myself or any other individual or agency apart 
from the total interest of the school district. 

 6. To recognize that it is as important for the Board to 
understand and evaluate the educational program 
of the schools as it is to plan the business of school 
operation. 
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 7. To bear in mind under all circumstances that the 
primary function in the administration of school 
matters will be left to the employed Superintendent 
of schools and professional and non-professional 
staff. 

 8. To welcome and encourage active cooperation by 
the citizens of the community. 

 9. To support my State and National School Board 
Association. 
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115.300  
 

TYPES OF MEETINGS: 
 
The Coyle Board of Education shall transact all business at official 
meetings of the board. A “meeting” is defined as  the gathering of a 
majority of members of a public body to discuss school business. 
Board meetings shall be regarded as public meetings. No meetings 
will be held by teleconference. These may be regular, special, or 
emergency meetings. 
 
 
 
 
 
 
RFERENCE:  70 O.S. §5-118 
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115.310    
 

BOARD MEETINGS - REGULAR 
 
The regular meeting of the board will be held in the school 
conference room of the elementary school or as otherwise 
designated by the board on the second Monday of each calendar 
month, beginning at 7:00 p.m.  The cancellation or postponement of a 
regular meeting will be by telephone, mail, etc. 
 
All school boards must give written notice of the date, time and place 
of regularly scheduled meetings, for the coming year, to the county 
clerk, in which the district is principally located, by December 15.  The 
county clerk must keep a record of the notice in a register open to the 
public.  If any change is to be made in the date, time or place of a 
regularly scheduled meeting, written notice must be given to the 
County Clerk not less than ten (10) days prior to the meeting. 
 
Also, all school boards must, at least twenty-four (24) hours prior to 
regular meetings, display public notice of the meeting.  Since the 
twenty-four (24) hour notice does not include Saturdays and 
Sundays, boards with Monday meetings must display their notice on 
Friday prior to the Monday board meeting.  The notice must be 
displayed "in prominent public view at the principal office of the public 
body or at the location of said meeting if no office exists." 
 
 
REFERENCE:  70 O.S. §5-118 
                  25 O.S. §303, §304, §307.1, §311 
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115.320    
 

SPECIAL MEETINGS 
 
Special meetings may be held from time to time as circumstances 
demand. These meetings may be called by the president at any time 
by advising the Board members and county clerk forty-eight (48) 
hours in advance by written notice of the time, place and date of the 
meeting.  Also, at least twenty-four (24) hours before the meeting the 
Board must display public notice of the date, time, place and agenda 
of the meeting.  Only matters posted on the agenda can be discussed 
at the special meeting.  The President shall call a special meeting at 
the request of any two (2) board members. The cancellation or 
postponement of a special meeting will be by telephone, mail, etc. 
 
 
 
 
 
 
REFERENCE:  70 O.S. §5-118 
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115.330    
 

EMERGENCY MEETINGS 
 
An emergency meeting is an official legal action meeting held only for 
dealing with situations involving either injury to persons or damage to 
persons or personal property or an immediate financial loss so severe 
that the 48 hour notice period would be impractical and increase the 
likelihood of injury or damage or immediate financial loss. For 
emergency meetings, the minutes must include the reasons for 
declaring such emergency. The cancellation or postponement of an 
emergency meeting will be by telephone, mail, etc. 
 
 
 
 
 
REFERENCE 70 O.S. §5-118 
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115.500    
 

QUORUM FOR BUSINESS 
 
A quorum being present (three of the five members), the president, or 
if absent, the vice-president, shall take the chair, call the meeting to 
order and proceed to business.  Should both the president and vice-
president be absent at the time appointed for the meeting to convene, 
and should a quorum be present, the clerk shall call the meeting to 
order and a president pro-tempore shall be elected to serve for such 
meeting or until either the president or vice-president shall appear. 
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115.550    
 

THE AGENDA 
 

The agenda shall be prepared by the superintendent and may be 
revised by the president of the board of education before posting.  
The agenda shall be posted in prominent public view at least 24 
hours prior to the meeting.  The 24-hour posting provision at the 
principle office of the district does not include Saturdays, Sundays, 
and holidays.  Members of the Board may request items be placed on 
the agenda by notifying the superintendent in writing 24-hours before 
the required time of posting.   
 
 
 
 
[25  O.S.A.  311  (9)] 
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115.600    
 

RULES AND ORDER OF BUSINESS 
 

School Board meetings are business meetings and it's required by 
law that such meeting must be held in public but it does not imply that 
the business meeting is for the public to use. 
 
In the matters of procedure not covered by law or Board policies, 
Robert's Rules of Order for Small Boards shall govern, except that all 
motions must be seconded and all action items shall require a 
motion. 
 
The following rules of order may be subject to suspension only upon 
a majority vote of the members of the Board present at a meeting. 

A. A quorum being present, the president or, in his absence, 
the vice-president, shall take the chair and proceed with 
business. 

B. Should both president and vice-president be absent at the 
appointed time for the meeting to convene, and should a 
quorum then be present, the clerk shall call the meeting to 
order and a president pro tempore shall be elected to 
serve for such meeting or until either the president or 
vice-president should appear. 

C. At all regular meetings, the following shall be the agenda 
for business: 

 
I. Call to Order 
II. Roll call of members 
III. Recognition of visitors/public comments 
IV. Business Agenda 

A. Consent Agenda 
1. Approval of Minutes 
2. Approval of the claims and treasurers report 
3. Action on other consent agenda items 

a) Items to be removed from consent agenda for 
discussion 
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b) Action on remaining consent agenda 
c) Discussion and possible action on items 

removed from the consent agenda 
 

B. Business items listed as appropriate 
C. Executive session for discussion of items listed as 

appropriate pursuant to 25 Oklahoma statute 
section 301-314 
1. Vote to go into executive session 
2. Vote to return to open session 
3. Statement of minutes of executive session 

V. New Business 
VI. Adjournment 

   
D. The right to vote on every question is vested in the 

president by virtue of his/her membership on the Board of 
Education.  The president may make or second a motion. 

E. The president may speak on points of order in preference 
to the other members and shall decide questions of order; 
subject, however, to an appeal to the Board by any two 
members. 

F. A motion made must be seconded and then be repeated 
by the president or read aloud before it is debated.  Every 
motion shall be reduced to writing in the minutes. 

G. Any member who shall have made a motion shall have 
the liberty to withdraw it with the consent of his second 
before debate has been had thereon, but not after such 
debate has been had without leave being granted by the 
Board. 

H. The consideration of any questions may be postponed to 
a fixed time or the question may be suppressed 
altogether by an indefinite postponement. 

I. A motion voted down shall not be renewed at the same 
meeting without the consent of the number of members 
required for adoption. 
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J. When any business is brought regularly before the Board, 
the consideration of the same shall not be interrupted 
except by motion for adjournment, to lay on the table, for 
the previous question, for postponement, for commitment, 
or for amendment. 

K. A motion for adjournment shall always be in order and 
shall be decided without debate except that it cannot be 
entertained when the Board is voting on another question 
or while a member is addressing the Board.  Adjournment 
is an act and not an announcement. 

L. The first person recognized by the president as desiring 
to speak shall have the right to the floor. 

 
  
 
 
                 REFERENCE:  Robert's Rules of Order 
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115.650    

 

PUBLIC PARTICIPATION AT BOARD MEETINGS 
 

All official meetings of the Board shall be open to the press and 
public.  However, the Board reserves the right to meet privately to 
discuss such matters as are properly considered in executive 
sessions. 
 
The Board desires citizens of the district to attend its sessions so that 
they may be heard and, at the same time, conduct its meetings 
properly and efficiently.  The Board adopts as policy the following 
procedures and rules pertaining to public participation in Board 
meetings. 
 
Anyone wishing to speak before the Board, representing either 
himself or a group, should inform the Superintendent of the desire to 
do so and the topic as early as possible, but a least seven (7) days 
before the meeting.  This will permit scheduling of the person's 
remarks on the agenda. 
 
The Board President will be responsible for recognizing the speaker; 
who will give the name, address, and the group, if any, being 
represented. 
 
The length of the discussion period shall be established by the Board; 
the time for individual speakers will be limited to five (5) minutes.  The 
length of time for individual speakers may be altered by approval and 
action of the Board.  Comments and questions may deal with any 
topic related to the Board's operation of the schools.  However, 
comments at special meetings must be related to the reason(s) for 
the calling of the meeting. 
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No Board decisions will be made on the day such subject is 
presented.  The subject may be addressed at a subsequent regular 
or special meeting.  This procedure is expressly adopted for the 
purpose of allowing opposing views concerning a subject to surface 
and be examined in due course by the Board. 
 
 

The Board shall not hear personal complaints unless the proper 
administrative procedures concerning complaints have been followed.  
The Board will not tolerate personal attacks on members of the Board 
or the administrative staff. 
 
Any agenda item for which no public participation has been 
scheduled in advance of the meeting will be acted upon without 
discussion by the public. 
 
Questions of information asked by the speaker will, when possible, be 
answered by the Board president or referred to another member or 
staff member for immediate reply.  Questions requiring Board action 
shall be deferred for later consideration by the Board. 
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115.651    

 

REQUEST TO ADDRESS COYLE BOARD OF 
EDUCATION 

 
REQUEST TO ADDRESS COYLE BOARD OF EDUCATION 
 
I request permission to address the Coyle Board of Education on the following 
topics: 
 
______________________________________________________ 
 
______________________________________________________ 
 
______________________________________________________ 
 
______________________________________________________ 
 
 
____________________________    ________________________ 
        DATE                                              NAME  
  
______________________________________________________ 
STREET ADDRESS   CITY  STATE  ZIP 
 
     ____________________________ 
     REPRESENTING 
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115.800    
 

EXECUTIVE SESSION 
 

The Coyle Board of Education may, at its discretion, enter into 
executive session after the executive session is authorized by a vote 
in open session only if a proposed executive session is listed on the 
agenda and the specific section of the law authorizing an executive 
session is also listed on the agenda.  If new business arises within 
the statutory limitations and otherwise qualifies for the executive 
session, it may be taken up in executive session. 
   

II. To discuss the employment, hiring, appointment, 
demotion, disciplining, or resignation of any or all of the 
employees or volunteers of the district.  25 O.S. §307 (B) 
(1)  

 
III. To discuss negotiations concerning employees and 

representatives of employee groups.  25 O.S. §307 (B) (2)  
 

IV. To discuss the purchase or appraisal of real property.  25 
O.S. §307 (B) (3) 

 
V. To have confidential communication with its attorney 

concerning a pending investigation, claim, or action if the 
school district, with the advice of its attorney, determines 
that the disclosure will seriously impair the ability of the 
district to process the claim or conduct a pending 
investigation, litigation, or proceeding in the public  
interest.  25O.S. §307 (B) (4) 

 
VI. To hear evidence and discuss the expulsion or 

suspension of a student when so requested by the 
student, the parent, an attorney, or the legal guardian.   
25 O.S. §307 (B) (5) 
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VII.  To discuss matters involving a specific handicapped 
child.  25 O.S. §307 (B) (6) 

 
 

VIII. To discuss any other matter where disclosure of 
information would violate confidentiality requirements of 
state or federal laws.  25 O.S. §307 (B) (7)    

 
No action, decision, or vote shall be taken while the board is in 
executive session. The board shall reconvene the open meeting after 
an executive session prior to adjourning the meeting. 
 
 
 
REFERENCE:  25 O.S. §307 
                  70 O.S. §5-118 
                  Atty. Gen. Op. 82-114 (April 12, 1982)  
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120.100    
 

PROCEDURES OF KEEPING MINUTES 
 

Since it is recognized that the board speaks through its minutes, the 
board will direct a minute clerk of the board to take the minutes of 
each board meeting.  The minutes of the board meetings will be 
accurate and complete and will meet all legal requirements.  The 
superintendent will be responsible for their safe keeping.  The 
approved minutes of the board meetings are public record and may 
be seen by any citizen of the district upon proper request. 
 

Minutes are a brief record of the proceedings at a meeting and 
constitute the official record of the board.  They are the main channel 
of communication from board to the school personnel and the public.  
It is required by law to keep an accurate journal of the proceedings of 
the board.  Minutes are the history of Coyle Public Schools.  
 

METHOD OF TAKING AND RECORDING MINUTES 
 
Statutes do not say how records are to be entered or notes taken, whether by 
handwriting, shorthand, typewriter or tape recorder.  Coyle Schools' board will 
write and electronically record minutes during the meeting while events are 
taking place. 
 

MINUTES SHOULD SHOW: 
 
A. Name of school, city, or town 
B. Place of meeting 
C. Day and hour 
D. Kind of meeting (regular, special, adjourned, or emergency) 
E. Members present and absent (Last names can be used.  Some 

secretaries show names of others attending the meeting – a good 
practice.) 

F. Presiding Officer – President, Chairperson pro tem, etc. 
H. Business transacted – general (Record should show what took 

place and nothing else.  Speeches, discussions, etc. should not be 
recorded unless governing Board rules state otherwise.  Neither 
should full texts of reports or communications, except in unusual 
cases as the Board directs, be recorded.  Lengthy motions are 
summarized, otherwise record as stated.  Meetings must be public 
and the vote of each member must be publicly cast and recorded.) 
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I. Adjournment – usually by motion.  (In case of adjourned meeting, 
“Move that meeting be adjourned until time and date.”) 

 

CORRECTING THE MINUTES AND INSERTING THE 
CORRECTIONS 

 
No large erasures should appear in the Minute Book.  If minutes are amended or 
corrected at the meeting at which they are read, the corrections should be put in 
ink or the amendments should be written on a separate page to be attached.  No 
minutes should be rewritten after they have been read.  They should stand as 
corrected. 
 

FILING MINUTES AND KEEPING RECORDS 
 
Minute books will be kept in a safe place.  They are the permanent record.  Filed 
reports and documents from the meeting will bear the name of the Board, date of 
the meeting, and signatures of Board members.  A good filing system will 
facilitate locating agenda materials later. 
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120.200 
PROCEDURE FOR ADDRESSING 

COMPLAINTS 
 
A. All complaints against or involving school personnel will be 

introduced in the department or school of the staff member who is 
the object of the complaint.  Citizens must first take the complaint 
concerning school personnel to the Principal before bringing it to 
the Superintendent. 

B. When a review of the problem by the administrator in charge 
indicates that further action is required, an attempt will be made to 
have the complainant confer with the staff member involved. 

C. When a meeting is not feasible, the Principal will receive the 
complaint, but will notify the staff member, review the problem and 
render a judgment. 

D. If the complainant is not satisfied with the outcome of the Principal's 
judgment, he/she can appeal to the Superintendent for further 
review. 

E. If the complainant is not satisfied with the outcome of the 
superintendent's judgment, he may file with the Board through the 
Superintendent at the next regular Board meeting. 

F. Upon receipt of a written signed statement of grievance and/or 
request for a hearing, the Board will ask for written reports 
pertaining to the problem from: 
1. the person against whom the complaint is lodged 
2. the Principal of the school involved 
3. the Superintendent 
4. the complainant, in advance of the meeting. 

G.       If the Board approves a hearing, the date for such a hearing will be 
      set and the Superintendent will advise the complainant. 

H. Upon receiving the case, the Board will render a decision.  The 
complainant will be notified of the decision within seven (7) days of 
the date the decision is made.  The Superintendent will act for the 
Board in advising the complainant of the Board's decision. 

I. The Board reserves the right to refuse to hear anyone who has not 
consulted with the personnel and/or not followed the recommended 
procedure prior to coming to the Board with a grievance. 
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120.300 
ANONYMOUS COMPLAINTS 

 
Anonymous complaints, written or verbal, received by individual Board Members, 
the entire Board of Education, or the Administration will not be acted upon or 
considered by the Coyle Board of Education. 
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120.200 
 

EXECUTIVE OFFICER 
 
The Board is responsible for the administration of the local schools and must 
require its executive officer and the staff to administer them in accordance with 
Board policy.  The Board will appoint a Superintendent to serve as its chief 
executive officer and to advise the Board concerning educational policy and the 
operation of the schools. 
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120.300     
 

QUALIFICATIONS OF SUPERINTENDENT 
 
The superintendent shall meet the qualifications as established by the State 
Department of Education for this position. 
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120.400    
 

TERM OF OFFICE AND SALARY OF SUPERINTENDENT 
 
The Superintendent shall be elected for a term specified by the Board and will be 
employed on a twelve (12) month basis.  The salary of the Superintendent will be 
determined before the issuance of his contract and stated therein. 
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120.500    
 

CODE OF ETHICS FOR SUPERINTENDENT AND STAFF 
 
The Superintendent and staff will conduct themselves in a manner that is 
consistent with the following code of ethics recommended by the American 
Association of School Administrators: 

A. The professional school administrator constantly upholds the honor 
and dignity of his profession in all actions and relations with pupils, 
colleagues, Board members, and the public. 

B. The professional administrator carries out in good faith all policies 
duly adopted by the local Board, and the regulation of State 
authorities and renders professional service to the best of one's 
ability. 

C. The administrator honors the public trust of the position above any 
economic or social award. 

D. The administrator does not permit considerations of private gain or 
personal economic interest to affect the discharge of 
responsibilities. 
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120.600  
 

SANCTIONING OF PARENT  
ORGANIZATIONS AND BOOSTER CLUBS 

 
Booster clubs and parent organizations are encouraged to promote a positive 
relationship between Coyle Schools and the community.  The primary purpose of 
these organizations is to assist and support the school in recognizing and 
promoting student activities.  The principal is responsible for maintaining close 
communication with such organizations to ensure their goals are in compliance 
with district policies.  After receiving the superintendent's recommendation, the 
following criteria will be used in determining if an organization will be recognized 
(sanctioned) by the Coyle Board of Education as a viable booster club or parent 
organization. 
 

A. The organization must be managed or operated by adults, 
         rather than students, and will present its by-laws and/or  
         constitution to the Board of Education.  These will clearly 
         identify the organization as a parent organization or booster 
         club separate from school district student organizations and  
         will provide details of organizational structure including: 

 
1. Officers and Their Duties 

  2. Election of Officers and Term Limits 
  3. Purpose and Goals 
  4. Dues Structure (if any) 
  5. Intended Use of Funds Generated by the Organization 
 

B. The organization must include one representative from the school 
faculty as a sponsor. 

C. No fund raising activities will be conducted by the organization 
during school hours and students will not participate during regular 
class periods. 

D. The organization may not use school materials in advertising its 
activities.  Use of school property by the organization for its 
activities will meet all regulations established by the Board. 

E. All funds raised by the organization will be used to achieve the 
stated purposes and goals of the organization.  No administrative 
fees or stipends to officers or others will be permitted. 
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F. If financial accounting is not maintained in the Coyle School Activity 

Fund, the organization must maintain bank, financial and tax 
exempt status separate from  the school.  The organization will 
provide to the Board of Education, annually or upon request, a 
complete set of financial records or detailed treasurer's report. 

 
 
G. Any plan, project, or movement instituted to expand, modernize, 

renovate, or render maintenance to school-controlled and/or owned 
properties, or provide academic achievement awards and other 
educational recognition to students or student bodies will be 
presented to the Board of Education in official session for the 
Board's consideration, comment, evaluation, approval, and 
sponsorship.  This must be done before any public announcement 
is made. 

H. In no manner will Board sanctioning of an organization excuse the 
organization from compliance with state and federal laws as they 
pertain to equal opportunity and treatment of all Coyle Public 
School students. 

I. The Board of Education reserves the right to revoke the sanctioning 
of any organization if it is found that the organization's operations 
and purpose are not consistent with the policies and procedures 
adopted by the Board of Education. 
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PART II  
 
 
 
 

GENERAL PERSONNEL 
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200.000     

NON-DISCRIMINATION 

  
The Coyle Board of Education is committed to a policy of nondiscrimination in 
relation to race, religion, sex, national origin, age, and disability.  This policy will 
prevail in all matters concerning staff, events, students, the public, employment, 
educational programs and services, and individuals, companies and firms with 
whom the Board does business. 
 
The Board directs the superintendent of schools to prepare necessary rules, 
regulations, and procedures to insure that all local, state, and federal laws' 
regulations and guidelines are followed. 
 

 

 

 

 

 

 

 

REFERENCES:     Oklahoma Constitution, Article 1, Section 6, Title 6, Title 7, 

Civil Rights Act of 1964 as amended by the executive order 11246, as 

amended by Executive Order 11375 Equal Pay Act, as amended by the 

Education Amendments of 1972, Rehabilitation Act of 1973, Education 

Act of 1975, Education for all Handicapped Children Act of 1975, and 

Immigration Reform and Control Act of 1986. 
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200.100  

 

EMPLOYEE RECORDS INVESTIGATION 
 
The Coyle Board of Education believes that it has a responsibility to seek only 
those employees who are qualified in every respect.  The Board further believes 
that it should avail itself of means and methods provided by the legislature to 
assist in the selection of employees. Therefore, it is the policy of this Board of 
Education to require a signed release from all prospective employees allowing a 
felony record check to be conducted as authorized by Oklahoma Law.  The 
records check may be initiated by the school district's written request, through the 
superintendent, to the State Department of Education. 
 

The superintendent will determine whether to request a record check of 
the prospective employee.  If the superintendent chooses to request a 
records check it can be for 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 determinations will be made at the discretion of the 
superintendent. 
 
If the superintendent requests a records check of the prospective 
employee's name only, the district will pay to   the OSBI their cost of the 
records search.  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 (OSBI) 
and must pay to the OSBI the cost of the records search up to $50.00. 
 
If the applicant for employment meets all other criteria for employment in 
this school 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 those records search, the OSBI search fee, if any, will be 
reimbursed up to a maximum of $50.00. 
 
REFERENCE:    70  O.S.  5-142 
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200.110  

 
APPLICATION FOR FELONY OFFENSE RECORDS 

 
In accordance with Oklahoma State Statute Title 70 5-142, the Coyle Public 
School Board of Education or the Coyle Public School Superintendent may 
request that an applicant for any position, certified or non-certified, at Coyle 
Public School supply either an Application for Felony Offense Records and/or 
Federal Bureau of Investigation fingerprinting cards from the Teacher Education 
and Certification Section of the State Department of Education.  Only the state 
Applications for Felony Offense Records and FBI cards bearing the State 
Department of Education's Originator Number will be accepted by the Oklahoma 
State Bureau of Investigation.  The Oklahoma State Bureau of Investigation will 
not accept any materials from local Boards of education or individuals. 
 
The State Search Fee, $10.00, and the National Search Fee (fingerprinting), 
$41.00, are payable by the applicant or the employer.  The Coyle School District 
has the option of reimbursement for employees of the district. 
 
The Coyle Public School Board of Education must supply two (2) fingerprinting 
cards along with the Applicant Information and Instruction Sheet if an FBI 
fingerprint search is required.  All information contained on and generated from 
this application and fingerprint card is to be confidential and used only for 
professional purposes.  
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200.120  
 

APPLICATION FOR FELONY OFFENSE RECORDS OKLAHOMA 
STATE DEPARTMENT OF EDUCATION 

 
   
 
PERSONAL INFORMATION  
 
In accordance with Oklahoma State Statute Title 70 5-142, the State Board of 
Education requests any felony conviction information of:  
  
Name (Print)               
  (Last)   (First)    (Middle)  
AKA or Maiden Name          
  
Date of Birth           
  
Social Security Number         
 
 
SUPERINTENDENT'S REQUEST FOR CRIMINAL HISTORY INFORMATION 
 
The undersigned certifies that the information will not be disseminated except in 
compliance with Title 70 O.S 5-142, and that the local Board of Education has 
approved the requesting of said information. 
 
          
(Date)        (School District) 
             
(Superintendent or Designated Agent) 
 
State Search and National Search (Fingerprinting) Cost of Search payable by 
employee. Cost of Search payable by employee, prospective employee, or 
prospective employee, or employer. 
 
School District Purchase Order School District Purchase 
Number  Order Number 
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STATE DEPARTMENT OF EDUCATION AND OKLAHOMA STATE BUREAU 
OF INVESTIGATION USE ONLY 

 
The undersigned certifies the State Board of Education has received this request 
from a local Board of Education. 
 
           
 Date       Administrator Teacher 
                                                                     Certification Section 
 
INSTRUCTIONS 

 
A. Local Boards of education and school superintendents or the agent 

designated by the superintendent may request applications for 
Felony Offense Records and/or Federal Bureau of Investigation 
fingerprinting cards from the Teacher Education and Certification 
section of the State Department of Education.  Only the state 
Applications for Felony Offense Records and FBI cards bearing the 
State Department of Education's Originator Number will be 
accepted by the Oklahoma State Bureau of Investigation.  The 
Oklahoma State Bureau of Investigation will not accept any 
materials from local Boards of education or individuals. 

B. Please note that the accuracy of this investigation depends on the 
use of all relevant personal information as outlined in Part I of this 
application.  The only optional entry is AKA (Also Known AS) or 
maiden name.  This line may be left blank only if it is not applicable. 

C. Part II must be completed by the school superintendent or the 
agent designated by the superintendent.  The appropriate State 
(Name) or National (fingerprinting) box must be checked. 

D. Make no entries on Part III of this form.  This section is for State 
Department of Education and Oklahoma State Bureau of 
Investigation only. 

E. Local Boards of education with a State (Name) search policy 
should complete only this form and return to the Teacher Education 
and Certification Section of the State Department of Education with 
a school purchase order number, a $10.00 certified check, cashier's 
check, or money order payable to the Oklahoma State Bureau of 
Investigation.  School districts using the purchase order number will 
receive monthly statements from the Oklahoma State Bureau of 
Investigation. 

F. The State Search $10.00 fee or the National Search $41.00 fee is 
payable by the applicant or employer.  The school district has the 
option of reimbursement for employees of the district. 
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G. Local Boards of education with a National (fingerprinting) policy 
must complete this application form and supply the applicant with 
two (2) FBI fingerprint cards with an Applicant Information and 
Instruction sheet. 

H. Upon receipt of the two completed fingerprint cards from the 
applicant, the superintendent or the agent designated by the 
superintendent should forward the application for Felony Offense 
Records, the two fingerprint cards and a $41.00 certified check, 
cashier's check, or money order payable to the Oklahoma State 
Bureau of Investigation to the Teacher Education and Certification 
Section of the State department of Education.  If the school 
purchase order number is given on the application form, the fee 
need not be included.  Personal checks or cash will not be 
accepted. 

I. The State Department of Education will forward all collected 
information to the Oklahoma State Bureau of Investigation, who 
forwards one fingerprint card to the Federal Bureau of Investigation 
for processing. 

J. A national search is usually completed in four or five weeks.  
Separate OSBI and FBI results are sent to the State Department of 
Education.  Results will then be forwarded to the local district. 

K. All information contained on an generated from this application and 
fingerprint cards is to be confidential and used only for professional 
purposes. 

   
The request for disclosure of the applicant's social security number is not 
required but highly recommended and will be used for identification purposes 
only.  If included, a more accurate search may be conducted by the Federal 
Bureau of Investigation and the Oklahoma bureau of Investigation. 
 
 
    Mail information to: Oklahoma State Department of Education 
       Teacher Education and Certification Section 
       2500 North Lincoln Boulevard, Room 211 
       Oklahoma City, Oklahoma  73105-4599 
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APPLICANT INFORMATION AND INSTRUCTIONS 

ON NATIONAL FELONY SEARCH 
 
A national search, based on fingerprints, is a highly accurate search conducted 
by the Oklahoma State Bureau of Investigation (OSBI) and the Federal Bureau of 
Investigation (FBI). The cost for a national search is payable either by the 
applicant or local Board of Education, according to the local Board of Education's 
policy. 
 
Fingerprinting must be performed by a local law enforcement agency.  Smudged 
prints are not acceptable. 
 
Federal Bureau of Investigation fingerprinting cards may be obtained from the 
school superintendent or the agent designated by the superintendent.  Only FBI 
cards bearing the State Department of Education's Originator Number are 
acceptable. 
 

 
INSTRUCTIONS FOR COMPLETING FEDERAL BUREAU OF 

INVESTIGATION CARDS 
 
All information on the FBI card must be either typed or printed in black by the 
applicants.  Two cards must be completed. 
 
Leave blank all spaces designated, as well as the fingerprinting section below the 
bold line. 
 
The applicant should type or print his/her name (last name first) on the top middle 
line. 
 
Complete the Aliases (AKA - Also Know As), and Date of Birth (DOB) sections. 
 
Complete lines' 4-8: Citizenship (CTZ) -- U.S., etc.); OCA (applicant's arrest 
number) may or may not be applicable; FBI number, if known, should always be 
furnished -- it is usually applicable if the search is initiated by a law enforcement 
agency; Armed Forces (MNU) number may or may not be applicable; the 
miscellaneous (MNU) number is usually reserved for an Alien Registration 
number, Passport Number, Selective Service number, Veterans' Administration 
number. 
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The request for the disclosure of the applicant's social security number is nor 
required but highly recommended and will be used for identification purposes 
only.  If included, a more accurate search may be conducted by the Federal 
Bureau of Investigation and the Oklahoma State Bureau of Investigation. 
 
Prior to the actual fingerprinting, and in the presence of the law enforcement 
officer, the applicant must sign the cards on the top line in the upper left-hand 
corner.  The official taking the fingerprints must also sign the card. 
 
The applicant must return the two fingerprint cards to the superintendent or 
designated agent.  According to the local Board of Education's policy, a school 
purchase order number, a $41.00 certified check, cashier's check, or money 
order payable to the Oklahoma State Bureau of Investigation may also need to 
accompany the fingerprint cards.  School districts using the purchase order 
number will receive monthly statements from the Oklahoma State Bureau of 
Investigation.  Personal check or cash will not be accepted. 
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200.200      
 

TEMPORARY CONTRACT:  NOTICE OF LIMITED EMPLOYMENT 
 

It is agreed by the employee and employing district that employment will begin 
even though the results of the requested felony search have not as yet been 
received.  It is specifically agreed by the district and the employee that the 
attached contract only provides employment up to the time the pending 
requested felony search report is received by the district and that the employee 
has no contractual or property rights of whatever nature in continued employment 
with the district past the receipt and review of the felony search report or 60 days 
from the first day of district employment if no such report is received, whichever 
occurs earlier.  If the felony search report results show that the employee has a 
felony record, then the district may, through its superintendent, void this contract 
and immediately terminate employment without further notice or hearing.  
Employment shall automatically end if the felony search report is not received 
within 60 days of the first day of service of employment duties.  It is agreed that 
this Contract Addendum shall supersede any and all statements made otherwise 
in the attached regular employment contract 
 
If the felony search report is received and such report shows no felony record, 
then, for a support employee, the temporary period of employment shall extend 
past the end of the 60-day period for the rest of the initial year of employment 
according to the attached contract provision shall be of no effect and employment 
will be covered by the attached regular or temporary contract.  If a felony 
conviction is listed on the report, then employment will end when the report is 
received unless the district, through its Superintendent, decides to offer 
continued employment to the employee. 
 
I acknowledge that I have read the above statements that I understand its 
provisions prevail over any contrary provisions in the attached contract, that I 
understand my employment may cease prior to 60 days if the felony search 
report shows a felony conviction and that my employment will terminate at the 
end of 60 days if no felony record is reviewed during that time period.  If the 
employee is a non-certified employee, the employee also understands that the 
employee is employed for a one-year probationary period during which time the 
employee may be dismissed from employment without notice or hearing and thus 
any employment past receipt of the report will extend for the maximum period of 
one year of employment. 
 
 Signed this ____________ day of _____________, 19 _____. 
 
 
 
 
Adoption Date:   Revision Date:   Page 1 of 1 



 71 

200.300     
EMPLOYMENT PRACTICES 

 
It is the policy of the Coyle Board of Education to take action concerning the 
renewal or non-renewal of all certified employees' contracts on or before the first 
Monday in June, each year or later if permitted by law and at the discretion of the 
superintendent and/or board of education. 
 
The district will provide reasonable assurance to support employees that the 
district intends to employ for the subsequent school year no later than ten days 
after the effective date of the education appropriation bill or by the June Board 
meeting, which ever is later. 
 
The superintendent shall recommend candidates for administrative, support, and 
certified positions to the Board.  The principal(s) shall be consulted on the 
employment and retention of teachers. 
 
Among other requirements for employment, the superintendent shall insure that 
prospective employees produce legally sufficient documents showing citizenship 
status.  The superintendent may develop rules and regulations governing 
employment practices.  Such rules and regulations, if developed, must be 
approved by the Board of Education and shall become a part of this policy. 
 
In the Event the Board decides not to employ a candidate who is recommended 
by the superintendent, further recommendations should be made to the Board by 
the superintendent until a selection is made. 
 
The employment of any person with this school district shall not be made or 
excluded on the basis of age, sex, race, religion, national origin, disability, 
pregnancy, parenthood, marriage or for any other reason not related to individual 
capability to perform in the position for which employed.  In accordance with 
Oklahoma Statutes Title 70, Section 5-113.1, the Board of Education shall not 
consider for employment in any capacity a relative within the second degree of 
consanguinity or affinity of a Board member. 
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200.400     
 

STAFF PARTICIPATION IN POLITICAL ACTIVITIES 
 
The Coyle Board of Education recognizes the right of it employees, as citizens, to 
engage in political activity.  However, the Board also recognizes that school 
property and school time, paid for by all the people of the district, should not be 
used for partisan political purposes (except as provided for in policies pertaining 
to the use of school buildings by civic and political organizations). 
 
Prohibited activities include the posting of political circulars or petitions, 
collections or solicitation of campaign funds, solicitations for campaign workers, 
the use of students in writing or addressing campaign materials, and the 
distribution of campaign materials to students on school district property during 
school time in any matter that would indicate that a school employee is using a 
position in the school to further personal partisan views on candidates for public 
office or questions of public policy. 
 
Nothing in this policy will be interpreted as prohibiting teachers from conducting 
appropriate activities that encourage students to become involved in the political 
process of the party of the students' choice or as independents; nor does it 
prohibit the use of political figures as resource persons in the classrooms. 
 
 
 
 
REFERENCE:   70 O.S.   3114, School Laws, Section 65 
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200.500    
 

REGULATIONS FOR USE OF SCHOOL PROPERTY 
 

A. All meetings held in Coyle School buildings or equipment used in or 
on school property by any group must meet with the approval of the 
Administration and be subject to its supervision. 

B. School groups have first priority on the use of school facilities. 
5. All persons and organizations may be required to pay a 

service charge. 
6. The facilities may not be used for any function given for the 

direct or indirect benefit of a private or commercial interest. 
7. Applications for use of school facilities must be made ten 

(10) days in advance. 
8. Permission for use of the gymnasium must be given through 

the office of the Superintendent.  Any organization permitted 
the use of the gym must furnish its own athletic equipment. 

9. School property will not be used for any purpose which is 
contrary to the aims of the public school system. 

10. No school premises will be used for the display of fireworks 
or for other hazardous activities. 

11. The use of intoxicants on school property is prohibited. 
 
 
AGRI-SCIENCE BUILDING POLICY 
 

A. Coyle School sponsored activities will take precedence over all 
other activities. 

B. The 4-H and FFA Booster Club will have first priority on the 
operation of the concession stand, when a concession is needed. 

C. The facilities shall not be rented to private individuals for profit 
making or fund raising activities. 

D. The facilities may be used by non-profit organizations such as 4-H 
Club, Boy Scouts, Lions' Club, etc.  Permission to use the facilities 
must be granted by the Superintendent.  Each request will be 
considered on the merits of the project.  If the school receives a 
direct benefit from the funds raised, then no rent is to be charged. 

E. Activities not benefiting the school directly, will be charged a $50.00 
minimum rental fee per day, plus a clean up fee if necessary.  
Rental fees will be paid in advance of the scheduled activity.  The 
group renting or using the building shall be responsible for 
damages resulting from negligence.  The group shall also be liable 
for personal liability resulting from accident or injury. 
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F. Livestock Auctions co-sponsored by the FFA will be charged a 
minimum of $150.00 barn fee or a fee assessed of $1.00 per head 
on sheep and swine and $2.00 per head for beef and dairy cattle, 
whichever amount is the greater. In addition, a $100.00 clean up 
fee of barn and surrounding area will be assessed, which will be 
paid to the Coyle FFA for cleaning up the facilities. 
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200.510    
 

USE OF SCHOOL PROPERTY BY DISTRICT EMPLOYEES 
  

The use of district equipment for personal purposes is prohibited except unless 
approved by the principal or superintendent.  The Coyle Board of Education 
recognizes that there may be situations when employees may need to use 
school equipment away from the premises in the performance of their duties.  
The following conditions must be met for all equipment loans: 

A. The superintendent or principal must authorize, in writing, all 
equipment loans noting borrower, description, loan period, and 
serial numbers.  

B. School property will not be loaned if the loan will cause a disruption 
in the regular education program.  

C. Equipment not intended for portable use, such as desks, bleachers, 
score Boards, etc. will not be loaned. 

D. Vehicles and implements such as tools, lawn equipment, cleaning 
equipment, etc. will not be loaned. 

E. If equipment requires repair, the borrower will not personally 
attempt repairs, but will report the problem upon return of the 
equipment. 

F. If the equipment is stolen while in an employee's possession, it 
must be reported to the school administration as soon as possible.  
If the loss is not reported, the employee will be held responsible for 
replacement costs.  

G. If costs of use are incurred while the equipment is in an employee's 
possession, the employee will reimburse the district for any charges 
unrelated to the professional use of the equipment. 

H. All property borrowed will be returned to the site specified in the 
written agreement. 
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Coyle Public School 
Equipment Loan Form 

 
 
Loan Date:______________________ Name:________________________________ 
 
 
Home  Phone_______________ Address:_____________________________________ 
 
 
Return By:________________ Description of Equip.:____________________________ 
 
 
Serial Number(s):_____________________________________________________ 
 
 
Comments:___________________________________________________________ 
 
 
I have received the equipment listed above.  My Renters/Homeowners insurance 
will cover the replacement costs of the equipment, or I assume that responsibility.   
If the equipment is lost, stolen, or damaged while in my possession I will take 
action to reimburse the Coyle Board of Education for the equipment within two 
weeks of the return date or the Coyle Board of Education may deduct the cost of 
the equipment from my salary.  
 
 
 
Signature:_____________________________________Date:___________________ 
 
 
Date Returned:______________________________ Satisfactory Condition?:_________ 
  
 
Granted By:__________________________Returned to:________________________ 
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200.600      
 

DRUG FREE SCHOOLS 
 
It is the policy of the Coyle Board of Education that all students and employees of 
this school district be made aware of the Board's intention to maintain a drug-free 
environment. 

 
Students and employees who possess, use, or distribute illicit drugs (including 
Anabolic Steroids, tobacco, tobacco products, or alcohol) shall be subject to 
disciplinary action.  Such disciplinary action may include long-term suspension 
for students and employment termination for employees.  In addition to 
suspension and/or termination, students and employees are subject to referral for 
prosecution under applicable laws. 

 
Various State and Federal laws impose severe penalties for the use, possession, 
or sale of illicit drugs.  The Federal Controlled Substances Act, 21 United States 
Code Annotated (U.S.C.A.), and the Comprehensive Drug Abuse and Control Act 
of 1970, 21 U.S.C.A., Section 848, provide federal sanctions and the Uniform 
Controlled Dangerous Substances Act, Oklahoma Statutes, Title 63, Section 2-
101, and others, plus various criminal statutes provide state sanctions. 

 
Oklahoma Statutes, Title 21, Section 124, et, seq., prohibits the furnishing of 
tobacco and tobacco products to any minor and declares a misdemeanor for any 
minor who refuses to disclose the source of tobacco or tobacco product in his or 
her possession. 
 
Chemical dependence is a contagious, progressive disease that does not 
disappear of its own accord.  Because drugs have a destructive impact on the 
brain, regular users lose control over their behavior, and most of them find it 
extremely difficult to stop using drugs without outside intervention.  Using a drug 
just "one time" predisposes a person to try it again because that person has 
apparently violated a taboo with impunity.  For additional health hazards 
associated with drug or alcohol use, please refer to the school district's drug 
education curriculum. 
 
 
 
 
 
 
 
 
 
 
Adoption Date:   Revision Date:   Page 1 of 2 



 78 

Any student or employee of this school district who believes that he or she may 
have a problem with drug abuse may be refereed to appropriate local agencies 
for counseling, treatment, or rehabilitation.  For additional information concerning 
assistance available, please refer to a school district's education curriculum. 

 
 
 
REFERENCES:    Public Law 101-226  70 O.S. 1210.221, et seq. 
 
CROSS-REFERENCES:    Policy 300.013 Reporting Students Under   
                                           The Influence Policy 500.125 Tobacco 
                                           Products of Any Kind Policy 500.127 Drug 
                                          -Alcohol-Tobacco Standards of Conduct 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adoption Date:   Revision Date:   Page 2 of 2 



 79 

200.700     
 

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

A. General Prohibitions 
  1. Unwelcome Conduct of Sexual Nature 

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

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

c. An employee who has initially welcomed such 
conduct by active participation must give specific 
notice to the alleged harasser that such conduct is no 
longer welcome in order for such  subsequent conduct 
to be deemed unwelcome. 

 
2. Sexual Harassment 

For the purpose of this policy, unwelcome sexual advances, 
requests for sexual favors, and other verbal or physical 
conduct of a sexual nature constitute sexual harassment  if: 
a. Submission to the conduct is made either an explicit 

or implicit condition of employment; 
b. Submission to or rejection of the conduct is used as a 

basis for an employment decision affecting the 
harassed employee; or 

c. The conduct substantially interferes with an 
employee's work performance, or creates an 
intimidating, hostile, or offensive work environment. 
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B. Specific Prohibitions 
1. Administrators and Supervisors 

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

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

2. Non-Administrative and Non-supervisory Employees 
a. It is sexual harassment for a non-administrative and 

non-supervisory employee to any unwelcome conduct 
of a sexual nature.  Employees who engage in such 
conduct shall be subject to sanctions as described 
below. 
 

C. Reports, Investigation, and Sanctions 
1. It is the express policy of the Coyle Board of Education to 

encourage victims of sexual harassment to come forward 
with such claims.  This may be done through the Employee 
Grievance policy. 
a. Employees who feel that administrators or 

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

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

c. Confidentiality will be maintained and no reprisals or 
retaliation will be allowed to occur as a result of good 
faith reporting of charges of sexual harassment. 
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2. In determining whether alleged conduct constitutes sexual 
harassment, the totality of the circumstances, the nature of 
the conduct, and the context in which the alleged conduct 
occurred will be investigated.  The superintendent has the 
responsibility of investigating and resolving complaints of 
sexual harassment. 

 
3. Any employee found to have engaged in sexual harassment 

shall be subject to sanctions, including, but not limited to 
warning, suspension, or termination subject to applicable 
procedural and due process requirements. 
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200.800     
 

HYGIENE AND SANITATION (BLOODBORNE PATHOGENS) 
 
The Coyle Board of Education 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 housekeeping 
procedures.  These procedures shall outline the handling and disposal of 
body fluids in school buildings and on school equipment. They will be 
made available to all 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 as a reasonable 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 the follow-up confidential medical evaluation. This 
evaluation will document the circumstances of exposure, identify and test 
the source individual if feasible, test the exposed employee's blood if the 
employee consents. It will also provide post-exposure prophylaxis, 
counseling and evaluation of reported illnesses.  Health care professionals 
must be provided specified information to facilitate the evaluations and 
their written opinion on the need for Hepatitis B vaccination following 
exposure.  Information such as the employee's ability to receive the 
Hepatitis B Vaccine must be supplied to the employer. All diagnoses must 
remain confidential. 
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200.810 
 

COYLE PUBLIC SCHOOLS HEPATITIS B VACCINE 
CONSENT/REFUSAL FORM 

 
 
 
Name of Employee:_________________________Date: _____________ 
 
Social Security Number.:____________________Positions:__________ 
 
I understand that Hepatitis B is a serious disease that can lead to a 
chronic form of hepatitis which may eventually result in death.  I 
understand that I may be at increased risk for contracting the disease by 
the very nature of my job.  Should I contract the disease I could be 
potentially infectious, thereby exposing individuals with whom I may have 
intimate contact (including dental, sexual, to my unborn child should 
pregnancy occur, etc.) 
 
I understand that although there are risks associated with taking the 
Hepatitis B vaccine, it does reduce the risk of serious disease should 
exposure to the Hepatitis B virus occur.  I further understand my decision 
to take or decline Hepatitis vaccine will not adversely affect my 
employment or any benefits available to me through my employment. 
 
___________ I hereby elect to receive the Hepatitis vaccine series 
provided to me free of charge by the Coyle School District and hereby 
agree to hold the Coyle School District harmless for any reaction or side 
affect I may experience from the vaccine. 
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___________ I understand that due to my occupational exposure to blood 
or other potentially infectious materials I may be at risk of acquiring 
Hepatitis B virus (HBV) infection.  I have been given the opportunity to be 
vaccinated with Hepatitis B vaccine, at no charge to my self.  However, I 
decline Hepatitis B vaccination at this time.  I understand that by declining 
this vaccine, I continue to be at risk of acquiring Hepatitis B, a serious 
disease.  If in the future I continue to have occupational exposure to blood 
or other potentially infectious materials and I want to be vaccinated with a 
hepatitis B vaccine, I can receive the vaccination series at no charge to 
me. 
          
______________________________ _________________________ 
Employee's Signature    Supervisor's Signature 
 
Vaccine_________________________ Manufacturer________________ 
 
  Date  Site  Lot#  Given By 
 
1. ______________________________________________ 
 
2. ______________________________________________ 

 
 
3. ______________________________________________ 
 
4. ______________________________________________ 

 
 
Repeat Anti-HB's ______________________________ Date _________ 
 
   ______________________________ Date _________ 
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200.820      
 

HYGIENE AND SANITATION (BLOODBORNE PATHOGENS) 
REGULATION 

 
 In accordance with the policy of the Board of Education, the following 

regulation and attached 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. 

 
A. 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 of. 

B. If gloves are not available and contact with body fluids or open 
wounds is necessary, hands should be carefully washed as follows: 
1.   Use liquid soap and water with vigorous washing under 

running water for at least 10 seconds; 
2.   Dry hands thoroughly with a paper towel.  Use the paper 

towel to turn off the faucet and discard the towel in a proper 
container. 

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

 
C. 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 cleanup. 

D. 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. 

E. 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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F. Sanitary absorbents may be used to clean spilled body fluids.  The 
absorbent should be swept or vacuumed.  Carpets should also be 
shampooed with a germicidal rug shampoo.  Sweepings or used 
vacuum bags should be sealed in a plastic bag for disposal. 

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

H. Clothing, towels, and similar cleaning equipment should be washed 
in hot, soapy water with one-half (1/2) to one (1) cup of bleach 
added to the wash water. 

I. 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. 

J. 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. 

K. A copy of the Routine Procedures for Sanitation and Hygiene When 
Handling Body Fluids will be provided to each employee and must 
be followed when appropriate and necessary. 
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200.830     
 

PROCEDURES FOR SANITATION AND HYGIENE 
 

A. Bloodborne Pathogens:  Pathogenic microorganisms that are 
present in human blood and can cause disease in humans.  These 
pathogens include, but are not limited to, Hepatitis B Virus (HBV) 
and Human Immunodeficiency Virus (HIV). 

B. Contaminated:  The presence or the reasonably anticipated 
presence of blood or other potentially infectious materials on an 
item or surface. 

C. Contaminated Laundry:  Laundry which has been soiled with blood 
or other potentially infectious materials or may contain sharps. 

D. Exposure Incident:  A specific eye, mouth, other mucous 
membrane, non-intact skin, or parenteral contact with blood or 
other potentially infectious materials that results from the 
performance of an employee's duties. 

E. Methods of Compliance:  General-Universal precautions shall be 
observed to prevent contact with blood or other potentially 
infectious materials. Under circumstances in which differentiation 
between body fluid types is difficult or impossible, all body fluids 
shall be considered potentially infectious materials. 

F. Occupational Exposure:  Reasonably anticipated skin, eye, mucous 
membrane, or parenteral contact with blood or other potentially 
infectious materials that may result from the performance of an 
employee's duties. 

 
Equipment Needed 

 Water  Disposable Gloves Trash Cans & Plastic 
Liners 

 Hand Soap  Utility Gloves  Sanitary Napkin 
Container 

 Towelettes  Baggies  Disposable Bags 
 Paper Towels Mops and Buckets 
 

Disinfectant- Should use one or more of these: 
1. Sodium Hypochlorite solution (household bleach) 
 One (1) part bleach to ten (10) parts water. 
 Ex.  1 1/2 cups bleach to 1 Gallon of water. 
 Needs to be prepared each time used on inanimate objects. 
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2. ViroGuard-Q: Distributed by Health Services 
 One (1) oz. of ViroGuard-Q to 128 oz. of water. 
 ViroGuard-Q is a germicidal product which is to be used on 

inanimate objects.  Viro-Guard-Q has bactericidal efficacy 
and fungicidal efficacy, mildew stat efficacy, virucidal 
efficacy, and sanitizing efficacy. 

3. Hydrogen Peroxide 3% - To be used on skin surfaces. 
4. Isopropyl Alcohol - To be used on some skin surfaces and 

for rinsing the hands. 
5. Sanitary Absorbing agent. (e.g., chlora-sorb). 
Note:  Any disinfectant issued by the current janitorial company   

may substitute for needs in this policy. 
 
Procedure 
1. General 

a. Wear disposable gloves before making contact with 
body fluids during care, treatment, and all cleaning 
procedures. 

b. Discard gloves after each use. 
c. Wash hands with germicidal soap after handling fluids 

and contaminated articles, whether or not gloves are 
worn. 

d. Discard disposable items including tampons, used 
bandages, and dressing in plastic lined trash 
container; close bags and discard daily. 

e.  Do not reuse plastic trash bags. 
f. Use disposable items to handle body fluids whenever 

possible. 
g. Use paper towels to pick up and discard any solid 

waste such as vomit or feces. 
h. Use general purpose utility gloves (e.g., rubber 

household gloves) for housekeeping chores involving 
potential blood contacts and for general cleaning.  
Utility gloves can be cleaned and reused but should 
be discarded if they are peeling, cracked or 
discolored, or if they have punctures, tears or other 
evidence of deterioration. 

 
2. Hand washing 

a. Use germicidal soap and running water.  Soap 
suspends easily removable soil and microorganisms, 
allowing them to be washed and rinsed away. 

b. Rub hands together for approximately ten (10) 
seconds to work up a lather. 
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c. Scrub between fingers, knuckles, back of the hands 
and nails.  Nails should be short and trimmed.  
Jewelry should not be worn. 

d. Rinse hand under running water.  Running water is 
necessary to carry debris and dirt. 

e. Use paper towels to thoroughly dry hands 
f. Use paper towel to turn water off, discard paper towel. 

 
3. Washable Surfaces (bottles, dishes, toys, tables, desks, etc.) 

a. Use ViroGuard-Q solution or use household bleach 
solution mixed fresh. Scrub as needed. 

b. Rinse with water. 
c. Allow to air dry. 
d. When bleach solution is used, handle carefully. 

1) Gloves should be worn since the solution is 
irritating to the skin. 

2) Avoid applying to metal, since it will corrode 
most metals 

 
e. Toys which are placed in children's mouths should be 

cleaned with water and detergent, disinfected, and 
rinsed before handling by another child. 

f. All frequently touched toys should be cleaned and 
disinfected daily. 

g. The use of soft, non-washable toys in classroom 
should be discouraged. 

 
4. Floors 

a. Use household bleach solution, mixed fresh or multi-
purpose disinfectant. 

b. Use the two (2) bucket system:  One bucket to wash 
the soiled surface and one bucket to rinse, as follows 

1) In bucket #1, dip, wring, mop up vomitus, blood, 
etc. 

2) Dip, wring, and mop once more. 
3) Dip and wring out mop in bucket #1. 
4) Put mop into bucket #2 (rinse bucket) that has 

clean bleach solution. 
5)       Mop or rinse area. 
6)       Return mop to bucket #2 to wring out.  

This keeps the rinse bucket clean for second   
spill in the area. 

7) After spills are cleaned, proceed with #3. 
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c. Soak mop in the bleach solution after use. 
d. After cleanup is completed, discard contents of bucket 

#1. Bucket #2 is now bucket #1; mix fresh bleach 
solution for bucket #2 

e. Water and disposable cleaning equipment should be 
placed in a toilet or plastic bag, as indicated. 

f. Rinse non disposable cleaning equipment (dustpan, 
buckets) in disinfectant. 

g.  Dispose of disinfectant solution down the drain pipe. 
h. Remove gloves, if worn, and discard in the 

appropriate receptacle. 
i. Wash hands as described above. 

 
5. Non-Washable Surfaces (rugs and upholstery, etc.) 

a. Apply sanitary absorbing agent, let dry, vacuum. 
b. If necessary, use broom and dustpan to remove 

soiled materials. 
c. Apply rug or upholstery shampoo as directed.  Re-

vacuum according to directions on shampoo. 
d. Spray soiled area with ViroGuard-Q solution, air dry. 
e. Clean dustpan and broom, if used.  Rinse in 

ViroGuard-Q solution or household bleach solution. 
f. Wash hands as described above. 

 
6. Soiled Washable Materials (clothing, towels, uniforms, etc.) 

a. Rinse items under running water, using gloved hands, 
if appropriate. 

b. Place items in plastic bag and seal until items are 
washed.  Plastic bags containing soiled, washable 
material must be clearly identified. 

c. Wash hands as described above. 
d. Wipe sink with paper towel, discard towels. 
e. Machine wash soiled items separately. 

1) If materials are bleachable, add 1/2 cup bleach 
to the wash cycle.  If it is not bleachable, add 
1/2 cup non-chlorine bleach (Clorox II / 
Borateem) to the wash cycle. 

2) Wash in hot water:  160 Degrees F. for 25 
minutes, using detergent with disinfecting agent. 

3) Discard plastic bag. 
4) After handling soiled items, wash hands as 

described above. 
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7. To Clean Blood or Body Fluids Spills (blood from nose, mouth, and    

skin lesions) 
a. Put on gloves. 
b. Use disposable wipes, cotton balls, or gauze pads 

which have been immersed in 3% peroxide. 
c. Proceed to clean blood spills with the solution soaked 

materials. 
d. Place soiled materials in a plastic bag for disposal. 
e. Remove gloves, include with soiled materials, and 

discard. 
f. Wash hands as described above. 

 
8. Toileting and Diapering. 

a. Toileting and toilet training equipment should be 
maintained in a sanitary condition. 

b. Diaper changing surfaces should be nonporous and 
sanitized between uses for different children. 

c. Soiled disposable diapers or soiled disposable wiping 
cloths should be disposed of in a secure plastic lined 
container. 

d. Diapers should be able to contain urine and stool and 
minimize fecal contamination of the children, 
providers, and environmental surfaces and objects. 

e. Diapers should have an absorbent inner lining 
attached to an outer covering made of waterproof 
material that prevents escape of feces and urine.  
Outer and inner lining must be changed as a unit and 
not reused. 

f. Fecal contents may be placed in toilet, but diapers 
must not be rinsed.  Preferable, dispose of diaper and 
contents as a total unit. 

g. Diaper changing areas should never be located in 
food preparation areas and should never be used for 
temporary placement of foods. 

 
9. Potty Chairs 

a. Potty chairs must be emptied into a toilet after each 
use, cleaned in a utility sink, and disinfected after 
each use. 

b. Gloves should be used if wiping a child.  Leave gloves 
on until cleaning procedure is finished. 
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c. Staff should sanitize potty chairs, flush toilets, and 
diaper changing areas with the household bleach 
solution or ViroGuard-Q solution. 

d. Wash hands as described above. 
 

10 Sleeping equipment 
a. Each item should only be used by one child. 
b. The sleeping equipment should be cleaned and 

sanitized prior to assignment to another child. 
c. Crib mattresses should be cleaned and sanitized 

when soiled or wet. 
d. Sleeping mats should be stored so that contact with 

the surface of another mat does not occur. 
e. Bedding should be assigned to each child and 

cleaned when soiled or wet. 
 

11. General Information 
a. CPR - Use disposable mouth piece and /or face 

shield (will be kept in the office). 
b. ViroGuard-Q will be requested from the school and 

kept in the office in a spray bottle, ready for use. 
c. Prepare a "cleanup baggie" by placing a baggie, a 

towelette moistened with hydrogen peroxide.  Keep 
cleanup baggie and gloves in your desk or pocket.  
Use for recess or duty, if not used pass it to the next 
person on the duty schedule. 

d. P.E. teachers, coaches, and trainers need cleanup 
baggies ready for use in class, at athletic events, and 
during team practice sessions. 

e. Take cleanup baggies and gloves on field trips. 
f. All cleaning supplies must be labeled regardless of 

container. 
 

12. Personal Hygiene Measures 
a. Wash hands in soap and water immediately after 

evacuating bowels or bladder and always before 
handling food or eating. 

b. Keep hands and unclean articles or utensils that have 
been used for bodily purposes by others away from 
the mouth, eyes, nose, ears, and wounds. 

c. Avoid using common or unclean eating utensils, 
drinking cups, towels, combs, handkerchiefs or 
disposable tissues. 
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d. Avoid exposure to other persons' spray from the nose 

or mouth as in coughing, sneezing, laughing, or 
talking. 

e. Wash hands thoroughly after handling another 
person's belongings. 
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200.900      
 

EMPLOYEES INFECTED WITH ACQUIRED IMMUNE DEFICIENCY 
SYNDROME (AIDS) OR OTHER COMMUNICABLE DISEASES 

 
The Board of Education is strongly committed to providing a safe 
environment for staff and students in relation to communicable diseases.  
Medical evidence indicates that Acquired Immune Deficiency Syndrome 
("AIDS") is a communicable disease.  This policy governs the procedures 
and regulations of this School District when dealing with an employee who 
has been identified by a competent medical authority to have AIDS, AIDS 
Related Complex ("ARC"), tests positive for AIDS antibodies or has any 
other life threatening communicable disease capable of being transmitted 
in the school environment (referred to herein as "Other Life Threatening 
Communicable Diseases").  This policy will insure confidentiality and 
nondiscrimination. 
 
No employee will be dismissed or have his or her contract nonrenewed 
merely because he or she has AIDS, ARC, antibodies for the AIDS virus 
or other life threatening communicable diseases.  The following 
procedures will be observed: 
A. The superintendent shall immediately request the employee to 

provide a comprehensive written statement from the employee's 
personal physician regarding the employee's current health 
condition.  It shall be the duty of each employee to provide such 
information to the superintendent.  Willful failure to do so may lead 
to dismissal or nonrenewal of an employee's contract. 

B. Any decision regarding the employee's status shall be based upon 
the best medical evidence available.  The superintendent of 
schools or his designee, the employee and the employee's 
personal physician and a district appointed medical officer (a 
medical doctor or doctor of Osteopathy) shall meet and confer to 
determine the extent to which reasonable accommodation of the 
employee may be necessary due to the employee's condition.  
Unless the medical experts are of the opinion that the employee's 
condition could reasonably present a hazard of infection to students 
or other employees, the School District will consider assigning the 
employee to other available duties for which the employee is 
qualified at no reduction to pay. 
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C. The employee is required to provide the superintendent of schools 
with periodic written comprehensive reports from the employee's 
personal physician as to the employee's current health condition.  
The frequency of such reports will be determined in each case by 
the medical representative of the employee and the School District. 

D. Any employee may apply for and be granted a leave of absence 
without pay when approved by the superintendent of schools, upon 
the advice of the employee's personal physician and, when deemed 
appropriate, a district medical officer. 

 
Confidentiality requirements in regard to information about any employee 
infected with AIDS, ARC, antibodies for the AIDS virus or Other Life 
Threatening Communicable Diseases shall be respected. 
 
The employee will be requested to consent in writing to the notification of 
only those persons who, under the circumstances of the employee's 
particular job duties and health condition, have a "need to know".  
Normally, this will mean the employee's immediate supervisor, and any 
health care professionals.  Those persons will be instructed regarding their 
legal obligation to maintain the confidentiality of the information and the 
legal consequences of failing to do so.  No entry regarding an AIDS 
condition or Other Life Threatening Communicable Disease is to be made 
in the employee's personnel file.  Under no circumstances will students or 
the parents of students be notified that any person afflicted with AIDS or 
an AIDS condition or Other Life Threatening Communicable Disease is 
employed by the School District. 
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REPORTING SUSPECTED CHILD ABUSE 

AND/OR NEGLECT 
 

 

In accordance with Oklahoma law, teachers are any person is required to report suspected cases of 

physical abuse or neglect involving students to the statewide toll free hotline of the Department of 

Human Services.  The statewide DHS hotline number is 1-800-522-3511.  The board of education 

fully supports that requirement and has established this policy to facilitate such reporting. 

 

Every teacher, support person, or other employee of this school district shall report any suspected 

physical, mental, or sexual abuse or neglect of any school student to the Department of Human 

Services by telephone.  The employee shall also inform the building principal who will advise the 

superintendent that the report was made using Form FFG-E. 

 

The reporting obligations under this section are individual, and no employer, supervisor or 

administrator of a person required to provide information pursuant to this section shall discharge, or 

in any manner discriminate or retaliate against, any such person who in good faith provides such 

child abuse reports or information, testifies, or is about to testify in any proceeding involving child 

abuse or neglect; provided, that such person did not perpetrate or inflict such abuse or neglect.  Any 

such employer, supervisor, or administrator who discharges, discriminates, or retaliates against such 

person shall be liable for damages, costs, and attorney fees.  Any person who knowingly and 

willfully fails to promptly report any incident of child abuse may be reported by the Department of 

Human Services to local law enforcement for criminal investigation and, upon conviction thereof, 

shall be guilty of a misdemeanor.  Any person who knowingly and willfully makes a false report, or 

makes a report that the person knows lacks factual foundation may be reported by the Department of 

Human Services to local law enforcement for criminal investigation and, upon conviction thereof, 

shall be guilty of a misdemeanor. 

 

Any person participating in good faith and exercising due care in the making of a report or any 

person who, in good faith and exercising due care, allows access to a child by persons authorized to 

investigate a report concerning the child shall have immunity from any liability, civil or criminal, 

that might otherwise be incurred or imposed.  Any such participant shall have the same immunity 

from any liability with respect to participation in any judicial proceeding resulting from such report. 

 

The school district shall post, in a clearly visible location in a public area of the school that is 

readily accessible to all students, a sign in English and Spanish that contains the toll-free number 

operated by the Department of Human Services. 

 

  

REFERENCE: 10 O.S. §7101, et seq. 

 21 O.S. 1981, §846, 847 

 10A O.S. § 1-2-101 

 10A O.S. § 1-2-104 

 63 O.S. §1-120 (G) 

 70 O.S. §1210.162 

 Atty. Gen. Op. No. 78-202 (Dec. 28, 1978) 
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SUSPECTED CHILD ABUSE REPORT FORM 
 

 

CHILD'S NAME:   DATE OF BIRTH:  ______________________  

 

ADDRESS:   SCHOOL: ______________________________  

 

PARENT(S)/LEGAL GUARDIAN:  _______________________________________________________________  

 

ADDRESS:  ___________________________________________________________________________________  

 

I hereby acknowledge that I have a statutory duty to report any suspected abuse to DHS.  I further 

understand that merely filing this report does not absolve me of my statutory duty to report this 

directly to DHS. 

 

A copy of this suspected child abuse or neglect report may be filed with the Department of Human 

Services, the supervising administrator and the Superintendent of Schools.  The supervising 

administrator will also need to contact the DHS. 

 

Describe the nature and extent of the suspected child abuse or neglect:  ____________________________________  

 

 _____________________________________________________________________________________________  

 

 _____________________________________________________________________________________________  

 

Describe any evidence of previous suspected child abuse or neglect:  ______________________________________  

 

 _____________________________________________________________________________________________  

 

Names of persons present during the interview with the child:  ___________________________________________  

 

 _____________________________________________________________________________________________  

 

Name of investigating social worker with the Department of Human Services (if known):  ________________________  

 

 

 

 

Signature of Person Filing Report:  _________________________________________________________________  

 

 

 

 

Signature of Supervising Administrator:  ____________________________________________________________  
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300.000 
 

SUPERINTENDENT - POWERS, DUTIES, AND 
RESPONSIBILITIES 

 
A. The Superintendent of Schools shall be responsible for general 

coordination of all divisions of the school system and for general 
administrative supervision and control of all employees.  He/She 
shall present all recommendations regarding Board Policies and 
shall be responsible for the interpretation of Board Policy. 

B. He/She shall attend all meetings of the Board of Education and 
meetings of Board committees, except when his own election, 
efficiency or salary are being considered.  He/She shall serve as 
the chief professional advisor on all matters pertaining to the 
schools. 

C. He/She shall keep the Board of Education informed as to how its 
policies are being carried out, as to the effectiveness of such 
policies and as to the condition and efficiency of different branches 
of service in the school system. In order to perform these duties, 
he/she shall have maintained a complete and accurate system of 
financial accounts, valid business and property records as well as 
adequate personnel, school population and scholastic records.  
He/She shall be prepared to report on such matters as are pertinent 
to the business under consideration. 

D. He/She shall be responsible for the formation and direction of the 
administrative organization of the school system including both 
instructional and business service divisions. 

E. He/She shall have the power to select, to assign or alter the 
assignment of, to transfer, to suspend, to place on probation, and to 
recommend for promotion or dismissal any or all employees except 
himself.  He/She shall have power to perform the duties of any 
employee, and all applications for employment shall be referred to 
him. 

F. It shall be the duty of the Superintendent of Schools to recommend 
candidates for employment and no one shall be employed who is to 
serve under the direction of the Superintendent of Schools unless 
his employment has been recommended by the Superintendent to 
the Board of Education.  Should the Board of Education not 
approve any person nominated for employment in the schools, then 
the Superintendent of Schools shall submit an additional 
nomination to the Board of Education for consideration. 
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G. He/She shall be responsible for the development, maintenance, 
and operation of a suitable program of staff improvement through 
In-Service Training. 

H. He/She shall be responsible for the development and effective 
operation of the curriculum, special courses, and such activities as 
will provide a complete and adequate system of instruction and 
physical care for all pupils attending the schools. 

I. He/She shall have the power to control and shall exercise general 
supervision over the policies and management of individual schools 
and other administrative units. 

J. He/She shall direct the development of the annual budget to be 
considered by the Board of Education for adoption. 

K. He/She shall administer the budget as prescribed by the Board of 
Education, acting at all times in accordance with legal 
requirements, and the adopted policies, schedules, procedures, 
accounting techniques, and other business, financial, or 
administrative regulations, established by the Board of Education. 

L. He/She shall investigate and report to the Board of Education any 
evidence that comes to his attention regarding the infringement of 
legal rights of the district, or in which the legal responsibility of the 
district may be involved. 

M. He/She shall see that all constitutional or statutory laws and city or 
state regulations governing the schools are effectively carried out, 
and that the rules and regulations of the Board are enforced. 

N. He/She may have published and circulated bulletins and other 
materials containing information on actions of the Board of 
Education affecting policies, services, or programs of the schools 

O. He/She shall perform such other duties and exercise such other 
authority as may be required of or conferred upon him by the law or 
by the Board of Education. 

P. The superintendent shall have the power to make such rules and to 
give such instructions to school employees as may be necessary to 
make these rules and regulations and any additional instruments of 
control established by the Board of Education lawfully effective in 
the management of the schools. 

Q. He/She shall have the authority to delegate to other employees of 
the Board of Education the responsibility covered in certain of these 
regulations, but he may be held responsible by the Board of 
Education for the success of such procedure unless the Board 
approved their assignment of responsibility and authority not 
covered in these regulations. 
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R. The Superintendent shall be responsible for the assignment of all 
employees.  (Others on the staff may be asked to help with the 
assignments.)  Assignments shall be based on the requirements of 
each position, qualifications of each teacher and the best interests 
of the school program.  Teachers may be required to teach in any 
grade, room, building, or department as deemed necessary by the 
Superintendent. 
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300.100    
 

SUPERINTENDENT RESPONSIBILITIES FOR SCHOOL FINANCE 
 

 The Superintendent of schools will have the following duties: 
 

A. Supervise the approval and appropriation of all funds. 
B. Supervise the financial accounting of the Coyle Public Schools. 
C. Sign encumbrance authorization for all expenditures from funds. 
D. Supervise the detailed specifications of bid items to be submitted to 

vendors and to the Board of Education for their approval. 
E. Coordinate records and reports as may be required by the State or 

the local  
F. Board of Education; statistical, title, financial accrediting, personnel, 

etc. 
G. Be in charge of district wide accounting of pupil attendance. 
H. Supervise the converting of student accounting as well as financial 

accounting to the computer system. 
I. Supervise personnel in financial accounting system. 
J. Invest various school funds at current interest rate. 
K. Supervise legal aspects of publications and reporting of various 

school elections. 
L. Review the requisitions of personnel and of items to be purchased. 
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300.150    
 

THE SUPERINTENDENT OF SCHOOLS SELECTION 
 
The Superintendent of Schools is the chief executive officer of the Board of 
Education and has charge of the administration of the schools under the direction 
of the Board of Education.  (70  O.S.A. 5-106)  The superintendent shall have a 
superintendent's certificate recognized and approved by the State Board of 
Education.  In general, the Board shall follow this order of procedure in obtaining 
a superintendent.  They shall declare the position open, accept applications, 
interview applicants, and make a selection. 
 
Term of Office: The superintendent shall be employed by the Board for a period 
not to exceed three fiscal years. The superintendent's contract may be renewed 
so long as the individual's services are satisfactory. 
 
300.200   PRINCIPAL'S - DUTIES AND RESPONSIBILITIES 
The administrative head of each school will be the Principal.  The Principal along 
with other personnel will be subject to the direction of the Superintendent and will 
be governed by such general regulations as may be prescribed.  The Principal 
will be selected at the regular Board meeting in February. 
 
The duties and responsibilities of each Principal will be: 

A. Responsibility for the conduct of his/her respective schools and for 
condition of the school premises.  He or she shall have the care 
and oversight of the buildings and grounds and will be held 
responsible for their protection on the part of the student  

B. Responsibility for organizing and administering the school to which 
one is assigned in conformity with the approved policies of the 
Board and the Superintendent. 

C. Responsibility to contribute to the formulation, evaluation of school 
policies, working cooperatively with the Superintendent, teachers, 
and other personnel. 

D. Responsibility to cooperate with the Superintendent in the 
supervision of all personnel assigned to the school. 

E. Responsibility to cooperate with the Superintendent in the 
evaluation, and transfer or dismissal of personnel. 

F. Responsibility to coordinate the services of the faculty and all other 
personnel operation within the school in the interest of good 
instruction.  The principal shall acquaint the teaching staff with the 
course of study and see that it is properly followed. 
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G. Responsibility for all phases of pupil personnel administration within 
one's building.  One will, through the faculty, see that all pupils are 
acquainted with the school rules and regulations pertaining to the 
pupils, so that pupils have a clear understanding of the rules by 
which they are governed. 

H. Responsibility to plan and administer in-service training activities for 
the faculty of the school. 

I. Responsibility to carry on, in cooperation with teachers, continuous 
research relative to the school's program. 

J. Responsibility to counsel with teachers on matters that pertain to 
their daily work, their efficiency as a member of the faculty group 
and their plans for continuous professional growth.  The Principal 
will meet with teachers individually or as a group to discuss topics 
pertaining to all phases of their work as time and need may direct. 

K. Responsibility to advise and report on the proper operation and 
maintenance of the school.  The Principal will inspect the different 
rooms as often as necessary to ascertain their condition and see 
that the duties of custodians are properly performed. 

L. Responsibility to keep or cause to be kept, completely, accurately, 
all pupil records in the school.  The records are to be available for 
ready reference to administrators and teachers for the interpretation 
to parents.  The safe custody of records will be the Principal's 
responsibility. 

M. Responsibility to cooperate with the Superintendent in planning and 
administering the use of the school facilities during school hours 
such as playground, lunchroom, gymnasium facilities, etc., and the 
supervision of pupils using the facilities so that maximum 
contribution is made to the well-being and the education of the 
pupils. 

N. Responsibility to organize and administer a plan for making 
available to teachers the instructional material provided. 

O. Responsibility for the accurate accounting of money handled in 
connection with the school's activity program.  Note: All activities 
should be placed on the calendar one week in advance.  Short 
periods of notice must be approved by the Principal or 
Superintendent and an emergency must exist for such approval. 

P. Responsibility for the accurate accounting of all textbooks, 
instructional material, and supplies as well as maintaining up-up-
date inventories. 

Q. Responsibility to carry on all phases of school organization and of 
pupil administration so as to build and maintain a favorable attitude 
toward the school on the part of its patrons. 
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R. Responsibility to direct efforts in a constructive manner toward the 
coordination of all policies which constitute the rules and 
regulations of the Board. 

S. Responsibility to maintain hours at the school office so that the 
office is opened not less than thirty minutes before the start of 
school and closed no sooner than fifteen minutes after the close of 
school. 

T. Responsibility for discipline of students at all school activities, home 
and away. 

U. Responsibility for maintaining a record of extra-curricular eligibility 
of the students and will notify the Superintendent and coaches of 
any ineligible students. 

V. Responsibility for scheduling all events on the school calendar. 
W. Responsibility for attendance and truancy problems.  

Demonstrations, sit-ins, disturbances, or any other action resulting 
in the disruption of the orderly process of conducting school, will not 
be tolerated in the Coyle Public School.  In the event of such an 
occurrence, the Principal will take the following action:  
a. Make an announcement to the persons creating the 

disturbance that: "You are in violation of the School Board 
Policy.  You must return to your classes or vacate the 
premises.  If you do not do this immediately, you will be dealt 
with under provision of the Law." 

b. Notify central administration and/or proper authorities of 
potential difficulty. 

c. When possible, assign someone to take pictures of 
participants, especially the leaders. 

d. Record voices of participants when considered practical to 
do so. 

e. Obtain list of participants and witnesses. 
 

X. Officials from the central administration office will, upon receipt of 
notification of disruption of school, alert the proper authorities, and 
report to the scene of the disturbance. 

Y. The administrator in charge will request authorities to take proper 
steps necessary to return the site to normal operation.  Proper legal 
measures will be taken to bring charges against the violators. 

Z. School facilities and equipment will be made available to law 
enforcement officers upon their request. 
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300.300    
 

ADMINISTRATIVE DECISIONS 
 

 
A. All major problems of administration encountered by teachers will 

be referred to the Principal, where they will be handled in terms of 
existing Board policy or referred through existing channels to the 
Board for adoption of policies to cover similar situations. 

B. Problems for which no policy exists and which require immediate 
decisions, will be resolved by the Superintendent subject to review 
by the Board. 
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300.400    
 

PURCHASING AND DISTRIBUTION 
 
Purchasing and distribution will be under the direct supervision of the 
Superintendent. 
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300.500    
 

DUE PROCESS FOR ADMINISTRATORS 
 
Whenever the Board of Education shall determine that the dismissal or non-
renewal of a full-time certified administrator from his/her administrative position 
within the school district should be effected, the administrator shall be entitled to 
the following due process procedures: 
 

A statement shall be submitted to the administrator in writing prior to the 
dismissal or non-reemployment which states the proposed action, lists the 
reasons for effecting the action, and notifies the administrator of his/her 
right to a hearing before the Board of Education prior to the action; and 
A hearing before the Board of Education shall be granted upon the 
request of such administration prior to the dismissal or non-reemployment.  
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 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 Board of Education concerning the 
dismissal or non-reemployment of a full-time certified administrator shall be 
effective until the administrator has been afforded due process as specified in 
this policy.  The decision of the Board of Education concerning the dismissal or 
non-reemployment, following the hearing, shall be final.  (70-6-102.4) 
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PART IV 
 
 
 

CERTIFIED PERSONNEL 
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400.000    
 

TEACHERS, COUNSELORS AND LIBRARIANS 
 GENERAL PROVISIONS 

 
The influence exerted upon the youth of a community by the faculty in the 
schools is great; therefore, the quality of the faculty is of concern to a community 
which wishes to provide a good environment for its youth.  It will be the policy of 
the Board to hire the best trained and qualified faculty possible.  The Board will 
pay them the best salary possible with the resources available.  In turn, the 
character and conduct of each faculty member will be such that the example set 
will wholesomely reflect on the youth of the community. 
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400.005    
 

TEACHERS, COUNSELORS AND LIBRARIANS   
DUTIES AND RESPONSIBILITIES 

 
A. Faculty members will be required to attend workshops before the 

beginning of the school term and at the end of school. 
 
B. Faculty members will make it their duty and responsibility to be in 

their assigned places at least thirty (30) minutes before the opening 
of class sessions in the morning and for a reasonable time before 
the opening of class sessions in the afternoon.  Faculty members 
will be expected to remain at least fifteen (15) minutes after the 
close of the school day. 

 
C. Faculty members will attend promptly all meetings called by the 

Principal or Superintendent. 
 

D. Faculty members shall devote themselves during school hours to 
the duties of their respective assignments and will give careful 
attention to instruction, discipline, manner, and habits of their 
pupils. 

 
E. Faculty members will be held responsible for the discipline of their 

respective classrooms.  Faculty members are not to exclude pupils 
from classes at random.  They will invite the aid and counsel of the 
Principal on questions of discipline and will refer cases of special 
misconduct to the Principal for attention. 

 
F. Faculty members are expected to become familiar with the rules 

and regulations and the course of their study that they may be able 
to carry these into effective operation. 

 
G. It will be the duty of the faculty members to take care that the 

school building, furniture, apparatus or other school property is not 
damaged by pupils under their supervision. 

 
H. Faculty members will report any misconduct of pupils at any time or 

place while under the responsibility of the school authorities as are 
now or may be hereafter defined by law. 
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I. It will be the duty of each faculty member to report to the Principal 
any pupil whose progress or advancement warrants 
reclassification, or who, for any cause fails to do properly the work 
of said class at any time.  Faculty members will assign, grade, and 
return to the student make-up work for excused absences.  

 
J. No faculty member will be absent from the classroom without due 

notification to the Principal. 
 

K. Children must be supervised by a legally certified faculty member 
while on the playground, playroom, lunchroom, hallways, and 
otherwise under school jurisdiction. 

 
L. Other duties will be assigned to faculty members at the discretion of 

the Principal. 
 

M. In case a substitute is needed, the faculty member to be absent will 
call the Principal or Superintendent as early as possible, preferably 
the evening before.  (Substitute will be contacted by the 
Superintendent or Principal.) 

 
N. Faculty members will not dismiss pupils before the regular 

dismissal bell or permit them to leave the building during school 
hours without permission of the Principal.  Faculty members will 
never send students to sell tickets during school hours.  Faculty 
members will not permit students to go to town without the 
permission of the Principal. 

 
O. If it becomes necessary that a pupil be sent from the room, it is the 

faculty member's responsibility to see that such student goes 
directly to the Principal and that the Principal is notified of the 
offense immediately.  No faculty member may dismiss (suspend) a 
student from school or from class without approval of the Principal.  
If a student refuses to accompany the faculty member to the 
Principal's office, ask a faculty member close to the room to send 
for the Principal or send a student from your room. 

 
P. Faculty members should not allow the students to leave the room 

too often or unnecessarily.  Unless a faculty member is tactful and 
careful in preventing unnecessary departures, some pupils will 
continually and habitually leave the room to wander about and to 
get out of work.  The condition and the general health of the 
student, will, of course, be taken into consideration. 
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Q. Faculty members will not make a practice of leaving the room 
during class periods. 
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400:010    
 

STANDARDS OF PERFORMANCE AND CONDUCT 
 FOR FACULTY MEMBERS 

 
 
The following are standards of conduct for faculty members:  HB 1017, 70 O.S. 
Supp. 1990-6-101, 21 & 22. 
 
Faculty members are charged with the education of the youth of this State.  In 
order to perform effectively, faculty members must demonstrate a belief in the 
worth and dignity of each human being, recognizing the supreme importance of 
the pursuit of truth, devotion to excellence, and the nurture of democratic 
principles. 
 
In recognition of the magnitude of the responsibility inherent in the teaching 
process and by virtue of the desire for the respect and confidence of their 
colleagues, students, parents and the community, faculty members are to be 
guided in their conduct by their commitment to their students and their 
profession. 
 
 
 
 
 

HB 1017, 70 O.S. Supp. 1990-6-101, 21 & 22. 
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400.011  
 

PRINCIPLE  I 
COMMITMENT TO THE STUDENTS 

 
The faculty member must strive to help each student realize his or her potential 
as a worthy and effective member of society.  The faculty member 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 faculty member shall not: 
 

A.  unreasonably restrain the student from independent action in the 
pursuit of learning, 

 
B.  unreasonably deny the student access to varying points of view, 

 
C. deliberately suppress or distort subject matter relevant to the 

student's progress, 
 

D. intentionally expose the student to embarrassment or 
disparagement, 

 
E. 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 
II. Exclude any student from participation in any program 
III. Deny benefits to any student 
IV. Grant any advantage to any student, 

 
F. use professional relationships with students for private advantage, 

 
G. 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. 

 
 

H. The faculty shall make reasonable effort to protect the student from 
conditions harmful to learning or to health and safety, 
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400.012  
 

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 faculty member 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 shall not: 
 

A. deliberately make a false statement or fail to disclose a material fact 
related to competency and qualifications, in an application for a 
professional position 

 
B. assist any entry into the profession of a person known to be unqualified 

in respect to character, education, or other relevant attribute, 
 

C. knowingly make a false statement concerning the qualifications of a 
candidate for a professional position, 

 
D. assist an unqualified person in the unauthorized practice of the 

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

E. knowingly make false or malicious statements about a colleague, 
 

F. accept any gratuity, gift, or favor that might impair or appear to 
influence professional decisions or actions. 
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400.013 
 

OKLAHOMA MINIMUM CRITERIA FOR  
EFFECTIVE TEACHING PERFORMANCE 

 
 
Coyle Public Schools will use the State of Oklahoma adopted Act under H.B. 
2957 relating to teacher evaluations as the Oklahoma Teacher and Leader 
Effectiveness Evaluation System (TLE). 70 O.S. 2011 

 
Coyle Public Schools will use the Teacher Frameworks of Tulsa’s TLE 
observation and evaluation system. 
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400.014  

 

MINIMUM CRITERIA FOR EFFECTIVE 
 ADMINISTRATIVE (PRINCIPAL) PERFORMANCE 

 
 
Coyle Public Schools will use the State of Oklahoma adopted Act under H.B. 
2957 relating to administrator (principal) evaluations as the Oklahoma Teacher 
and Leader Effectiveness Evaluation System (TLE). 70 O.S. 2011 

 
Coyle Public Schools will use the Leader Frameworks of McREL Principal 
Evaluation System.  
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SUPERINTENDENT’S EVALUATION INSTRUMENT 
 
 
The Superintendent’s evaluation instrument is attached and is current 
recommendation from the Oklahoma State School Board Association (OSSBA) 
Policy Services. 
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SUPERINTENDENT EVALUATION FORM 
 

 

Name of Superintendent _____________________________________________ Date ________________________  

 

All items rated with a “1” require additional explanation.  The reverse side of the page may be used 

for explanations and additional comments.    * Signifies the State Board of Education minimum 

criteria for effective administrative performance.  The school board is no longer required to have 

any of the items marked in the evaluation.  Each board of education should carefully review this 

document to determine which items the board wishes to utilize in the evaluation of the performance 

of the Superintendent.   

 

 3 - Commendable 2 - Meets Expectations 1 - Needs 

Improvement 

 

ADMINISTRATION 3    2    1 

 

 1. The superintendent exerts strong educational leadership, develops a strong management 

team,  

  and delegates responsibility.   

 

 2. The superintendent provides a written site improvement plan that supports the districts’  

  Comprehensive Local Education Plan describing school goals, objectives, and staff  

  development activities. *   

 

 3. The superintendent achieves the board's goals and policies successfully.   

 

 4. The superintendent 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. *  __________  

 

 5. The superintendent employs a team effort in analyzing, planning, implementing, and 

  evaluating policies, programs, and personnel.   

 

 6. The superintendent provides a written analysis of student test scores and other data to  

  assure that the various student populations are benefiting from the instructional program. *   

 

 7. The superintendent recommends for employment personnel who have proper certification 

and 

  skills for the position.  __________  

 

 8. The superintendent organizes the roles and responsibilities of staff members so as to 

optimize 

  their effectiveness and to encourage harmonious relationships among various segments of 

the 

  school system.   

 

 9. The superintendent provides to the board and the general public an organized and 

informative 

  annual report on the state of the district.  __________  

 

 10. The superintendent maintains communications with state and federal legislators, as well as  

  other outside agencies, in efforts to accomplish legislation needed for school improvement.           
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SUPERINTENDENT EVALUATION FORM (Cont.) 
 

 

 11. Routine – The superintendent uses a minimum of instructional time for noninstructional  

  routines thus maximizing time on task. * __________ 

 

 

 12. Discipline – The superintendent works with staff to develop and communicate defined  

  standards of conduct which encourage positive and productive behavior. * __________ 

 

 13. The superintendent provides written discipline policies to which students are expected  

  to perform. *  __________ 

 

 14. Learning Environment – The superintendent establishes and maintains rapport with staff 

  and students, providing a pleasant, safe and orderly climate for learning. * __________ 

 

COMMENTS: _________________________________________________________________________________  

 _____________________________________________________________________________________________  

 

  ________________________  

    Rating for this Category   

 

In the area of administration, what is the superintendent’s strongest asset? __________________________________  

 _____________________________________________________________________________________________  

 

What specific area could be most improved? _________________________________________________________  

 _____________________________________________________________________________________________  

 

 

 3 - Commendable 2 - Meets Expectations             1 - Needs Improvement 

 

INSTRUCTION 3    2    1 

 

 1. The superintendent identifies and facilitates instruction and student achievement as the focal  

  point of the school district.   

 

 2. The superintendent works with the staff to develop a program to recognize academic 

  achievement. *   

 

 3. The superintendent works with the staff to assure that all learners are involved in the 

learning 

  process. *   

 

 4. The superintendent identifies instructional objectives for students and implements programs 

  to meet their diverse needs.   

 

 5. The superintendent assists the staff in monitoring student progress. *   

 

 6. The superintendent provides needed resources for staff. *   

 

 7. The superintendent works with staff to establish curriculum objectives, sequence and lesson 

  objectives. *   



 122 

SUPERINTENDENT EVALUATION FORM (Cont.) 
 

 

 

 

 8. The superintendent maintains a working knowledge of current educational research, reports, 

  and useful new concepts and shares that information with the board.   

 

 9. The superintendent keeps the board informed of the analysis, planning, implementation, 

  and evaluation of instructional activities.   

 

 10. The superintendent keeps the community informed about the program of instruction and 

  plans for school improvement.   

 

COMMENTS: _________________________________________________________________________________  

 _____________________________________________________________________________________________  

 

  ________________________  

Rating for this Category 

 

In the area of instruction, what is the superintendent’s strongest asset? _____________________________________  

 _____________________________________________________________________________________________  

 

What specific area could be most improved? _________________________________________________________  

 _____________________________________________________________________________________________  

 

 

 3 - Commendable 2 - Meets Expectations           1 - Needs Improvement 

 

RELATIONSHIP WITH THE BOARD 3    2    1 

 

 1. The superintendent works with the board in the areas of analyzing, planning, implementing,  

  and evaluating policies.   

 

 2. The superintendent informs the board about issues, operations, the instructional program, 

  and needs of the school system.   

 

 3. The superintendent informs the board about educational activities at the state and national 

  levels.   

 

 4. The superintendent maintains a harmonious working and professional relationship with  

  members of the board.   

 

 5. The superintendent interprets and supports board policy and decisions to the public and staff.   

 

 6. The superintendent provides board members with reports and information that will enable  

  them to sufficiently review the operations of the district.   
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SUPERINTENDENT EVALUATION FORM (Cont.) 
 

 

 

 

 7. The superintendent gives constructive advice and guidance to the board regarding  

  opportunities for district improvement.   

 

 8. The superintendent states his/her convictions in matters before the board.   

 

 9. The superintendent utilizes the strengths of individual board members and the board itself  

  in the decision-making process.   

 

 10. The superintendent offers professional advice to the board on items requiring board action, 

  with appropriate recommendations based on thorough study and analysis.   

 

COMMENTS: _________________________________________________________________________________  

 _____________________________________________________________________________________________  

 

  ________________________  

Rating for this Category 

 

In the area of board relationships, what is the superintendent’s strongest asset? _______________________________  

 _____________________________________________________________________________________________  

 

What specific area could be most improved? _________________________________________________________  

 _____________________________________________________________________________________________  

 

 

 3 - Commendable 2 - Meets Expectations           1 - Needs Improvement 

 

RELATIONSHIP WITH THE STAFF 3    2    1 

 

 1. The superintendent encourages the participation of faculty and staff in the establishment and  

  implementation of district-wide goals, objectives, and programs.   

 

 2. The superintendent works with the staff in collegial and nonthreatening ways to promote and  

  improve instruction. *   

 

 3. The superintendent sets high expectations for staff. *   

 

 4. The superintendent educates the staff to recognize and display the teaching criteria upon 

which 

  evaluation is conducted. *   

 

 5. The superintendent promotes programs for staff growth and development.   
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SUPERINTENDENT EVALUATION FORM (Cont.) 
 

 

 

 

 6. The superintendent strives to maintain positive morale by: 

 

 A. Avoiding arbitrary decision-making and favoritism;  __________  

 

 B. Offering fair and impartial treatment to all parties to a dispute; and  __________  

 

 C. Granting recognition and appreciation for a job well done.  __________  

 

 7. The superintendent instills confidence and self-respect among staff.  __________  

 

 8. The superintendent meets and confers with employee groups and represents the interests  

  and directives of the board.   

 

 9. The superintendent effectively communicates the concerns of employee groups to the board 

  and board responses to these concerns to employee groups.   

 

COMMENTS: _________________________________________________________________________________  

 _____________________________________________________________________________________________  

 

  ________________________  

Rating for this Category 

 

In the area of staff relationships, what is the superintendent’s strongest asset? ________________________________  

 _____________________________________________________________________________________________  

 

What specific area could be most improved? _________________________________________________________  

 _____________________________________________________________________________________________  

 

 

 3 - Commendable 2 - Meets Expectations             1 - Needs Improvement 

 

RELATIONSHIP WITH THE COMMUNITY 3    2    1 

 

 1. The superintendent facilitates communication within the community through an effective  

  public information program based on the needs and successes of the district.   

 

 2. The superintendent seeks meaningful community involvement in the establishment, 

   implementation, and evaluation of district-wide goals, objectives, priorities, and programs.   

 

 3. The superintendent develops and maintains a cooperative relationship with the news media.   

 

 4. The superintendent establishes a procedure for investigating and responding on complaints,  

  criticisms, and concerns of individuals and/or the community.   
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SUPERINTENDENT EVALUATION FORM (Cont.) 
 

 

 

 

 5. The superintendent is actively involved in the community.   

 

 6. The superintendent maintains a professional posture with other public officials and  

  community leaders.   

 

 7. The superintendent has the ability to face controversy and work through it effectively.   

 

 8. The superintendent understands and responds to the unique and changing needs of the  

  community.   

 

 9. The superintendent solicits and considers input from interested groups and individuals in  

  the decision-making process.   

 

COMMENTS: _________________________________________________________________________________  

 _____________________________________________________________________________________________  

 

  ________________________  

Rating for this Category 

 

In the area of community relationships, what is the superintendent’s strongest asset? __________________________  

 _____________________________________________________________________________________________  

 

What specific area could be most improved? _________________________________________________________  

 _____________________________________________________________________________________________  

 

 

 3 - Commendable 2 - Meets Expectations             1 - Needs Improvement 

 

PERSONAL QUALITIES 3    2    1 

 

 1. The superintendent defends professional principle and conviction in the face of pressure  

  and partisan influence, yet is able to reasonably compromise.   

 

 2. The superintendent maintains high standards of ethics, honesty, and integrity in all matters.   

 

 3. The superintendent uses grammar effectively in dealing with staff members, the board, and 

  the public.   

 

 4. The superintendent employs strong speaking skills before large and small groups,  

  expressing ideas in a logical and forthright manner.   

 

 5. The superintendent accepts and shares failure as well as success.   
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SUPERINTENDENT EVALUATION FORM (Cont.) 
 

 

 

 

 6. The superintendent is able to identify and discuss his/her own strengths and weaknesses.   

 

 7. The superintendent welcomes questions and open discussion when presenting ideas.   

 

 8. The superintendent exercises good judgment and involves others as appropriate in the 

  decision-making process.   

 

 9. The superintendent maintains a balance of professional development by reading, attending 

  conferences, working on professional committees, visiting other districts, and meeting with  

  other superintendents.   

 

 10. The superintendent plans time effectively so that matters of greatest importance are dealt 

with 

  thoroughly.   

 

COMMENTS: _________________________________________________________________________________  

 _____________________________________________________________________________________________  

 

  ________________________  

Rating for this Category 

 

In the area of personal qualities, what is the superintendent’s strongest asset? ________________________________  

 _____________________________________________________________________________________________  

 

What specific area could be most improved? _________________________________________________________  

 _____________________________________________________________________________________________  

 

 

 3 - Commendable 2 - Meets Expectations            1 - Needs Improvement 

 

FINANCIAL 3    2    1 

 

 1. The superintendent keeps informed of the needs of the school program--supplies, equipment,  

  plant, and facilities.   

 

 2. The superintendent assumes responsibility for the overall financial planning of the district,  

  including short-term priorities and long range planning.   

 

 3. The superintendent coordinates the preparation of the annual budget utilizing teacher and 

staff  

  input, and submits the budget to the board for input and approval.   

 

 4. The superintendent evaluates the district’s financial needs and makes timely 

recommendations  

  for adequate funding.   
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SUPERINTENDENT EVALUATION FORM (Cont.) 
 

 

 

 

 5. The superintendent ensures that funds are spent and invested wisely and that adequate 

  controls and accounting are achieved.   

 

 6. The superintendent provides leadership in solving major problems and achieving maximum 

  utilization of resources.   

 

COMMENTS: _________________________________________________________________________________  

 _____________________________________________________________________________________________  

 

  ________________________  

Rating for this Category 

 

In the area of finances, what is the superintendent’s strongest asset? _______________________________________  

 _____________________________________________________________________________________________  

 

What specific area could be most improved? _________________________________________________________  

 _____________________________________________________________________________________________  

 

COMMENTS: ________________________________________________________________________________  

 

 _____________________________________________________________________________________________  

 

 _____________________________________________________________________________________________  

 

 _____________________________________________________________________________________________  

 

 

Signed:  ___________________________  

 President of the Board 

 

 

  ___________________________  

 Superintendent 

 

Date:   
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COYLE PUBLIC SCHOOLS 
Administrator’s Evaluation Instrument 

 
 
The Administrator’s (Principal) evaluation instrument is the McREL Principal 
Evaluation System.  
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400.011    
 

LOCAL STAFF DEVELOPMENT COMMITTEE 
 
 
The duties of the Local Staff Development Committee shall be: 
 

A. Periodically review the guide-lines for the staff development plan 
established by the State Department of Education and make 
recommendations to the local administration for the implementation 
of the plan. 

 
B. Conduct a needs assessment 

. 
C. Annually review the needs assessment. 
 
D. Identify staff development resources and activities. 

 
 

E. Plan and write the local staff development plan to be submitted to 
the local Board of Education. 

 
F. Evaluate the Staff development program. 
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400.012    
 

STAFF DEVELOPMENT POINTS 
 

Each faculty member of this school district will be required to earn some points 
each year and must have accumulated a total of seventy-five (75) points during 
each five (5) year period.  Points must be earned between July 1 and June 30 of 
each fiscal year.  Points gained through college courses taken during the regular 
summer school term (course begins in June and ends in July) will count toward 
the coming school year.  All rules and regulations written in the Staff 
Development Point System will apply. 
 
Teachers shall assume the responsibility of presenting proof of participation of 
activities for accumulation of points to the Staff Development Committee.  
Certified Staff will be notified of number of staff development points each year. 
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400.013    
 

REPORTING STUDENTS UNDER THE INFLUENCE OF 
 OR POSSESSION OF NON INTOXICATING BEVERAGES, 

ALCOHOLIC BEVERAGES, OR CONTROLLED DANGEROUS 
SUBSTANCES 

 
It shall be the policy of the Coyle Board of Education that any teacher who has 
reasonable cause to suspect that a student may be under the influence of or said 
student has in his or her possession: 
 

A. non intoxicating beverages (glue, paint, etc.) 
B. alcoholic beverages; or a 
C. controlled dangerous substance; 

 
as the above are defined by state law, shall immediately notify the Principal or his 
or her designee of such suspicions.  The Principal shall immediately notify the 
Superintendent of Schools and a parent or legal guardian of said student of the 
matter.  Reference: O.S. Title 70  - Section 133 
 
Any suspension and/or search of said student shall be subject to any applicable 
school policy, state law or student handbook regulation. 
 
Every teacher employed by the Coyle Board of Education, who has reasonable 
cause to suspect that a student is under the influence of or has in his or her 
possession non intoxicating beverages, alcoholic beverages, or a controlled 
dangerous substance and who reports such information to the appropriate school 
official, shall be immune from all civil liability.  Reference: O.S. Title 70 - Section 
24-132 
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400.015    
 

ASSIGNMENT OF FACULTY MEMBERS 
 

The Superintendent shall be responsible for the assignment of all faculty 
members. 
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400.020    
 

TEACHER’S CONTRACT RENEWAL 
 

A. Faculty members will be employed by the Board on the 
recommendation of the Superintendent. 

 
B. The re-employment of faculty members will be considered at the 

March, April, May or June meeting of the Board of Education. 
Notification of re-employment will be given before the first Monday 
in June. 

 
C. The Coyle School Board believes that all employees should reside 

within the district boundaries but are not required to do so. 
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400.030  
 

TEACHER CERTIFICATION REQUIREMENTS 
 

A. All faculty members must have a valid Oklahoma Teaching 
Certificate or License for the area in which they are assigned to 
teach, and this certificate or license must be on file in the 
Superintendent's office. 

 
B. Should a faculty member be employed prior to receiving a 

certificate or license and fail to receive same, the teacher's contract 
may immediately be deemed null and void. 

 
C. All faculty members must have a complete official transcript of all 

college courses taken on file in the Superintendent's office. 
 

D. Salary payments will be withheld until teaching certificates and 
transcripts are placed properly on file. 
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400.040    
 

CERTIFIED PERSONNEL 
 

A. Faculty members are appointed by the Board on recommendation 
by the Superintendent. 

 
B. Faculty members coming into the system will be given credit for 

previous experience up to five years from out-of-state and total 
experience from in-state. 

 
C. Salaries will be paid in twelve (12) or ten (10) installments 

according to the terms of the contract. 
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400.050    
 

CERTIFIED RERSONNEL CONTRACTS 
 

A. Any full time faculty member will sign a contract stating the number 
of days or minimum required hours required for the current school 
year.  
 

B. Faculty members will be required to attend workshops before the 
beginning of the school term and following the close of school at 
the discretion of the administration. 

 
C. Professional teachers' meetings are included in the contract, 

provided no more than five (5) are used in this manner. 
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400.055 
 

EVALUATION OF CERTIFIED PERSONNEL 
 

In the Coyle Public School District evaluation is defined as a mutual endeavor 
among all staff members and the Board of Education to improve the quality of the 
educational program.  The school district and the individual educator jointly 
accept the responsibility for the improvement efforts to educate the students in 
our district.  All faculty members are expected to perform in relation to their job 
descriptions, statements of objectives and approved performance criteria.  
Evaluation is a system for documenting the criteria and the evidence of 
achievement by staff members. 
 
The Board of Education of Coyle School District #I-14, Coyle, Oklahoma hereby 
adopts an evaluation policy, procedures, criteria, and instruments for all certified 
employees in compliance with the State of Oklahoma adopted Act under H.B. 
2957 relating to teacher evaluations as the Oklahoma Teacher and Leader 
Effectiveness Evaluation System (TLE). 70 O.S. 2011 

 
Coyle Public Schools will use the Teacher Frameworks of Tulsa’s TLE 
observation and evaluation system and the Leader Frameworks of McREL 
Principal Evaluation System.  
 
The performance of all certified staff members will be evaluated using the criteria 
submitted by the evaluation committee and approved by the Board of Education.  
Each evaluation shall be based upon the evaluator's actual observation of the 
person being evaluated while performing his job function.  The Superintendent 
will be evaluated by the Board of Education.  Principals and other administrators 
will be evaluated by the Superintendent.  Teachers and other non-administrative 
staff will be evaluated by the Principals, as provided by law. 
 
Every probationary faculty member will be evaluated once prior to November 15, 
once prior to February 10, and each year thereafter.  Every faculty member will 
be evaluated once every year.  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. 
 
Evaluation reports will be completed on an approved evaluation form and be 
followed by a conference between evaluator and faculty member.  The form will 
be signed by both.  If the evaluator recommends a plan for improvement, a plan 
will be developed by the evaluator and faculty member.  The plan will include a 
statement indicating how the district will assist with the improvement efforts. 
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The evaluation report and plan for improvement, if one is developed, will be filed 
in the faculty member's personnel file.  The file is accessible to the faculty 
member, the Board of Education, the evaluator, administrative staff to which the 
staff member applies for employment, and only those otherwise designated by 
the faculty member. 
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400.056  
 

CERTIFIED PERSONNEL EVALUATION INSTRUMENT 

 
 
The certified personnel evaluation instrument will be voted on annually and will 
adhere to the Oklahoma State Law and Teacher, Leadership, and Effectiveness 
Evaluation Law (TLE). The current model used is the Tulsa Model. 
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COYLE PUBLIC SCHOOLS 

Library Media Specialist 
 
The library medial specialist evaluation instrument will be voted on annually and 
will adhere to the Oklahoma State Law and Teacher, Leadership, and 
Effectiveness Evaluation Law (TLE). The current model used is the Tulsa Model. 
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COYLE PUBLIC SCHOOLS 
Counselor’s Evaluation 

 
The counselor’s evaluation instrument will be voted on annually and will adhere 
to the Oklahoma State Law and Teacher, Leadership, and Effectiveness 
Evaluation Law (TLE). The current model used is the Tulsa Model. 
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400.057      
 

SUSPENSION OF TEACHING PERSONNEL 
 

Probationary teachers will be evaluated at least twice each school year, once 
before November 15th, and once before February 10th.  Every career teacher 
must be evaluated at least once each year. 
 
The Principal will do two (2) things if a plan of improvement is required: 

A. Inform the teacher in writing of the problem and make a 
"reasonable effort" to assist the teacher in correcting the deficiency, 
and 

B. Allow a "reasonable time for improvement" which will not be greater 
than two months.  The "nature and gravity of the teacher's conduct" 
is to be considered in determining what is a "reasonable time for 
improvement." 

 
When the Superintendent feels dismissal is required, the Superintendent may 
suspend the teacher with pay and without notice or hearing if in his/her opinion 
suspension is necessary for "the best interest of the children in the district."  
Within ten (10) days after such suspension, the superintendent will initiate 
procedures to dismiss the teacher. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adoption Date:   Revision Date:   Page 1 of 1 



 143 

400.058    
 

CONTRACTS AND RE-EMPLOYMENT 
 
It is the policy of the Board of Education that professional employees, who for 
any reason intend to resign or who intend to retire are encouraged to indicate 
their plans in writing to the Board as early in the school year as plans may 
become firm and the decision to leave the district is made.  Resignations become 
effective at the end of the school year in which they are submitted.  Resignations 
for the subsequent school year, made after the 10 day after the first Monday in 
June, likewise require a release by the Board and will be considered on an 
individual basis.  Letters of resignation must be mailed to the Board by registered 
or certified mail. 
 
Probationary teachers may be terminated or non-renewed by the Board at its 
discretion subject to any statutory due process requirements in effect at the time 
such teacher is recommended for dismissal or non-renewal. 
 
Procedures for dismissal of certified employees are governed by state law and all 
actions of the school district and the Board are clearly identified in the statutes 
However, nothing in this policy shall be construed to prevent layoffs due to lack 
of funds or work. 
 
The Board of Education may vote to offer employment or to not offer employment 
for the subsequent school year in advance of the statutory deadline.  Until a 
written contract is executed or until the statutory deadline passes, the Board may 
vote to reemploy a certified employee. 
 
 
 
(Reference: 70 O.S. Section 6-101, 6-103.4, 6-105) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adoption Date:   Revision Date:   Page 1 of 1 



 144 

400.063    
 

TEACHER TERMINATION PROCEDURES; 
 
In accordance with the policy of the Board of Education, the following procedures 
shall be followed in terminating the employment of career and probationary 
teachers. 
 
Whenever the superintendent recommends to the Board of Education that a 
teacher employed within this school district be dismissed or not re-employed, the 
superintendent's written recommendation shall set forth the basis for the 
recommendation.  The recommendation shall include the specific statutory 
grounds on which a career teacher should be dismissed or not re-employed, or 
the cause for which a probationary teacher should be dismissed or not re-
employed, and shall include the underlying facts supporting the recommendation. 
 
If the Board of Education receives a recommendation for the dismissal or non-
reemployment of a teacher, the Board shall mail, or cause to be mailed, a copy of 
the recommendation to the teacher.  Such mailing will be by certified mail, 
restricted delivery, return receipt requested.  The notification shall include the 
teacher's right to a hearing before the Board, and the date, time, and place set by 
the Board for hearing.  Such hearing shall be held within the school district no 
sooner than twenty days nor later than sixty days following the teacher's receipt 
of notice.  The notice must specify the statutory grounds- for career teachers-or 
the cause-for probationary teachers-upon which the recommendation is based. 
 
After hearing the evidence and testimony presented at the hearing, the Board of 
Education shall vote in open meeting whether or not to dismiss or non-reemploy 
the teacher.  The teacher shall be notified of the Board's decision by certified 
mail, restricted delivery, return receipt requested.  If the decision of the Local 
School Board is to dismiss or non-reemploy a career teacher, the Board shall 
include notification of the teacher's right to petition for a trial de novo in the 
district court within ten days of receipt of such notice. 
 
The School Board's decision regarding the dismissal or non-reemployment of a 
probationary teacher is final. 
 
Each Local School Board of Education must forward hearing information 
concerning career and probationary teachers to the State Board of Education.  

A. Rights Afforded Parties 
The parties to the hearing are the career or probationary teacher 
and the district superintendent or designee and they shall be  
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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 interrogatories, affidavits, or depositions.  A list 
of all witness 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 or her own behalf and represent 

evidence and argument on all issues involved.   
5. The right to have an orderly hearing. 
 

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

C. Grounds for Dismissal or Non-reemployment of Career Teachers. 
The dismissal of a career teacher from contractual duties anytime 
during the school term and/or the nonrenewable of a teacher's 
contract shall be based upon one or more of the following statutory 
grounds.  

 
1. Willful neglect of duty; 
2. Repeated negligence in the performance of duty; 
3. Mental or physical abuse to a child; 
4. Incompetence; 
5. Instructional ineffectiveness; 
6. Unsatisfactory teaching performance; 
7. Any reason involving moral turpitude; 
8. A teacher shall be dismissed or not re-employed if convicted 

of a felony unless a presidential or gubernatorial pardon has 
been issued.  (H.B. 1883 authorizes schools to obtain name 
searches and fingerprint searches to ascertain felony 
backgrounds on teacher applicants.) 

9. A teacher may be dismissed, refused employment or not re-
employed after finding that such person has engaged in 
criminal sexual activity or sexual misconduct that has 
impeded the effectiveness of the individual's performance of 
school duties.  As used in this subsection: 
a. "Criminal sexual activity" means the commission of an 

act as defined in Section 886 of Title 21 of the 
Oklahoma Statutes, which is the act of sodomy; and 

b. "Sexual misconduct" means the soliciting or imposing 
of criminal sexual activity. 
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10. Failure to meet local school Board staff development 
requirements may be grounds for nonrenewable of a 
teacher's contract by the local school Board probationary 
teacher may be dismissed or non-reemployed for cause. 

D. Standards of Performance and conduct for Teachers. 
The following standards of conduct for teachers are adopted 
pursuant to state law. Teachers are charged with the education of 
the youth of this State.  In order to perform effectively, teachers 
must demonstrate a belief in the worth and dignity of each human 
being, recognizing the supreme importance of the pursuit of truth, 
devotion to excellence, and the nurture of democratic principles. 
 
In recognition of the magnitude of the responsibility inherent in the 
teaching process and by virtue of the desire 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. 

 
 
 

.Reference: 70 O.S. Section 6-101.22 
70 O.S. Section 6-158B). 

 
. ( 
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400.065  
 

REDUCTION IN FORCE (RIF) 
 
It is the policy of the Coyle Board of Education that, in the event it becomes 
necessary to reduce the professional staff of this school district, reduction-in-
force at any level may be based on the following conditions: 

Actual or projected decrease in revenue, 
Actual or projected decrease in enrollment, 
Actual or projected changes in educational programs or curriculum, or any 
other circumstances determined by the Board. 
 

In the event of such a situation, efforts will be made to accomplish the necessary 
reduction by attrition, voluntary resignation, or voluntary retirement.  Otherwise, 
reduction-in-force will be made according to the following procedures: 

A. The position will be the determining factor in a reduction, not the 
teacher occupying the position. 

B. The order of termination will be as follows: 
1. A licensed teacher in an eliminated position will be 

terminated first. 
2. A probationary teacher in an eliminated position will be 

terminated second.  However, if a probationary teacher is 
certified for a position held by a licensed teacher, the 
probationary teacher will be reassigned to that position, and 
the licensed teacher will be terminated. 

3. A career teacher in an eliminated position will be placed in a 
retained position in which the teacher is, at the time of the 
presentation of the recommendation to reduce force, 
certified by standard certification, provided the position is 
occupied by a probationary or licensed teacher who does not 
hold an extra duty assignment.  In the event the probationary 
or licensed teacher holds an extra duty assignment, the 
career teacher must be willing to accept the assignment and 
meet state requirements for the extra duty assignment 

4. If a career teacher is qualified for standard certification in a 
position held by a probationary or licensed teacher but does 
not have such a certificate, then such career teacher must 
have evidence of eligibility for such certification on file in the 
office of the Superintendent at the time for the presentation 
of the recommendation to reduce force. 

5. If there is more than one career teacher assigned to a like 
position that is subject to being eliminated, the following 
criteria, in this order, will be used to determine which of the  

 
 

Adoption Date:   Revision Date:   Page 1 of 3 



 148 

career teachers will be retained: 
a. Certification in a retained teaching position which is 

open.  A career teacher with standard certification for 
the retained position will be retained over a career 
teacher with provisional certification, and a teacher 
with provisional certification will be retained over a 
teacher with temporary certification or a license. 

b. Seniority in continuous, full-time, contracted, certified 
employment in the district. 

c. If certification and seniority are the same according to 
the above criteria, the determining factors in order of 
importance are: 
1) Years of teaching experience in the retained 

position in local school district. 
2) Academic degree status: 

 A teacher with a doctor's degree will be 
retained over a teacher with a master's 
degree or a bachelor's degree; a 
teacher with a master's degree will be 
retained over a teacher with a bachelor's 
degree. 

3) Current year evaluations. 
 

d. Recommendations of Principal and/or Superintendent. 
1) If there is more than one probationary teacher 

or more than one licensed teacher in the 
position being reduced, the criteria listed in 5, a 
through c, will be used in determining which 
probationary teacher or licensed teacher will be 
retained. 

 
Recognizing the importance of having qualified personnel to conduct 
extracurricular programs, the Board reserves the right to retain teachers or 
employ new teachers regardless of the factors used above in determining which 
teacher(s) to reduce for the following extra duty assignments: 
 
  The Head Coaches of Sports. 
 
The Board of Education reserves the right to retain teachers regardless of the 
criteria listed above when there is a need for teachers to take extra duty 
assignments if no other teachers with necessary qualifications and experience 
are available to take the needed duty assignments. 
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The Board reserves the right to select and employ all administrators regardless 
of factors listed above in determining which employees are to be reduced. 
 
Personnel whose employment is terminated under the provisions of this policy 
shall be given priority for re-employment to fill subsequent vacancies in positions 
for which they have standard certification.  Such re-employment shall be in 
reverse order of termination according to the provisions of this policy.  Priority for 
re-employment shall extend through the calendar year the reduction-in-force 
occurred. 
 
Any person terminated under the provisions of this policy who wishes to be 
considered for future vacancies must make formal application for a teaching 
position and must notify the Superintendent by certified mail, restricted delivery, 
within ten (10) days following final Board action on the termination, of the 
teacher's desire to remain an active applicant for a teaching position. 
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400.066    
 

REDUCTI0N IN FORCE (RIF) 
IMPLEMENTATION 

 
A. The superintendent upon receipt of the Board's preliminary determination 

of the necessity for a reduction in force, or upon his own volition, shall 
submit to the Board his written recommendations for terminating the 
employment of particular teachers.  In making his recommendations, the 
superintendent; 
1. shall not be limited to considering only teachers in the area or 

programs designated by he Board, 
2. shall consult with each principal or area supervisor in whose school 

or unit a termination is proposed, and 
3. shall take into consideration the criteria set out herein. 

 
B. In the absence of a recommendation for the superintendent pursuant to 

this section, or when the Board of Education chooses not to accept the 
superintendent's recommendation, the Board may initiate action without 
such recommendation provided that it adheres to the other provisions of 
this policy. 

C. Prior to taking any action to non-reemploy or dismiss a teacher due to a 
reduction in force, whether acting in a recommendation of the 
superintendent or on its own volition, the Board shall provide notice and 
an opportunity for hearing to the affected teacher.  The notice and hearing 
procedures shall be the same as those provided by Oklahoma law and 
Board policy regarding dismissal and non-reemployment of teachers for 
cause.  Notice of a recommendation of non-reemployment shall be given 
to the teacher prior to April 10.  Forms of the notices to be sent to the 
teacher are attached as appendices to this policy. 

D. At the hearing, evidence may be presented by the administration and the 
teacher, as to: 
1. Whether a reduction in force is reasonably necessary and is being 

made in good faith and for the best interest of the School District 
and 

2. Whether the recommendation to not renew (or dismiss) the specific 
teacher is being made in good faith, and made pursuant to this 
policy. 
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400.067  
 

REEMPLOYMENT AFTER  
REDUCTION IN FORCE 

 
A.  For one school year after the effective date of non-reemployment (or 

dismissal) due to a reduction in force, teachers non-reemployed (or 
dismissed) due to a reduction in force, must be notified of a vacancy prior 
to offering such position to any other teacher.  If more than one non-
reemployed (or dismissed) teacher is both certified and qualified for a 
position which they previously held with the School District and which 
becomes available, the Board, after receiving the superintendent's advice, 
shall select the teacher it believes will best fill the position.  Nothing in this 
policy shall give to any non-reemployed teacher priority rights to fill a 
vacancy which becomes available and for which they are certified and 
qualified unless such position is identical to the position which they 
previously held with the School District. 

B.  The offer of reemployment shall be made personally or by certified mail, 
return receipt requested, and the teacher shall be notified that if he wishes 
to accept, he must do so in writing within five (5) calendar days of his 
receipt of notice.  Failure to receive acceptance within five (5) calendar 
days or rejection of the offer of employment eliminates all reemployment 
rights of the teacher. 

C.  A career teacher who has been non-reemployed and who is then re-
employed within one school year shall be reinstated as a career teacher.  
A probationary teacher who is non-reemployed (or dismissed) but is then 
re-employed within one school year shall be given credit for the time 
already served as a probationary teacher for the purpose of determining 
eligibility for career teacher status. 
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COYLE PUBLIC SCHOOL 
 
(Date) 
 
(Name) 
(Address) 
 
 
Re:  Notice of Hearing on recommendation for Non-reemployment due to 
Potential Reduction in Force 
 
 
Dear      : 
 
 
This is to notify you that on the _   day of   , 20 _, at   p.m., 
the Board of Education will hold a hearing at   address , at which 
time the Board will consider and determine whether to accept my 
recommendation that your position be eliminated and that your contract not be 
renewed for the 20__ - __  school year due to a reduction in force. 
 
The cause or causes and the underlying facts for the recommendation are as 
follows: 
   
  
             
  
             
 
Also enclosed with this letter is a copy of my recommendation which sets out the 
cause or causes and underlying facts on which the recommendation is based. 
 
You have the right to appear before the Board at the hearing and present you 
position, and witnesses and other evidence, as to why a reduction in force is not 
necessary, why your specific teaching position should not be eliminated and why 
your teaching contract for the 20__-   school year should be renewed.  You 
will be given an adequate opportunity to present your side of the matter to the 
Board of Education. 
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If you have any questions concerning the procedures to be followed at the 
hearing, please feel free to contact me. 
 
Very truly yours, 
 
 
Superintendent of Schools 
Enclosure 
 
  (TO BE PERSONALLY DELIVERED TO TEACHER AND TO BE MAILED BY 
CERTIFIED MAIL, RETURN RECEIPT REQUESTED, ADDRESSEE ONLY) 
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Coyle Public School 
 
(Date) 
 
(Name of Teacher) 
(Address of Teacher) 
 
Re: Notice that Non-reemployment (Dismissal) Due to Reduction in Force has 
been approved by the Board of Education. 
 
Dear (Mr. or Mrs.)     : 
 
On the  day of  , 20 , the Board of Education of the Coyle 
School District voted to eliminate your employment position and to not renew 
your contract for the 20 -  school year because of a reduction in force. 
 
The basis for the Board's decision is: 
   
   
   
The decision of the Board of Education is final and non-appealable. 
 
If the Board decides to reinstate your specific position within the next school 
year, you will be notified and may be eligible to be re-employed. 
 
Very truly yours, 
 
 
Superintendent of Schools 
 
(TO BE PERSONALLY DELIVERED TO TEACHER AND TO BE MAILED BY 
CERTIFIED MAIL, RETURN RECEIPT REQUESTED, ADDRESSEE ONLY) 
 
(IF A PROBATIONARY TEACHER IS DISMISSED UNDER THIS POLICY 
RATHER THAN NONREEMPLOYED THEN THE LANGUAGE OF THIS 
LETTER NEEDS TO BE REVISED TO REFLECT A DISMISSAL) 
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400.075 
 

TEACHER'S SALARY SCHEDULE 
 
A. All teachers will be paid in accordance with the provision of a 

uniform single salary schedule set by the State Department of 
Education. 

B. The Board reserves the right to make exception to the schedule. 
C. The Board may amend the uniform salary schedule at its discretion. 
D. Personnel with special assignments will have their salaries set by 

the Board of Education and will serve at the discretion of the Board.  
The following will be considered as personnel with special 
assignments: school Principals, athletic directors, athletic coaches, 
etc. 

E. Pay checks will be issued approximately on the fifteenth (15) of 
each month beginning in September for teachers on teaching 
contracts. 

F. Pay checks will be issued approximately on the first (1) of each 
month for twelve (12) month employees. 
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400.080    
 

RESIGNATION OF TEACHERS 
 
When a faculty member wishes to resign, he/she should submit a letter of 
resignation to the Superintendent giving as much advance notice as possible and 
indicating the date and reason he/she desires to terminate the employment.    
Resignations must be sent to the Superintendent by Certified mail. 
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400.090    
 

SICK LEAVE FOR CERTIFIED EMPLOYEES 
 

The Board of Education shall provide sick leave and shall pay such certified 
employee the full amount of his/her contract salary during any absences from 
regular school duties for a period of time and under such conditions as the Board 
may determine, but not less than the minimum benefits hereafter specified.  
Payment for sick leave shall be made on the basis of the current salary rate in 
effect for the teacher receiving the payment. 
 
Certified employees are granted ten (10) days sick leave per school term, 
cumulative to sixty (60) days.  Teachers may accumulate one hundred-twenty 
(120) days of sick leave for retirement purposes only.  Days acquired above sixty 
(60) through one hundred-twenty (120) are only for purposes of establishing a 
bonus year of creditable service as defined by the Teacher Retirement System.  
Those working on a twelve month basis shall accumulate sick leave at the rate of 
twelve (12) days per year, cumulative to (60) days.  The ten (10) days sick leave 
will be effective with the employees reporting to work the first day. 
 
Time will be charged against sick leave when an employee is ill and unable to 
work.  The certificate of a physician may be required before sick leave is granted. 
 
Teachers may be allowed sick leave for members of their immediate family either 
at home or in the hospital, due to illness, surgery, or childbirth.  Immediate family 
shall be wife, husband, daughter, son, father, mother, or other members who are 
dependent on the employee.  This sick leave is to be deducted from the accrued 
sick leave and may not exceed five (5) days in any school year.  Teachers may 
be allowed a maximum of three (3) days sick leave for serious illness of any 
member of their family (not immediate family).  The total number of days allowed 
for all family illness, other than the employee, shall not exceed five (5) days in 
any school year. 
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400.100    
 

FUNERAL LEAVE POLICY 
 
Certified personnel may be permitted up to five (5) days without loss of pay for 
attending the funeral of a member of the immediate family. 
 
A member of the immediate family is considered by the district to be mother, 
father, sister, brother, wife, husband, son, daughter, son-in-law, daughter-in-law, 
brother-in-law, sister-in-law, mother-in-law, father-in-law, grandmother, 
grandfather, or grandchildren. 
 
Teachers may serve as pall-bearers or take part in burial rites without deduction 
of pay. (All of the above is within the ten (10) days allowed for sick leave.) 
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400.200    
 

EMERGENCY LEAVE 
 
Teachers shall be granted not more than two (2) days a year for emergency 
leave.  These days are not chargeable to sick leave and are non-cumulative.  
Emergency leave shall be recommended by the Principal and approved by the 
Superintendent. 
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400.250    
 

PERSONAL LEAVE 
 
Teachers shall be provided three (3) days for personal business leave upon the 
request of the teacher.  Salary deductions for such leave will be the salary level 
paid for the substitute teacher.  These days are not chargeable to sick leave and 
are non-cumulative. 
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400.300 
 

SALARY PAYMENT AFTER LEAVE EXHAUSTED 
 
If, after exhausting all sick leave, a teacher is absent from his or her duties due to 
personal accidental injury, illness, or pregnancy, the teacher shall receive the full 
contract salary less the amount actually paid a substitute teacher for his or her 
position of an additional period of twenty (20) days. 
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400.400 
 

SUBSTITUTE TEACHER PAY 
 
The pay of substitute teachers will be set annually by the Board of Education 
upon the recommendation of the Superintendent. 
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400.500    
 

REPLACEMENT OF TEACHERS ON LEAVE OF ABSENCE 
 
If an individual is employed to complete or fill the position vacated by the regular 
teacher who is on leave of absence due to illness, this employment will terminate 
either when the regular teacher returns or at the end of the school term.  If such 
replacement proves to be satisfactory, the individual will be given preferential 
consideration for re-employment if there is an appropriate vacancy. 
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400.600    
 

PROFESSIONAL LEAVE 
 
The professional leave is hereby referred to by the Coyle Board of Education as 
an approved absence with pay.  Approval must be secured through the 
administrative office prior to date of leave. 
 
Failure to notify Principal, business office, or superintendent will result in 
forfeiture of pay of 1/190 for each day leave is taken. 
 Permission should be secured one week prior to date of leave. 
 Examples of professional days: 

1. FFA - Stock Show 
2. FHA - State Convention 
3. State Workshops 
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400.700    
 

ADVERTISING ON SCHOOL PREMISES 
 
The pupils, staff members, or the facilities of the school may not be used in any 
manner for advertising or promotion of the interest of any community or non-
school agency or organization without approval of the Administration. 
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400.800   
 

CARE AND USE OF SCHOOL PROPERTY 
 
A. The teachers are responsible for the care and well-being of the 

school owned property with which they work and will keep it 
properly secured, repaired, and inventoried annually.  End of school 
inventory must be approved by the administration before said 
teacher will be released. 

B. Instance of vandalism should be reported immediately. 
C. Persons guilty of vandalism will be held responsible for repair of 

damage. 
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400.830    
 

SCHOOL BUSINESS TRIPS -  REIMBURSEMENT FORM 
 
SCHOOL BUSINESS TRIPS 
REIMBURSEMENT FOR EXPENSES 
 
Name         Month    
 
Mileage at $0.24/mile    Meal Expense 
       Motel/Hotel Expense 
        Actual expense incurred 
        (Please attach receipt) 
 
             
Trip to Purpose Regular & Miles @$.24 Meal Motel Total 
  Other Expenses   Exp. Exp.
 Expense 
         
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
        Total Expenses:   
 
Claimant       
 
Superintendent      
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400.840 
 

TEMPORARY CONTRACT:   NOTICE OF LIMITED EMPLOYMENT 
 
It is agreed by the employee and employing district that employment will begin 
even though the results of the requested felony search have not as yet been 
received.  It is specifically agreed by the district and the employee that the 
attached contract only provides employment up to the time the pending 
requested felony search report is received by the district ant that the employee 
has no contractual or property rights of whatever nature in continued employment 
with the district past the receipt and review of the felony search report or sixty 
(60) days from the first day of district employment if no such report is received, 
whichever occurs earlier.  If the felony search report results show that the 
employee has a felony record, then the district may, through its Superintendent, 
void this contract and immediately terminate employment without further notice or 
hearing.  Employment shall automatically end if the felony search report is not 
received within sixty (60) days of the first day of service of employment duties.  It 
is agreed that this Contract Addendum shall supersede any and all statements 
made otherwise in the attached regular employment contract. 
 
If the felony search is received and such report shows no felony record, then, for 
a support employee, the temporary period of employment shall extend past the 
end of the sixty (60) day period for the rest of the initial year of employment as 
per the attached one year probationary contract, and, for a teacher, this 
temporary contract provision shall be of no effect and employment will be 
governed by the attached regular or temporary contract.  If a felony conviction is 
listed on the report, then employment will end when the report is received unless 
the district, through its Superintendent, decides to offer continued employment to 
the employee. 
 
I acknowledge that I have read the above statement, that I understand its 
provisions prevail over any contrary provisions in the attached regular contract, 
that I understand my employment may cease prior to sixty (60) days if the felony 
search report shows a felony conviction, and that my employment will terminate 
at the end of sixty (60) days if no felony record is received during that time 
period.  The employee also understands that the employee is employed for a 
one-year probationary period during which time the employee may be dismissed 
from employment without notice or hearing and thus any employment past 
receipt of the report will extend for the maximum period of one year of 
employment. 
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500.000    
SUPERINTENDENT’S  SECRETARY  

JOB DESCRIPTION 
 
QUALIFICATIONS 

CREDENTIALS: Must be bonded 
EDUCATION: Some college hours in the Business field 

    H.S. Diploma, GED: Secretarial preparation courses 
Training or Experience Required: 

Candidate should have 3 to 4 years of experience with 
financial records.  Must have some computer experience 
working with financial records and payroll. 

 
Special Skills, Knowledge, Abilities: 

Communication Skills (oral, written, or business): 
Candidate should possess knowledge of grammatical 
structure and vocabulary sufficient for preparing 
correspondence from rough draft or proofing of 
completed material.  He/She should communicate in 
clear, correct English. 

Data Recording/Record Keeping: 
Secretary will perform data recording/record keeping 
operations determining what changes need to be 
made to existing records, including computerized 
records. 

Mathematical Skills: 
The secretary will perform routine computations 
requiring a knowledge of addition, subtraction, 
multiplication and division using whole numbers, 
fractions, decimals and/or percentages. 

Reading and Interpretation: 
He/ She will read and interpret routine written or 
printed materials such as basic blueprints, charts, 
diagrams, maps or instructional material. 

Business Machines: (ex:  computer, copiers, fax, etc.): 
Secretary will operate complicated business 
machines requiring formal, specialized training.   This 
could include personal computer software with 
sophisticated retrieval, storage and merging 
capabilities.  Examples would be designing a 
spreadsheet and generating reports. 
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Office Filing and Retrieving: 
The secretary will be responsible for establishing 
and/or maintaining an existing filing system. 

Spelling Skills: 
The candidate should be able to spell correctly and 
proofread work of others concerning spelling and 
grammatical structure. 

Typing Skills: 
Typing at 50 WPM at 90% accuracy required. 

 
SITE:   Central Office 

 
Job Goal (Purpose of Position): 

He/ She will perform skilled level clerical duties under 
minimal supervision to keep the school district's financial 
records accurate.  In addition, the secretary will utilize 
independent judgment in choosing solutions to problems that 
may arise. 

 
Contact with Others: 

The secretary will have regular contact with persons outside 
the district that requires tact and diplomacy and independent 
judgment. 

Other Performance Measures: 
Successful performance of the job requires good customer 
service and people skills in order for the organization to 
function effectively.  It requires following school dress 
standards, proper attendance, and leave policies.  Creativity, 
initiative and effective problem solving is very important to 
the success of the position. 

 
ESSENTIAL JOB FUNCTIONS: 

A. Acts as District Encumbrance Clerk: Enters purchase orders 
and all vendor information, places orders, receives and pays 
invoices and monthly statements, oversees yearly 
encumbrances, maintains all purchasing records for state 
and local auditors and encumbrance reports for the Board. 

B. Maintains the payroll: Checks salary figures, figures salaries 
with deductions, calculates days, hours and months in the 
work year, types contracts for all certified and support 
employees, maintains monthly additions and deletions from 
payroll authorization, figures part-time pay and supplemental 
payrolls throughout the year, prepares end-of-month payroll 
reports. 
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C. Monitors Child Nutrition: Keeps budget, enters data on 
computers and maintains purchase orders of expenditures. 

D. Manages all district activity accounts: Records purchase 
orders, deposits and receipts, processes and orders 
requests, writes checks and reconciles monthly statements, 
prepares a monthly balance sheet for the Board, and verifies 
all account balances. 

E. Prepares various monthly reports: This includes employment 
security, tax reports, Board encumbrances, activity balance 
sheets, employee absences and sick leave records, and 
other reports as requested by the administration. 

F. Prepares yearly reports: This includes occupational injuries, 
personnel, audit preparations, OCAS, and other reports as 
requested by the administration. 

G. Assistant to Superintendent: This includes preparing 
budgets, personnel and Board matters, confidential 
correspondence, compiling information for costing studies, 
updating school insurance's, and ordering custodial supplies. 

H. Performs other duties as assigned. 
 

PHYSICAL/MENTAL REQUIREMENTS AND WORKING CONDITIONS: 
Employee's job requires frequent lifting of UPS freight and mail up 
to 24 pounds and occasionally lifting 25 to 100 pounds.  
Employee's job requires manual/visual dexterity to operate a 
computer, copy machine, and other office equipment. Employee 
must be able to communicate effectively on the telephone and in 
person. 

 
TERMS OF EMPLOYMENT: 

Contract Length:   
The school secretary will be employed twelve (12) months 
each year on a full time basis.  The secretary will receive ten 
(10) days paid vacation and paid release time for holidays 
and professional days. 

Work Schedule: 
Arranged through the superintendent. 

 
 
Amendments to the superintendent’s secretary job description may be made by 
the superintendent in-order to benefit the needs of the school. 
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500.005    
 

PRINCIPALS’  SECRETARY JOB DESCRIPTION 
 
QUALIFICATIONS 

CREDENTIALS: None 
EDUCATION: High School Diploma, GED: Secretarial preparation 

courses in or after high school. 
 

Training or Experience Required: 
Candidate should have 3 to 4 years of experience with 
financial records. Must have some computer experience. 

 
Special Skills, Knowledge, Abilities: 

Communications Skills (oral, written, or business): 
Position requires basic communication skills to 
exchange information, give and receive simple 
instructions, and respond to inquires.  Includes filling 
out forms.  Knowledge of grammatical structure, 
vocabulary for preparing correspondence from rough 
draft or proofing of completed material.  Secretary 
should be able to communicate on the phone in clear, 
grammatically correct English and compose 
correspondence for principals. 

Data Recording/Record Keeping: 
Secretary will perform data recording/record keeping 
operations determining what changes need to be 
made to existing records, including computerized 
records. 

Mathematical Skills: 
Secretary will perform routine computations that 
require knowledge of addition, subtraction, 
multiplication and division using whole numbers, 
fractions, decimals and/or percentages. 

Reading and Interpretation: 
Secretary should be able to read and interpret routine 
written or printed materials such as charts, diagrams, 
maps or instructional material. 

Business Machines (computer, copiers, fax,   etc.): 
Secretary will use business machines requiring 
competence derived from training such as duplicating 
equipment, computers and other basic word 
processing equipment. 
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Office Filing and Retrieving: 
The secretary is responsible for establishing and/or 
maintaining an existing filing system. 

Spelling Skills: 
The secretary should spell correctly and proofread 
work of others concerning spelling and grammatical 
structure. 

Typing Skills: 
Typing at 50 WPM at 90% accuracy required.  
Transcription is desirable and may be required. 

Terms of Employment: 
Contract Length: 

The secretary is employed for 180 days and may be 
asked to work additional days during the summer. 

 
    Job Goal (Purpose of Position): 
     He/ She will perform skilled level clerical duties 
                                                      under minimal supervision; the secretary will  
                                                      utilize independent judgment in choosing 
                                                      solutions to problems that may arise. 
   Contact with Others: 
    The secretary will have regular contact with persons  
                                            outside the school which requires the use of tact, 
                                            diplomacy, and independent judgment. 
   Other Performance Measures: 
    Successful performance of the job requires good 
                                           customer service and people skills in order for the 
                                           organization to function. It requires following school 
                                           dress standards and attendance and leave policies. 
                                           Creativity, initiative, and effective problem-solving  are 
                                           very important to the success of the position. 

 
ESSENTIAL JOB FUNCTIONS: 

Answers the phones for the Pre-K-12 Buildings: is  
polite and courteous at all times. produces proper 
correspondence materials for the principals; writing 
letters to parents and the public (this will include 
working with a database program).  
Helps with absentee/tardy slips as needed. 

                                           Exercises strict confidentiality in all facets of the job. 
                                           Performs other duties as assigned. 
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PHYSICAL/MENTAL REQUIREMENTS AND WORKING CONDITIONS: 
 Employee’s job requires some lifting of UPS freight and mail 

of 24 pounds and occasional lifting of 25 to 100 pounds. 
Employee’s job requires manual/visual dexterity to operate a 
computer, copy machine, and other office equipment.  
Employee must be able to communicate effectively on the 
telephone and in person. 

 
 

Amendments to the principals’ secretary job description may be made by the 
principals or superintendent, at the approval of the superintendent, in-order to 
benefit the needs of the school. 
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500.010    
TEACHER'S AIDE 

 
QUALIFICATIONS 

EDUCATION: Must Meet the Standards of “Highly Qualified”  
                       As Defined by No Child Left Behind Federal Guidelines  
Special Skills, Knowledge, Abilities: 

Communication Skills (oral, written, or business): 
The teacher's aide should possess communication 
skills to exchange information, give/receive simple 
instructions and respond to inquiries. 

Data Recording and Record Keeping: 
The teacher's aide will perform data recording and 
record keeping operations. 

Mathematical Skills: 
The teacher’s aide will perform routine computations 
requiring knowledge of addition, subtraction, 
multiplication and division using whole numbers, 
fractions, decimals and/or percentages. 

Reading and Interpretation: 
The teacher's aide shall read and interpret routine 
written or printed materials such as charts, diagrams, 
maps or instructional material. 

Business Machines (computers, copiers, etc.): 
The teacher's aide shall operate business machines 
requiring competence derived from training such as 
duplicating equipment, computers and other basic 
word processing equipment. 

Office Filing and Retrieving: 
The teacher's aide is responsible for establishing 
and/or maintaining an existing filing system. 

Performance Responsibility: 
A. Perform clerical tasks for teacher. 
B. Prepare copies for students. 
C. Helps supervise students in the classroom, in the 

halls, on the playground, on the way to the lunch 
room, and on the way to the buses. 

D. Help with individual instruction of students under the 
teacher's supervision. 

E. Perform other duties assigned by the teacher or 
principal. 

Terms of Employment:180 day contract or the minimum 
hours approved for the school year. 
Work Schedule: Assigned by Superintendent. 

 
Adoption Date:   Revision Date:   Page 1 of 1 



 177 

500.015   
 

SUPERVISOR OF BUILDINGS, GROUNDS,  
AND MAINTENANCE 

 
QUALIFICATIONS 

CREDENTIALS:  None 
EDUCATION: High school diploma, GED and/or a minimum of two 

years of specialized experience. 
 

Training or Experience Required: 
Candidate should possess two to three years of experience 
in custodial service. 

 
Special Skills, Knowledge, Abilities: 

Communication Skills: 
Position requires basic communication skills to 
exchange information, give and receive simple 
instructions and respond to inquires. Includes filling 
out forms. 

Data Recording and Record Keeping: 
Employee will perform simple data recording and 
record keeping operations requiring logging, filing or 
posting single entry items. 

Mathematical Skills: 
Employee will use basic addition and subtraction in 
performance of job. 

Reading and Interpretation: 
Supervisor will be able to read and understand simple 
instructions. 

Tools and Equipment Usage: 
Employee will use tools or equipment in a manner requiring 
some training or instruction. 

Site:  Coyle School Campus 
Reports to: Superintendent 

 
Job Goal (Purpose and Duties of Position): 

      A.       The supervisor will see that the custodial duties are 
                 done in all of the buildings.   

B. Seeing that the grounds are kept mowed, picked up, 
shrubbery trimmed, and general landscaping. 

C. Seeing that the maintenance of all buildings and 
equipment is maintained. 
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A. Reporting as required to the Superintendent. 
B.  

Other Performance Measures: 
Good customer- service, people skills and adherence to 
District dress standards is important to projecting a positive 
perception of the school to students, staff and members of 
the public.  Following safety guidelines and policies is critical 
to preventing injuries to self and others.  Adherence to 
District attendance and leave policies and other work habits 
is critical to completing required tasks and maintaining a 
smooth operation.  Creativity, initiative and effective problem 
solving are important when handling problems that may arise 
when supervisory is not available. 

 
Physical/Mental Requirements and Working Conditions: 

Employee should be able to walk for eight hours per day.  
Job requires frequent bending/stooping, squatting/crouching 
and pushing/pulling, as well as occasional crawling/kneeling, 
climbing heights up to a minimum of twelve feet and 
reaching above the shoulder.  Job requires frequent 
carrying/lifting of a minimum of 75 pounds. Examples:  
Moving furniture, custodial chemicals, books, and trash 
containers etc. 
 
Job requires employee to use both hands for repetitive 
actions involving simple and firm grasping.  Employee must 
possess manual dexterity sufficient to sweep, mop and 
change light bulbs.  Employee must possess hearing and 
speaking abilities to receive instructions and communicate 
with others.  Employee must have mobility enough to bend, 
stoop, walk, reach and lift.  Employee must have mental 
ability to exercise good judgment with little or no supervision. 
 
Job requires use of and proximity to machinery such as 
sweeper and exposure to gas, fumes, and dust from 
chemical cleaners. 

 
Terms of Employment: 

Contract Length: 
The supervisor will have twelve (12) month contract 
with ten (10) days vacation and paid release time on 
holidays and professional days. 

Work Schedule: Arranged through the superintendent. 
 
 
Adoption Date:   Revision Date:   Page 2 of 2 



 179 

500.020    
 

CUSTODIAN JOB DESCRIPTION 
 
QUALIFICATIONS 

CREDENTIALS: None 
EDUCATION: H.S. Diploma, GED and/or Specialized experience 

 
Special Skills, Knowledge, Abilities: 

Communication Skills: 
Basic communication skills are needed to exchange 
information, give and receive simple instructions and 
respond to inquiries. 

Mathematical Skills:  
Uses basic addition and subtraction in performance of 
job. 

Reading and Interpretation: 
Reads and understands simple instructions. 

Tools and Equipment Usage: 
Uses tools or equipment in a manner requiring some 
training or instruction. 
 

Site: Coyle School Campus 
 

Reports to: Supervisor of Buildings, Grounds, and Maintenance  
 
Job Goal(Purpose of Position): 

Performs entry level custodial duties under general 
supervision to maintain the building in a clean and safe 
condition. 
Employee follows generally standardized operating policies 
and procedures. 

 
Contact with Others: 

Has little to no regular public contact other than with 
members of own staff or employer.  Some interpersonal 
interaction or communication is required. 

 
Other Performance Measures: 

Good customer-service and people skills and adherence to 
District dress standards is important to projecting a positive 
perception of the school to students, staff and members of 
the public.  Following safety guidelines and policies is critical 
to preventing injuries to self and others.  Adherence to  
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District attendance and leave policies and other work habits 
is critical to completing required tasks and maintaining a 
smooth operation.  Creativity, initiative and effective problem 
solving is important when handling problems that may arise 
when supervisory staff is not available. 

 
Essential Job Functions: 

A. Cleans assigned classrooms and hallways daily. 
Example: sweep, mop, dust and vacuum 

B. Cleans restrooms and offices daily. 
C. Washes windows, moves furniture and stocks 

supplies as necessary. 
D. Will raise and lower the school flags. 

E. Perform other duties as assigned. 
 

Physical/Mental Requirements and Working Conditions: 
Employee must be able to walk for eight hours per day.  Job 
requires frequent bending/stooping, squatting/crouching and 
pushing/pulling, as well as occasional crawling/kneeling, 
climbing heights to a minimum of twelve feet and reaching 
above the shoulder.  Job requires frequent carrying/lifting a 
minimum of 75 pounds. Example: to move furniture, 
transport mop buckets and emptying or moving trash 
containers. 
 
Job requires employee to use both hands for repetitive 
actions involving simple and firm grasping.  Employee must 
possess manual dexterity sufficient to sweep, mop and 
change light bulbs.  Employee must possess visual ability to 
identify area in need of cleaning and read instructions.  
Employee must have mobility enough to bend, stoop, walk, 
and use good judgment with little or no supervision. 
 
Job requires use of the proximity to machinery such as 
sweepers and exposure to gas, fumes, and dust from 
chemical cleaners. 

 
Terms of Employment: 180 day contract.  Custodian may be asked  
                                      to work for additional contract days during 
                                      the summer. 

Work Schedule: Arranged through superintendent. 
 
 
 
 
Adoption Date:   Revision Date:   Page 2 of 2 



 181 

500.045    
 

TRANSPORTATION SUPERVISOR AND MECHANIC 
 
JOB DEFINITION:  The Transportation Supervisor and Mechanic, in cooperation 

with the Superintendent, is responsible for the hiring, training, assigning, 
supervising and recommendation of dismissal of school bus drivers as 
well as performing maintenance and mechanic work on all school 
vehicles.  The Transportation Supervisor and Mechanic must be 
knowledgeable with state and federal laws and regulations regarding 
school transportation;  designs regular and handicapped bus routes and 
schedules as well as investigates bus accidents;  Supervises the 
transportation department; is on call as needed; and is provided with a 
radio for bus communications. 

 
QUALIFICATIONS: 

1. Required Credentials 
A. High School Diploma or Equivalent 
B. Current Oklahoma Commercial Driver's License (CDL), 

Class B minimum with a Passenger Endorsement and Air 
Brake Certification 

  C. Current School Bus Driver's Certification 
D. Current Instructor's Certification for the Oklahoma School 

Bus Driver's Course (or obtain one) 
E. Mechanic abilities that include diesel and gas powered 

vehicles 
 
 2. Experience 

A. Three years experience supervising transportation 
B. Three years mechanical experience (diesel and gasoline) 

 
DUTIES:    
 I.  Supervision of Bus Drivers 
  A. Hiring 
   1. Interview and screen prospective bus drivers. 
   2. Check driving and criminal records of all new 
                                            employees promptly. 
   3. Check work references of prospective drivers. 

4. Check driving records of all drivers at beginning of 
every school year. 

   5. Notify Superintendent's secretary of each new 
                                           employee. 
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            B. Training 
1. Provide driver training and instruction courses as 

needed to meet the state, federal, and Coyle School 
Policy requirements. 

2. Provide supervised practice time in bus driving until 
individuals exhibit  satisfactory skills. 

3. Provide driver in-service training for instruction 
pertinent to job responsibilities. 

4. Arrange for required yearly physicals of all drivers. 
5. Arrange for mandated drug tests of all new holders of 

CDL and random periodic drug and alcohol tests on 
all CDL holders in the district. 

 
            C. Bus Routes 

1. Assign drivers to routes, to ensure that all routes are 
covered. 

2. Works with activities director to ensure that all field 
trip requests are handled in a prompt and timely 
manner. 

3. Reroute and/or reassign drivers as needed for 
temporary or permanent situations. 

 
  D. Supervising 

1. Supervise drivers and advise of methods to improve 
their ability to operate buses in a manner satisfying 
the rules and safety regulations pertaining to a school 
bus operator. 

2. Attempt to make contact with every driver daily, being 
alert to any unusual behavior or physical 
characteristic that might indicate unsafe handling of 
the vehicle and/or students. 

3. Periodically observe driver skills during actual work 
assignments. 

4. Review all required paperwork received from drivers 
in a timely manner. 

  E. Dismissing 
1. Document undesirable actions and complaints 

received concerning drivers. 
2. Have all available up-to-date information in the 

driver's file. 
3. Notify drivers of problem areas and advise on 

procedures that may correct problem. 
4. Notify the Superintendent of any recommendation for 

termination. 
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        II. Routes 
  A. Design 

1. Working with Superintendent, design bus routes for 
both regular and handicapped students, conforming to 
state and federal regulations. 

2. Review routes each summer and revise as 
necessary. 

3. Revise and reroute as needed for temporary or 
permanent situations. 

 
  B. Implementation 

1. Open the bus barn each school day in time to 
accommodate all bus routes. 

2. Make every effort to have buses run on schedule and 
discourage unauthorized route changes. 

3. Keep all route information current and dispersed to 
necessary personnel. 

4. During inclement weather, drive routes during early 
morning and report to Superintendent. 

 
  C. Supervision 

1. Supervise bus loading, directing buses, and getting 
students off and on safely. 

2. Resolve discipline problems at loading, with help of 
Principals on duty. 

3. Resolve problems of children who board wrong bus, 
delivering students to their homes if necessary. 

4. Stay on duty until all buses are back at bus barn each 
evening. 

5. Advise drivers of temporary or permanent changes in 
parking procedures. 

 
  D. Student Discipline 

1. In a timely manner, review and forward a copy of 
each unsatisfactory bus conduct report to the 
appropriate site Principal. 

2. View films from bus cameras for discipline infractions. 
3. Work with Principals, parents, and drivers concerning 

discipline. 
4. Act as liaison with parents for complaints and special 

requests. 
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                       E. Special Education 
1. Be familiar with state and federal laws and regulations 

in the transporting of special education students. 
2. Provide drivers and monitors properly trained for 

handicapped students. 
3. Attend IEP meetings for special education students 

needing transportation. 
 
  F. Safety 

1. Be involved with producing and implementing a safety 
program to be presented in  the elementary 
schools. 

2. Investigate the scene of every school bus accident 
and record data. 

 
  G. Miscellaneous 
   1. Be on call for transportation emergencies. 
   2. Any other duties as assigned. 
 
 III. Mechanic Work 

A. Perform mechanic work, routine maintenance, and trouble 
shooting on all district  vehicles. 

   1. Repair vehicles as necessary. 
   2. Obtain parts and supplies as necessary. 
   3. Maintain records on each vehicle as required. 
   4. Check all vehicles regularly for possible problems. 
 
  B. General Clean Up Work 
   1. Wash outside of buses. 
   2. Keep bus barn clean and safe. 
   3. Keep tool room orderly, safe, and secure. 
   4. Complete maintenance and cleanup of all vehicles  
                                           during summer. 
 
 IV. Physical/Mental Requirements and Working Conditions 

A. Employee must be able to walk for eight hours per day.  Job 
requires frequent bending/stooping, squatting/crouching and 
pushing/pulling, as well as occasional crawling/kneeling, 
climbing heights to a minimum of twelve feet and reaching 
above the shoulder.  Job requires frequent carrying/lifting a 
minimum of 75 pounds.  Examples:  moving oil barrels, bus 
parts, tires, and etc. 
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       V.  Term of Employment 
  A. Contract Length 

1. 12 month contract with ten (10) days paid vacation 
and paid release time on holidays and professional 
days. 

 
  B. Work Schedule 
   1. Arranged through Superintendent. 
 
  C. Immediate Supervisor 
   1. Superintendent of Schools. 
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500.050    
BUS DRIVER JOB DESCRIPTION 

 
QUALIFICATIONS: 

CREDENTIALS: Commercial Driver's License with passenger 
endorsement; Oklahoma School Bus Driver's 
Certificate. 

EDUCATION: High school diploma, GED or equivalent experience. 
TRAINING OR EXPERIENCE REQUIRED: Six to twelve months 

transporting students. 
 

Special Skills, Knowledge, Abilities 
Communication Skills: 

Basic communication skills to exchange information, 
give/receive simple instructions and respond to 
inquires.  Includes filling out forms. 

Mathematical Skills: 
Uses basic addition and subtraction in performance of 
job. 

Reading and Interpreting: 
Reads and interprets routine written or printed 
materials such as basic blueprints, charts, diagrams, 
maps or instructional material. 

 
Site: Bus Barn 

 
Reports to: Supervisor of buildings, grounds, and maintenance.  

Reports maintenance and vehicle problems to the 
transportation supervisor and mechanic. 

 
Job Goal(Purpose of Position): 

Performs semi-skilled to skilled level driving duties under 
general supervision to transport students in a safe and 
orderly manner. 
 
Employee follows generally standardized operating policies 
and procedures 

 
Contact with Others: 

Employee has regular contact with other employees and the 
public.  Gathers routine information and responds to routine 
questions.  Has contact with students daily. 
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Other Performance Measures: 
Good people skills are very important to avoiding and 
resolving conflicts and maintaining order.  Following safety 
guideline and policies is critical to avoiding accidents and 
injuries to self and students.  Adherence to District dress 
standards, attendance and leave policies and other work 
habits are critical to maintaining the overall image of the 
transportation department.  Creativity and initiative are 
important to solving problems as they occur without 
supervision. 

 
Essential Job Functions: 

A. Transports students to and from school and school 
related activities. 

B. Sweeps bus daily. 
C. Inspects bus before each trip. 
D. Performs other duties as assigned. 

 
Supervision Exercised: 

May occasionally supervise temporary employees. 
 

Physical/Mental Requirements and Working Conditions: 
In a typical work day, employee must be able to sit for four 
hours. Job requires occasional bending/stooping and 
carrying/lifting up to ten pounds.  Job requires employee to 
use both feet for repetitive movements, such as operating 
foot controls.  Job requires employee to use both hands for 
repetitive actions involving simple and firm grasping.  
Employee must possess manual dexterity sufficient to 
operate a school bus.  Employee must posses visual ability 
to read traffic signs.  Employee must possess speaking 
ability to communicate with students and parents.  Employee 
must have mobility and mental ability enough to act in an 
emergency. 

  Job requires working in the outdoors under various 
temperatures and driving motorized equipment.  Employee 
must understand the importance of safety and be committed 
to safe driving. 

 
Terms of Employment;180 day contract or the minimum 
hours approved for the school year. 

 
Work Scheduled by the superintendent. 
Salary Schedule: Based on length of bus route. 
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Transportation Personnel Policies 
A. Bus drivers will not use tobacco while children are on 

the bus.  Use of alcohol preceding the driving of a bus 
will be grounds for immediate dismissal. 

B. Bus drivers will report to their buses at a time before 
the run starts as specified by the supervisor. 

C. Bus drivers must meet all state laws of certification 
and must carry their license on their persons at all 
times. 

D. Bus drivers will furnish, each year, a Health Certificate 
signed by a physician before the beginning of the 
school year. 

 
Transportation – Who May Ride 

The use of school buses for purposes other than the 
transportation of children to and from school should be 
strictly limited.  Nevertheless, there are some purposes 
which necessitate transporting pupils some distance from 
school that justify the use of a school bus.  A district-owned 
school bus may be used for group movements to and from 
contests, athletic games, or other school functions under the 
direct auspices of the Board of Education.  School buses 
whether privately or publicly owned will not be used to haul 
livestock, commodities, or anything that will render them 
unsuitable for use on short notice. 
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500.055    
GENERAL HELPER JOB DESCRIPTION 

 
QUALIFICATION: 

CREDENTIALS: None 
EDUCATION: Specialized experience 

 
Special Skills, Knowledge, Abilities: 

Communication Skills 
Basic communication skills to exchange information, 
give/receive simple instructions and respond to 
inquires. 

Reading and Interpreting: 
Reads and understands simple instructions. 

Tools and Equipment Usage: 
Uses tools or equipment in a manner requiring some 
training or instruction.  Always adheres to safety first 
when working. 
 

Reports to: Supervisor of Buildings Grounds, and Maintenance; 
Transportation Supervisor and Mechanic. 

 
Job Goal(Purpose of Position): 

Performs entry level custodial duties, maintenance, lawn and 
grounds care, help with transportation equipment and other 
duties as assigned. 

 
Terms of Employment: 

Contract Length: 
180 day contract or 12 month contract based on needs or 
the minimum hours approved for the school year. 

 
Work Schedule: 

Arranged through Superintendent. 
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500.200    
CAFETERIA MANAGER 

 
QUALIFICATIONS 

CREDENTIALS:  High School Diploma or GED 
EDUCATION:  Specialized Training or Experience 
TRAINING OR EXPERIENCE REQUIRED: 12-24 months managing 

and cooking experience, including menu planning, 
purchasing of food, and record keeping. 

 
Special Skills, Knowledge, Abilities: 

Communication Skills (oral, written, or business): 
Basic communication skills to exchange information, 
give/receive simple instructions and respond to 
inquires.  Includes filling out forms, taking inventory 
and planning purchases, menus, and work schedule 
for the other cafeteria employees.  Communicates on 
the phone in clear, grammatically correct English. 

 
 
Data Recording/Record Keeping: 

Performs routine computations requiring a knowledge 
of addition, subtraction, multiplication and division 
using whole numbers, fractions, decimals and/or 
percentages. 

Reading and Interpreting: 
Reads and interprets routine written or printed 
materials such as menus, nutrition information, etc. 

 
Physical/Mental Requirements and Working Conditions: 

Employee must be able to walk or stand for eight hours per 
day.  Job requires frequent bending/stooping, 
squatting/crouching and pushing/pulling, as well as 
occasional crawling/kneeling, climbing heights up to six feet 
and reaching above the shoulder.  Job requires frequent 
carrying/lifting up to 50 pounds to move food supplies, 
cleaning supplies, transport mop buckets and empty trash 
barrels. 
 
Job requires employee to use both hands for repetitive 
actions involving simple and firm grasping.  Employee must 
posses manual dexterity sufficient to sweep, mop, handle 
food, etc.  Employee must posses visual ability to identify  
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areas in need of cleaning and read instructions.  Employee 
must posses hearing and speaking abilities to give 
instructions and communicate with others.  Employee must 
have mobility enough to bend, stoop, walk, reach and lift.  
Employee must have mental ability to exercise good 
judgment with little or no supervision. 
 
Job requires use of and proximity to machinery such as 
mixers, cookers, gas stove, deep fat fryers, dish washer, and 
exposure to kitchen chemical cleaners. 

 
Site:  Coyle School Cafeteria 

 
Reports To: Superintendent 

 
Performance Responsibilities: 

 Responsible for supervising and directing the food 
service program. 

 Manage food preparation and kitchen management. 
 Responsible for planning and preparation of menus. 
 Prepare data so that superintendent can make local, 

state and federal reports as required. 
 Recommend the purchase of equipment. 
 Make all food purchases. 
 Responsible for all other duties as may be required to 

insure proper operation of the Food Service Program. 
 
Essential Job Functions: 

In addition to the standards set for all employees the 
Cafeteria Manager must have the following qualifications: 

A. Be a capable leader.  Use the pronoun "I" 
sparingly. 

B. Should have a thorough understanding of the 
National School Lunch Program and its 
purpose. 

C. Should be interested in furthering ones 
knowledge of nutrition and the needs of 
children. 

D. Be capable of dealing tactfully with people.  
Show enthusiasm, it rubs off on others. 

E. Have initiative and good judgment - keep 
informed and keep an open mind. 
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F. Maintain good morale among employees - 
have an understanding mind, be fair, and 
impartial to all. 

G. Should have a personality that inspires 
confidence in those working with him/her. 

H. Know all the facts before making a decision. 
I. Keep employees informed - on standards, 

policies and rules. 
J. Be willing and have the ability to delegate 

responsibility and authority. 
K. Should have the ability to prepare work 

schedules and organize work to maintain and 
efficient operation. 

L. Recognize individual differences, develop 
specific skills of each person, and select the 
right person for each job. 

M. Have the ability and the courage to evaluate 
employees' work - show appreciation for a job 
well done. 

N. Should have a thorough knowledge of the 
basic principles of food preparation - must 
assume responsibility for all food served. 

O. Be responsible for all employees maintaining 
high sanitation standards in the preparation 
and serving of food. 

P. See that all safety factors are observed by 
employees. 

Q. Develop and maintain a spirit of cooperation 
with the faculty, students and employees. 

R. Give on the job training to increase efficiency 
by doing each job, not the hard way - but the 
smart way.  

S. Be personally responsible for the orientation of 
new employees. 

 
Terms of Employment: 

Contract Length: 180 day contract or the minimum hours 
approved for the school year. 
 
Work Schedule: Arranged by the Superintendent. 
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500.210  
CAFETERIA WORKERS 

 
 QUALIFICATIONS: 
 CREDENTIALS:  None 
 EDUCATION:  Specialized skills in food preparation 
 
 Special Skills, Knowledge, Abilities: 
 

 Communication Skills: 
 Basic communication skills to exchange information, 

give/receive simple instructions and respond to inquires.   
 

Reading and Interpreting: 
Reads and interprets routine written or printed materials 
such as recipes. 

 
 Physical/Mental Requirements and Working Conditions: 
  Employee must be able to stand or walk for eight hours per day.  

Job requires frequent bending/stooping, squatting/crouching and 
pushing/pulling, as well as occasional crawling/kneeling, climbing 
heights up to six feet and reaching above the shoulder.  Job 
requires frequent carrying/lifting up to 50 pounds to move food 
supplies, transport mop buckets and empty trash barrels. 

  Job requires employee to use both hands for repetitive actions 
involving simple and firm grasping.  Employee must possess 
manual dexterity sufficient to sweep, mop and change light bulbs.  
Employee must possess visual ability to identify areas in need of 
cleaning and read instructions.  Employee must possess hearing 
and speaking abilities to receive instructions and communicate with 
others.  Employee must have mobility enough to bend, stoop, walk, 
reach and lift.  Employee must have mental ability to exercise good 
judgment with little or no supervision. 

 
  Job requires use of  and proximity to kitchen equipment such as 

dishwasher, steam cooker, gas stove, deep fat fryers, commercial 
mixing equipment, etc. 

 
Terms of Employment:180 day contract or the minimum hours 
approved for the school year. Workers may be asked to work for 
additional contract days during the summer. 

   
  Work Schedule: Arranged by the Superintendent. 
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500.300 
FOOD SERVICE - GENERAL PROVISIONS 

A. Workers will wear appropriate uniforms, hair nets or hats, and 
proper serving attire.  Uniforms are to be furnished by the 
individual.  Aprons are furnished by the cafeteria.  The school lunch 
employee is careful of appearance and works at being neat and 
clean at all times. 

B. Yearly health certificates are required for all regular cafeteria 
workers.  The manager is responsible for seeing that no employee 
comes to work sick or with rashes on their hands, etc. 

C. Daily starting and quitting time will be determined by the 
Superintendent of schools. 

D. When a cafeteria worker must be absent, they will notify the 
Cafeteria Manager or superintendent who will contact a person to 
replace them during their absence. 

E. No persons other than those engaged in preparing and serving the 
meals are to be in the kitchen. All adults are to go through the 
serving line to get their trays rather than going into the kitchen and 
serving themselves.  This policy is in keeping with regulations of the 
state, county, and city health departments.  Children who come with 
parents must not be in the kitchen. 

F. Resignation: If an employee wishes to stop working, they should 
give as many days notice as possible.  This will give the 
Superintendent an opportunity to fill their place.  If this 
consideration is shown, the individual will be in a position to receive 
a recommendation and also be considered for employment in the 
future. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adoption Date:   Revision Date:   Page 1 of 1 
 



 195 

500.310 
WORK HABITS AND 

 FOOD HANDLING PRACTICES 
 
A. Arrive promptly for work; be ready to go to work at the designated 
time. 
B. Work quietly and avoid unnecessary visiting during working hours. 
C. Help keep the kitchen clean, orderly and neat. 
A. Handle dishes and utensils in a sanitary manner. 
B. Use paper towels for drying hands. 
C. After handling unclean objects - money, handkerchief, plate waste, 

garbage cans, chicken, raw meat, fresh vegetables and fruits that 
have not been washed, unwashed eggs - and after going to the 
restroom, wash hands with hot water and soap. 

D. Thawing of meat over night will not be permitted. 
E. Keep hands away from hair, ears, nostrils or face when preparing 

and serving food. 
F. Do not put pencil over ear, or a towel over shoulder or arm, or wipe 

hand on apron. 
G. Use a tasting spoon when sampling food. 
H. Do not chew gum on duty. 
I. Learn how equipment should be cleaned - and keep it clean. 
J. When serving, do not handle any food with hands; use the proper 

utensil for serving. 
K. Arrange the serving counter attractively and keep it clean. 
L. Arrange food attractively on the plate. 
M. Be willing to help others when your job is finished. 
N. Plan your work to save time and energy.  Work smarter - not 

harder. 
O. Observe work schedules. 
P. Eating between meals is not permitted since it is unsanitary and 

encourages bad working habits.  All cafeteria employees eat their 
breakfast and lunch at the expense of the cafeteria.  Please do not 
eat or taste food on the serving line. 

Q. Food Purchasing: Individual purchases may not be made from a 
delivery man.  It is sometimes tempting to do so, but outsiders who 
see cafeteria employees carrying food from school have no way of 
knowing that it was purchased by the individual.  Remember - we 
work for the public - let's try to avoid criticism. 
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500.320 
SUPPORT PERSONNEL SICK LEAVE 

 
Support personnel employees contracts shall include provisions for paid sick 
leave of one (1) day per month of employment not to exceed the number of hours 
per day for which they are regularly employed cumulative to a total of sixty (60) 
days. 
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500.325   

SUPPORT STAFF VACATION TIME 
 
All employees on twelve-month contracts will be granted two weeks vacation 
time each year.  At least one week will be given during the Christmas and Spring 
break as given to students.  One other week will be granted during the summer.  
Employee's requests for vacation time must be approved by the superintendent.  
Those twelve-month employees who were not employed for a full year will have 
their vacation time pro-rated. 
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500.330 
HOLIDAYS 

 
Full-time support employees are entitled to time off with pay for holidays that are 
observed by the school district as specified by contract. 
 Designated Oklahoma holidays are: 
 . New Year's Day 
 . Memorial Day (last Monday in May) 
 . Fourth of July 
 . Labor Day (1st Monday in September) 
 . Thanksgiving 
 . Christmas 
  (25 O.S.A. 82.1) 
 The Board may add others. 
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500.340   
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 Coyle 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 Coyle School District for one 
year or more may be suspended, demoted or terminated except for the causes 
set out in this policy by the Superintendent of Schools. 
 
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 10 days, the 
Superintendent of the district shall initiate proceedings for termination and shall 
follow the procedures set forth in this policy.  However, in a case involving a 
criminal charge, the suspension may be delayed until the case is adjudicated at 
trial.  Nothing herein shall prevent proceedings 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 Coyle 
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 the (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 Coyle Board of 
Education if the request is received by the clerk of the Board at least ten(10) 
working days after notice of termination.  A special meeting may be conducted if 
requested by the employee or at the discretion of the Coyle Board of Education.   
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The special meeting shall be conducted no sooner than ten (10) days nor later 
than thirty (30) days after receipt of employee's request.  The decision of the 
Coyle 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. 
 
500.350   CAUSES FOR SUSPENSION, DEMOTION OR TERMINATION 

A. Failure to be at work station at starting time. 
B. Leaving work station without authorization prior to lunch periods or 

end of work day. 
C. Excessive unexcused absenteeism. 
D. Chronic absenteeism for any reason. 
E. Excessive tardiness. 
F. Wasting time or loitering during working hours. 
G. Leaving work area during working hours, without permission first, 

for any reason. 
H. Falsification of personnel or other records. 
I. Removing district property, records or confidential information from 

premises without proper authority. 
J. Possession of weapons on the premises at any time. 
K. Willful abuse, misuse, defacing, or destruction of district property, 

including tools, equipment, or property of other employees. 
L. Theft or misappropriation of property of employees, students or of 

the district. 
M. Sabotage. 
N. Distracting the attention of others. 
O. Refusal to follow instructions of supervisor. 
P. Refusal or failure to do work assignment. 
Q. Unauthorized operation of machines, tools, or equipment. 
R. Threatening, intimidating, coercing or interfering with employees or 

supervision of employees, at any time. 
S. The making or publishing of false, vicious, or malicious statements 

concerning any employee, supervisor, or the district. 
T. Creating disturbances on the premises at any time. 
U. Creating or contributing to unsanitary conditions. 
V. Practical jokes injurious to employee's or district property. 
W. Possession, consumption, or reporting to work under the influence 

of alcohol, non-prescribed drugs, or controlled substances. 
X. Disregard of known safety rules or common safety practices. 
Y. Unsafe operation of motor driven vehicles. 
Z. Operating machines or equipment without safety devices provided. 
AA. Gambling, lottery, or any other game of chance on district property. 
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BB. Posting or removing notices, signs or writing in any form on bulletin 
Boards of district property at any time without specific authority.  

 
 

CC. Poor workmanship. 
DD. Immoral conduct or indecency including abusive and/or foul 

language. 
EE. No personal calls during working hours, except for emergencies.  

This includes in-coming and out-going calls. 
FF. Walking off job. 
GG. Clocking in or out or signing in or out on time sheet for another 

employee. 
HH. Smoking in an unauthorized area or at any unauthorized time. 
II. Failure to follow district dress code. 
JJ. Refusal of job transfer within the district, if transfer does not result 

in demotion. 
KK. Abuse of "breaks" (rest periods) or meal period policies. 
LL. Insubordination of any kind. 
MM. Violation of any district rule or policy. 
NN. Violation of any administrative rule or order. 
OO. When it is in the best interest of the school district, any support 

personnel may be suspended, demoted, or terminated. 
 

Violations of any of the above shall be sufficient grounds for the suspensions, 
demotion, or termination of the support employee. 
  
Support personnel (teachers' assistants, custodians, secretaries) who must miss 
work on a scheduled work day should contact the building principal; bus drivers 
should contact director of transportation; and cafeteria workers should contact 
the cafeteria manager. 
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500.400    
CHILD NUTRITION PROGRAM 

 
In 1946 Congress passed the National School Act for the purposes of: improving 
the health of the school age child; providing an outlet for agricultural products; 
and encouraging the domestic consumption of agricultural products. 
 
The Coyle School Child Nutrition Program is operating under an agreement 
signed by the Coyle Board of Education with the Child Nutrition Section of the 
State Department of Education. 
 
The Type A Lunch is based on the nutritional needs of a twelve (12) year old 
student as determined by the Child Nutrition Program.  Each lunch served must 
be a complete Type A Lunch, but size portions may vary according to the age of 
the child. 
 TYPE A LUNCH REQUIREMENTS 
1) Protein Foods - a 2 ounce serving of meat, fish, poultry, or cheese; or 1/2 cup 

cooked dry beans, or peas; or 1 egg; or 4 tablespoons peanut butter. 
2) Fruits and Vegetables - a 3/4 cup serving of vegetables or fruit which includes 

Vitamin C food each day and a Vitamin A food twice each week. 
3) Bread - one serving made from whole wheat or enriched flour. 
4) Butter - 1 teaspoon. 
5) Milk - 1/2 pint . 
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500.410    
FOOD SERVICE 

 
It will be the primary purpose of the food service program to make available to all 
students hot lunches and milk in accordance with the standards and 
requirements established by the National School Lunch Program. 
 
DAILY MENU, WEEKLY PLANNING 
 
The daily menu must not be deviated from unless permission to do so has been 
obtained from the Superintendent.  A weekly menu will be posted in the local 
newspaper a week in advance, and on bulletin Boards in respective buildings. 
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500.430 
 LUNCH AND EXTRA MILK PRICES 

 
A. Charges for lunches and extra milk will be set annually or as 

necessary by the Board in accordance with prevailing price indices 
for like commodities. 

B. Extra milk will be sold to all children. 
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500.440  
FREE AND REDUCED PRICE MEALS 

 
Every effort will be made by the Principal, teachers, and other staff members to 
identify students who qualify for free or reduced price school meals.  A program 
to provide such meals will be effected in accordance with existing Board policy, 
State and Federal regulations.  These forms may be picked up at any time in the 
Administration office and are kept confidential. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adoption Date:   Revision Date:   Page 1 of 1 



 206 

 

 

 

 

 

PART VI 

 

 

 

STUDENT HANDBOOK 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The student handbook is placed in the hands of the student to serve as a guide.  The student 
should become familiar with the rules and regulations of the school.  It is hoped that the 
handbook will help parents to better understand the school policies.  Many of the policies set 
down here are governed by state law or are directives of the State Board of Education, but many 
are local policy, custom or tradition and may be amended as need arises. 
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1. OUR MISSION 

Believing that all students can learn, we encourage excellence in an academic 

environment, which provides all students with the opportunities to become 

responsible, literate, successful and productive citizens. 

2. PRINCIPALS’ OFFICES 

The principals are the directors of the school.  The policies and philosophy under 

which the school operates are interpreted through the principals’ offices.  These 

offices are designed to help students, parents and teachers who want further 

information regarding the general policies of the school. 

3. AUTHORITY OF SCHOOL PERSONNEL 

A teacher or school employee has the same right as a parent or guardian to control 

and discipline a child during the time the child is in attendance or in transit to or 

from the school or any other function authorized by the school district. Classroom 

rules and control are left to the discretion of each classroom teacher.  Parents 

interested in learning more about your child's classroom activities, class rules, and 

discipline procedures are encouraged to schedule a conference with the teacher(s). 

4. VIDEO SURVEILLANCE SECURITY CONCERN 

The school district has video and sound surveillance security camera placed in 

various locations throughout, the campus, classrooms, and building.  Touching or 

intentional blocking of the camera view may result in disciplinary action. 

5. SCHOOL PROPERTY 

All school property is protected by school policy as well as state law.  If damages 

occur to school property whether it be by accident or intentional the persons 

responsible will be responsible for payment to the district for full damages to 

school property are initial the district may file charges with the proper authorities. 

6. SCHOOL DAY - OPENING 

(Moment of Silence) 

(Flag Salute - Pledge of Allegiance) 

It shall be the policy of Coyle Public Schools that each day school is in session 

with students that the students and staff recite the Pledge of Allegiance to the flag 

of the United States.  No student will be required to recite the Pledge of 

Allegiance or to stand during such recitation.  However, all students declining to 

recite the pledge are expected to remain quiet and respect the rights of others.   
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The Pledge will be followed by a Moment of Silence to be observed by all 

students and staff.  

Each building administrator will determine the best way to meet these 

requirements at their site.  Oklahoma Statutes 70-11-101.2 & 70-1210.229-6 

7. HOMEWORK 

 

Homework is an extension of the regular school program and a responsibility that 

the student undertakes independently, whether at home or outside of class periods 

in the school.  Wherever homework exists in our school system, it should be to 

supplement, complement, and reinforce classroom teaching and learning. 

 

The assignment of homework is flexible, and is an individual instructional 

responsibility of the teachers in our school system.  Because of the nature of the 

high school subjects, homework may not be assigned in each class each day.  

However, regular homework assignments should be anticipated.  Certain classes 

will require more frequent homework than others will, but students should make 

specific preparations for completing homework assignments. 

 

8. REGULAR SCHOOL PROGRAM 
 

a. ORGANIZATION OF SCHOOL SYSTEM 

 

The organization of the school system will be K-8 Elementary School and 9-12 

High School.  The school day and the school term will be prescribed by law.  The 

Board has the authority to extend the term beyond the minimum number of days 

required by State law. 

 

b. EXTRA-CURRICULAR ACTIVITIES   

 

The extra-curricular activities should be managed in such a manner as to bring out 

their maximum benefits with a minimum of interference with the regular 

curricular program.  It will be the responsibility of the superintendent and 

principal, with and through the faculty, to determine the activities to be carried on 

in accordance with regulations of the Board. 

 

c. VOCATIONAL EDUCATION PROGRAM 

 

Students may participate in the Vocational Education Program being offered to 

area high school students at the Meridian Technology Center provided the student 

pays his/her own tuition and provides his/her own transportation to and from 

Meridian Technology Center. 

 

 

d. GIFTED EDUCATION PROGRAMS 
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Gifted students are those students identified as “having demonstrated potential 

abilities of high performance or services.”  For the purpose of this definition, 

“demonstrated abilities of high performance capability means those identified 

students who score in the top three percent (3%) on the total composite score on 

any national standardized test of intellectual ability.” 

 

All students will be tested in the Spring, using the Iowa Test of Basic Skills.  

Students who score in the top three percent (3%) composite are automatically 

identified and served.  The following is a list of alternative identification criteria 

that may be used to identify students demonstrating abilities of high performance 

and services. 

 

1. Referral Achievement Test Scores 

2. Teacher Referral 

3. Parent 

4. Portfolio of student’s work 

5. Slossan IQ Test 

 

Programs are being provided to students in the Coyle Schools, which meet the 

guidelines.  They are defined as "those special instructional programs, supportive 

service, unique educational materials, learning settings and other educational 

services which differentiate, supplement and support the regular educational 

program in meeting the needs of the gifted." 

 

e. SCHOOL DISMISSAL 

 

The superintendent will make the decision as to whether school will be dismissed 

because of bad weather after consultation with administrators responsible for 

transportation services.  The announcement of school dismissal will be made via 

radio and/or TV.   

WKY Radio 930 AM OKC 

KFOR-TV Channel 4 OKC 

KSPI Radio 93.7 FM Stillwater 

 
f. LIBRARY 

 

Coyle Public Schools is very proud of its fine library.  The books and video 

collection, as well as computer access, in the library is there for the student's 

educational growth.  All books, magazines, or reference books are not allowed to 

be taken outside of the library unless the student has properly checked them out.  

Students will check books out with the librarian. 

 

If a book is lost or damaged beyond normal wear, the student will be required to 

pay for the book.  A student who has a fine or a book overdue may not check out 

library materials. 
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The library will be open at the discretion of the principals and teachers can 

schedule class library times with the principals.  

 

g. LUNCHROOM 

 

Grades PK - 12 will pay the secretaries for all meals.  Those eating by the day will 

either pay or charge. 

 

i. CHARGES MUST BE PAID BY THE 10TH OF EACH MONTH 

 

In the event that a family lunch bill that exceeds $100.00, all family members in 

school would not be able to participate in the extra activities unless the previous 

month’s bill had been paid in full starting the new month with a zero balance for 

the family.) 

 

ii. FOOD, SOFT DRINKS AND NON-ALCOHOLIC BEVERAGES 

 

K-6 students may not consume food, soft drinks or non-alcoholic beverages 

anywhere on the school grounds during the school day, other than those students 

who bring a lunch from home.  In this case, the student may consume the food 

and drink from home in the cafeteria only.  With Teachers permission students 

may have bottle water in the classroom. 

 

High school students will be allowed to have food, soft drinks and non-alcoholic 

beverages.  Food and drink are only to be opened and consumed outside of the 

school building or in the cafeteria. Food and drink may only be consumed before 

the beginning of the school day, or during the noon period.  If litter becomes a 

problem on the campus, this privilege will be suspended. Food and drink will not 

be allowed in the school building other than a student may bring a lunch from 

home and store it, unopened, in his/her locker.   

 

h. USE OF TELEPHONE 

 

The school phones are business phones and are to be used only with the 

permission of a school official.  Use of the school phone is a privilege, not a right.  

Students must have a hall pass issued by a teacher in order to use a phone during 

class time.  The hall pass must state that the student has been given permission to 

use the phone.  School phones are to be used only in case of emergency.  A 

student must tell the school official the reason for needing to use the phone before 

it is used.  If the student does not state the reason, he or she will not be allowed to 

use the phone. 

 

Use of cell phones will be limited to 7th-12th grade students during the lunch 

period only. Students may not use cell phones between classes. Students who do 



 211 

not adhere to rules concerning use of the telephone should expect disciplinary 

action. 

 

i. TOLL-FREE NUMBER 

 

Coyle Public Schools has a toll-free telephone number for those patrons who are 

not in the Oklahoma City wide-area dialing.  That number is 1-888-895-9269. 

 

j. STUDENT LOCKERS 

 

Student lockers remain the property of the school and are only assigned to the 

student for storage of school and personal property for the convenience of the 

student.  The principal has the authority to inspect or initiate periodical locker 

inspections.  All lockers are equipped so they can be locked.  Locks are not 

required but are recommended for protection of personal belongings. 

 

Students desiring locks will provide the school principal with a key or the 

combination of the lock.  Students have no reasonable expectation of privacy 

rights toward school officials in school lockers, desks, or other school property. 

 

k. VISITORS 

 

All visitors (which include parents) shall check in at the principal's office when 

they enter the school premises.  No friends, visiting cousins, etc. will be allowed 

to attend school with students of Coyle Public Schools.  Any exceptions to this 

rule must be approved by the principal. 

 

l. PARENT CONFERENCE 

 

Parents are always welcome to Coyle Public Schools and we encourage them to 

come at their convenience to visit us.  However, if a parent needs to talk with their 

child's teacher, we ask that the parent call and schedule a time for a conference or 

come before or after school.  This is done in order to insure that students are not 

deprived of instructional time. 

 

9. CODE OF BEHAVIOR 
 

a. YOUR MAIN GOAL IN SCHOOL IS EDUCATION   
 

Education is an opportunity worth having just for its own sake.  It's also a tool, 

which helps you learn more, faster.  It prepares you for rigorous demands of a job 

and home life and helps you to become a productive citizen. 

 

ANY PERSON PREVENTING OTHERS FROM REACHING THIS GOAL 

IS GOING TO BE CORRECTED OR DISCIPLINED.  
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To learn the most you can in any class requires that you be able to listen, recite, 

share and concentrate without interference.  You'll find that most problems in a 

classroom center around people disrupting others.  This school protects your right 

to an education without interference from others. 

 

b. MUCH LIKE HOME, THERE ARE AUTHORITIES AT SCHOOL   
 

These authorities have made it their business to study young people as well as 

their own particular subjects.  Their goal is your welfare.  Their main interest is 

you.  They care enough about you to encourage and challenge you so that you will 

succeed.  If teachers aren't all alike as far as rewards, punishment, discipline, etc.-

-you have learned a valuable fact of life.  Teachers are not alike and neither are 

the many people with whom you'll come in contact.  In whatever job or profession 

you choose, you will have to adjust to a variety of different types of demands 

from a variety of personalities.  As you practice respect for others and personal 

discipline now, it will be much easier later on.  Here is a list of three basic 

guidelines that will help you be a success at Coyle Public Schools: 

 

1.  DO WHAT'S RIGHT 

2.  DO THE BEST YOU CAN 

3.  THE GOLDEN RULE - TREAT OTHERS AS YOU WISH TO BE 

TREATED 

 

The average student, that is doing a good day's work and has a pleasant attitude, 

will rarely have to worry about being disciplined. 

 

c. HALL CONDUCT 

 

At class change time, students are to keep to the right in the halls until they reach 

their destination.  WALK, DO NOT RUN!  Students are reminded to keep their 

hands to themselves during class changes and school hours. 

 

d. UNDUE FAMILIARITY OR PUBLIC DISPLAY OF AFFECTION (PDA) 

 

Students are expected to conduct themselves in a proper manner while at school.  

Hugging, kissing, etc. will not be permitted while on school property. Students 

that misbehave in the hallways will be disciplined.   

 

e. SCHOOL DRESS CODE 

 

Students of the Coyle School District are expected to dress and be groomed so 

that credit will accrue to the school and to the student body.  Any public display 

of nudity or any "flare" in grooming or dress, which is offensive to the group and 

thus interferes with the education of the majority, will be corrected immediately.  

Any act or condition that is disruptive to the learning process of the majority of 

the students will not be tolerated. 
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The following grooming and dress code for the Coyle Public Schools has been 

adopted by the Board of Education: 

1. Grooming - Hair shall be neatly groomed while the student is under the 

supervision of the school. 

2. Tank tops, sleeveless shirts and dresses, and abbreviated shirts will not be 

worn.  Students will keep their shirts buttoned from the second buttonhole 

from the top.  Appropriate dress excludes the wearing of halters, dress that 

exposes the midriff, and cutoffs. 

3.  Walking shorts, skirts, pants, dresses, etc., may be no shorter than 5" 

above the center of the knee, or shorts must have a minimum of a 7" 

inseam. 

4. All writing and insignias on clothing worn to school will be limited to 

what is appropriate for school.  The principal has the authority to 

determine what will be appropriate.  Examples of inappropriate writing or 

insignias are:  alcohol advertisement, tobacco advertisement, drug 

promotions, offensive or suggestive language, and flags (except the U.S. 

and/or the Oklahoma or other State flags). 

5. Hats, caps, bandanas and inappropriate headdress are not to be worn inside 

the school building during the regular school day.  Shoes are to be worn at 

all times while the student is under the jurisdiction of the school. 

Principals may make exceptions at their discretion. 

6. All pants, shorts, etc. will be worn at the waistline.  Pants should not bag 

excessively and no undergarments will be exposed.  Any clothing worn 

under the shirt, pants, or shorts will be considered to be undergarments. 

7. Students dressing inappropriately will be required to modify or change 

their clothes in order to meet the dress code.  The second occurrence will 

include notification of parents.  Continual violation may lead to 

suspension. 

8. Sponsors for extra-curricular activities may allow different dress for these 

activities. 

9. The school dress code applies to all school sponsored functions. 

10. The principal shall have the power to make decisions on any type of 

grooming, clothing or dress not covered in the previous paragraphs. 

f. BULLYING 
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Bullying is the general term applied to a pattern of behavior whereby one person 

with a lot of internal anger and consequent aggression and lacking interpersonal 

skills chooses to displace their aggression onto another person, chosen for their 

vulnerability with respect to the bully, using tactics of constant criticism, nit-

picking, exclusion, isolation, teasing etc. with verbal, psychological, and physical 

violence.  Students found to be using bullying tactics towards other students will 

receive disciplinary actions. 

 

g. HARASSMENT, INTIMIDATION AND BULLYING 

 

Threatening behavior is defined as an activity which portrays that another 

person(s) or property may or will be harmed or killed.  As used in the school 

Bullying Prevention Act. “harassment, intimidation, and bullying” 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 harm to the student’s person or damage 

another students 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.  Such behavior is 

specifically prohibited by Board policy.  Any student exhibiting threatening 

behavior either verbally in written form, or by gesture toward another student or 

school personnel or others while under school supervision shall be subject to 

immediate discipline. 

 

h. SEXUAL HARASSMENT 
 

The policy of this school district forbids discrimination against, or harassment of 

any student on the basis of sex.  For the purpose of this policy, sexual harassment 

includes verbal or physical sexual advances, including subtle pressure for sexual 

activity; touching, pinching, patting, or brushing against; comments regarding 

physical or personality characteristics of a sexual nature; and sexually-oriented 

“kidding” “teasing,” double meanings, and jokes.  Anyone found to be sexually 

harassing someone will receive disciplinary actions. 

 

i. CAFETERIA ETIQUETTE 

 

The cafeteria is provided for the student's convenience and pleasure.  Here you 

can meet your friends and enjoy with them excellently prepared food of great 

variety.  To keep the cafeteria clean and orderly for you to thoroughly enjoy your 

meals, certain things must be observed. 

1. The lines should be formed as you enter the cafeteria, and you should keep 

your place in line.  Running or crowding in line is never in order. 

2. Do not hold a place in line for friends.  This is not fair to those students 

already in line. 
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3. Observe the rules of etiquette and order in the lines and at the tables as 

though you were in the dining room of your own home. 

4. Please dispose of all empty milk cartons, plastic ware, and used napkins 

into the refuse cans. 

 

j. DRIVING REGULATIONS 

 

Cars and cycles may be ridden or driven to school if the operator has a valid 

license.  All student vehicles must be registered in the high school principal’s 

office prior to being driven to school. Speed on school grounds is not to exceed 5 

m.p.h.  When vehicles enter school grounds, they must be parked in the 

designated area and may not be moved until school is dismissed unless permission 

is obtained in the office.  Students are not allowed to go to their vehicles once the 

car is parked without a pass.  

 

Sitting in or on any vehicle will not be permitted, and students will not be allowed 

to loiter in the parking lot.   There should be no loud noises coming from the 

vehicles while in the parking lot Students are advised to lock their vehicles before 

leaving them.  Parents and students are to be advised, vehicles may be searched 

when on school property.   

 

k. GUM CHEWING 

 

The chewing of gum on school grounds during the school day and lunchtime is 

forbidden.  Gum has a tendency to create problems after it has lost its flavor, such 

as: appearing on floors, sidewalks, soles of shoes, clogging up plumbing, resting 

in drinking fountains, etc.  Students who are caught chewing gum should be 

prepared for disciplinary action. 

 

l. SCHOOL GROUNDS RULES – (K-8) 
 

1. Use steps to go up the slide. 

2. No football - tackle or touch football. 

3. No wrestling or wall ball. 

4. Play tag on the grounds, not on the equipment. 

5. One (1) student on a swing at a time.  Students must swing in a straight 

manner. 

6. Plastic bats only. 

7. Skateboards are not allowed at school. 
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8. At no time will students be allowed to hang on the rims or nets of the 

basketball goals. 

9. Elementary students are not allowed to have food or drink in any area 

other than the cafeteria. 

m. SCHOOL GROUNDS RULES - (9 - 12) 

 

1.   Before school and during the lunch period, students will be allowed to 

assemble only on the South and East side of the High School.  Students 

should not block any entrance to the High School. 

2.   All students must have a hall pass in order to be out of the classroom for 

any reason during regularly scheduled classes. 

3.   No food, drink, gum, sunflower seeds, etc. are allowed in the High School.  

Students may purchase food and drinks at the vending machines but all 

food and drink must be opened and consumed outside. Bottle water may 

be allowed in classroom with teacher permission.   No food drinks, etc. 

will be allowed to be kept in lockers other than a lunch brought by a 

student.  This lunch will only be allowed to be opened and consumed in 

the lunchroom or outside. 

4.   No glass soft drink containers will be allowed at school.  Soft drinks shall 

be either in cans or plastic bottles.  All bottles, cans, candy wrappers, etc. 

should be properly disposed of by placing them in the nearest trash 

receptacle.  Failure by students to properly dispose of their trash could 

cause the privilege of having pop, candy, etc. at noon, to be revoked. 

5.   Excessive horseplay, "roughhousing", wrestling, throwing of objects, etc. 

is forbidden. 

n. ELECTRONIC DEVICES 

 

No student shall possess any electronic music device, electronic game, or any 

electronic communication device or pagers while attending Coyle Public School, 

with the exception of cell phones.  This shall include but is not limited to; radios, 

cassette players, compact disc players, electronic games, such as Game-Boys, 

paging devices, etc.  All cell phones will be registered in the principal’s office and 

shall only be turned on during the lunch hour.  Violation of any of these rules will 

result in the following disciplinary actions. 

 

1st offense – Device will be held in the principals’; office until parent/guardian 

retrieves it personally. 
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2nd offense – Device will be held in the principal’s office for the remainder of 

the current semester.  A parent/guardian retrieves it personally at the end of 

the semester. 

 

3rd offense and any thereafter – 3 days out-of-school suspension. 

  

Any exception to this rule may be made during extra-curricular activities held 

after school hours, if permission is previously obtained from the sponsor of the 

activity.  If an exception is made, the student is solely responsible for any loss, 

theft or damage done to the electronic device. 

 

o. COYLE PUBLIC SCHOOLS INTERNET USE POLICY 

 

Internet access is available to students and teachers in the Coyle Public School 

District.  We are very pleased to bring this access to Coyle and believe the 

Internet offers vast, diverse and unique resources to both students and teachers.  

Our goal in providing this service to teachers and students is to promote 

educational excellence in the Coyle Public Schools by facilitating resource 

sharing, innovation and communication. 

 

The Internet is an electronic highway connecting thousands of computers all over 

the world and millions of individual subscribers.  Students and teachers have 

access to: 

 

A. electronic mail communication with people all over the world; 

B. information and news; 

C. public domain and shareware of all types; 

D. discussion groups on a plethora of topics ranging from diverse cultures to 

the environment to music to politics; 

E. access to many university catalogs. 

 

With access to computers and people all over the world also comes the 

availability of material that may not be considered to be of educational value in 

the context of the school setting.  The Coyle Public Schools have taken available 

precautions to restrict access to inappropriate materials.  However, on a global 

network it is impossible to control materials and an industrious user may discover 

inappropriate information. 

 

Internet access is coordinated through a complex association of government 

agencies, and regional and state networks.  In addition, the smooth operation of 

the network relies upon the proper conduct of the end users that must adhere to 

strict guidelines.  These guidelines are provided here so that you are aware of the 

responsibilities you are about to acquire.  In general this requires efficient, ethical 

and legal utilization of the network resources.  If a Coyle School user violates any 

of these provisions, his/her access will be terminated and future access could 

possibly be denied.  The signature(s) at the end of this document is (are) legally 
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binding and indicates the party (parties) who signed has (have) read the terms and 

conditions carefully and understand(s) their significance. 

 

p. INTERNET- TERMS AND CONDITIONS: 

 

i. ACCEPTABLE USE: 

 

The purpose of Newnet66, which is the backbone network to the Internet, is to 

support research and education in and among academic institutions in the U.S. by 

providing access to unique resources and the opportunity for collaborative work.  

School use must be in support of education and research and consistent with 

educational objectives.  Use of other organization's network or computing 

resources must comply with the rules appropriate for that network.  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.  Use for product advertisement or 

political lobbying is also prohibited.  Use for commercial activities is generally 

not acceptable. 

ii. PRIVILEGES: 

The use of the Internet is a privilege, not a right, and inappropriate use will result 

in cancellation of those privileges.  Each student who receives access will 

participate in a discussion with a Coyle School faculty member pertaining to the 

proper use of the network.  The system administrators and teachers will deem 

what is inappropriate use and their decision is final.  The district may deny, 

revoke, or suspend user access. 

iii. NETIQUETTE: 

You are expected to abide by the generally accepted rules of network etiquette.  

These include but are not limited to the following: 

1. Be polite.  Your messages should not be abusive to others. 

2. Use appropriate language; do not swear, use vulgarities or any other 

inappropriate language. 

3. Do not reveal your personal address or phone number or the addresses 

and/or phone numbers of students or colleagues. 

4. Illegal activities are strictly forbidden. 

5. Note that electronic mail (e-mail) is not guaranteed to be private. 

6. Do not use the network in such a way that you would disrupt the use of the 

network by other users. 
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7. All communications and information accessible via the network should be 

assumed to be private property. 

iv. LIABILITY: 

The Coyle Public Schools make no warranties of any kind, whether expressed or 

implied, for the service it is providing.  The Coyle Public Schools will not be 

responsible for any damages suffered.  This includes loss of data resulting from 

delays, non-deliveries, mis-deliveries, or service interruptions caused by 

negligence, errors or omissions.  Use of any information obtained via the Coyle 

Public Schools is at the user's own risk.   The Coyle Public Schools are not 

responsible for the accuracy or quality of information obtained. 

v. SECURITY: 

Security on any computer system is a high priority, especially when the system 

involves many users.  If you feel you can identify a security problem on the 

Internet, you must notify a teacher who will in turn notify a system administrator.  

Do not demonstrate any problems to other users.  Do not use another individual's 

account without written permission from that individual.  Attempts to access the 

Internet as a systems administrator 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 to the Internet. 

vi. VANDALISM: 

Vandalism will result in cancellation of privileges.  Vandalism is defined as any 

malicious attempt to harm or destroy hardware, data of another user, Internet, or 

any agencies or other networks that are connected to the Newnet66 Internet 

backbone.  This includes, but is not limited to, the uploading or creation of 

computer viruses. 

vii. ACCEPTANCE OF TERMS AND CONDITIONS: 

All terms and conditions as stated in this document are applicable to the Coyle 

Public Schools in addition to Newnet66.  These terms and conditions reflect the 

entire agreement of the parties and supersede all prior oral or written agreements 

and understanding of the parties.  These terms and conditions shall be governed 

and interpreted in accordance with the laws of the State of Oklahoma and the 

United States of America. 

q. INTERNET USE APPLICATION 

 

See attached Form A. 

 

10. STUDENT  DISCIPLINE 
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a. DISCIPLINE PLAN 

 

The following behaviors listed are provided as examples.  It is not intended to be 

a complete list.  The principal has the right to determine if any behavior or action 

warrants the student being placed on any level of the discipline plan judged 

appropriate. 

A. Severe disruption or violation of school policy could result in the student 

being placed at any level of the discipline plan the principal judges 

appropriate. 

B. If the student is not referred to the principal's office for an extended period 

of time he/she may move back one step on the plan.   

C. Below is an example of some of the behaviors or actions that could lead to 

a student being referred to the principal's office: 

  1. Continual non-compliance with classroom rules. 

  2. Failure to adhere to the dress code. 

  3. Hallway misconduct. 

  4. Class disruption. 

  5. Disrespect or defiance toward any teacher. 

  6. Cafeteria misconduct. 

  7. Fighting. 

  8. Using profanity. 

  9. Stealing or being in possession of stolen property. 

10. Failure to complete detention by the assigned date. 

11. Failure to attend noon detention. 

12. Truancy. 

13. Failure to adhere to bus rider rules. 

14. Excessive tardiness. 

15. Violation of playground rules. 

Step I:   When the student is referred to the principal's office, a student-

principal conference will be conducted.  The student's parents will be 

notified of the referral. The student will also be given one or more 

days of after-school detention or other appropriate discipline. 

 

Step II:   The second referral will result in the student being given a longer 

period of detention or other appropriate discipline.  The parents will 

also be informed of the referral. 
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Step III:   On the third referral, the student will be suspended from school for 

three days.  The student's parents will be notified. 

 

Step IV:   On the fourth referral, the student will be suspended for a period of 

time as determined appropriate by the principal.  The student's parents 

will be notified. 

 

b. IN-SCHOOL INTERVENTION (ISI) 

 

In-School Intervention (ISI) is a highly structured class situation with the 

emphasis being placed on intensive student intervention.  The primary purpose of 

this program is to allow most student offenders to remain in school and keep with 

academics while being disciplined. 

 

Students will not participate in any school activity during the time placed in 

ISI.  This includes attending activities with parents.  Students may not attend 

any school activities during this time.  Staff may require or permit students 

to attend after school tutoring, practices, etc. 

 

c. BEFORE OR AFTER-SCHOOL DETENTION 

 

Before or after-school detention is for those students with undesirable patterns of 

attendance, tardiness, or other disciplinary problems.  Each student is to have 

sufficient materials and books to study for the hour, and is to cooperate with the 

teacher on detention duty.  Before or after-school detention will be in the 

detention teacher's classroom. 

 

Failure to do detention time within the allotted time assigned will result in 

disciplinary action, which may include suspension.  The following is a list of rules 

for detention hall: 

 

1. All students must be seated in detention room by 7:30 a.m. for before 

school or 3:45 p.m. for after school detention. 

2. All students must bring homework that is sufficient to last one complete 

hour.  The student is responsible for bringing all necessary materials (i.e.: 

paper, pencil, etc.) for completion of homework.  The detention hall 

teacher will give any student not having work sufficient to last the full 

hour an assignment.  Reading library books, magazines, newspapers, etc. 

will not be allowed, except for completion of class assignments. 

3. Students must stay in their seat during the entire period.  Talking, 

unnecessary noises, sleeping, chewing gum, eating food, etc. will not be 

allowed. 

4. Students who do not follow the rules of detention hall will be told to leave 

the school premises.  The time they have served during that detention hall 
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period will not count and the student may be subject to further disciplinary 

action by the principal.  Students that disrupt detention hall or fail to 

complete detention may be subject to suspension. 

d. NOON DETENTION 

 

Noon detention is an alternative disciplinary action to before or after-school 

detention.  The following are the rules for noon detention: 

 

1. Students must be in the detention classroom and in their seats by the 

assigned time. 

2. Students must bring homework sufficient to last the entire detention 

period.  Library books, magazines, newspapers, will not be allowed, 

except for completion of class assignments.  Any student not working the 

entire period will be subject to disciplinary action. 

3. Students must stay in their seats the entire detention period.  Any 

disruptive behavior will subject the student to disciplinary action. 

4. Noon detention will be over when the students are released by the 

detention teacher. 

5. Three (3) days of noon detention will substitute for one (1) day of before 

or after-school detention. 

e. CAFETERIA DUTY 

 

Cafeteria duty is an alternative disciplinary action to after-school detention.  

Three days of cafeteria duty may substitute for one hour of before or after-school 

detention.  Cafeteria duty will be served during the student’s lunch period.  

Students must sit in the designated area to eat and are required to assist to the 

cafeteria personnel in cleaning up the cafeteria for twenty minutes.  Failure to 

complete the cafeteria duty satisfactorily will result in further disciplinary actions. 

 

f. CORPORAL PUNISHMENT 

 

An alternative to other forms of punishment may be granted in the form of 

corporal punishment, if the principal decides to give the student the choice.  

Corporal punishment is defined as paddling the student with a paddle.  Prior 

written parental consent must be given before the principal will consider 

administering corporal punishment. 

 

Only the building principal can administer corporal punishment, with a certified 

school employee as a witness.  Corporal punishment should be administered in 

such a location that only the principal, the witness, and the student are present.  
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No student shall receive more than three swats with the paddle in any one school 

day. 

 

g. SATURDAY SCHOOL 

 

Saturday School will be assigned to students with excessive tardies or may be 

used in certain disciplinary situations.  Any non-scheduled school day, such as 

Fridays, may be used as a Saturday School at the discretion of the principal. 

Below is a list of rules for Saturday School: 

1. All students must be seated in the Saturday School room by 8:00 a.m.  

Students not in their seats by 8:00 a.m. will not be allowed to attend. 

2. Students must bring paper and a writing instrument. 

3. Students must work on their assignment the entire time. 

4. Students must stay in their seat the entire time.  Talking, unnecessary 

noises, sleeping, chewing gum, eating food, etc. will not be allowed. 

5. Students who do not follow the rules of Saturday School will be told to 

leave the school premises.  The time they have served in Saturday School 

will not count and the student may be subject to further disciplinary 

action. 

6. Students that disrupt Saturday School or fail to attend Saturday School 

may be subject to suspension. 

7. Students will be given one five-minute break at 10:00 a.m.  No other 

breaks will be given. 

8. Saturday School will end at 12:00 p.m. 

h. SUSPENSIONS AND EXPULSIONS 

 

The principal has the authority to suspend any student in accordance with existing 

state laws, for misbehavior or for any other sufficient reason.  Suspension will be 

reported immediately to the superintendent. 

 

Students who conduct themselves in such manner as to have a detrimental and 

demoralizing effect on the student body may, on recommendation of the principal 

or superintendent, be suspended from school.  Some causes for the suspension or 

expulsion of students are as follows: 

 

1. Continued willful disobedience 

2. Deliberate trifling in school 
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3. Damaging or defacing school property 

4. Profanity or vulgarity 

5. Repeated truancy 

6. Stealing 

7. Immoral conduct 

8. Fighting 

9. Not attending the regularly scheduled classes (playing hooky) 

10. Gambling or bringing alcoholic beverages, narcotics, drugs, etc., on school 

premises, or under the influence of alcohol or drugs when in attendance at 

school 

11. Failure to do detention time. 

i. STUDENT SUSPENSION IN EXCESS OF THREE (3) DAYS 
 

Acts which may cause a suspension in excess of three (3) days: 

 

1. Immorality, profanity, or obscenity as defined by the Statutes of 

Oklahoma 

2. Consistent violation of written school rules, regulations or policies 

3. Possession, threat, or use of a dangerous weapon as defined by the State 

Statutes 

4. Assault and battery 

5. Student threats and all types of harassment, and/or other violent behavior 

6. Possession of any narcotic drug, stimulant, barbiturate, or alcohol 

7. Conduct calculated to disrupt the operation of the school 

8. Conduct which jeopardizes the safety of others 

9. Habitual truancy 

10. Membership by student in secret clubs, fraternities, sororities or other 

secret organization  

11. Not attending their regularly scheduled class (playing hooky) 
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j. PROCEDURES OF SUSPENSION 

 

The principal of the school shall suspend the student in the following manner: 

 

1. Attempt to orally notify the student and his/her parents or guardian, stating 

the reason for this suspension, the term of his/her suspension and his/her 

right of a hearing before the principal. 

2. In writing, notify the student and his/her parents or guardian, by United 

States mail stating the reason for his/her suspension, the term of his/her 

suspension and his/her right of a hearing before the principal. 

3. In the event the student and/or his/her parents or guardian are dissatisfied 

with the outcome of the hearing before the principal, the principal shall 

notify the parents or guardian and the student in writing, of his/her 

decision and student's right of appeal to the superintendent. 

4. In the event the student and/or his/her parents or guardian are dissatisfied 

with the outcome of the hearing before the superintendent, the 

superintendent shall notify the parents or guardian and the student in 

writing, of his/her decision and the student’s right of appeal to the school 

board. In the event of a short term suspension, that ends prior to the next 

scheduled school board meeting, a suspension appeal committee may hear 

the appeal and give their decision. The appeal committee will be made up 

of 3 certified staff, employed at Coyle Public Schools, appointed by the 

superintendent. This process may also be used if an administrator’s child 

is being considered for suspension. 

5. Arrangements should be made through the principal’s office to pick up 

class work that will be missed during the out-of-school suspension. Class 

work will be offered and provided at the student’s and/or 

parent/guardian’s request to continue education; credit shall be given 

while on out-of-school suspension. For lengthy suspensions, class work 

should be picked up and then the completed work must be brought back 

on days that new work is picked up. If the student needs help on an 

assignment or has any other questions, he/she can call the school to make 

arrangements to meet with a teacher for help. 
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11. SAFE  SCHOOLS 
 

a. PUPILS - RELEASED TO LAW OFFICERS 

 

Various police, attorneys and/ or insurance investigators may interrogate school 

children only with the consent of the parent, guardian, or upon the written order of 

the court, and with permission of the principal. 

 

No child will be released into the custody of an officer of the law without the 

parent's or guardian's consent or upon the written order of the court.  If a law 

officer directly requests a student through a teacher, the teacher will not release 

said student without permission from the principal personally. 

 

b. SAFE-CALL 

 

SAFE-CALL is a confidential, toll-free school safety hot line that can be used by 

anyone in Oklahoma.  It is available 24 hours a day, 365 days a year.  SAFE-

CALL allows Oklahoma citizens to anonymously report circumstances they feel 

may put themselves or others at risk in school.  The SAFE-CALL number is  1-

877-SAFE-CAL(L) ext. OK1, 1-877-723-3225 ext. 651. 

 

c. SEARCH AND SEIZURE POLICY 

 

The superintendent, principal, teacher, or security personnel of any public school 

in the state of Oklahoma, upon reasonable suspicion, shall have the authority to 

detain and search, or authorize the search, of any pupil or property in the 

possession of the pupil when said pupil is on any school premises, or while in 

transit under the authority of the school or while attending any function sponsored 

or authorized by the school, for dangerous weapons or controlled dangerous 

substances, as defined in the Uniform Controlled Dangerous Substances Act, 

intoxicating beverages, non-intoxicating beverages, as defined by Section 163.2 

of Title 37 of the Oklahoma Statues or for missing or stolen property if said 

property be reasonably suspected to have been taken from a pupil, a school 

employee, or the school during school activities.  The search shall be conducted 

by a person of the same sex as the person being searched and shall be witnessed 

by at least one other authorized person, said person to be of the same sex if 

practical. 

 

The extent of any search conducted pursuant to this section shall be reasonably 

related to the objective of the search and not excessively intrusive in light of the 

age and sex of the student and the nature of the infraction.  In no event shall a 

strip search of the student be allowed.  No student's clothing, except cold weather 

outerwear, shall be removed prior to or during the conduct of any search without a 

warrant. 
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The superintendent or principal, teacher, or security personnel searching or 

authorizing the search shall have authority to detain the pupil to be searched and 

to preserve any dangerous weapons, controlled dangerous substances, intoxicating 

beverages, non-intoxicating beverages, or missing or stolen property that might be 

in their possession including the authority to authorize any other persons they 

deem necessary to restrain such pupil or to preserve any dangerous weapons, 

controlled dangerous substances, intoxicating beverages, non-intoxicating 

beverages, or missing or stolen property. 

  

Any pupil found to be in possession of dangerous weapons, controlled dangerous 

substances, intoxicating beverages, non-intoxicating beverages (glue, paint, etc.) 

or missing or stolen property may be suspended by the superintendent or principal 

for a period not to exceed the current school semester and the succeeding 

semester.  Any such suspension may be appealed to the Board of Education of the 

school district by any pupil suspended under this section.  Pupils shall not have 

any reasonable expectation of privacy towards school administrators or teachers 

in the contents of a school locker, desk or other school property.  School 

personnel shall have access to school lockers, desks, and other school property in 

order to properly supervise the welfare of pupils.  School lockers, desks, and other 

areas of school facilities may be opened and examined by school officials at any 

time and no reason shall be necessary for such search.  Schools shall inform 

pupils in the student discipline code that no reasonable expectation of privacy 

rights towards school officials in school lockers, desks, or other school property, 

(70 O.S.A. 24-120). 

 

d. TOBACCO PRODUCTS OF ANY KIND 

 

The Board of Education understands the concern expressed by parents, educators, 

students and other community members regarding the adverse effects of tobacco 

on the individual.  Further, the Board is aware of Oklahoma law that prohibits the 

possession of tobacco by minors.  Therefore, the Board establishes the following 

policy: 

  

In accordance with Oklahoma law and the wishes of parents, educators and 

students, tobacco in any form, or tobacco products of any kind, will not be used 

by students while on school premises.  Tobacco should not be possessed or used 

by students attending any school-sponsored event outside school premises, or 

while in transport to or from such an event in school authorized vehicles. 

 

The Oklahoma law, enacted as Title 21, Oklahoma Statutes, Section 1241, 

provides essentially that any person who furnishes, by whatever means, tobacco 

or tobacco products to a minor will have committed a misdemeanor punishable by 

"a fine of not less than twenty-five dollars ($25.00) nor more than two hundred 

dollars ($200.00) and confinement in the county jail of not less than ten (10) days 

nor more than ninety (90) days for each offense." 
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The bill further provides that any minor being in possession of "cigarettes, 

cigarette papers, cigars, snuff, chewing tobacco, or any other form of tobacco 

product" who refuses to divulge his or her source is also guilty of a misdemeanor 

and may be punished by fine, jail term or both. 

 

e. DRUG - ALCOHOL – TOBACCO  STANDARDS OF CONDUCT 

 

The Board of Education believes that the use of illicit drugs and the unlawful 

possession and use of alcohol is wrong and harmful.  Coyle students are expected 

not to be involved in the use or possession of these dangerous substances.  

Therefore, any Coyle student will refrain from any of the following acts of 

conduct: 

1.  Unlawful possession, use, distribution, or under the influence of illicit 

drugs, on school property or at any school activity. 

2. Possession or use of alcohol on school property or at any school activity or 

while traveling to or from any school activity or reporting to school under 

the influence of alcohol. 

3. Use or possession of any tobacco products by students on school property 

or at any school activity or while traveling to or from any school activity. 

Students who violate the above rules of conduct will be subject to the following 

disciplinary actions.  First offense for tobacco possession or use may include, 

detention, short-term suspension, or other action deemed appropriate by the 

principal.  First time offense for drug abuse, possession or distribution may 

include the above sanctions and/or long-term suspension and referral to law 

enforcement authorities for prosecution and referral to an appropriate 

rehabilitation program.  Subsequent violations of any of the rules of conduct may 

include any of the above actions by the principal. 

 

Drug and alcohol counseling are available to Coyle students through the Logan 

County Youth and Family Services and the Logan County Guidance Clinic. 

 

f. STUDENT POSSESSION OF FIREARMS 

 

Any student who brings or is in possession of a firearm at school, on school 

transportation, at any school activity or on the school grounds, will be subject to a 

one calendar year suspension from Coyle Public Schools. The administration of 

Coyle Public Schools has the right to make exceptions due to unforeseen 

circumstances involving policy. 

 

g. POSSESSION OF NON-INTOXICATING BEVERAGES, ALCOHOLIC 

BEVERAGES, OR CONTROLLED DANGEROUS SUBSTANCES 
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It shall be the policy of the Coyle Board of Education that any teacher who has 

reasonable cause to suspect that a student may be under the influence of/or said 

student has in his/her possession:  (1) non-intoxicating beverages (glue, paint, 

etc.); (2) alcoholic beverages; or, (3) controlled dangerous substance as they are 

defined by state law shall immediately notify the principal or his or her designee 

of such suspicions.  The principal shall immediately notify the superintendent of 

schools or a parent or legal guardian of said student of the matter. 

 

 

h. STUDENT DRUG TESTING PROGRAM - EXTRA-CURRICULAR 

ACTIVITIES 

i.  

Student Drug Testing Program – Extra-Curricular Activities 

 

 

The Coyle Board of Education, in an effort to protect the health and safety of its students 

from illegal and/or performance-enhancing drug use and abuse, thereby setting an 

example for all other students of the Coyle Public District, has adopted the following 

policy for drug testing of students participating in extra-curricular activities. 

 

Purpose and Intent 

 

It is the desire of the board of education, administration, and staff that every student in 

the Coyle Public School District refrain from using or possessing illegal drugs.  The 

administration and board of education realize that their power to restrict the possession or 

use of illegal drugs is limited.  The sanctions of this policy relate solely to limiting the 

opportunity of any student determined to be in violation of this policy to participate in 

extra-curricular activities.  This policy is intended to complement all other policies, rules, 

and regulations of the Coyle Public School District regarding possession or use of illegal 

drugs. 

 

Participation in school-sponsored extra-curricular activities such as interscholastic 

athletics at the Coyle Public School District is a privilege.  Students who participate in 

extra-curricular activities are respected by the student body and are expected to hold 

themselves as good examples of conduct, sportsmanship, and training.  Accordingly, 

students in extra-curricular activities carry a responsibility to themselves, their fellow 

students, their parents, and their school to set the highest possible examples of conduct, 

which includes avoiding the use or possession of illegal drugs.  Additionally, this school 

district is contracted to follow the rules and regulation of the OSSAA whose rules 

specifically state:  A student under a discipline plan or whose conduct or character 

outside the school is such as to reflect discredit upon the school shall be ineligible until 

reinstated. 

 

The purposes of this policy are to prevent illegal drug use, to educate students as to the 

serious physical, mental, and emotional harm caused by illegal drug use; to alert students 

with possible substance abuse problems to the potential harms of illegal drug use; to help 
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students avoid drugs; to help students get off drugs; to prevent injury, illness, and harm as 

a result of illegal drug use; and to strive within this school district for an environment free 

of illegal drug use and abuse.  This policy is not intended to be disciplinary or punitive in 

nature.  The sanctions of this policy relate solely to limiting the opportunity of any 

student found to be in violation of the policy to participate in any extra-curricular 

activities.  There will be no academic sanction for violation of this policy. 

 

Illegal drug use of any kind is incompatible with participation in any extra-curricular 

activities on behalf of the school district.  For the safety, health, and well-being of the 

students of the district, this policy has been adopted for use by all participant students in 

grades 7-12. 

 

Definitions 

 

1. Student athlete or athlete means a member of the middle school or high school 

district-sponsored interscholastic sports team.  This includes athletes and 

cheerleaders. 

 

2. Extra-curricular means those activities that take place outside the regular course 

of study in school and participants are those students involved in those activities. 

 

3. Drug use test means a scientifically substantiated method to test for the presence 

of illegal or performance-enhancing drug or the metabolites thereof in a person’s 

urine. 

 

4. Random tests are given monthly to participants from the pool. 

 

5. Random selection basis means a mechanism for selecting students for drug 

testing that: 

 

A. Results in an equal probability that any student from a group of students 

subject to the selection mechanism will be selected, and  

B. Does not give the school district discretion to waive the selection of any 

student athlete or extra-curricular activities participant selected under the 

mechanism. 

 

6. Follow up tests can be weekly, at random, or any time a student who has tested 

positive may be under suspicion of being under the influence. 

 

7. Illegal drugs means any substance that an individual may not sell, possess, use, 

distribute, or purchase under either federal or state law.  Illegal drugs include, but 

is not limited to, all scheduled drugs as defined by the Oklahoma Uniform 

Controlled Dangerous Substance Act, all prescription drugs obtained without 

authorization, and all prescribed and over-the-counter drugs being used for an 

abusive purpose. 
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8. Performance-enhancing drugs include anabolic steroids and any other natural or 

synthetic substance used to increase muscle mass, strength, endurance, speed, or 

other athletic ability.  The term “performance-enhancing drugs” does not include 

dietary or nutritional supplements such as vitamins, minerals, and proteins that 

can be lawfully purchased in over-the-counter transactions. 

 

9. Positive, when referring to a drug use test administered under this policy, means a 

toxicological test result which is considered to demonstrate the presence of an 

illegal or a performance-enhancing drug or the metabolites thereof using the 

standards customarily established by the testing laboratory administering the drug 

use test. 

 

10. Reasonable suspicion means a suspicion based on specific personal observations 

concerning the appearance, speech, or behavior of a student athlete or extra-

curricular participant, and reasonable inferences drawn from those observations in 

the light of experience.  Information provided by a reliable source, if based on 

personal knowledge, shall constitute reasonable suspicion.  In the context of 

performance-enhancing drugs, reasonable suspicion specifically includes unusual 

increases in size, strength, weight, or other athletic abilities. 

 

11. Self-referral is when a participant believes he/she will test positive for illegal or 

performance enhancing drugs, prior to submission for a drug test under this 

policy, so notifies the principal, athletic director, coach, or sponsor of such belief. 

 

Procedures 

 

A physical examination signed by a parent/guardian is required before a student may 

participate on a school district athletic team.  All 7th-12th grade students participating in 

extra-curricular activities will be subject to a monthly, random urine screen to detect the 

presence of illegal or performance-enhancing drugs which could have a harmful effect on 

the prospective athlete’s health and athletic performance will be included as part of that 

physical examination. 

 

Student participants in extra-curricular activities shall be provided with a copy of this 

policy and an extra-curricular activities student drug testing program consent form that 

must be read, signed, and dated by the student, parent or custodial guardian, and 

coach/sponsor before a participant student shall be eligible to practice in any extra-

curricular activity.  The consent shall provide a urine sample (a) as chosen by the random 

selection basis; and (b) at any time requested based on reasonable suspicion to be tested 

for illegal or performance-enhancing drugs.  No student shall be allowed to practice or 

participate in any extra-curricular activity unless the student has returned the properly 

signed consent form. 

 

All extra-curricular activities participants shall be required to provide a urine sample for 

drug use testing for illegal drugs and/or performance enhancing drugs.  Extra-curricular 



 232 

participants who move into the district after the school year begins will have to undergo a 

drug test before they will be eligible for participation. 

 

Drug use testing for extra-curricular participants will be chosen on a monthly selection 

basis from a list of all extra-curricular participants in off-season or in-season activities.  

The school district will determine a monthly number of students’ names to be drawn at 

random to provide a urine sample for drug testing for illegal or performance-enhancing 

drugs. 

 

In addition to the drug test required above, any extra-curricular participant may be 

required to submit to a drug use test for illegal drugs or performance-enhancing drugs or 

the metabolites thereof at any time upon reasonable suspicion by the superintendent, 

athletic director, principal, sponsor, or coach of the student. 

 

The school district will determine any necessary fees to be collected from students who 

are drug tested and when those fees will be collected.  The cost of subsequent tests will 

be borne by the school district or appropriate activity fund. 

 

Any drug use test required by the school district under the terms of this policy will be 

administered by or at the direction of a professional laboratory chosen by the school 

district that uses scientifically validated toxicological methods.  The professional 

laboratory shall be required to have detailed, written specifications to assure chain of 

custody of the specimens, proper laboratory control, and scientific testing. 

 

All aspects of the drug testing program, including the taking of specimens, will be 

conducted to safeguard the personal and privacy rights of students to a maximum degree 

possible.  The test specimen shall be obtained in a manner designed to minimize 

intrusiveness of the procedure.  In particular, the specimen will be taken by the student 

urinating inside a provided designated cup to provide enough urine needed for the test.  If 

at any time during the testing procedure the monitor has reason to believe or suspect that 

a student is tampering with the specimen, the monitor may stop the procedure and inform 

the athletic director/sponsor who will then determine if a new sample should be obtained.  

The monitor shall give each student a form on which the student may list any medications 

he/she has taken or is taking or any other legitimate reasons for having been in contact 

with illegal drugs or performance-enhancing drugs in the proceeding 30 days.  The parent 

or legal guardian shall be able to confirm the medication list submitted by their child 

during the 24 hours following any drug test.  The medication list shall be submitted to the 

lab in a sealed and confidential envelope. 

 

Confidentiality 

 

If the drug use test for any student has a positive result, the laboratory will contact the 

athletic director or designee with the results.  Procedures for maintaining confidentiality 

will be practiced.  The athletic director or designee will contact the principal, the student, 

the head coach/sponsor, and the parent or custodial guardian of the student and schedule 

a conference.  At the conference, the student will be given the opportunity to submit 
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additional information to the athletic director or to the lab.  The school district will rely 

on the opinion of the laboratory that performed the test in determining whether the 

positive test result was produced by other than consumption of an illegal drug or 

performance-enhancing drug.  Under no circumstance will results from a drug test under 

this policy be turned over to any law enforcement officer or agency. 

 

Appeal 

 

A student who has been determined by the athletic director or designee to be in violation 

of this policy shall have the right to appeal the decision to the superintendent or the 

superintendent’s designee(s).  Such appeal must be lodged within five business days of 

notice of the initial report of the offense as stated in this policy, during which time the 

student will remain eligible to participate in any extra-curricular activities.  The 

superintendent or designee(s) shall then determine whether the original finding was 

justified.  There is no further appeal right from the superintendent’s decision and the 

decision shall be conclusive in all respects.  Any necessary interpretation or application 

of this policy shall be in the sole and exclusive judgment and discretion of the 

superintendent, which shall be final and nonappealable. 

 

Consequences 

 

1. First positive test.  The student will be suspended from participation in all 

extra-curricular activities for two weeks.  The student and parent/guardian must 

attend counseling two times during the suspension period and one follow-up 

session.  Counseling sessions will be with the Coyle Public Schools counselor or 

with a counseling service chosen by the student’s parent or custodial guardian.  

Counseling services chosen other than the Coyle Public Schools counselor will 

not be paid for by Coyle Public Schools.  If other counseling services are chosen, 

documentation must be provided to Coyle Public Schools proving the services.  

Follow-up sessions may be with one or both counselors. 

 

2. Second positive retest.  The student will be suspended from participation in any 

extra-curricular activity for the remainder of the semester. 

 

3. Third positive retest.  The student will be suspended from participation in any 

extra-curricular activity for 180 school days. 

 

4. Self Referral.  A student who self-refers to the athletic director, principal, 

coach, or sponsor before being notified to submit to a drug test will be allowed 

to remain active in all extra-curricular activities.  However, the student will be 

considered to have committed his/her first offense under this policy, and will be 

required to retest as would a student who has tested positive. 

 

5. Refusal to submit to a drug test.  If a participant student refuses to submit to a 

drug test under this policy, such student shall not be eligible to participate in any 

extra-curricular activity, including all meetings, practices, performances, and 
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competition for 180 school days, upon completion of which, the participating 

student shall again be subject to this policy. 

 

The cost per test is subject to change and will be determined by the board of education on 

an annual basis. 
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STUDENT EXTRA-CURRICULAR ACTIVITIES CONTRACT 
 

 
Statement of Purpose and Intent 

 

Participation in school-sponsored extracurricular activities at the Coyle School District is a privilege and 

not a right.  Such privilege is governed by the district policy on Student Possession or Use of Alcohol and 

Illegal Drugs and Participation in Extracurricular Activities.  Alcohol and illegal drug use of any kind is 

incompatible with participation in extracurricular activities on behalf of the Coyle Public Schools.  Students 

who participate in these activities are respected by the student body and are expected to hold themselves as 

good examples of conduct, sportsmanship, and training.  Accordingly, student participants in extra-

curricular activities carry a responsibility to themselves, their fellow students, their parents, and their school 

to set the highest possible examples of conduct, which includes avoiding the use or possession of alcohol or 

illegal drugs. 

 

Participation in Extra-curricular Activities 

 

For the safety, health, and well-being of the students of the Coyle Public Schools District, the district has 

adopted the attached policy on Student Possession or Use of Alcohol and Illegal Drugs and Participation in 

Extra-curricular Activities and this Student Extra-curricular Activities Contract, which shall be read, 

signed, and dated by the student participant, parent or custodial guardian, and coach/sponsor before such 

participant shall be eligible to practice or participate in any extracurricular activity.  No student shall be 

allowed to practice or participate in any extra-curricular activity unless the student has returned the 

properly signed Student Extra-curricular Activities Contract. 

 

 

Student’s Last Name______________________ First Name_____________________ Middle Initial_____ 

 

I understand, after having read the policy on Student Possession or Use of Alcohol and Illegal Drugs and 

Participation in Extra-curricular Activities and this Student Extra-curricular Activity Contract, that, out of 

care for my safety and health, the Coyle School District enforces the rules applying to the consumption or 

possession of alcohol and/or illegal drugs.  As a member of a Coyle Public organization, I realize that the 

personal decisions that I make daily in regard to the consumption or possession of alcohol and/or illegal 

drugs may affect my health and well-being as well as the possible endangerment of those around me and 

reflect upon any organization with which I am associated.  If I choose to violate school policy regarding the 

use or possession of alcohol and/or illegal drugs any time during the school year, I understand, upon 

determination of that violation, I will be subject to the restriction of my participation as outlined in the 

policy. 

 

 

Signature of Student__________________________________________________  Date_______________ 

 

 

We have read and understand the policy on Student Possession or Use of Alcohol and Illegal Drugs and 

Participation in Extra-curricular Activities and this Student Extra-curricular Activities Contract.  We desire 

that the student named above participate in the extra-curricular activity programs of the Coyle Public 

Schools and we hereby agree to and abide by all provisions of the policy. 

 

 

Signature of Parent or Custodial Guardian_____________________________________ Date___________ 
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STUDENT EXTRA-CURRICULAR ACTIVITIES CONTRACT 
 

 

Please obtain the signatures of all coaches/sponsors for extra-curricular activities, teams, 

or organizations in which the student is involved: 

 

 

 

_______________________________________                _________________________ 

Signature of Sponsor or Coach                                             Activity/Team/Organization 

 

 

 

_______________________________________                _________________________ 

Signature of Sponsor or Coach                                             Activity/Team/Organization 

 

 

 

_______________________________________                _________________________ 

Signature of Sponsor or Coach                                             Activity/Team/Organization 

 

 

 

_______________________________________                _________________________ 

Signature of Sponsor or Coach                                             Activity/Team/Organization 

 

 

 

_______________________________________                _________________________ 

Signature of Sponsor or Coach                                             Activity/Team/Organization 

 

 

 

_______________________________________                _________________________ 

Signature of Sponsor or Coach                                             Activity/Team/Organization 

 

 

 

_______________________________________                _________________________ 

Signature of Sponsor or Coach                                             Activity/Team/Organization 

 

 

 

_______________________________________                _________________________ 

Signature of Sponsor or Coach                                             Activity/Team/Organization 



 237 

12. STUDENT ATTENDANCE 
 

a. RESIDENCY 

 

A. The residence of a student for school purposes is defined by 70 O.S. Supp. 

1992, Sections 1-113. 

B. The school district in which a student is presented for enrollment shall verify 

that the student is either a resident of the school district or is otherwise entitled 

to attend school in that school district for any other reason authorized by law. 

C. Coyle School district's policy, which provides for the procedures and criteria 

to determine if a student is a resident of the school district or is otherwise, 

entitled to attend school in that school district is as follows:  Coyle Board of 

Education policy shall include, but not limited to, documented evidence 

provided by the parent, guardian or person having care and custody of the 

student.  Such documentation may include proof of provisions of utilities, 

payment of ad valorem taxes, local agreements or contract for 

purchasing/leasing housing.  The criterion for residency adopted in this policy 

shall not be in conflict with statutory provisions relating to the residence of 

students.  This policy shall provide for educational services for homeless 

children to the extent required by Public Law 100-77, Title VII, Subsection B. 

D. Pursuant to 70 O.S. 18-111, a pupil moving from a school district during a 

school term shall be entitled to attend such school for the remainder of that 

school term. (70 O.S., Section 18-111) 

E. Coyle school district may, as a part of its procedures for determining student 

residency, require reverification of student residency at the beginning of each 

school term. 

F. Procedures for resolving residency disputes are specified in this subsection.  

Coyle school district designates the superintendent of Coyle Public Schools as 

its residency officer.  The residency officer pursuant to the following 

procedures shall determine any question or dispute as to the residence of a 

student. 

1. If Coyle school district initially denies admittance of a student who claims 

to be a resident of the school district, the parent, guardian or person having 

care and custody (hereafter parent) of the student shall be informed that 

they may request a review of the decision of the local residency officer.  A 

review of the decision will be made by writing the residency officer and 

asking for a review of the initial decision. 

2. If, during the course of the school year a dispute arises as to the residence 

of a student who is enrolled and attending school, the student shall be 
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allowed to continue in that school until these dispute procedures have been 

exhausted. 

3. The parent of the student must notify the residency officer, in writing of 

the review request within three (3) school days from denial of admittance.  

Upon receipt of a request for review, the residency officer shall allow the 

parent, guardian, or person having care and custody to provide additional 

pertinent information in accordance with the district's criteria and the 

statutory provisions regarding residency.  Said information must be 

submitted with the request for review. 

4. The residency officer must render a decision and notify the parent of the 

decision and reasoning therefore in writing within three (3) school days of 

the receipt of the request for review. 

5. In the event the parent disagrees with the decision, the parent shall notify 

the residency officer, within three (3) school days of the receipt of the 

residency officer's decision, who will submit his/her findings and all 

documents reviewed to the local Board of Education.  The local Board of 

Education will review the decision and the documents submitted on behalf 

of the district and the student and render a decision at the next regularly 

scheduled Board meeting.  The local Board's decision shall be the final 

administrative decision. 

6. In an effort to place students in school as quickly as possible, timelines 

shall be followed, unless due to emergency circumstances both parties 

agree to an extension of timelines. 

b. POLICY STATEMENT FOR KINDERGARTEN 

 

It shall be the policy of the Coyle School System to advocate that children be 

placed in our kindergarten according to their developmental age rather than 

according to their chronological age.  Developmental age considers the physical, 

neurological, social, emotional and intellectual growth changes which have 

occurred within the child, which are unique to him/her and make him/her different 

from every other child.  This will require a developmental assessment before a 

child may enter kindergarten.  The minimum developmental age for entry into the 

Coyle Public Schools’ kindergarten shall be five years. 

 

Although state guidelines permit kindergarten entry at the chronological age of 

five, the child's success in school is at high risk if he is not developmentally 

ready.  Over-placed children are those children who go to school before they are 

developmentally ready.  Over-placed children do not catch up.  Teaching, tutoring 

and training will not make an over-placed child developmentally ready for the 

next grade.  It will be the policy of the Coyle School System to inform parents if 

their child is found to be developmentally young.  After being informed of the 
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schools assessment, parents have the right to enter or not enter their child in 

kindergarten if the child has reached the chronological age of five years. 

 

c. ATTENDANCE 

 

The Coyle Board of Education firmly believes that a student in the Coyle Public 

Schools must attend school on a regular and punctual basis in order to benefit 

appropriately from the educational opportunities available. Based on this premise, 

it is the decision of the Coyle Board of Education that all students must be absent 

no more than ten (10) days a semester in order to earn a passing grade in any 

subject.  Any exceptions to this regulation must be resolved by an administrative 

review Board on an individual basis following careful study of the circumstances 

involved.  The administrative review Board shall consist of the superintendent and 

the principal.  Any student, parent, teacher, counselor, or principal may make an 

official request of the principal for consideration by the administrative review 

Board for special study of circumstances wherein the limit of twelve absences is 

exceeded. 

 

Any student who has surpassed the twelve absence limit, may request to the 

principal that he or she be allowed to attend Saturday School in order to "make-

up" for these absences.  Each Friday or Saturday School completed in a 

satisfactory manner will replace 1/2 day's absence.  A student may be allowed to 

"make-up" up to two (2) full days of absences by attending as many as four 

Friday or Saturday School sessions and completing it in a satisfactory manner.  

The student’s grades for the class or classes affected will then be restored.  If a 

student's excessive absences are in the first semester, he/she must complete 

his/her Saturday School by the deadline assigned by the principal which shall be 

no longer than six weeks into the second semester.  If the student's excessive 

absences are in the second semester, he/she must complete the Saturday School 

by the deadline established by the principal which shall be no longer than five 

days after the end of the semester.  In this case the student may be required to 

attend on a weekday and for up to eight hours at a time (four hours will count as 

one Saturday School session).  Being absent means that a student is NOT IN 

CLASS.  THE ONLY EXCEPTION IS WHEN A STUDENT MISSES 

REGULAR CLASS WORK TO ATTEND A SCHOOL FUNCTION 

ELSEWHERE. 

 

d. EXCUSED ABSENCES 

 

Excused absences are absences for any reason that a parent or guardian may see 

fit for the student to miss school.  Students are allowed one (1) day, plus the 

number of days absent, to make up class work.  It is the responsibility of the 

student to contact the teacher about make-up work. 

 

Any examination or test, announced during the student's presence in class or 

which is regularly scheduled (i.e.: nine weeks test, semester test), which is missed 
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because of an excused absence, shall be made up on the day the student returns to 

class.  If the test is administered on the day the student returns to class, he or she 

shall be obligated to take the test on that day. 

 

Should the student be absent at the time the test is announced and if it is not 

regularly scheduled, then the test shall be administered to him or her one day 

following his or her return to class.  Any exceptions to this rule shall be the 

discretion of the principal. 

 

Note:  Students need to remember they must not exceed ten (10) absences per 

semester in order to pass.  Students with good attendance habits usually do better 

than students with poor attendance habits. 

 

e. TRUANCY 

 

A student is considered truant when he leaves school without permission from the 

office or if he remains away from school without the knowledge and consent of 

his parents or guardian.  Cutting class for just one hour will be considered 

truancy, even though the student did not leave the school grounds. 

 

f. PROCEDURES TO BE USED WHEN STUDENT HAS BEEN ABSENT 

 

1. Every student absent from school for any period or all day must secure an 

admit from the principal's office.  This includes students checking out at the 

office.  No teacher will admit a student back to class without an admit after an 

absence.  (There is one exception, which is explained in item 5.) 

2. Admits will be issued between 8:00 and 8:10. 

3. Students must bring notes from home stating reason for absence and signed by 

the parent. 

4. All "cuts" will be truancy and punishment will be expected. 

5. Students gone from school on school sponsored activities and whose names 

appear on the bulletin do not need an admit from the office. 

g. HOMEBOUND PROCEDURE POLICY 

 

Each student and/or parent will be responsible for picking up assignments on the 

agreed upon time and day of the week.  They will have one week from that day to 

return and pick-up more work.  If no work is returned within this timeframe 

zeroes will be given for those assignments that are missing.  It will be at the 

discretion of the individual teachers to accept late work.  The district will also 

provide an instructor to make home contact when the need arises.  The 

parent/guardian will need to meet with the administration to develop an 

agreement. 
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h. FIRST HOUR TARDIES 

 

Any student who is not in the classroom ready to assume classroom attitude when 

the tardy bell rings, must get an admit from the office before he is admitted to 

class.  The principal shall decide if the tardy is excused or unexcused.  ANY 

STUDENT WHO ARRIVES TO CLASS LATE BY 15 MINUTES OR 

MORE SHALL BE COUNTED AS ABSENT FOR THAT PERIOD. 

 

If a student is late arriving at school, that student should report to the principal for 

a tardy slip.  Students will obtain admits from building site office. 

 

i. BETWEEN CLASS TARDIES 

 

If a student is tardy between classes, the student should go to class.  Do not go to 

the principal’s office for a tardy slip. 

 

j. EXCUSED TARDY  

 

Any student may receive a written note from either a teacher or office secretary to 

excuse a tardy if he/she has been on an errand, sent to the office, etc.  It is the 

student's responsibility to ask for the note.  If a student does not have a note, then 

his/her tardiness will not be excused. 

 

k. UNEXCUSED TARDY  
 

Teachers will keep all unexcused tardies in their grade book.  It shall be the 

teacher’s decision as to whether or not a tardy is excused or unexcused.  The 

following is a list of penalties for unexcused tardies: (each student will have zero 

tardies at the beginning of each semester). 

 

   1 Unexcused Tardy - No penalty 

   2 Unexcused Tardies – Warning and possible discipline 

   3 Unexcused Tardies -  Detention 

   4 Unexcused Tardies - Saturday School 

   5 Unexcused Tardies - Saturday School 

   6 Unexcused Tardies - Suspension 

 

Starting the 3rd Tardy teachers will send a notice to the principal and appropriate 

discipline will be given. 

 

l. HALL PASS 

 

Any student leaving the classroom at anytime other than a regularly scheduled 

break period must have a hall pass.  Students who do not have a hall pass should 

expect disciplinary action.  The hall pass shall be the school-approved form.  It 
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should have the student’s name, his or her destination and the time he or she left 

the classroom. 

 

m. LEAVING SCHOOL 

 

Students wishing to leave school for any reason other than sickness, or being 

called home by parents or guardian, must present to the office for approval, a 

written request signed by the parent or guardian. 

 

Students going to Vo-Tech should leave after they eat lunch or immediately after 

the lunch period begins.  Once Vo-Tech students leave, they are to remain off 

campus, and not bring anything back from town for other students. 

 

All requests for early dismissal, both from pupils and parents, must be presented 

to the principal who shall use his judgment in granting such requests.  Students 

will always check out through the principal's office.   THE TEACHER MAY 

NOT SEND STUDENTS AWAY FROM SCHOOL ON ERRANDS EXCEPT 

WITH THE APPROVAL OF THE SUPERINTENDENT OR PRINCIPAL. 

 

All requests for early dismissal of a student must go through the principal's or 

superintendent's office.  Students will only be allowed to leave if they have 

brought a note from their parent/guardian stating the time that the student needs to 

check out, or if the parent/guardian calls giving permission for the student to 

leave, or if the parent/guardian requests early dismissal in person.  The student 

must be signed out by the parent/guardian, through the superintendent, principal, 

or one of the school secretaries.  The parent/guardian will not be able to simply 

pick their child up in front of the school.  The parent/guardian must come in to the 

principal's office and sign them out.  Students will not be dismissed from class 

until parents have come into the office. 

 

n. SENIORS OFF-CAMPUS LUNCH 

 

Seniors Off-Campus Lunch  

 

Coyle High School will allow senior students the privilege and opportunity to 

leave campus for lunch on Thursdays only from 11:16am-11:37am or during the 

scheduled lunch time.  The boundaries that are involved with this off campus 

lunch include the student’s home, and “Smitty’s” convenience store, located 2 

miles west of Coyle on highway 33.  Students are not allowed to go to Guthrie, 

Perkins, Stillwater, or any other surrounding towns.  This privilege gives “seniors 

only” the opportunity to enjoy a different option for lunch.   

 

Seniors will not be able to have this privilege if they are on the weekly ineligible 

list, have any disciplinary referrals for that week, are tardy to 5th hour after lunch, 

or do not have a parent consent form signed by a parent or guardian in the high 

school office.   
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Anyone found engaging in illegal activity, horse-play, or causing any kind of 

problems while off campus, will not have the off campus lunch privilege for the 

remainder of the school year or a specified time given by the high school 

principal.  The high school principal also has the final say of whether to cancel 

any Thursday off campus lunch for any reason at any time or to allow this 

privilege on another day of the week on shortened weeks.   

By signing the consent form, Coyle Public Schools and/or any school personnel 

will not be held responsible or liable for any accident or injury occurring to 

students off campus during the time stated above.   

 

 

13. STUDENT  PROMOTION 
 

a. REPORT CARDS 

 

Each nine weeks, report cards are issued in order to keep the parents in touch with 

the work the students are doing in school.  Parents are requested to examine the 

cards.  If the grades are not satisfactory, or if there is any misunderstanding about 

the grade cards, a conference with the teacher or the principal or both is highly 

desired and will be appreciated. 

 

Each 4 1/2 weeks, progress reports are sent to parents. Each week a student is on 

the F or D list a report will be mailed to parents along with a reason for the 

unsatisfactory work.  This is to acquaint the parents with the student's problems so 

they can help solve them satisfactorily and perhaps prevent that student from 

failing the course. 

 

It is hoped that with parents, students, and teachers working together, the number 

of failures and dropouts will be cut to the absolute minimum and scholastic 

achievement will be greatly improved. 

 

Grading Scale    Citizenship 

 

A    Excellent  (90-125)   S Satisfactory 

B    Good (80-89)   O Occasional 

C    Average (70-79)   U Unsatisfactory 

D     Low (60-69)   I Incomplete 

F     Failure  (59-below) 

 

b. HONOR ROLLS  

 

i. SUPERINTENDENT'S HONOR ROLL 

 

Requires all "A's" and no citizenship mark of unsatisfactory. 
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ii. PRINCIPAL'S "A" HONOR ROLL 

 

Requires five (5) or more scholarship marks of "A" with no mark below a "B" and 

no citizenship mark of unsatisfactory. 

 

c. PROMOTION POLICY 

 

Grade placement in the elementary school (K-8) will be based upon the child's 

maturity (emotional, social, mental, and physical), chronological age, school 

attendance, effort, and marks achieved.  Standardized test results can be used as 

one means of judging progress.  The grades earned by the child throughout the 

year shall reflect the probable assignment for the coming year. 

 

d. RETENTION POLICY 

 

It is the policy of Coyle Public Schools that no student shall be advanced to a 

higher grade level after a recommendation of a teacher that a child should be 

retained in the child's present grade level.  A recommendation for retention in a 

grade is a decision made carefully on an individual basis.  This decision will 

firmly focus on arriving at what is in the best interest of the student.  The 

retention of a student shall be based upon the total growth of each individual 

student.  Such factors as social, emotional, physical and mental growth, as well as 

attendance, shall be taken into consideration. 

 

Whenever a teacher or teachers recommend that a student be retained at the 

present grade level or not passed in a course, the parent or guardian, if dissatisfied 

with the recommendation, may appeal the decision by complying with the 

district's appeal process.  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 record of the student stating the reason(s) for disagreeing with the 

decision of the Board. 70 O.S. 1991, Section 24-114.1 

 

 

e. APPEAL PROCESS FOR A STUDENT NOT BEING PROMOTED 

 

Whenever a teacher recommends that a student be retained at the present grade 

level, the parent or guardian, if dissatisfied with the recommendations, may 

appeal the decision by notifying the superintendent in writing, requesting a 

hearing before the Coyle Board of Education at the next regular meeting of the 

Board. 

 

An appeal in writing from the parent or guardian giving reason(s) to promote over 

the school's recommendation of retention must be provided to the Board at the 

hearing for their consideration.  The Board will consider both the school's and the 

parent's reasons for their recommendations.  The decision of the Board of 

Education is final. 
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f. PROFICIENCY-BASED PROMOTION 

 

I. Proficiency-Based Promotion 

A.   Upon request of a student, parent, guardian, or educator, a student will be 

given the opportunity to demonstrate proficiency in one or more areas of 

the core curriculum. 

1. Proficiency will be demonstrated by assessment or evaluation.  

Proficiency in all laboratory sciences will require that students are able 

to perform relevant laboratory techniques. 

2. Students shall have the opportunity to demonstrate proficiency in the 

core areas as identified in 70 O.S.S 11-103.6: 

a. Social Studies 

b. Language Arts 

c. The Arts 

d. Languages 

e. Mathematics 

f. Science 

3. Proficiency for advancing to the next level of study will be 

demonstrated by a score of 90% of comparable performance on an 

assessment or demonstration. 

4. The opportunity for proficiency assessment will be provided at least 

twice each school year.  Once in August and once in May. 

5. Qualifying students are those who are legally enrolled in the local 

school district. 

6. The district may not require registration for the proficiency assessment 

more than one month in advance of the assessment date. 

7. Students will be allowed to take proficiency assessments in multiple 

subject areas. 

8. Students not demonstrating proficiency will be allowed to try again 

during the next assessment period. 

9. Exceptions to standard assessment may be approved by a local district 

for those students with disabling conditions. 
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10. Students wishing to take the proficiency-based promotion test shall 

provide a written request from their parents as well as schedule an 

appointment with the high school principal to discuss the specifics 

with the high school principal and counselor three weeks prior to the 

time of the test. 

11. The test will be available for all core areas, but may only be taken 

once per semester, if scoring below 90%. 

B. Students demonstrating proficiency in a core curriculum area will be given 

credit for their learning and will be given the opportunity to advance to the 

next level of study in the appropriate curriculum area. 

1. The school will confer with parents in making such 

promotion/acceleration decisions.  Such factors, as social and mental 

growth should be considered. 

2. If the parent or guardian requests promotion/acceleration contrary to 

the recommendation of school personnel, the parent or guardian shall 

sign a written statement to that effect.  This statement shall be included 

in the permanent record of the student. 

3. Failure to demonstrate proficiency will not be noted on the transcript. 

4. Students must progress through a curriculum area in a sequential 

manner.  Elementary, middle level, or high school students may 

demonstrate proficiency and advance to the next level in a curriculum 

area. 

5. If proficiency is demonstrated in a 9-12 curriculum area, appropriate 

notation will be placed on the high school transcript.  The unit shall 

count toward meeting the requirements for the high school diploma. 

6. Units earned through proficiency assessment will be transferable with 

students among school districts within the state of Oklahoma. 

C. Proficiency assessment will measure mastery of the priority academic 

student skills in the same way that curriculum and instruction are focused 

on the priority academic student skills.  In other words, assessment will be 

aligned with curriculum and instruction.  

D. Options for accommodating student needs for advancement after they 

have demonstrated proficiency may include, but are not limited to, the 

following: 

1. Individualized instruction 

2. Correspondence courses 
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3. Independent study 

4. Concurrent enrollment 

5. Grade/course advancement 

6. Individualized education programs 

E. Each school district will disseminate materials explaining the 

opportunities of proficiency-based promotion to the students and parents 

in the district each year.  Priority Academic Student Skills and type of 

assessment or evaluation for each core curriculum area will be made 

available upon request. 

II. Appropriate notation will be made for elementary, middle level or high school 

level students satisfactorily completing a 9-12 high school curriculum area.  

Completion may be recorded with a grade or pass.  This unit will count 

toward meeting the requirements for the high school diploma. 

A. Letter grades will be placed on the student's transcript based on the school 

grading scale.  A ninety or above will be considered an "A". 

 

g. HIGH SCHOOL GRADUATION CREDIT REQUIREMENTS FOR CLASS 

PLACEMENT 
 

Students at Coyle High School will be classified according to the number of 

Carnegie Units of Credit they have accumulated. 

 

   Freshman (9th)  0    to    5 units 

   Sophomore (10th)  5.5 to 10.5 units 

   Junior (11th)   11 to 15.5 units 

   Senior (12th)   16 units and above 

 

Students will be reclassified at the beginning of each academic year.  Students 

will not be allowed to change classifications during the academic year. 

 

h. HIGH SCHOOL GRADUATION REQUIREMENTS 

 

Students shall complete the following guidelines in order to graduate from Coyle 

High School beginning in the 2005-2006 through 2008-2009 school year based 

upon availability of classes and personnel, not to be less than Oklahoma 

Requirements for High School Graduation.   

 

The 26 required units shall include the following: 

 

4 units – Language Arts; 
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1 unit - English I:  Grammar and Composition 

1 unit - English II:  Advanced Grammar and Composition 

1 unit - English III:  American Literature 

1 unit - English IV:  English Literature 

(World Literature may be substituted for American or 

English Literature) 

 

3 units – Mathematics 

1 unit - Algebra I 

2 units of Mathematics from 

Algebra II 

Geometry 

Math Analysis 

Trigonometry 

Pre-calculus 

Calculus 

Statistical Analysis 

Applied Mathematics I 

Applied Mathematics II 

Computer Science 

 

3 units – Science 

1 unit - Biology 

2 units of Science from 

Chemistry 

Physics 

Biology II 

Physical Science 

Earth Science 

Botany 

Zoology 

Applied Science 

Astronomy 

 

3 units – Social Studies 

1 unit – US History 

.5 -1 unit - Government 

.5 units – Oklahoma History 

.5-1 unit – which may include, but are not limited to :  

World History, Geography, Economics, Anthropology, or 

other social studies courses with content and/or rigor equal 

to or above United States History, United States 

Government and Oklahoma History. 

 

2 units – The Arts (1 unit of Humanities satisfies 2 sets of competencies) 

11 units - Electives  
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i. REQUIREMENTS FOR HIGH SCHOOL GRADUATION 

 

Beginning with students who are ninth graders in the 2006-2007 school year: 

 

Parents will choose either College Preparatory Curriculum Requirements or State 

Graduation Requirements for their child to complete to receive a diploma from 

Coyle High School.  If the parents do not choose the student will complete the 

College Preparatory Curriculum*.   

 

Students shall complete the following guidelines in order to graduate from Coyle 

High School beginning in the 2009-2010 school year based upon availability of 

classes and personnel, not to be less than Oklahoma Requirements for High 

School Graduation. 

 

The 26 required units shall include the following: 

 

4 units – Language Arts; 

1 unit - English I:  Grammar and Composition 

1 unit - English II:  Advanced Grammar and Composition 

1 unit - English III:  American Literature 

1 unit - English IV:  English Literature 

(World Literature may be substituted for American or 

English Literature) 

*College Preparatory are any that are approved for college 

admission. 

 

3 units – Mathematics 

1 unit - Algebra I 

2 units of Mathematics from 

Algebra II 

Geometry 

Math Analysis 

Trigonometry 

Pre-calculus 

Calculus 

Statistical Analysis 

Applied Mathematics I 

Applied Mathematics II 

Computer Science 

* College Preparatory Curriculum must meet 

approval for college admission requirements.   

Note:  Math courses above Algebra I may be taught 

at a high school or technology center. 

 

3 units – Science 

1 unit - Biology 
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2 units of Science from 

Chemistry 

Physics 

Biology II 

Physical Science 

Earth Science 

Botany 

Zoology 

Applied Science 

Astronomy 

* 3 Laboratory Science courses which are approved 

for college admission requirements. 

 

3 units – Social Studies 

1 unit – US History 

.5 -1 unit - Government 

.5 units – Oklahoma History 

.5-1 unit – which may include, but are not limited to :  

World History, Geography, Economics, Anthropology, or 

other social studies courses with content and/or rigor equal 

to or above United States History, United States 

Government and Oklahoma History. 

*3 History and Citizenship Skills which meet Oklahoma 

Graduation Requirement and College admission 

requirements. 

 

*2 units of the same Foreign Language or non-English language or 2 units 

of Computer Technology approved for college admission requirements, 

whether taught at a high school or technology center school, including 

Computer Programming, Hardware, and Business Computer Applications 

such as Word Processing, Databases, Spreadsheets, and Graphics, 

excluding Keyboarding or Typing courses. 

  

*1 additional unit selected from any of the above or career and technology 

education courses approved for college admission requirements.  

 

2 units – The Arts (1 unit of Humanities satisfies 2 sets of competencies) 

*other courses may substitute for 1 unit of the arts.   

 

11 units - Electives 

                       * Elective units to add up to 26 units for graduation. 
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j. POLICY FOR EXCHANGE STUDENTS GRADUATION 

 

The exchange student and the school may develop a contract to assist the student 

in their culture exchange program.  The school will provide the student with an 

honorary diploma and a letter stating the student’s participation in the Coyle 

School. 

 

OSSAA Rules on Foreign Exchange Students must not have graduated from their 

home country and meet the same OSSAA requirements. 

 

k. VO-TECH SUBSTITUTIONS FOR GRADUATION REQUIREMENTS 
 

Provided a student who completes 6 units at an area Vo-Tech school may waive a 

unit of the required math and a unit of the required science.  A student who 

completes 3 units of credit at an area Vo-Tech school, or completes 3 units of 

vocational courses at the home school may waive a unit of either math or science.  

The remainder of the 24 units for high school graduation may be selected from 

courses to meet students' individual needs and interests. 

 

l. OKLAHOMA STATE REGENTS FOR HIGHER EDUCATION 

COLLEGE ENTRANCE REQUIREMENTS 

 

4 Units English (Grammar, Composition, Literature) 

 

2 Units Laboratory Science (Biology, Chemistry, Physics or any 

lab science certified by the district.  General Science may 

not be used to meet this requirement. 

 

3 Units Mathematics (Algebra I, Algebra II, Geometry, 

Trigonometry, Math Analysis, Calculus) 

 

2 Units History (Including 1 unit of American History) 

 

1 Unit Citizenship Skills (Economics, Geography,  

Government, Non-Western Culture) 

 

3 Units Other (Must be taken from previously listed subjects or 

from the following: Computer Science, Foreign Language) 

 

Total=15 required units 

 

m. CLASS SCHEDULE CHANGES 

 

No student will be allowed to change class schedules after five (5) school days 

have passed in each semester. Only the Principal may grant exceptions to this 

case. 
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n. HIGH SCHOOL VALEDICTORIAN AND SALUTATORIAN SELECTION 

GUIDELINES 

 

The senior class valedictorian and salutatorian selection will be determined using 

the cumulative grade point average (GPA) for the first seven (7) semesters of 

grades 9 -12.  The senior with the highest GPA that meets the Honors Diploma 

requirements will be named valedictorian.  The senior with the second highest 

GPA that meets the Honors Diploma requirements will be named salutatorian.  

The student or students (if identical grade point averages occur) with the highest 

grade point average will be the valedictorian and the next highest grade point 

average student or students (if identical grade point averages occur) will be 

selected as the salutatorian. 

 

o. PARTICIPATION IN HIGH SCHOOL GRADUATION CEREMONY 

 

Any twelfth-grade student who has not made satisfactory progress and who would 

not reasonably be expected to within one unit or credit of meeting the graduation 

requirements of Coyle Public Schools will not be allowed to participate in the 

graduation ceremonies.  Coyle Public Schools will not reimburse any student or 

parent/guardian for any costs related to graduation if the student fails to meet 

requirements for participating in the graduation ceremony. 

 

p. HONOR ESCORTS FOR HIGH SCHOOL GRADUATION 

 

The honor escorts for high school graduation will be chosen from students of the 

eleventh-grade class.  They will be chosen according to grade point average to 

valedictorian and salutatorian, only using five (5) semesters of grades to 

determine the grade point average. 

 

14. STUDENT ACTIVITIES 
 

a. STUDENT PARTICIPATION IN NON-CURRICULAR EVENTS IS 

CONTINGENT UPON FULFILLMENT OF OBLIGATIONS OWED TO 

THE DISTRICT 

 

Part of the educational mission of the District is the teaching of character 

education, the requirements for being a responsible member of society, and the 

fact there are negative consequences for failure to accept basic responsibilities 

owed to others and to society. 

 

Participation in extracurricular and non-curricular school events is a privilege and 

not a right of a student.  Participation is conditioned not only upon any academic 

eligibility requirements and compliance with disciplinary rules, but the display of 

good citizenship, including payment of all financial and property obligations 
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owed to the District, which is providing these opportunities and events for 

students. 

  

Students who participate in competitive extracurricular activities represent the 

District to the student body, patrons, and the other school districts participating in 

the event, and students may not be afforded the opportunity to participate or 

continue to participate in those activities for lack of display of good citizenship, 

including failure to pay all financial and property obligations owed to the District. 

 

Participation in noncompetitive extracurricular and non-curricular events 

provided students by the District is also a privilege which may be denied to a 

student for failure to display good citizenship, including failure to pay all 

financial and property obligations owed to the District.  These events require the 

use of District facilities and other District resources, the time of District 

employees, and the efforts and time of students who display good citizenship, 

including payment of all financial and property obligations owed to the District. 

In brief, to enjoy the benefits of activities provided students by the District, 

students must honor their commitments to the District, which includes the 

payment of money owed the District and the return in good condition of District 

property.  Accordingly, students who do not honor their financial and property 

obligations to the District may not be permitted to enjoy privileges provided by 

the District for students, including participation noncompetitive extracurricular 

and noncurricular events. Such privileges include, but are not limited to 

participation in field trips outside the classroom, attendance at the prom, 

participation in graduation exercises (although a diploma will be granted), parking 

privileges, service as class officers, or recognition for any award or honor given a 

student by the District. 

 

(Example of financial obligation:  A family lunch bill that exceeds $100.  In 

this event all family members in school would not be able to participate in the 

extra activities unless the previous month’s bill had been paid in full starting 

the new month with a zero balance for the family.) 

 

b. OSSAA ELIGIBILITY RULES 

 

i. SEMESTER GRADES (Section 1) 

 

1. A student must have received a passing grade in any five subjects counted 

for graduation that he/she was enrolled in during the last semester he/she 

attended fifteen or more days. (This requirement would be five school 

credits for the 7th and 8th grade students.) 

2. If a student does not meet the minimum scholastic standard, he/she will 

not be eligible to participate during the first six weeks of the next semester 

they attend. 
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3. A student who does not meet the above minimum scholastic standard may 

regain his/her eligibility by achieving passing grades in all subjects he/she 

is enrolled in at the end of a six week period. 

4. Pupils enrolled for the first time must comply with the same requirements 

of scholarship.  The passing grades required for the preceding semester 

should be obtained from the records in the school last attended. 

ii. STUDENT ELIGIBILITY DURING A SEMESTER (Section 2) 

 

1. Scholastic eligibility for students will be checked at the end of the three 

week of a semester and each succeeding week thereafter. 

2. A student must be passing in all subjects he/she is enrolled in during a 

semester.  If a student is not passing all subjects enrolled in at the end of a 

week, he/she will be placed on probation for the next one-week period.  If 

a student is still failing one or more classes at the end of their probationary 

one-week period, he/she will be ineligible to participate during the next 

one-week period.  The ineligibility period will begin on Monday and end 

on Sunday. 

3. A student who has lost eligibility under this provision must be passing all 

subjects in order to regain eligibility.  A student regains eligibility under 

Rule 3 of the O.S.S.A.A. Administrators Handbook with the first class of 

the new one-week period (Monday through Sunday). 

4. "Passing grade" means work of such character that credit would be entered 

on the records were the semester to close at that time. 

 

iii. SPECIAL PROVISIONS (Section 3) 

 

1. A 12th grade student may maintain eligibility if he/she is passing the 

classes required for graduation.  The number of classes can be no less than 

four (4).  A 12th grade student who is concurrently enrolled in high school 

and college may use the college courses to meet the minimum number of 

four subjects needed to maintain eligibility.  These may be a combination 

of high school and college subjects equivalent to four high school units 

which are accepted by the Oklahoma State Department of Education 

(physical education and athletics cannot be included in the four 

requirements). 

2. An ineligible student who changes schools during a semester will not be 

eligible at the new school for a minimum period of three weeks.  A student 

may regain his/her eligibility by achieving the scholastic standard in Rule 

3, Section 2-B of the O.S.S.A.A. Administrators Handbook at the end of a 

three-week period. 



 255 

3. Incomplete grades will be considered to be the same as failing grades in 

determining scholastic eligibility.  School administrators are authorized to 

make an exception to this provision (Rule 3, Section 3-C of the 

O.S.S.A.A. Administrators Handbook) if the incomplete grade was caused 

by an unavoidable hardship. (Examples of such hardships would be 

illness, injury, death in family, and natural disaster)  Accredited programs 

may be used to meet the requirements of Rule 3, Section 1-A of the 

O.S.S.A.A. Administrators Handbook for the end of the spring semester. 

4. Schools may choose to run eligibility checks on any day of the week.  The 

period of ineligibility will always begin the Monday following the day 

eligibility is checked. 

c. COYLE ACTIVITIES REQUIRING STUDENTS TO MEET ELIGIBILITY 

RULES 
  

1. Banquets 

2. Junior and Senior Prom 

3. Competitive events 

4. Any organizational meeting 

5. National and state conventions 

 

d. COYLE ACTIVITIES EXEMPTED FROM MEETING ELIGIBILITY 

RULES: 
  

1. School carnival 

2. 4-H and FFA Booster Club Supper and Auction 

3. Class and organizational fund raiser  

 

e. PHYSICAL EXAMINATIONS AND PARENTAL CONSENT 

CERTIFICATE 

 

No pupil shall be eligible to represent Coyle Public Schools in an athletic contest 

or scrimmage until there is on file with the principal a physical examination and 

parental consent certificate.  The form used shall be the standard OSSAA form.  

No other form will be accepted.  A medical doctor or a doctor of osteopathic 

medicine must give the examination.  Each student (grades 5-12) who participates 

in athletic contests or scrimmages must have a new physical examination each 

year.  All physicals given for participation must be given no earlier than May 1 of 

the preceding year in which the students are to participate and before the first day 

of practice in that student's particular sport.  The physical will be valid from the 

date of the physical given until the next required physical.  Parent(s) or 
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guardian(s) must sign the parental consent form each year before the pupil 

participates in any organized athletic practice session including contest 

participation. 

 

Students that have a history of medical problems such as asthma, seizures, etc. 

must have an attached statement from the examining physician.  The statement 

should address the existing condition and say whether or not the condition would 

or would not keep the student from safely participating in the activity or activities 

chosen by the student. 

 

f. FUND-RAISING ACTIVITIES 

 

All organizations, which wish to have fund-raising projects, must get it cleared 

through their sponsors first.  After sponsors have agreed to the project, it must be 

cleared through the principal by the sponsor.  This procedure must always be 

used, if the activity is to be approved. 

 

g. PARTIES 

 

Principal’s discretion 

 

 All parties must be cleared through the principal's office. 

 

  

h. ATTENDANCE AND EXTRA-CURRICULAR ACTIVITIES 

 

Any student participating in any extra-curricular activity, field trip, etc., must be 

in attendance at least 1/2 of the day in order to be eligible to attend that activity.  

There may be extenuating circumstances, which warrant special consideration in 

some instances.  It is the decision of the principal to determine whether or not an 

exception will be made. 

 

Furthermore, any student who surpasses ten (10) absences for the semester may 

be declared academically ineligible for the remainder of the semester.  This could 

also lead to a student being ineligible for the first six weeks of the next semester.  

(Example:  a student that fails three or more classes for the semester due to 

excessive absences would be ineligible to participate in extra-curricular activities 

for the first six weeks of the following semester.) 

 

i. ACTIVITIES/ATTENDANCE POLICY 

 

Student participation in school programs is encouraged at Coyle Public Schools 

and such participation is thought to be of value.  Participation in school programs 

affords the students the opportunity for creativity and expression, to build self-

confidence, and to promote a sense of accomplishment. 
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In compliance with the State Board of Education to limit the number of times a 

student may miss a particular class due to activities, the following policy is 

adopted for Coyle Public Schools. 

 

j. DEFINITION OF AN ACTIVITY 
 

An activity will be defined as any type of absence resulting from an activity, 

initiated by any group, organization, team, club, or person/persons that causes a 

student to miss any class for a period of 15 minutes or longer in any one (1) class 

period. 

 

k. POLICY  
 

A student shall not be permitted to miss any one (1) class period more than ten 

(10) times per school year due to participation in extra-curricular activities.  Any 

exception to this number, not covered by this policy, must be submitted, in 

writing, to the Internal Activities Review Committee.  This committee will make 

their recommendations to the Board of Education and they or their designated 

representative will make the decision to permit or refuse the request. 

 

l. RULES GOVERNING ACTIVITIES 

 

1. No teacher will ask for students out of classes other than his/her own for 

extra-curricular activity, without the permission of the principal. 

2. All organizational meetings will be scheduled through the principal and 

will be held during lunch or after school. 

3. Teachers and sponsors will be very diligent in scheduling activities to be 

sure the activity does not cause the student to have too many activity 

absences. 

n. EXEMPTIONS 

 

(They must meet the criteria set up in the policy statement above.)   

 

1. Athletics (as sanctioned by the state) 

2. State Choral Festival 

3. FFA - National Convention (5 days); earned at state level State 

Convention (2 days); County, District, State and national level, 

competition  

4. 4-H - All County, District, State and national level, competition  

5. FACS - State Convention, State or National Officer 
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Before a student can be gone more than ten (10) days, he/she must meet school 

eligibility criteria. 

o. FOOTBALL HOMECOMING PROCEDURES 

 

Football homecoming queen and king elections are rewards and a distinguished 

honor. Since females do not participate in football, it is the feeling of the 

administration and coaches that the football homecoming queen candidates come 

from fast-pitch softball players and/or cheerleaders. All high school football 

players will cast one (1) vote of three (3) choices; 1st choice 3 points; 2nd choice 

2 points, and 3rd choice 1 point, on three (3) senior girls involved in softball 

and/or cheerleading. The top three (3) tallied seniors will be candidates for the 

ceremony. The high school softball players and cheerleaders will then vote on the 

3 candidates to determine the king. The king candidates will be all high school 

senior football players. Again, using the 1st choice 3 points; 2nd choice 2 points, 

and 3rd choice 1 point system. The highest total candidate will be named king. 

 

The attendants will be one (1) female and one (1) male representative from the 9th 

grade, 10th grade, and 11th grade. Each attendant will be a football player, softball 

player or cheerleader. The football players will vote for the female attendants and 

the softball players and cheerleaders will vote for male attendants for their 

particular grade. The votes will be for one student in 9th grade, one student in 10th 

grade, and one student in 11th grade. The female and male student receiving the 

highest number of votes will represent that particular class as an attendant.  

 

p. BASKETBALL HOMECOMING PROCEDURES 

 

Since the queen and king elections are rewards and a distinguished honor, it is the 

feeling of the administration and the athletes that the king and queen should be 

seniors that have been involved in the basketball athletic program.  Therefore, all 

seniors will be king and queen candidates, unless there are no senior players. In 

this case, juniors would be eligible, but could not succeed themselves the 

following year. If there are no seniors, the juniors would make up a balance of 

two (2). The boys basketball players will vote on the queen and the girls 

basketball players will vote on the king. Each player will cast one (1) vote and the 

senior with the most votes will be selected as the king and queen. 

 

The attendants will be one (1) female and one (1) male representative from the 9th 

grade, 10th grade, and 11th grade. Each player from the girls basketball team will 

vote for one male player attendant from each grade 9th-11th to represent that class 

as an attendant. Each player from the boys basketball team will vote for one 

female player attendant from each grade 9th-11th to represent that class as an 

attendant. The female and male student receiving the highest number of votes will 

represent that particular class as an attendant. 
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r. SELECTION OF FLOWER GIRL AND CROWN BEARER FOR BOTH 

FOOTBALL AND BASKETBALL HOMECOMING: 
 

The kindergarten teacher shall nominate three (3) girls and three (3) boys for this 

position.  The following criteria (in no particular order) will be used in selecting 

the flower girl and ring bearer candidates; behavior at school, scholarship, 

connections to the football and basketball teams (whether or not the child attends 

the games, older brothers and sisters on the team, etc.).  The queen candidates will 

then choose from the three (3) girl candidates and the three (3) boy candidates by 

secret ballot.  In case of a tie, the high school homecoming attendants will be 

allowed to vote also. 

 

s. If, for some reason, there are not enough candidates or a team, it is at the 

principal’s discretion on how to conduct the voting, candidates and 

attendants for that year. 

 

t. PLANS FOR HOMECOMING: 
 

The high school principal, coaches, and the students make plans for the activities 

and take care of the decorations.  During the ceremony, girls and boys may be 

escorted by the opposite sex.  During the coronation, crowns, necklaces, flowers 

and etc. may be exchanged or presented but the king and queen will not kiss. 

 

15. TRANSPORTATION 
 

a. TRANSPORTATION POLICIES 

 

The safety and welfare of student riders will be the first consideration in matters 

pertaining to transportation. Children will be instructed as to the proper and safe 

conduct while a Board transportation vehicles. Emergency evacuation drills will 

be conducted regularly to acquaint students thoroughly with appropriate 

procedures for emergency situations.  

 

The bus driver is the "pilot" in command. He is ultimately responsible for the 

lives and safety of everyone aboard; therefore, he is the decision-maker. The 

driver of the bus is a school official and has the same control over the pupil as the 

teacher in the classroom.  Misconduct will be reported immediately to the 

Principal.  Students and other school bus passengers shall conduct themselves in a 

manner consistent with good classroom behavior while waiting for and traveling 

on school buses.  

 

The bus driver will bring misconduct to the attention of the principal. The parents 

will be notified by the principal through a school bus incident report. 
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Coyle Public Schools 

Transportation Policies 

 

School Bus Rider Guidelines 

(Please keep these guidelines for future reference.  Your signature on the 

following page acknowledges your receipt and compliance.) 
 

Coyle Public Schools realizes that the school bus transportation has become an 

integral part of the modern educational process.  At the same time, the State of 

Oklahoma has determined that school bus transportation is to be considered a 

privilege and not a right of the students attending the state’s public schools (OK 

State Statute 70-9-101).  Because of these two facts, and because the Board 

chooses to extend transportation privileges to those who are eligible, the 

following procedures have been established to facilitate safe transportation of the 

district’s students. 

 

These procedures are not in place to create a hardship on parents or guardians; 

rather, they are to be used to provide for the safe transportation of all students 

who are transported. 

 

We carry the most precious cargo in the world:  your children.  We ask that you 

cooperate with the efforts put forth to care for your children and to cooperate with 

school personnel in their pursuit of safe transportation. 

 

NOTE:  These procedures will not supersede, but are in addition to all Board 

adopted policies. 

 

b. TRANSPORTATION TRANSFERS 

 

In order to provide the safest possible care for your students while they ride the 

bus and in order to control the number of students riding any given bus, it is 

necessary that students ride only the bus they are assigned to.  Furthermore, it is 

necessary that students get on and off the bus only at the stop closest to their 

residence. 

 

If a student needs to get on or off at a stop different than his/her own, ON A 

ONETIME BASIS, the student must have this approved by the principal by 

presenting a signed letter or verbal request from the parent/guardian. 

 

c. CAMERA USE 

 

Some buses are equipped with cameras, and individuals other than transportation 

personnel may view videotapes taken by these cameras. 
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d. DESIGNATED BUS STOP 

 

Students are required to be at designated bus stop, on time, ready to board.  Be 

aware that inclement weather may vary the time of pickup. 

 

e. DISCIPLINE POLICY 

 

The driving scene of today is a far cry from Henry Ford’s day.  The number of 

automobiles and the pace of life have both increased greatly, making the traffic 

problems extremely complicated and deserving of all our attention.  These facts, 

coupled with the precious cargo our bus drivers carry every day, demand that 

school bus drivers devote 99% of their attention to the driving scene.  Anything 

that distracts them from this scene could result in consequences that we shudder 

to think about.  Therefore, these policies addressing student behavior are 

necessary and will be strictly enforced.  

 

Student behavior is expected to be like that in the classroom.  Students will be 

expected to board the bus quietly, take their seats, and converse quietly, take their 

seats, and converse quietly with their nearest neighbor.  Violations of this policy 

may include, but will not be restricted to, the following: 

 

Failure to remain seated,    Throwing objects or littering 

Facing forward, feet out of the aisle  Spitting 

Aisles clear of personal possessions  Eating, drinking, chewing gum 

Pushing, tripping, hitting, or slapping  Use of electronic devices 

Loud, profane, or unacceptable language Violation of safety procedures 

Not obeying the driver   Hanging out of window 

 

f. STANDARD PROCEDURE 

 

For these first-time offenses which might be categorized as “minor”, such as 

failure to remain seated, eating/drinking, etc., the bus driver may assign the 

student to a specific seat and/or have a conference with the student. 

 

Please note:  Any of the following steps may be skipped if the offense is 

deemed to be severe.  This category could include, but is not restricted to, the 

following. 

 

Severe Clause Weapons (includes toys and facsimiles) 

Fighting/Terrorism 

Vandalism (could include restitution as well as disciplinary 

action) 

Gross violation of the safety procedures 

Verbal (includes cursing) or physical assault of the bus driver 

Defiance of school personnel 

Drugs/Alcohol/Tobacco 
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Sexual Misconduct 

First Reported 

Offense 

Principal may contact parent by letter of phone 

Second 

Reported 

Offense 

Bus suspension of three (3) days, in-house suspension, etc.  

Parent to be notified by the principal. 

Third Reported 

Offense 

Mandatory bus suspension of five (f) days.  Parent to be 

notified by the principal 

Fourth Reported 

Offense 

Mandatory bus suspension of 86 days or equal to one (1) 

semester.  Parent to be notified by Principal. 

 

g. STUDENT RIDER REGISTRATION FORM 

 

See attached Form B. 

 

h. BUS RIDER RULES 

 

A. Previous to loading (on the road and at school) 

1. Be on time at the designated school bus stops - keep the bus on 

schedule. 

2. Stay off the road at all times while waiting for the bus.  (Bus riders 

conduct themselves in a safe manner while waiting.) 

3. Wait until the bus comes to a complete stop before attempting to 

enter. 

4. Horseplay is not permitted. 

5. Be careful in approaching bus stops. 

6. Bus riders are not permitted to move toward the bus at the school 

loading zone until the bus has been brought to a complete stop.  

 B. While on the Bus - 

  1. Keep hands and head inside the bus at all times after entering and 

until leaving the bus. 

  2. The use of any form of tobacco, vapor device or alcohol is 

prohibited. 

  3. Assist in keeping the bus safe and sanitary at all times. 

  4. Remember that loud talking and laughing or unnecessary 

confusion diverts the driver's attention and may result in a serious 

accident. 
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  5. Treat bus equipment as you would valuable furniture in your own 

home.  Damage to seats, etc., must be paid for by the offender. 

  6. Riders should never tamper with the bus or any of its equipment. 

  7. Leave no books, lunches, or other articles on the bus. 

  8. Keep books, packages, coats, and all other objects out of the aisles. 

  9. Help look after the safety and comfort of small children. 

10. Do not throw anything out of the bus window. 

11. Riders are not permitted to leave their seats while the bus is in 

motion. 

12. Horseplay is not permitted. 

13. Riders are expected to be courteous to fellow pupils. 

14. Keep absolute quiet when approaching a railroad crossing. 

15. In case of a road emergency, children are to remain in the bus 

unless otherwise instructed. 

C.   After Leaving the Bus - 

1. When crossing the road, go at least ten feet in front of the bus, 

stop, check traffic, watch for bus driver's signal, then cross the 

road. 

2. Students living on the right side of the road should immediately 

leave the bus and stay clear of traffic. 

D. The driver will not discharge riders at places other than the regular bus 

stop, except by proper authorization from the parent and school official. 

E. Extra Curricular Trips - 

1. All the bus rider rules and regulations will apply to any trip under 

school sponsorship. 

2. Pupils shall respect the wishes of any school chaperone appointed 

by the school officials. 

3. No student will travel in any vehicle not owned and insured by the 

District while on a school trip unless prior permission has been 

secured from the parent and such travel has been authorized by the 
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principal and sponsor of the activity in which the student is 

engaged. 

4. STUDENTS MUST RETURN ON THE BUS IN WHICH THEY 

WERE TRANSPORTED TO ACTIVITIES UNLESS RELEASED 

TO THE PARENT.  Parents must sign their child out in order for 

the child to be released to the parent. 

16. HEALTH ISSUES 
 

a. ACCIDENT - ILLNESS POLICY 

 

The Coyle School District assumes no liability for accident or health insurance.  

In the event a student becomes seriously ill or injured while under jurisdiction of 

the school, the school will attempt to contact the student's parents or guardian.  If 

the parents or guardian can not be located, the school may transport such student 

to a doctor or health care facility.  The district will not, however, assume any 

responsibility for any expenses incurred on the student's behalf.  Therefore, Coyle 

Public Schools urges parents to obtain adequate insurance coverage on behalf of 

their children. 

 

The Coyle Public School is committed to the safety of its students, staff and 

patrons.  Therefore, it will be the policy of the Coyle School district to fill out the 

attached “Accident Report Form”.  When an accident occurs at school or on a 

school activity the form will need to be filled out as soon as possible by the 

person or persons witnessing the accident.  The report will need to be given to the 

building principal with an oral report concerning the accident. 

 

b. ACCIDENT REPORT FORM 

 

See attached Form C. 

 

c. IMMUNIZATIONS 

 

i. DTP, POLIO, AND MMR 
 

The State Board of Health currently requires that children attending school in 

Oklahoma have had at least five (5) DTP or DTaP shots (unless the fourth was 

received after his/her fourth birthday), four (4) doses of Polio vaccine (unless the 

third dose was received after his/her fourth birthday), and one each of measles, 

mumps, and rubella (MMR) vaccines received on or after the child's first 

birthday.  A second dose of measles vaccine at least 30 days after the first dose is 

required for children entering kindergarten (or first grade without attending 

kindergarten) beginning with the fall 1990 semester. 

 

Every subsequent year the second dose of measles requirement will be extended 

by one grade level (see table below).  It is the intent of the law that all students, 
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regardless of age or circumstances, have received two doses of measles vaccine if 

they are in these grade levels.  All children transferring from other school districts 

or other states; all students in these grade levels due to retention; and all students 

in transitional levels between these grades; are also required to have two doses of 

measles vaccine. 

  

ii. HEPATITIS B 
 

All students entering the seventh grade must provide documentation of having 

received three (3) doses of hepatitis B vaccine.  Beginning in the fall, 1998 

semester, all students entering kindergarten or first grade without attending 

kindergarten, must provide documentation of having received three (3) doses of 

hepatitis B vaccine. 

                                                                     

iii. HEPATITIS A 
 

Students entering kindergarten and seventh-grade will be required to have had 

two doses of hepatitis A vaccine, with the first dose on or after the second 

birthday and the second dose six to eighteen months later.  Each year thereafter 

the requirement shall be extended one grade level so that in the school year 

beginning in 2004, all children entering school shall be required to have two doses 

of hepatitis A vaccine. 

 

iv. VARICELLA (CHICKENPOX) 
 

Students entering kindergarten will be required to have had one dose of Varicella 

(chickenpox) vaccine given on or after the first birthday, or a parent’s statement 

of a history of the disease will be accepted.  Each year thereafter the requirement 

shall be extended one grade level so that in the school year beginning in 2010, all 

children entering school shall be required to have one dose of Varicella vaccine or 

a parent’s statement of a history of the disease. 

  

  Grades Requiring  

 School Year One Dose of Varicella   

 2004-2005 K-6 

 2005-2006 K-7 

 2006-2007 K-8 

 2007-2008 K-9 

 2008-2009 K-10 

 2009-2010 K-11 

 2010-2011 K-12   

  

 

d. HEAD LICE AND CONTAGIOUS DISEASE POLICY 
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Any child afflicted with a contagious disease or head lice may be prohibited from 

attending a public, private, or parochial school until such time as he/she is free 

from the contagious disease or head lice. 

 

Any child prohibited from attending school due to head lice shall present to the 

appropriate school authorities, before said child may reenter school, certification 

from a health professional as defined by section 2601 of Title 63 of the Oklahoma 

Statues or an authorized representative of the State Department of Health that said 

child is no longer afflicted with head lice. (70-1210.194) 

 

17. AIDS AND OTHER COMMUNICABLE DISEASES 
 

a. AIDS POLICY FOR STUDENTS 
 

The Board of Education believes that its primary responsibility is to provide the 

opportunity for an education to each school-age child who resides within this 

district and who is qualified under Oklahoma law to attend school. 

  

Acquired Immune Deficiency Syndrome (AIDS) is one of a number of 

communicable diseases that require special precautions to prevent transmission in 

the school environment.  Because there is no cure for AIDS and because it is a 

life-threatening disease, it is imperative that specialized procedures be followed in 

the management of a student who is diagnosed as a carrier of the AIDS virus. 

 

b. NATURE OF THE AIDS VIRUS 

 

By definition Human Immunodeficiency Virus (HIV) is the virus that causes 

AIDS.  Acquired Immune Deficiency Syndrome (AIDS) is a medical term used to 

describe the variety of illness a person may suffer after being infected with a type 

of virus that attacks and cripples a crucial element of the body's immune system.  

"Acquired" means that AIDS is not an inherited condition; instead a person 

contracts AIDS through exposure to the virus that causes it.  "Immune deficiency" 

refers to the fact that the body's immune system is rendered ineffective by the 

virus that causes AIDS.  "Syndrome" refers to the fact that AIDS is characterized 

by a collection of maladies, which can include types of cancer, pneumonia, severe 

diarrhea, and neurological problems. 

 

c. TRANSMISSION OF AIDS 
 

Unlike many other communicable diseases, AIDS is not believed by most medical 

authorities to be transmissible through casual contact in the normal school 

environment.  Present medical knowledge indicates that the AIDS virus is 

transmitted by the introduction of the virus into the blood stream through sexual 

contact, sharing of hypodermic needles among intravenous drug users, receiving 

blood transfusions from infected individuals, or at birth.  Pending further research, 

however, any spill of body fluid--blood, tears, semen, saliva, vomits, urine or 
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excrement--by an AIDS infected individual should be considered as a possible 

source of infection. 

 

d. REFERRAL OF AIDS STUDENTS 
 

The case of any student who has been diagnosed as being infected with HIV Virus 

or as having AIDS will be referred to the superintendent.  If the student or any 

person other than a student's parents or guardian reports that a student is infected 

with HIV or has AIDS, the superintendent will meet with the student's parents or 

guardian as soon as possible.  The superintendent will determine if the 

parents/guardian have knowledge of the student's infection and if not, whether 

further medical examination is desired.  If the superintendent confirms that the 

student is infected with HIV or that the student has AIDS, the superintendent will 

report the student's illness to the Oklahoma Department of Public Health. 

 

When a student is confirmed as being infected with HIV, the superintendent will 

discuss the education options of the student with a health review committee 

composed of the parents, the student's physician, public health personnel and 

school personnel.  School personnel may include the superintendent or the 

superintendent's designee, the counselor and, for elementary students, the 

homeroom or grade teacher.  The health review committee shall make 

recommendations for education placement after weighing the risks and benefits to 

both the infected children and to others in the educational setting. 

  

The health review committee will determine if the student's health poses an 

immediate and present danger to the student, the school staff or other students if 

the infected student is placed in a regular classroom environment.  If the health 

review committee determines that such a danger is present, the superintendent 

will offer homebound instruction to the student under the school's homebound 

instruction program.  The school superintendent may temporarily remove a 

student with AIDS from the classroom if and when communicable diseases are 

occurring in the school population in order to protect the infected student from 

extraordinary risk.  If the health review committee determines that the student's 

health does not pose an immediate danger to the student, school staff or other 

students, the health review committee will be requested to conduct a monthly 

evaluation of the infected student's progress or a more frequent evaluation as 

circumstances warrant. 

  

It is the policy of this Board of Education that students who have contracted 

Acquired Immune Deficiency Syndrome (AIDS), or student's who are infected 

with the Human Immunodeficiency Virus (HIV) or other communicable diseases 

will not be denied educational opportunities.  The placement of students with 

AIDS or with HIV or any other communicable disease, within the school system 

will depend upon the student's needs and the school's capabilities.  Students who 

have been verified by the Oklahoma Department of Public Health, the school 

physician or a private physician as having contracted AIDS may be placed in the 
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school's handicapped program provided that the students otherwise meet 

eligibility requirements or will be enrolled according to procedures established by 

the superintendent.  If the health review committee determines that the condition 

of the student warrants the child being classified as "handicapped child" in need 

of special education and related services under P.L. 94-142, then the district shall 

convene a special education placement team to consider whether the child 

qualifies for an Individual Educational Placement. 

 

e. CONFIDENTIALITY REQUIREMENTS 
 

Protection of the confidentiality of information regarding HIV infected students 

are of utmost importance.  Only those employees who have an absolute need to 

know are to be made aware of the identity of students with HIV or AIDS.  The 

superintendent, in consultation with other staff members, will identify by name 

those employees who are to be given this information.  This list will be given to 

the principal who will be responsible for insuring that only authorized employees 

are made aware of the student's condition, and that they are informed of the 

potential legal consequences of revealing that information.  When a student is 

identified, as being infected with HIV virus, the principal is to establish a separate 

file on that student to which only he and those identified employees are to have 

access.  No entry regarding the AIDS condition is to be made on the student's 

cumulative record, health card, the computerized student data base or other 

record. 

 

f. CLEANUP OF BODY FLUIDS 

 

Since it is not always known whether a student is infected with the AIDS virus, 

rubber gloves and a 1 to 10 solution of household bleach in water are to be used in 

cleaning up a spill of body fluid by any student.  Insofar as possible, paper towels 

or other disposable paper products are to be used.  Following cleanup, the rubber 

gloves and paper towels are to be sealed in a plastic bag and discarded.  Used 

sanitary napkins are also to be sealed in plastic bags and disposed of in the same 

manner.  Other materials used in the cleanup, such as mop heads, rags or clothing 

is to be thoroughly rinsed in a bleach and water solution or washed separately in 

hot water.  Thorough hand washing with soap and water is also advised.  These 

precautions will help to guard against the spread of not only AIDS but other 

communicable, though less deadly, disease. 

 

g. PROTECTION OF STUDENTS AND EMPLOYEES 

 

The first consideration must be the protection of students and employees from 

infection by students with the HIV virus.  Since the possibility of spreading the 

AIDS virus through casual contact such as occurs in a school situation is 

"remote," according to medical researchers, most students infected with the AIDS 

virus can continue without restriction in the regular classroom, except that such 

students are not to be allowed to participate in contact sports or swimming.  If a 



 269 

student is prone to biting, aggressive behavior, incontinent, have open skin 

lesions, or is subject to drooling, or any questionable behavior or condition, the 

student will be placed in a more restrictive environment which minimizes the 

exposure of other students to his/her body fluids.  Any employee assigned to work 

with this type of student must be informed of the potential contagiousness of the 

student. 

 

h. PROTECTION OF STUDENTS WITH AIDS 
 

A second consideration is the physical well-being of the AIDS afflicted student.  

Since AIDS severely depresses the immune system, any of the minor infections or 

childhood diseases that are common among children could be life threatening to a 

student afflicted with AIDS.  It may thus be advisable to recommend a restricted 

educational environment, either permanently or temporarily, for the protection of 

the AIDS student. 

 

i. COMMUNICABLE DISEASES 

 

A student afflicted with a communicable or contagious disease may be prohibited 

from attending school in this district until he/she is free from the disease, or until 

a plan for management of the case has been formulated which will adequately 

protect other students and employees in the school environment against 

transmission of the disease. 

 

j. AIDS PREVENTION EDUCATION FOR STUDENTS 

 

Acquired Immune Deficiency Syndrome (AIDS) prevention education will be 

taught a minimum of once during grade six (6), a minimum of once during grade 

eight (8), and a minimum of once during grade eleven (11).  The district will use 

the curriculum developed by the Oklahoma State Department of Education.   

  

The general objective of the curricula for all three (3) levels include being made 

aware of the (1) forms of the disease, (2) methods of transmission, and (3) 

prevention of Acquired Immune Deficiency Syndrome. 

 

The district will make the curriculum and materials that will be used to teach 

AIDS prevention education available for inspection by parents and guardians of 

the students who will be involved with the curriculum and materials.  

Furthermore, the curriculum must be limited in time frame to deal only with 

factual medical information for AIDS prevention.  The district will notify parents 

of the intent to teach AIDS education by sending a letter home with students at 

least two (2) weeks before such instruction is to occur.  No student shall be 

required to participate in AIDS prevention education if a parent or guardian of the 

student objects in writing to such participation. 
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18. ADMINISTERING MEDICATION TO STUDENTS 
 

It shall be the policy of the Coyle Board of Education that if a student is required 

to take prescription medication during school hours and the parent or guardian is 

unable to be at school to administer the medication or if circumstances exist that 

indicate it is in the best interest of the student that a non-prescribed medication be 

dispensed to that student, the principal, or his designee, may administer the 

medication only as follows: 

 

a. PRESCRIPTION MEDICATION 
 

Prescription medication must be in a container that indicates the following: 

1.   The student's name 

2.  The name and strength of medication 

3.  Dosage and directions for administration 

4.  Name and phone number of physician or dentist  

5.  Date and name of pharmacy 

6. Whether the child has asthma or other disability which may require 

immediate dispensation of the medication  

The prescription medication must be delivered to the principal's office in person 

by the parent or guardian of the student unless the medication must be retained by 

the student for immediate administration.  The medication will be accompanied 

by written authorization from the parent, guardian, or person having legal custody 

that indicates the following: 

1. Purpose of the medication  

2. Time to be administered 

3. Whether the medication must be retained by student for self-

administration 

4. Termination date for administering the medication 

5. Other appropriate information requested by the principal or the principal's 

designee 

The administrator or his designee will: 

1. Keep an accurate record of the administration of the medication  
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2. Keep all medication in a locked cabinet except medication retained by a 

student per physician’s order 

3. Return unused prescription to the parent or guardian only 

The parent, guardian or person having legal custody of the student is responsible 

for informing the designated official of any change in the student's health or 

change in medication. 

b. NON-PRESCRIPTION MEDICATION 
 

Non-prescription medication may be administered only with the written 

permission of a parent, guardian, or person having legal custody when other 

alternatives, such as resting or changing activities are inappropriate or ineffective.  

The medication must be in its original container and will be administered only in 

accordance with label directions on the medication container.  The parent, 

guardian, or person having legal custody of the student is responsible for 

informing the designated official of any change in the student's health or change 

in medication. 

 

c. MEDICATION ADMINISTRATION 
 

No minor child shall be allowed to carry or self-administer any medication, 

prescription or non-prescription except as approved by the laws of the State of 

Oklahoma and then only when proper written approval is provided by the child’s 

parent, or guardian. 

 

d. STUDENT SELF-ADMINISTRATION OF INHALED ASTHMA 

MEDICATION 

 

Pursuant to 70 O.S. § 1-116.3, the Board of Education of the Coyle 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.  
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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. 

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. Acknowledgment 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 720, Dispensing Medications.  The parent or legal guardian shall agree 

in writing to the conditions and regulations set forth in that 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. 

e. PARENTAL AUTHORIZATION FOR STUDENT SELF-

ADMINISTRATION OF INHALED ASTHMA MEDICATION 

See attached Form D. 

19. FIRE, TORNADO, & EMERGENCY DRILLS 

a. FIRE DRILLS, TORNADO DRILLS, EMERGENCY DRILLS 

Students, teachers, and other district employees shall participate in frequent drills 

of emergency procedures. When the alarm is sounded, students must follow the 

direction of teachers, bus drivers, etc. quickly and in an orderly manner. 

b. EMERGENCY BELL 

1 CONTINUOUS BELL-TORNADO  

3 SHORT BELLS-FIRE Go to the designated safe area. Stay in your class group 
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EMERGENCY PLANS 

 

 

Fire Emergency Plan: 

 

At the alert and/or announcement, students will stand and orderly exit their classroom 

through the closest exterior door. Teachers, please review your classroom charts for 

designated pathways. 

 

Once arriving at the assigned meeting location, teachers will take roll and confirm all 

students and staff are accounted for. 

 

An “All Clear” announcement will be made when the disaster (or drill) is over. 

 

 

Tornado Emergency Plan: 

 

At the alert and/or announcement, students will be escorted to the new gym and into the 

tornado shelters. If weather permits, everyone will walk to the location. If weather does 

not permit walking, everyone will be transported by bus. Buses will pick-up at the north 

cafeteria door and at the front of the high school. 

 

Elementary students (PK-6th Grades) will enter the west storm (Under Visitor 

Seating) shelter from the northwest entrance and assemble by class from youngest to 

oldest. Pre-Kindergarten will be the first class at the south end of the shelter followed by 

Kindergarten, 1st Grade, and so on. Please refer to the signage on the wall of the shelter 

for proper class location. 

 

Teachers will instruct students to sit on the floor by grade and wait for further 

instructions. 

 

Junior High and High School students (7th-12th Grades) will enter the east storm 

(Under Home Seating) shelter from the northeast entrance and assemble by class based 

on arrival, filling the space from the south end of the shelter to the north end. 

 

Once arriving at the assigned meeting location, teachers will take roll and confirm all 

students and staff are accounted for. 

 

An “All Clear” announcement will be made when the disaster (or drill) is over and 

students will return to their classrooms. 

 

Lock Down Plan: 
 

An announcement will be made when a lock down is needed. When a lock down is 

announced, teachers and staff will lock any entrances and shelter students in place, 

according to the code announced. 
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Lock Down Codes:  

 

GREEN - (Lock door and keep teaching. Do not let anyone leave the room.) 

YELLOW - (Lock door with caution of the surroundings. Do not let anyone leave the 

room.) 

RED - (Lock door with severe caution and shelter everyone in the room out of sight. Do 

not let anyone leave the room.) 

 

An “All Clear” announcement will be made when the lock down is over and everyone 

will return to the normal schedule/routine, or other directions will be given, if necessary. 

 

Continued Emergency Procedures 

c. TORNADO SAFETY RULES 

1. School buses will continue to run during tornado watches, but will not run 

during tornado warnings.  School buses are easily rolled by tornado winds. 

2. During a tornado watch, the school secretary will monitor commercial radio or 

T.V. for tornado warnings.  Weather spotters will also keep an eye on the sky 

for dark, rolling clouds, hail, driving rain, or a sudden increase in wind, in 

addition to the tell-tale funnel. 

3. One long ring of the bell will be designated to indicate a tornado has been 

sighted and is approaching. 

4. Teachers or staff on duty will be responsible to bring students in from the 

playground and the outside commons areas during the drills. 

5. Students in the classrooms will be escorted to specific areas of the building.  

(Shown on the Tornado Emergency Plan) 

6. If a school bus is caught in the open when a tornado is approaching the 

children should be escorted to a nearby ditch or ravine and made to lie face 

down, hands over head.   They should be far enough away so the bus cannot 

topple on them. 

d. FIRE DRILL AWARENESS AND EMERGENCY PROCEDURE 

1. The principals will plan fire drills during the school year.  One fire drill must 

be held within ten days after the first day of school.  At least one other fire 

drill will be held ten days after the start of the second semester.  Fire drills 

may be held in conjunction with the local fire department and emergency 

unit’s fire drills. 
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2. Anyone who smells smoke, sees a fire, or suspects that there is a fire should 

take the following actions: 

A. All students are to be escorted out of the buildings to safety (high 

school students to the parking lot north of the high school building, 

elementary students to the parking lot south of the elementary 

building.)  A fire alarm pull station is to be located as quickly as 

possible to sound the alarm (short rings of the bell…at least 4 

rings…will signal a fire).  If a fire alarm pull station cannot be found 

or pulled, the person reporting should contact a teacher who can ring 

the fire alarm. 

B. The Fire department should be contacted as soon as possible.  

C. Fire Department Phone Number:  466-3933 or 911 

D. Teachers are to account for all of their students.  

E. Principals are to account for all teachers during a fire drill. 

F. Principals will designate someone to check restrooms on exiting the 

buildings. 

Fire exit diagrams are to be posted in all rooms on the bulletin boards. 

d. BOMB THREAT 

In the event that the school would receive a bomb threat the administration will assess the 

seriousness of the threat and take appropriate action.  After assessing the situation and it 

is determined that evacuation is necessary the emergency tornado emergency 

transportation procedure will be implemented. Buses will pick-up at the north cafeteria 

door and at the front of the high school. 

 

Busses will travel to the bus barn and FFA Show Barn. PK-6 students will locate 

in the FFA Show Barn in groups by class and teachers or sponsors. 

9-12 students will locate in the Bus Barn in groups by class and sponsors. 

All certified staff should maintain a list of the students that they will be 

responsible for. 

Once students and staff are secured in the buildings they will remain there until 

safe to leave or are released to a parent or guardian.  A parent of guardian must 

sign for their student at the door of the respective buildings.  Staff will be 

assigned to the doors, telephones and other areas of communications as needed. 
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20. TRANSFER STUDENTS 

It will be at the discretion of the Coyle School District to accept or reject students 

transfer in or out of the district. 

a. OPEN TRANSFER POLICY 

Beginning January 1, 2000, a request for a transfer into this District initiated by or 

on behalf of a nonresident student will be approved or refused in accordance with 

this policy. The transfer of a student whose resident District does not offer the 

grade the student is entitled to pursue will be approved if the student resides 

within the transportation area of this school. 

i. CRITERIA FOR APPROVAL OR DENIAL OF REGULAR 

TRANSFERS 

The fact that the District has adopted an open transfer policy does not mean that 

every transfer application will be accepted. A transfer will be denied if the 

administration determines the transfer would detract from the educational 

experience of currently enrolled students or place additional financial or space 

burdens upon the district. A transfer application will not be approved if the 

District does not:  

 

1.  Provide the courses/educational programs(s) in which the applicant desires 

to enroll or in which this District deems the student is required to enroll in 

order to comply with state and federal laws and regulations; 

2.  Have adequate facilities to provide the courses/educational program(s) in 

which the applicant desires to enroll or in which this District deems the 

student is required to enroll in order to comply with state and federal laws 

and regulations; 

3.  Have adequate space for the student in the courses/educational program(s) 

in which the applicant desires to enroll or in which the District deems the 

student is required to enroll in order to comply with state and federal laws 

and regulations. The administration may reserve preferred space for 

resident students or new resident students reasonably anticipated to move 

into the District during the school year. Thus, the District may deny a 

transfer if approval would result in: 

a. Placing a financial or education burden on District facilities or staff in 

the courses/educational programs the student would attend. 

b.  Exceeding class size limitations set by state law or District policy in 

such courses. 

c.  Exceeding a percentage of such class size limitations as set by the 

Superintendent or designee. The administration may determine that a 

percentage of class size mandates should be reserved for later resident 
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enrollment to prevent the exceeding of class size limits later in the 

school year due to addition enrollment or reasonably anticipated new 

resident students. 

 

4.  Have current personnel needed to provide the grade/courses/programs in 

which the applicant desires to enroll. 

ii. A TRANSFER WILL NOT BE APPROVED IF THE STUDENT 

1. Has a disciplinary record which provides a reasonable basis to determine 

the applicant would present a discipline problem if enrolled. Such a 

reasonable basis will exist if school discipline or court records of the 

student, from any public or private school within or without the State of 

Oklahoma or any court within or without the state of Oklahoma, show the 

student at any time:  

 

a.  Has violated school regulations; 

b.  Has committed an act commonly regarded as being immoral; 

c.  Has been adjudicated as a delinquent for an offense that is not a 

violent offense under relevant Oklahoma law; 

d.  Has been adjudicated as a delinquent for an offense that is a violent 

offense under relevant Oklahoma law; 

e.  Has been convicted as an adult for an offense defined in relevant 

Oklahoma law as an exception to a nonviolent offense; 

f.  Has been convicted as an adult for an offense defined in relevant 

Oklahoma law as a violent offense: 

g.  Has committed on school property, in school transportation, or at a 

school event a violent act or an act showing deliberate or reckless 

disregard for the health or safety or faculty or others; 

h.  Has possessed on school property, in school transportation, or at a 

school event an alcoholic beverage, low-point beer as defined by 

relevant Oklahoma law, a wireless telecommunication device, or 

missing or stolen property found to have been taken from a student, 

school employee, or the school during school activities; or, 

i.  Has possessed on school property, while in school transportation, or at 

a school event a dangerous weapon or a controlled dangerous 

substance as defined by relevant Oklahoma law. 

iii. A TRANSFER WILL NOT BE APPROVED IF THE APPLICANT 

1. Fails to complete the Application form (Attachment "A"), provide the 

District with sufficient educational records, or inform the District in detail 
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of the grades/courses/programs in which the student desires to enroll or 

participate if the application is accepted so that the criteria above can be 

applied within the time deadlines set by law for the approval or rejection 

of a transfer. All such records must be supplied to the District in time for 

District personnel to make a reasonable review of such records in applying 

the approval/denial criteria set by this policy. 

This is particularly important for students with disabilities because all 

documentation of the resident district will need to be reviewed to make a 

preliminary determination as to whether the District has the appropriate 

programs ,staff, and services to provide the applicant with the education 

and services to provide the applicant with the education and services set 

forth tin the student's IEP, and if a preliminary approval determination is 

made, to prepare for and conduct a joint IEP conference with the resident 

district prior to any final approval or rejection of the transfer application. 

All applicants must consent in writing to the release of education records 

from previous schools attend, and applicants for students with disabilities 

must consent in writing to forward to this District whatever confidential 

records this district deems is necessary to review in applying the 

approval/denial criteria of this policy. The Superintendent or designee has 

authority to amend Attachment "A" by regulation to include additional 

information needed to review an application request. 

2.  Fails to timely submit a completed application; or, 

3.  Provides incorrect information on the application request. 

iv. DELEGATION OF APPROVAL AUTHORITY TO 

SUPERINTENDENT OR SUPERINTENDENT'S DESIGNEE 

The Board of Education delegates to the superintendent of the Superintendent's 

designee authority to approve or deny a transfer application pursuant to the 

criteria listed in this policy.  

 

(Option #1) First Priority for Transfer Openings Will Be Reserved For Children 

Of District Employees: 

Priority for transfers first will be given to applications for the enrollment of 

nonresident students who are children of District employees. Transfer requests for 

such children will be numbered as received, and the District shall consider 

requests on a first come, first-serve basis. Any currently enrolled District student 

who is a child of a District employee for whom a regular transfer has been 

approved in the past and any sibling of such student will be given priority if an 

application is filed before February 1, and the first- come, first-serve list will be 

compiled only after such current students and their siblings have been placed on 

the list. 
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(Option #2) Second Priority For Transfer Openings Will Be Reserved For 

Children Of Parents Who Work Within The Geographical Confines of the School 

District:  

Second, priority for transfers will be given to applications for the enrollment of 

nonresident students who are children of parents who work within the 

geographical confines of this School District. Transfer requests for such children 

will be numbered as received, the District shall consider requests on a first-come, 

first-serve basis. Any currently enrolled District student who is a child of a parent 

working within the geographical confines of this School District for whom a 

regular transfer has been approved in the past and any sibling of such student will 

be given priority if an application is filed before February 1, and the first- come, 

first-serve list will be compiled only after such current students and their siblings 

have been placed on the list. 

v. TIME OF RECEIPT OF APPLICATIONS DETERMINES ORDER OF 

REVIEW 

Transfer requests will be numbered as received, the District shall consider 

requests on a first-come, first-serve basis. All transfer applications received by the 

District shall be dated and time-stamped. Any currently enrolled District student 

for whom a regular transfer has been approved in the past and any sibling of such 

student will be given priority if an application is filed before February 1, an the 

first-come, first-serve lists will be compiled only after such current students and 

their siblings have been placed on the list. 

vi. NON DISCRIMINATION 

The District shall not accept or deny a regular transfer application based upon the 

student's ethnicity, national origin, race, color, religion, gender, income level, 

disabling condition, proficiency in the English language, measure of achievement, 

aptitude, or athletic ability. Failure to meet the criteria in this policy for approval 

will not be deemed to be rejection for discriminatory reason. 

vii. STUDENTS WITH DISABILITIES 

If a student with a disability applies for a transfer, the student must supply all 

documentation of the resident district relating to the student's previous and current 

IEPs so that this District may: 

1.  Determine whether the District currently has appropriate programs, staff, 

services and placement needed to fulfill the current or anticipated IEP of 

the student; and, 

2.  If a preliminary determination is made that the District has the appropriate 

programs, staff, services and placement needed to fulfill the current IEP of 

the student if the transfer application is approved, conduct the statutorily-

required joint IEP conference with the district of residence before a final 

determination of approval or denial is made. 
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Notwithstanding the provisions of this policy, students with disabilities may be 

educated in this district pursuant to special education cooperative agreements 

between this District and other school districts. Such transfers will be deemed to 

be parent- or student-initiated transfer applications governed by this policy. 

viii. TIME DEADLINES FOR REGULAR TRANSFERS 

An application for a regular transfer must be submitted on a form approved by the 

State Board of Education, completed by the parent or person having custody of 

the student, and filed with the superintendent of this District not later than 

February 1 of the school year proceeding the school year in which the transfer is 

requested. On or before March 1 of the school year preceding the school year in 

which the transfer is requested, the District will notify all resident school districts 

that an application for the transfer has been filed by a student enrolled in the 

resident school district. This District shall approve or deny the application not 

later than June 1 of the same year in which the application is submitted, and by 

June 1 shall also inform the State Board of Education and the resident district of 

the students who have been granted transfers and their grade levels. 

ix. ATHLETIC AND OTHER COMPETITION 

A transfer student, other than a student granted an emergency transfer, will not be 

eligible to participate in school-related interscholastic competition governed by 

the Oklahoma Secondary School Activities Association ("Association") for a 

period of one year from the first day of attendance at this District, unless the 

transfer is from a school district not offering the grade the student is entitled to 

pursue. Whether a student granted an emergency transfer will be eligible to 

participate in school-related interscholastic competition shall be determined by 

the Association. 

x. EMERGENCY TRANSFERS 

Students may be granted a transfer on an emergency basis. The parent or person 

with custody must submit a completed application on a form approved by the 

State Board of Education. On an adequate showing of an emergency, the 

superintendent may approve a transfer, subject to approval of the State Board of 

Education. An emergency shall include proof provided by the parent of: 

1.  The inability of the resident district to provide an education to the transfer 

applicant due to the destruction or partial destruction or a school building 

attended by the student: 

2.  The inability of the resident district to offer the subject the pupil desires to 

pursue, provided the pupil became a legal resident of the school district 

after February 1 of the school year immediately prior to the school year 

for which the pupil is seeking the transfer; 

3.  A catastrophic medical problem of the student, which means an acute or 

chronic serious illness, disease, disorder or injury which has a permanent 
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detrimental effect on the body's system or makes the risk of harm 

unusually hazardous, such that removal from the resident district is 

medically needed; 

4.  The total failure of the resident district to provide transportation to and 

from school; or, 

5.  The concurrence of both the resident school district and this receiving 

District. 

Applications for approval of a transfer will not be considered unless the parent 

has signed Attachment "B" on said Application, which will cancel the transfer if 

the conditions stated in the Attachment occur. This District shall have completed 

discretion as to whether to approve or not to approve an emergency transfer which 

is based upon prior approval of the resident district. 

xi. APPROVAL OF A TRANSFER REQUIRES AGREEMENT FOR 

CANCELLATION OF TRANSFER 

Approval by this district of any transfer is contingent upon the applicant agreeing 

in writing to cancellation of this transfer by the District during the school year if 

the student does not comply with the rules and regulations of this District of 

student behavior, or if the family of the transferred student fails to remain current 

in financial obligations owed to the District, including, but not limited to payment 

for lunches or lost or destroyed District property. The board of education hereby 

delegates to the Superintendent's designee authority to cancel any transfer 

previously granted by the board of education upon a determination that 

cancellation is appropriate The consent form is attached as "Attachment B", 

which may be amended by administrative regulation. 

Students Seeking A Transfer From A Non-Accredited School Or a Home School 

Only Will Be Granted Provisional Approval Pending Review Of Test Results and 

Application of Policy Criteria To The Placement Deemed Appropriate: 

Students currently enrolled in a private school not accredited by a state agency or 

in a home school are not guaranteed enrollment in the grade/programs/courses in 

which the applicant desires to enroll. Students desiring to transfer from private 

schools not accredited by a state agency or from a home school will required to 

take all placement tests required of resident students enrolling in the district after 

attendance in private schools not accredited by as state agency or home schools, 

and the administration will decide the appropriate placement primarily upon 

placement test results as per District policy. Accordingly, students applying for a 

transfer from such schools will be granted a provisional transfer until a.) Test 

results are reviewed to determine the appropriate grade/courses/programs for the 

applicant and b.) The criteria of this policy is then applied to determine if the 

applicant is eligible for transfer approval. An applicant who does not agree to 

accept placement based upon such test results and criteria review will be deemed 

ineligible for transfer approval. An applicant who does not agree to accept 
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placement based upon such test results and criteria review will be deemed 

ineligible for an approved transfer and the provisional transfer will be of no effect. 

xii. ACCEPTANCE OF ASSIGNMENT REQUIRED; SUBSEQUENT 

CHANGE NEEDS ADMINISTRATIVE APPROVAL 

Because approval of transfers is based upon criteria of sufficient programs, 

staffing, and space needs for the particular applicant, a transfer student must 

accept the school site, courses, and programs to which the student is assigned by 

the administration. A TRANSFER STUDENT WILL NOT BE ALLOWED 

AT THE TIME OF, OR AFTER, ENROLLMENT TO CHANGE THE 

GRADE/COURSES/PROGRAMS IN WHICH THE STUDENT STATED 

HE OR SHE DESIRED TO ENROLL ON THE TRANSFER 

APPLICATION WITHOUT SPECIFIC WRITTEN PERMISSION FROM 

THE SUPERINTENDENT OR DESIGNEE. It will be the responsibility of the 

transfer student or parent to inform the school official from whom approval for a 

new assignment is requested that the student is a transfer student, and failure to do 

so will result in cancellation of the transfer unless excused by the Superintendent 

or designee. 
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FORM A 

INTERNET USE APPLICATION 
 
User's Full Name (please print): __________________________________________________ 

 

Home Address:  ________________________________________________________________ 

 

Home Phone:  ____________________________ Work Phone __________________________ 

 

I am a(n)   _____ Administrator  _____ Teacher 

 

  _____ Parent                  _____ Coyle Student    

 
I understand and will abide by the terms and conditions for Internet access.  I further 

understand that any violation of the regulations is unethical and may constitute a criminal 

offense.  Should I commit any violation, my access privileges may be revoked, school 

disciplinary and/or appropriate legal action may be taken. 

 

User Signature _____________________________________ Date:  _____/_____/__________ 

 

PARENT/GUARDIAN PERMISSION 

 

As the parent or guardian of this student, I have read the terms and conditions for Internet 

access.  I understand that this access is designed for educational purposes and that the 

Coyle Public Schools have taken available precautions to eliminate controversial material.  

However, I also recognize it is impossible for the Coyle Public Schools to restrict access to 

all controversial materials, and I will not hold the Coyle Public Schools responsible for 

materials acquired on the network.  I hereby give my permission to grant Internet access 

for my child. 

 

Parent/Guardian (please print) ___________________________________________________ 

Signature __________________________________________ Date:  _____/_____/__________ 
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FORM B 

COYLE PUBLIC SCHOOLS 

STUDENT RIDER REGISTRATION FORM 

 
Please have parent/guardian complete and sign this form and return to your bus driver.  This form 

must be turned in within two days.  PLEASE PRINT. 

 

          ____________ 

Parent/Guardian     Home Telephone 

 

           ______ 

Address      Business Telephone 

 

             

City    Zip   Cell phone 

 

             

Mailing Address (if different than above) 

 
In case of an emergency when you cannot be reached, please give an alternate contact name and 

number. 

             

Emergency Contact Person    Emergency Telephone 

 
PLEASE PRINT the names, ages, and grades of each child in your household who will ride the bus. 

 

Bus #  NAME      AGE  GRADE 

 

            

 

            

 

            

 

            

 

            

 

Please give the nearest intersections and brief directions on how to get to your house  

 

             

 

             

 

Coyle School Transportation Policy Statement 

I have received the Coyle Public School Bus Rider Guidelines.  I realize that my child and I are 

responsible for and must comply with all information contained. 

 

             

Parent/Guardian Signature      Date 
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FORM C 

Coyle Public Schools 

700 S Cottingham 

Coyle, OK  73027 

ACCIDENT REPORT FORM 

 

Name____________________________________________________    Student____     Employee ____     Other____ 

             Last                            First                              Middle 

 

Address_________________________________________________________________________________________ 

 

Date of Accident________________________     Time of Accident_________________________________________ 

 

Employee information 

Telephone Number________________________________    Social Security 

Number_________________________________ 

 

Date of Birth____________________     Sex_______    

Position__________________________________________________ 

 

Date Employer notified____________________             Time workday began ____:_____ o’clock AM/ PM 

 

 

Location of accident_______________________________________________________________________________ 

 

Description of injury and how accident occurred_________________________________________________________ 

 

______________________________________________________________________________________________ 

 

 

Action taken or treatment 

given__________________________________________________________________________________________ 

 

 

Medical treatment advised__________________________________________________________________________ 

 

Student information 

Teacher of class_________________________________    

Building________________________________________________ 

 

Parents name and 

address__________________________________________________________________________________ 

                                     

                                        

___________________________________________________________________________________ 

 

Person 

notified___________________________________________________________________________________________ 

                                 Name                                                Relationship                    Time                Phone 

 

By whom 

notified:________________________________________________________________________________________ 

 

 

Witness:    1. _________________________    2.__________________________   3.___________________________ 

 

Signature of reporting person________________________________________________________________________ 

 

Signature of person administering first aid______________________________________________________________ 

 

Signature of school administrator_____________________________________________________________________ 
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FORM D 

 

PARENTAL AUTHORIZATION FOR STUDENT SELF-ADMINISTRATION 

OF INHALED ASTHMA MEDICATION 
 

The undersigned,       , (“Parent”) is the parent or 

legal guardian of      , (“Student”) who attends Coyle 

Public School. 

By Parent’s signature below, Parent understands and agrees to the following: 

 

1. Parent hereby authorizes Student to self-administer inhaled asthma medication 

pursuant to the guidelines set forth in District Policy 720.1. 

 

2. Parent has read, understands and agrees to the provisions and regulations of 

District Policy 720.1, Student Self-Administration of Inhaled Asthma Medication, 

and understands that violation of the terms and conditions set forth in that Policy 

by either Student or Parent may result in revocation of Student’s permission to 

self-administer inhaled asthma medication at school. 

 

3. Parent has provided to the District a written statement from Student’s physician 

indicating that Student has asthma and is capable of, and has been instructed in 

the proper method of, self-administration of inhaled asthma medication. 

 

4. Parent acknowledges the following statement: 

 

“The District, its employees and agents shall incur no liability as a 

result of any injury arising from the self-administration of medication 

by the student.” 
 

5. Parent has read, understands and agrees to the provisions and regulations of 

District Policy 720, Dispensing Medications, and understands that violation of the 

terms and conditions set forth in that Policy by either Student or Parent may result 

in revocation of Student’s permission to self-administer inhaled asthma 

medication at school. 

 

6. Parent has been given a copy of District Policy 720.1, Student Self-Administration 

of Inhaled Asthma Medication; a copy of District Policy 720, Dispensing 

Medication and any accompanying signed forms; and a copy of this signed 

Parental Authorization form. 

 

Parent/Guardian (please print) _______________________________________________ 

 

Signature _______________________________________Date: ______/______/______ 
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FORM E     

 

COYLE PUBLIC SCHOOL DISTRICT 

 

ELEMENTARY ELECTRONIC DEVICES 

 
It is the policy of the Coyle School Board that students in grades 7-12 may possess 

electronic devices.  Elementary students PK-6th grade will not be allowed to use cell phones 

or other electronic devices listed (this includes but is not limited to: cell phones, radios, cassette 

players, compact disc players, electronic games, such as Game-Boys, paging devices, etc.) while 

at school.  The school will not be responsible for any lost or stolen devices brought on school 

property. 

Upon reasonable suspicion, the superintendent, principal, teacher, or security personnel 

shall have the authority to detain and search, or authorize the search of, any student or property in 

the possession of the student for unauthorized wireless telecommunication devices. 

Students found to be using any electronic communications device for any illegal purpose, 

violation of privacy, or to in any way send or receive personal messages, data, or information that 

would contribute to or constitute cheating on tests or examinations shall be subject to discipline 

and the device shall be confiscated and not returned until a parent conference has been held. 

Students violating this rule will be disallowed from carrying any personal communication device 

following the incident unless a bona fide health emergency exists. 

Students found to be in possession of a wireless telecommunications device in violation 

of the rules shall be subject to disciplinary action under the student discipline policy, including 

confiscation of the device pending parent/guardian conference, detention, or suspension. Where 

appropriate, police authorities may be contacted. 

 

I HAVE READ AND UNDERSTAND THE ABOVE ELECTRONIC DEVICES POLICY. 

 

Student 

Signature__________________________________________Date_________________ 

 

Parent//Guardian 

Signature__________________________________Date_________________ 
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FORM F 

 

STUDENT EXTRACURRICULAR ACTIVITIES CONTRACT 

 

 
Statement of Purpose and Intent 

 

Participation in school-sponsored extracurricular activities at the Coyle School District is a privilege and 

not a right.  Such privilege is governed by the district policy on Student Possession or Use of Alcohol and 

Illegal Drugs and Participation in Extracurricular Activities.  Alcohol and illegal drug use of any kind is 

incompatible with participation in extracurricular activities on behalf of the Coyle Public Schools.  Students 

who participate in these activities are respected by the student body and are expected to hold themselves as 

good examples of conduct, sportsmanship, and training.  Accordingly, student participants in 

extracurricular activities carry a responsibility to themselves, their fellow students, their parents, and their 

school to set the highest possible examples of conduct, which includes avoiding the use or possession of 

alcohol or illegal drugs. 

 

Participation in Extracurricular Activities 

 

For the safety, health, and well-being of the students of the Coyle Public Schools District, the district has 

adopted the attached policy on Student Possession or Use of Alcohol and Illegal Drugs and Participation in 

Extracurricular Activities and this Student Extracurricular Activities Contract, which shall be read, signed, 

and dated by the student participant, parent or custodial guardian, and coach/sponsor before such 

participant shall be eligible to practice or participate in any extracurricular activity.  No student shall be 

allowed to practice or participate in any extracurricular activity unless the student has returned the properly 

signed Student Extracurricular Activities Contract. 

 

 

Student’s Last Name______________________ First Name_____________________ Middle Initial_____ 

 

I understand, after having read the policy on Student Possession or Use of Alcohol and Illegal Drugs and 

Participation in Extracurricular Activities and this Student Extracurricular Activity Contract, that, out of 

care for my safety and health, the Coyle School District enforces the rules applying to the consumption or 

possession of alcohol and/or illegal drugs.  As a member of a Coyle Public organization, I realize that the 

personal decisions that I make daily in regard to the consumption or possession of alcohol and/or illegal 

drugs may affect my health and well-being as well as the possible endangerment of those around me and 

reflect upon any organization with which I am associated.  If I choose to violate school policy regarding the 

use or possession of alcohol and/or illegal drugs any time during the school year, I understand, upon 

determination of that violation, I will be subject to the restriction of my participation as outlined in the 

policy. 

 

 

Signature of Student__________________________________________________  Date_______________ 

 

 

We have read and understand the policy on Student Possession or Use of Alcohol and Illegal Drugs and 

Participation in Extracurricular Activities and this Student Extracurricular Activities Contract.  We desire 

that the student named above participate in the extracurricular activity programs of the Coyle Public 

Schools and we hereby agree to and abide by all provisions of the policy. 

 

 

Signature of Parent or Custodial Guardian_____________________________________ Date___________ 
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STUDENT EXTRACURRICULAR ACTIVITIES CONTRACT 

 

 

Please obtain the signatures of all coaches/sponsors for extracurricular activities, teams, 

or organizations in which the student is involved: 

 

 

 

_______________________________________                _________________________ 

Signature of Sponsor or Coach                                             Activity/Team/Organization 

 

 

 

_______________________________________                _________________________ 

Signature of Sponsor or Coach                                             Activity/Team/Organization 

 

 

 

_______________________________________                _________________________ 

Signature of Sponsor or Coach                                             Activity/Team/Organization 

 

 

 

_______________________________________                _________________________ 

Signature of Sponsor or Coach                                             Activity/Team/Organization 

 

 

 

_______________________________________                _________________________ 

Signature of Sponsor or Coach                                             Activity/Team/Organization 

 

 

_______________________________________                _________________________ 

Signature of Sponsor or Coach                                             Activity/Team/Organization 

 

 

_______________________________________                _________________________ 

Signature of Sponsor or Coach                                             Activity/Team/Organization 

 

 

 

_______________________________________                _________________________ 

Signature of Sponsor or Coach                                             Activity/Team/Organization 
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FORM G 

 

SENIOR LUNCH OFF CAMPUS RELEASE FORM 

 

 

 Coyle High School will allow senior students the privilege and opportunity to 

leave campus for lunch on Thursdays only from 11:16am-11:37am.  The boundaries that 

are involved with this off campus lunch include the student’s home, and “Smitty’s” 

convenience store 2 miles west of Coyle on highway 33.  Students are not allowed to go 

to Guthrie, Perkins, Stillwater, or any other surrounding towns.  This privilege gives 

“seniors only” the opportunity to enjoy a different option for lunch.   

 Seniors will not be able to have this privilege if they are on the weekly ineligible 

list, have any disciplinary referrals for that week, are tardy to 4th hour after lunch, or do 

not have this parent consent form signed by a parent or guardian in the high school office.  

  

 Furthermore, anyone found engaging in illegal activity, horse-play, or causing any 

kind of problems while off campus, will not have the off campus lunch privilege for the 

remainder of the school year or a specified time given by the high school principal.  The 

high school principal also has the final say of whether to cancel any Thursday off campus 

lunch for any reason at any time.   

 By signing this consent form, Coyle Public Schools and/or any school personnel 

will not be held responsible or liable for any accident or injury occurring to students off 

campus during the time stated above.  If you have any questions, feel free to contact me 

at school. 

 

 

 

 

_________________________________            _________________________________ 
Print Student’s Name                                                  Student’s Signature                                 Date 
 

 

_________________________________ 
Parent/Guardian Signature                      Date 

  
 

 


