


Equal Opportunity Statement/Notice of Nondiscrimination

Bixby Public Schools, as an equal opportunity educational provider and employer, prohibits
discrimination on the basis of race, color, religion, sex, gender, (including pregnancy),
national origin, disability, military status and/or age in educational programs or activities
that it operates or in employment decisions. The district provides equal access to the Boy
Scouts and other designated youth groups. The District is required by Title VI and Title VII
of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Section 504
of the Rehabilitation Act of 1973, the Americans with Disabilities Act, and the Age
Discrimination Act of 1975, as amended, not to discriminate in such a manner. (Not all
prohibited bases apply to all programs.)

Additionally, BPS is committed to establishing and sustaining a school community that
shares the collective responsibility to address, eliminate, and prevent actions, decisions, and
outcomes that result from and/or perpetuate racism. BPS will maintain a zero-tolerance
policy relative to racism or discrimination of any kind.

Related BOE Policies:

2100: Sexual Harassment of Students 4100: Sexual Harassment

4102: Grievance Procedure for Filing, Processing and Resolving Complaints Alleging
Discrimination

If you suspect discrimination please contact one of our Title IX Team
Coordinators:

Employment Issues Lydia
Wilson

Associate
Superintendent

lwilson@bixbyps.org 918-366-2240

Student Issues Jamie
Milligan

Assistant
Superintendent

jmilligan@bixbyps.org 918-366-2298

Additional Issues Rob
Miller

Superintendent rmiller@bixbyps.org 918-366-2200

General questions about the District should be directed to 918-366-2200.

Bixby Public Schools
109 N Armstrong
Bixby, OK 74008

https://5il.co/6py8
https://5il.co/6qib
https://5il.co/6qid
https://5il.co/6qid
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Introduction

If you are joining our faculty for the first time, welcome! You have joined a group of very caring people who
are always willing to help. This handbook will be a great source of information for you to utilize during your
school year. All organizations have policies and procedures with which they must comply, but remember
these policies are made for the betterment of all.

School Calendar

Teacher Contract Times
Teachers shall be present in their work areas or assigned duties during contract time. Teachers are
expected to attend necessary meetings, participate in Professional Learning Communities, and
participate in training or conduct conferences, some of which may occur outside of those hours.

● Elementary & Intermediate: 7:30 AM - 3:10 PM
● Secondary: 8:30 AM - 4:10 PM

Contact Lists School Day Schedules
Administration Phone answered 7:30am; Open 8am - 4:30p

Central Elementary Central Elementary
East Elementary East Elementary
North Elementary North Elementary
West Elementary West Elementary

Central Intermediate Central Intermediate
East Intermediate East Intermediate
North Intermediate North Intermediate
West Intermediate West Intermediate
Middle School Middle School

9th Grade Center 9th Grade Center
High School/Brassfield Learning Center High School

Minimum Expectations as a Teacher New To BPS
● BPS is a District that is actively engaged in Professional Learning Communities.
● BPS has the expectation that professional teaching staff enthusiastically and positively participate in

assigned committees and meetings.
● BPS professional staff are expected to master and implement various technology devices and

so�ware utilized by BPS.
● BPS is a Great Expectations Model District where all certified and support staff are expected to

implement Great Expectations practices and expectations with enthusiasm and fidelity.
● BPS is a District that expects teachers to utilize differentiated instruction to meet the instructional

and learning needs of all students.
● BPS is a District that utilizes Amira. IXL, and the ACT as its standardized assessment platforms at

designated grade levels according to District guidelines.
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https://www.bixbyps.org/page/district-calendars
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https://www.bixbyps.org/o/9th-grade-center/page/school-day-schedule
https://www.bixbyps.org/o/bixby-high-school/staff
https://www.bixbyps.org/o/brassfield-learning-center/staff
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Bixby Public Schools Expectations Agreement 2023-24
Administrators will cover all of the following topics during Back to School Professional
Development.
____ Teacher Handbook (including Standard Performance and Conduct for Teachers, Professional Conduct
for staff and Policies, such as Sexual Harassment)
____ Alcohol & Drug Awareness

____ Bullying Policy

____ Bloodborne Pathogens

____ Human Trafficking

____ Child Abuse

____ Dyslexia

____ EL (English Learners)

____ FERPA

____ Hazardous Communications

____ Homeless Students Procedures

____ Family and Community Engagement

____ Racial and Ethnic Education

____ Title IX

____ Mental Health Needs of Students

____ TLE Evaluation Process

____ 3108A: Use of Social Media and Process for School Sponsored Activities

____ Conducted: Students’ Orientation of Procedures and Expectations by using information from the
student handbook and building procedures booklet. Items include, but are not limited to: Drill Procedures,
site Procedures/Expectations, and Student Code of Conduct, etc.

_____ Oklahoma Academic Standards (OAS)

_____ Review of Distance Learning Guide

_____ CIPA Compliance Training

All certified staff must complete the Verification and Internet
Use Form here by August 18, 2023.
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Professional Responsibilities
Building Access
Staff will utilize security cards to enter the building, and retain keys to their classrooms. Each
teacher will be given a security badge/code that will deactivate the site security system at
designated entrances. Additionally, staff will be given ID badges that must be worn at all times,
including the times a teacher is in the building “a�er hours” for our security company. Teachers
without IDs during “off hours” may be asked to leave the premises. Teachers do not activate the
alarm when leaving the building a�er use.

Teacher Evaluation
BOE Policy 4154: Teacher Evaluation

The Bixby Board of Education believes that personnel evaluation is a mutual endeavor among all
staff members and the board to improve the quality of the overall educational program. The
improvement of the district's educational efforts must be a joint responsibility of the school
district and the individual educator. All certified staff members shall be evaluated using the Tulsa
model TLE Observation and Evaluation System. The evaluation instrument is a confidential
document and shall be protected accordingly.

Certified Staff Dress Code
BOE Policy 4146: Personal Dress & Grooming - Teacher

Board of Education policy directs the superintendent to provide and communicate to all certified
staff in the district specific guidance pertaining to the expectations of the district for the dress and
personal grooming of certified staff in the district. In general, it is the responsibility of all certified
staff to dress and present oneself for work in a professional manner, a manner that adheres to the
expectations of our community, and a manner that symbolizes the educational profession. The
manner of dress and personal grooming of our certified staff shall set a positive example for our
students.

Religious and Health Accommodations Dress Code
Where a bona fide religious belief or health need of a student conflicts with the dress code,
reasonable accommodation shall be provided. Any parent or legal guardian of a student desiring
accommodation on the basis of a religious or health requirement shall notify the school principal
in writing of the requested accommodation and factual basis for the request. Approved coverings
worn as part of a student’s bona fide religious practices or beliefs shall not be prohibited under this
policy.

Provisions of the dress code are applicable to the school day and to school-related activities.
Exception or modification of the dress code may be authorized by the building principal for a
specific school-related activity on a single-event basis.

Note: Refer to the Student Handbook for a complete list of rules and policies concerning student
conduct.

Classroom Phone
Each classroom is outfitted with a phone, which includes an intercom system. Students may only
use the classroom phone with the teacher’s permission.
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Classroom Inventory
BOE Policy 6132: Equipment Accountability

It is the policy of the Bixby Board of Education that each teacher shall be charged with the
responsibility of accounting for equipment used by the teacher.

Communication
Communication is one of the most important tools we have when working with students, parents,
educators, and administrators. Teachers in Bixby Public Schools have several avenues of
communication available for their use, and are expected to communicate in a timely fashion.

Faculty Lunch
Faculty members are provided a duty-free lunch (25 minutes at secondary and 30 minutes at
elementary/intermediate levels) and may eat in the lounge, workroom or cafeteria. The cafeteria does not
allow teacher/staff credit or charging meals. Teachers are expected to return promptly from lunch and have
their rooms open before students return from lunch. There will be no students allowed in any teacher’s
room in order to eat lunch and/or hold activity meetings unless approved by site administration.

Drug-Free Workplace and Drug Testing
BOE Policy 4109: Testing Employees & Applicants for Employment

The Board of Education, with the intent that all employees have notice and knowledge of the
ramifications concerning alcohol and illegal substance use, possession, purchase, sale or
distribution when the employee is on duty or on school property, does hereby adopt the linked
Policy on Testing Employees and Applicants for Employment (Other than Bus Drivers) With
Regard to the Use of Alcohol and Illegal Chemical Substances. Any Bixby Public Schools employee
is subject to possible drug testing. Should you suspect anyone is under the influence of any
substance or alcohol, please contact an administrator immediately.

Duties/Supervision
BOE Policy 4148: Assignment of Teachers

In order for each site to run smoothly and to assure the safety of our students, teachers are required
to perform some supervision duty based on a site duty schedule. Teachers are never to leave their
assigned students or duty position unsupervised. If for some reason you are unable to meet your
duty obligation, please inform the office as soon as possible regarding your replacement/sub for
your responsibilities. Teachers will be asked to perform morning and a�ernoon duties of
supervision. A schedule of duties, days and locations will be provided before school begins.

Elementary and Intermediate
Teachers are required to escort their students to all special classes and to the cafeteria as well as
pick up their students from the playground at the designated location. Be prompt when
taking/picking up your children from designated locations/activities. At the end of the day,
teachers will escort their students to the appropriate locations for dismissal. It is the joint
responsibility of all members of the faculty to supervise and correct student behavior.

Secondary
Due to supervision concerns do not release your class early, take advantage of instructional time
and teach from bell to bell. All faculty members should be in the hallway near your classroom
before/a�er school and between classes to ensure safety, proper conduct, and discourage tardies.
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Teachers should ensure any students leaving the classroom during instructional time are doing so
based on the defined school procedures.

Email
Each teacher has an email account with Google gmail, available via the web. Teachers will be
asked to sign a technology agreement. You should check your messages at the beginning and
ending of each day. Memos from the office will be sent by email, and most families have email
addresses. You are expected to use email as a way of communicating with parents concerning their
child or activities in your classroom. If you wish to communicate with other faculty or staff, all
email addresses in the BPS district use the first initial and last name of the individual
@bixbyps.org. Teachers shall respond to email contacts within 24 hours.

Entry Year Teachers/Student Intern Teachers
Any teacher hired by BPS that has not completed his/her first full year of teaching may be placed in
the entry year teacher program. This program includes evaluations of a first year teacher by a site
administrator, assigned site mentor teacher, and participation in the mentor teacher program
meetings. Mentor teachers will be assigned by the building principal.

Higher education students in their final semester of study are required to participate in internships
designed to give them classroom experience. Any request from a college or university received by
the building principal to assign an intern a mentor teacher will be filled on a voluntary basis.

End of Year Teacher Check-Out
Each year staff will be required to follow specific procedures to finalize the school year. Certified
staff will follow the steps outlined on the check-out form, which will be made available at least two
weeks prior to the last day of school. Special education staff must check out through the district
Special Education administration in order to complete site check out. Failure to follow check out
procedures or complete the process by the designated day may result in a delay of salary payment.

Equipment Accountability (Inventories)
BOE Policy 6132: Equipment Accountability

Employees and students are responsible for the proper care of school facilities, equipment, and
property in their use or under their control. School property is not to be loaned, shared, or removed
from the school without proper administrative permission. Teachers shall be responsible and
accountable for supplies, equipment, apparatus, and other school property within their areas of
instruction of supervision. All teachers are required to keep current and accurate textbook
inventories and classroom inventories. Inventories MUST reflect added or deleted items each year
to remain current. Failure to follow procedures and account for textbooks or inventory items may
require employees to reimburse BPS for the costs to replace them.

It is the policy of the Bixby Board of Education that each teacher shall be charged with the
responsibility of accounting for equipment used by the teacher.

Textbooks/Instructional Materials: Distribution and Care Of
BOE Policy 6135: Textbooks - Distribution & Care Of

The Bixby Board of Education believes that all employees and students are responsible for the
proper care of school facilities, equipment, materials, and property in their use or under their
control. Cooperation is expected from the professional staff regarding the care and distribution of
school-owned items, suchs as textbooks. The superintendent may delegate authority to building
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principals for the care, custody, and distribution of textbooks, as well as other instructional
material and equipment.

Faculty Meetings
BOE Policy 4150: Faculty Meetings

Faculty meetings will be held periodically before and/or a�er school. It is the duty of the teachers
to attend all meetings called by the superintendent, principal, supervisor, or department
chairperson. No excuse, other than absence from school, or an active coaching role is acceptable
for absence from meetings. If for some reason you cannot attend, please notify the principal so a
time can be scheduled to distribute the information that was missed. This includes but is not
limited to: Faculty, Site Council, PLC, GE, and Committee Meetings.

Flags
BOE Policy 3128: Flags

Inside United States and Oklahoma state flags will be permanently displayed in all classrooms. No
other flags shall be displayed without administrative approval.

Fundraising Activities
BOE Policy 6109: Fundraising Activities

No teacher, sponsor, class or organization will undertake money-making projects of any kind or for
any reason without first having been approved by the Board of Education. Teachers desiring to
engage in any type of fundraising activities should submit a typed fundraising form to their
administrator and the designated coordinator of activities, programs, and/or fundraisers. This
request will be made only once per year in order to reduce any overlap of fundraising plans or
unintended competition between organizations. The coordinator will manage the logistics and
work with the administrators so that together they will approve, deny, or modify any fundraiser or
sales to go to the BOE for final approval.

Grants/Bixby Education Endowment Foundation
The Bixby Educational Endowment Foundation (BEEF) encourages all teachers to submit grant
proposals for items that they wish to have for their classroom and students. These grants must be
submitted in September each year and are awarded on a competitive basis. For more information
on this process please see the BEEF link at www.bixbyps.org. Please consult with school
administration prior to submitting a grant application for agencies outside of BEEF.

Internet, Technology Systems, & Other Computer Networks Acceptable Use &
Internet Safety Policy
The Bixby School District is pleased to make available to students and employees access to
interconnected computer systems within the district and to the Internet, the worldwide network
that provides various means of accessing significant educational materials and opportunities.
Review the BOE policy below before signing the required form.

BOE Policy 3108: Internet, Technology Systems, and Other Computer Networks Acceptable
Use and Internet Sahttps://5il.co/6qh9fety Policy

Wireless Telecommunication Devices
BOE Policy 2156: Wireless Telecommunication Devices
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The district requires that all individuals devote their full attention to education while at school or
during educational activities. Accordingly, the district expects both employees and students to
limit their use of personal wireless devices at school. Wireless devices include, but are not limited
to, cell phones, Smartphones, laptops, recorders, etc.

Notification to Office/Leaving the classroom
Teachers are expected to check their mailboxes each morning when they arrive at school. Any time
during the school day when teachers leave their classrooms (such as taking the students to a science
lab or to work with another classroom of students), they are required to contact the office for safety
reasons. Further, if a teacher wishes to leave campus during the day (for lunch or on occasion on
planning time), the teacher MUST contact the office prior to leaving.

Open House/Site Events/Family Nights
An evening may be hosted by the school for families in which emphasis may be placed on the arts,
projects, or other student accomplishments. The students may share their classroom/school with
their families that evening.

Parent Orientation
At the beginning of each school year parent orientation will be held in the evening. It is a
teacher-directed evening in each classroom that provides information (such as curriculum,
events/activities, classroom management, assessment/evaluation, etc.) to families. Attendance at
this event is required unless you have a previously scheduled extra duty commitment that cannot
be rescheduled.

Parent Conferences
Parent conferences are held from 4:30 – 7:30 PM during two evenings in the Fall and two evenings
in the Spring. Refer to the school calendar for dates. Participation in parent conferences is
expected for all certified staff.

Parking
All staff members are asked to park in areas designated by their site principal. Site principals will
communicate appropriate staff parking areas and expectations to their staff during the initial staff
meetings of the year. Site principals may require teachers’ vehicles to have a valid parking permit
displayed correctly at all times. Owners of vehicles parked on campus without a valid,
correctly-displayed parking permit could be issued a parking violation ticket.

Participation in Professional Learning Communities (PLC)
Bixby Public Schools is a learning organization. We are educators focused on learning. Simply put,
learning, both qualitatively and quantitatively, is our business. The purpose of the PLC structure is
to purposely place groups of people in a collaborative environment with specific charges to move
the actions and results of the district toward the vision of the highest level of learning possible for
every student, every faculty member, every day. To that end, all certified staff members must attend
regularly scheduled professional learning committee meetings. The improvement of teaching and
learning in our district is the responsibility of all staff. If a teacher must miss a PLC meeting, the
teacher is responsible for getting the PLC absence form from the principal for approval.
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Professional Development
BOE Policy 4153: Professional Development

Bixby Schools provides required PD days each year. Teachers are required to request to attend any
additional professional development and to keep track of all professional development.

Prohibition Of Race And Sex Discrimination In Curriculum

General Information:
● Bixby Public Schools does NOT teach Critical Race Theory. Rather, teaching and learning is

consistent with Oklahoma Academic Standards.
● House Bill 1775 prohibits public schools and universities from teaching that "one race or sex is

inherently superior to another, "and that "an individual, by virtue of his or her race or sex, is
inherently racist, sexist or oppressive."

Important Links:
● Video from Governor Stitt: HB 1775
● Oklahoma State Department of Education
● Oklahoma Academic Standards

Please see here for BOE Policy 3139 and Complaint Process Form.

Purchase Orders & Accepting Money
All staff members seeking to make a purchase or collect funds should follow these guidelines:

1. Request a Purchase Order:
a. Fill out the required form and submit it to your site administrator.
b. Once a PO number has been assigned the purchase order will be forwarded back to

you.
c. ONLY THEN are you ready to order or enter into a contract with any business or

entity.
2. Once it is time to pay for goods or services:

a. The business can invoice us (preferred method).
b. A check can be cut on the date the services are rendered with advanced notice (by

way of an invoice being submitted noting this is the requirement).
3. *All Receipts/Delivery Tickets for goods purchased must be itemized.

4. *Any payment to an individual will require a completed W-9 Request for Taxpayer
Information before payment can be processed.

Accepting Money: Any money that you collect from students must be receipted and deposited
DAILY. No funds can be held overnight.

Responsibility for Lost Keys
Employees are required to acknowledge the receipt of essential keys in writing. The employee
must reimburse BPS for the cost of rekeying any doors resulting from their loss of key(s). School
keys are not to be duplicated by any outside source.
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Scheduling School Events
All school sponsored events and activities of any nature must be scheduled through the principal
and should include the use of Facilitron to secure any school facility needed. The sponsor of each
activity must personally ensure that any meeting or event is on the school calendar at least one
week prior to the day of the meeting. In no event should a meeting be scheduled less than one day
before the meeting time. A sponsor must be in attendance at all meetings.

School Closure or Weather Dismissal
On days when school is canceled OR a form of remote learning is implemented (Brick to Click or
Distance Learning) due to weather or other emergencies, the office of the superintendent will
notify the following local TV and radio stations: KRMG (740 AM), KRAV (96.5 FM), KAY107 (106.9
FM), KJRH (2),s KTOV (6), and KTUL (8).

Our district will electronically push information to employees via text and/or email (district
accounts only) about changes to the daily school schedule due to weather or other emergencies. A
custom pre-recorded phone message push may also be used. District employees are encouraged to
verify the district has their most current electronic contact information. District employees are
also encouraged to notify site administration of any electronic contact informational changes as
quickly as possible. All days missed that impact our required hours of instruction for weather
related or emergency closings will be made up at the end of the school year.

School Mailboxes
BOE Policy 6143: Mail & Delivery Service

Each faculty member has a mailbox in a designated location (usually in the workroom or office).
These mailboxes are restricted to materials and communications that further school business and
the educational purpose of the district. Please check your mailbox twice daily.

Telephone Calls / Usage
When calls come in for a teacher, office staff will take the number and/or message or send the
phone call to the teacher’s voice mailbox, so that he or she may call back at his or her convenience.
Exceptions will be made in emergencies or urgent situations. All staff should restrict the use of
their personal cell phones to before/a�er school, lunch and planning time. Teacher’s home
telephone numbers will not be given to anyone unless authorized by that teacher. Telephones are
located in the teachers’ lounge and in each classroom. These may be used for professional calls.
Personal calls should be kept to a minimum. Any long distance calls that are of a personal nature
need to be either collect calls, or charged to your home phone, credit card, or a third party.

Smoking & Use Of Tobacco Products
BOE Policy 6128: Tobacco Use Prohibited.

Bixby Public Schools has a 24/7 rule on tobacco possession. Signs are posted on campus to remind
students, employees, and patrons that no tobacco products are allowed on school property at any
time. No student is to be in possession of tobacco on the property of Bixby Public Schools 24 hours
a day, 7 days a week. Students are not to smoke or use tobacco products, simulated tobacco
products of any kind, or vapor products of any kind including electronic cigarettes in the school
building, on campus, or inside the area of the parking lot. None of these or other similar products
are to be in the student’s possession on campus. This includes school activities at home and away.
The product will be confiscated and the student will be disciplined.
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Spartan Logo Usage Policy
Bixby Public Schools certainly encourages the support and promotion of our district through spirit wear and
display of our Spartan Head logo. The Bixby Schools’ Spartan logo is a registered trademark for BPS, and
will require that individuals or groups use the official trademark (not an imitation or an approximate
design). Use of the trademark requires permission from the district and information is available online at
www.bixbyps.org/page/official-logo-and-use-policy.

Voice Mail
BOE Policy 6144: Telephones

Each teacher has a voice mail system. This system should be set up as soon as possible a�er the
beginning of the year. You should set your phone up so that your voicemail will pick up during
your instructional time. Classes must not be disrupted for routine telephone calls. A blinking light
on the telephone will indicate when you have messages waiting for you. It is expected that staff
will return phone messages within 24 hours.

Whistleblowing (HB 1952)
HB 1952 prohibits school districts from taking disciplinary action against a teacher for disclosing public
information to correct what the teacher reasonably believes evidences a violation of the Oklahoma
Constitution, federal or state law. Reporting a known violation of the above; or taking action without giving
prior notice to the teacher’s supervisor or anyone else in the teacher’s chain of command.

Work Order Procedures
Maintenance
Please notify the site principals or site maintenance liaison rep for any requests or concerns
regarding the maintenance and/or conditions of the building that need attention or repair.

Technology
Teachers are to utilize the web-based Technology Work Order system for any technology needs,
including repair to a teacher computer. It is critical that teachers submit their own requests in
their own names – even if they must use another computer, such as a lab or media center computer.
Teachers should always “cc” a site administrator when submitting work orders.

Site Custodial Services
For jobs that can be completed by the site custodian, email your site administrator and let them
know what you need and they will inform the custodian.

Standards of Performance & Conduct for Teachers
Teachers are charged with the education of 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 of the respect and confidence of their colleagues, students, and the community, teachers are to be
guided in their conduct by their commitment to their students and their profession.

BOE Policy 4105: Standards of Performance & Conduct for Teachers
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Ethics and Responsibilities for Teachers
All school employees are expected to maintain certain standards of conduct and assume responsibility for
providing professional leadership in the school and community.

BOE Policy 4104: Ethics & Responsibilities for Teachers

Use Of And Testing For Drugs And Controlled Substances By Employees
(Drug-Free Workplace)
In recognition of the clear danger resulting from drug abuse, and in good faith effort to promote
the health, safety, and welfare to employees, students and the community, it is the policy of this
school district to provide a drug-free workplace in compliance with the Drug-Free Schools and
Communities Act Amendment of 1989 (P.L. 101-226).

It is the policy of this Board of Education to require drug and alcohol testing of applicants and employees
(other than bus drivers) in compliance with the regulations implementing this policy.

BOE Policy 2116A: Medical Marijuana, Hemp, Cannabidiol (CBD)

BOE Policy 4108: Use of & Testing for Drugs & Controlled Substances by Employees

BOE Policy 4109: Policy on Testing Employees And Applicants for Employment (Other Than
Bus Drivers) With Regard To The Use Of Alcohol And Illegal Chemical Substances

This policy is subject to and supplemented by the Oklahoma Standards for Workplace Drug and Alcohol
Testing Act (the "Act"). To the extent that any provision of this policy is in conflict with the Act, then the
Act shall control. To the extent that this policy is silent as to any matter covered by the Act, then the Act
shall control. This policy shall be interpreted by the Board of Education of the school district and its
employees consistent with the Act.

Instructional Responsibilities
Assemblies
Assemblies are a valuable learning and sharing experience. Students should always practice
common courtesy and show respect to others during assemblies. The following rules will apply at
all assemblies:

● Students will go to the assembly in a quiet and orderly manner.
● Teachers will walk their class to the assembly and sit in the assigned area during the

assembly.
● If group behavior becomes detrimental to the program, the assembly will be stopped

and students returned to class.
● A list of students involved in the assembly will always be given to the principal at

least one day before the assembly.
(See also Discipline and Supervision section of the handbook)

Celebrations/Parties
It is appropriate to reward efforts and celebrate accomplishments. Class celebrations must be
appropriate, supportive of instruction & learning, and respectful of all students. Administration
must be informed prior to parties. Treats should be commercially prepared, and teachers must be
conscientious of potential student allergies.
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District Benchmark Testing Protocols
Benchmark Exams will be given in order to monitor student learning and to change/adjust
teaching for student learning.

● See here for benchmark dates
● Results will be communicated to parents
● Benchmark exams will be administered online per testing procedures
● Special Education students will not have accommodations for benchmarks
● Special Education IEPs need to reflect that there are no accommodations for benchmark

testing
● Benchmarks should be given to all students in Kindergarten through Eighth Grade for

reading and math; students in High School may be given the benchmarks as needed.
Benchmarks should be given to students who are absent the day of benchmark testing.

● Benchmark materials should not be sent home.

Educational Trips & Excursions
BOE Policy 3109: Educational Trips & Excursions

Local educational trips will be made only with the prior approval of the building principal. The ave
request form to fill out is located on our BPS Transportation on the Staff Hub. You will be
notified via email if your trip was approved or more information is needed. Prior consent of the
student’s parent or guardian is required for any excursion or trip.

The procedure for an educational trip is:

1. Fill out a Request for Study or Activity Trip. Submit a request for transportation on-line.
The electronic request will automatically route to the appropriate people for approval.
Please submit requests at least 2 weeks prior to the planned trip.

2. All activity trips must fit within the required time frame. Trips outside of this time frame
must be discussed with the administration and/or transportation department. NO trips on
early release days!

3. No student will be permitted to go on an activity trip without a signed permission slip from
a parent or guardian. No phone permissions will be accepted.

Grading
BOE Policy 3118: Grading

Assignment of Extra Credit
Extra credit may not be given in exchange for items that are brought into the classroom, such as
Kleenex, paper, pens, etc. Extra Credit may not be assigned to replace a grade. The only acceptable
use of Extra Credit is for work done above and beyond an assignment, project, or test.

New Students Enrolling at the End of the Semester
Teachers will assign a grade to all students who have been enrolled in their class for sixteen or
more days. Students who meet this criterion will be given grades based on work done in their
class. For students who are enrolled fi�een or fewer days, grades will be recorded based on work
from the previous school they attended.
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Recording Student Grades
All work on students’ official records will be done by the teacher and never by the students. No
teacher will ask or permit a student to record grades, fill in grade sheets or copy grades. Students’
recorded grades shall be kept confidential at all times. Grades should not be called out in class for
the purpose of recording. Papers should be collected and grades recorded by the teacher. Discuss
students’ recorded grades only with the student, parents, counselors or administrative staff.

Reduction of Grades for Punishment
Students’ grades cannot be adjusted because of disciplinary reasons.

Report Cards & Progress Reports
The Bixby Board of Education believes that students and parents should be informed periodically
of the student's progress in school work. Therefore, report cards shall be sent to parents or
guardians at the end of each semester grading period. Progress reports shall be distributed and/or
made available electronically during the ninth week of the grading period, and additional reports,
telephone calls, or personal visits may be scheduled if in the best interest of the student.

● Report cards or a report of progress will be issued to students one week following the end of
each grading period.

● Students are expected to share the reports with their parents or guardians.
● Teachers shall document a parent contact regarding a student’s area of concern or failing

grade at each progress report or report card period. Teachers are encouraged to contact the
parents or guardians at any time that a student is not performing up to his/her potential.

● The semester grade is recorded on each student's permanent school record.
● The school staff and teachers will work with any student receiving a failing grade or a

designated area of concern and will assist the student in determining and solving problems
with the particular subject area.

● Parents or guardians are encouraged to discuss their child’s progress with teachers and
administrative staff by appointment or during regularly scheduled parent/teacher
conferences.

Schedule for Report Cards and Progress Reports for 2023-24

End of 9 Weeks
Oct 22

Progress reports will be distributed at Parent Teacher Conferences on
11/08/23 or 11/15/23. Any progress reports not picked up at conferences
will be sent home on 11/17/23.

End of Semester 1
Dec 20

Report Cards Distributed: 1/12/24

End of 9 Weeks
March 8

Progress reports will be distributed at Parent Teachers Conferences on
3/13/24 or 3/27/24. Any progress reports not picked up at conferences
will be sent home on 3/29/24.

End of Semester 2
May 23

Report Cards Available On-line: 6/1/24
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Homework
BOE Policy 3123: Homework

Homework may be used as a part of the educational process. It will be related to the school’s aim
and philosophy, but its primary objective shall be to aid in the development of the student by
providing practice.

Instructional Television/Video Materials
BOE Policy 3107: Instructional Television/Video Materials

Quality video material for instructional purposes is available from a variety of sources. While the
selection of video material for classroom presentation is primarily the responsibility of the teacher
and the site principal, the Board recognizes that some video material may not be appropriate for
some students. Accordingly, the following policy requirements and required form shall apply to the
classroom use of video material.

Lesson Plans
BOE Policy 3104: Lesson Plans

Teachers are expected to plan for each class period in order to make them effective. Teachers are
required to prepare and keep daily lesson plans on their desks at school. Daily lesson plans are to
be prepared on a weekly basis. As long as the teachers are well prepared and students are making
progress, the form and extent of the lesson plans will be le� to their discretion. Principals may
require that lesson plans be submitted for review. Teachers must post their lesson plans on their
district website by Monday at 8:00 a.m. for the current week. Regular classroom teachers with
special education students are requested to communicate their lesson plans with the special
education teachers so they can determine how to best help the students assigned to them.
Teachers’ lesson plans or newsletters with general content will be posted on their websites.

Preparation/Planning Period
BOE Policy 4151: Planning Periods

A preparation period is provided daily for teachers. The preparation period shall be used for the
following duties: personal instructional preparation; planning, selecting, and preparing materials
for instruction; conferring with parents, staff, and administrators; keeping school records;
supervising aides if assigned; participating in meetings as needed; grading student papers and
recording student grades; and study of current literature to keep abreast of developments within
the subject matter taught by the teacher. Teachers are to use their planning period in the building
of major assignments, and for the purposes indicated. Teachers shall leave the school premises
only to carry out functions relating to the above duties when permission to do so has been obtained
from the building principal.

Printing & Copying
BOE Policy 3121: Instructional Resources Copyrighting Material

Copyright of Materials
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Teachers are expected to adhere to copyright laws when reproducing materials, knowing that many
items are reproducible for educational purposes only.

BPS Copy Center
The Bixby Public Schools Copy Center is located at 118 N. Armstrong. Each teacher should follow
established site procedures for use of the Copy Center.

There are many ways we can copy that are too numerous to list so if you have any questions about
what the Copy Center can do, call us at x2268 or emailmjohnson@bixbyps.org.

Student Handbooks
Teachers will be responsible for the review, distribution and implementation of the items in the
student handbook with their students.

Substitute Plans
Teachers must develop (and submit to the office) substitute folders with emergency plans to cover 3
days of absences. These plans should be in addition to the regular classroom lesson plans, and
should be accompanied by any necessary classroom information. Additional information may
include any current policies and procedures, class rosters, attendance practices and materials, and
emergency/safety drill information.

Supplies
If budget allows, teachers are given a set amount of money at the end of every school year to be
used to order classroom supplies for the coming year. A supply requisition should be filled out and
turned in to the building principal. Supplies will be delivered to the teacher when school resumes
in the fall.

Tutoring Students
BPS teachers are welcome to tutor students a�er hours as a support to student learning. If
teachers choose to charge for those services, however, they must go through the proper channels to
establish their services as part of our Community Education program. Otherwise, they may choose
to serve free of service OR in a different capacity or location than the school.

Student Files
The academic records and achievement scores of all students are kept in the counselor’s office.
You are encouraged to use these files to find information about students in your class. These files
are considered confidential.

Visitors, Volunteers & Guest Speakers
BOE Policy 3103: School Day Volunteer

BOE Policy 3114: Visitation for Special Education Classes and Related Services Programs

BOE Policy 5107: School Visitors

BOE Policy 5108: Classroom Visitation

Visitors:

All visitors and or volunteers must sign in and out, using the Lobby Guard in the main office and
receive a visitor’s pass. All visitors / volunteers will wear an ID badge. If you see visitors /
volunteers in the halls without proper identification, please ask them to go to the Attendance
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office to sign in and receive a visitor’s pass. If you are unable to escort a visitor to the office, please
notify building administration and ask the visitor to wait with you for the administrator’s arrival.

Staff members are not expected to have personal visitors during the school day. Additionally,
siblings typically do not visit students in their classrooms. Visitation to classrooms shall not occur
without prior notice to the classroom teacher, and may occur according to three categories:

1. A parent/guardian may visit a classroom as a volunteer, according to our volunteer
regulations and with principal approval.

2. A parent/guardian may visit a classroom to observe his/her child in class for a brief period of
time, and will be escorted to, from, and while in the classroom by the principal or designee.

3. Other visitations are restricted and may require prior authorizations.

Volunteers:

Bixby Schools has in place a program whereby school volunteers can be requested to help in your
classroom. The primary purpose of the school BEST (Bixby Educational Support Team) volunteer
shall be to free the teachers from tasks that can be accomplished by others in order for teachers to
spend more time teaching. A BEST volunteer coordinator is assigned to every building.

Volunteers may NOT:

● grade papers
● be le� alone with a classroom or student except in an emergency situation
● discipline students
● administer medication or give medical treatment to students

Guest Speakers: Because care must always be exercised in the selection of speakers, resources or
guest speakers will not be scheduled without approval. Forms for guest speakers can be picked up
in the principal’s office. All speakers must be approved by the site principal or principal’s
designee.

Website Standards
Website Standards for Non-administrative, certified personnel as listed: Purpose and goal of a
classroom web site is both communication and instruction. Therefore, items 1 – 4 listing web site
information and content are considered minimum requirements for a regular classroom teacher
website. Items 1 – 3 are listed as minimum requirements for nurses, special education teachers,
speech pathologists, ELL instructors, Title I teachers, counselors, and media specialists.

1. Welcome/Home Information —this page should include a welcome and short overview of
your class. Visuals (clip art, pictures, etc.) are nice here (but not required).

2. Classroom expectations—this information should list classroom supplies and classroom
expectations regarding behavior, work, etc. Teachers may reference the student handbook.

3. Contact Information —Along with the email form, include the school’s phone number, your
plan time, and a time frame in which a parent can expect a response. (i.e. Your child's
success is important and requires everyone--student, parent, and teacher--to map a road to
success. Should you have questions or concerns, please feel free to contact me via email
below, during my plan from 1:30 - 2:30 at 366-2200, or call and leave a message at the front
office any time during the day. Phone and email messages are checked daily, and I will do
my best to respond within 24 hours.)

4. Curriculum Related Information
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a. Class/curriculum information: In elementary, this may be a newsletter covering math,
spelling, reading objectives, etc. In secondary, this may be a page providing an
overview of class content & objectives (Geometry, Algebra I, etc.) Also include a link
to OK Academic Standards or the district’s essential elements.

b. Assignments—The purpose of this page (or pages) is to inform students and parents
of upcoming curriculum (lesson plans) and as a resource for assigned work. In
elementary, this may be a homework page that lists weekly homework assignments or
a page listing topics of study for the week. Students who have been absent should be
able to find a web page listing assigned work, due dates, etc.

c. Include a statement on how o�en a parent can include updates to the page and note
that lesson plans are subject to change.

d. Optional Information/Pages:
i. Album —Photos illustrating classroom activities. Permission should be

obtained from parent before student pictures are published
ii. About the Teacher—short bio/resume of you and your teaching experience.
iii. Document Manager—Sections or pages where assignments, classroom

resources (i.e. PowerPoints), teacher-created worksheets, etc. can be uploaded
for students to download at a later date. Copyright laws must be followed.

iv. Links/Resources—Section or page providing students links to web resources
over curriculum content.

Student Attendance
BOE Policy 2105: Student Attendance

The Bixby Board of Education believes that in order for students to realize their fullest potential
from educational efforts, they should attend all classes if possible. Realizing that some absences
may be beyond a student's control, the Board has adopted a policy requiring students to be in
attendance a minimum of 95% in grades pre-kindergarten through twelve, each semester to receive
credit for any course in which the student is enrolled. Exceptions to this requirement will be
considered by the building principal, or building principal’s designees, on an individual, case by
case basis. The superintendent is directed to establish an attendance regulation, subject to Board
approval, which supports this policy.

Withdrawal of Students from School
BOE Policy 2109: Withdrawal from School

The Bixby Board of Education realizes that a student may need to withdraw from school because of
residence relocation or other valid reason. In such a case, the student must notify the principal
who will assist the student with out-processing. Students wishing to withdraw from school must
obtain and complete the necessary form(s) from site administration. This form(s) will be sent to the
classroom teacher, the media specialist, and the cafeteria. Teachers are to check that all textbooks
are turned in. The media specialist will determine that all library books are turned in. The
cafeteria will make sure the student’s lunch account is free of charges. All form(s) must be
completed and returned to site administration in order to be granted an official withdrawal from
Bixby Public Schools. Students who accumulate 10 consecutive days of unverified absences will be
automatically withdrawn from school.
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Employee Leave & Salary Information
Family and Medical Leave
BOE Policy 4131: Family and Medical Leave, BOE Policy 4128: Parental Leave

It is the policy of the District to comply fully with the requirements of the Family and Medical
Leave Act of 1993 (FMLA). This Act, as supplemented by the National Defense Authorization Act
of 2008 (NDAA) requires that a covered employer provide up to 12 workweeks of unpaid leave to
eligible employees or up to 26 workweeks of leave for service member family leave. “Eligible
employees” are those employees who: (1) have been employed for at least one year by the School
District; (2) worked at least 1,250 hours during the previous 12 month period; and (3) have requested
leave for a reason covered by the FMLA or NDAA.

Additionally, employees may request up to two (2) days of parental leave for the arrival of a child into
the family.

Maternity Leave
In accordance with SB 1121, school employees may have six (6) weeks of paid maternity leave from
the date of the birth of a new baby.

● Applies to full-time public school employees who have been employed by the school district for
at least one year and have worked at least 1,250 hours during the preceding twelve-month period.

● Does not apply to paternity leave.
● Must be used immediately a�er birth.
● Is used in addition to and not in place of sick leave.

Personal Business Leave: Certified Personnel
BOE Policy 4123: Personal Business Leave - Certified Personnel

A teacher may be absent for reasons of personal leave without loss of pay. Personal leave as the
name implies, shall pertain to conducting pressing personal business of a personal nature relating
to personal, legal, business, household, or family needs which cannot be met other than during
school hours. Leave for such personal matters will not exceed three (3) days per school year, and
shall be without deduction. Unused personal days may be rolled over to the next fiscal and school
year to accumulate up to five (5) personal days in a year.

Salary Schedule
BOE Policy 4115: Salary Schedule

It is the policy of the Bixby Board of Education that all personnel shall be paid not later than the
last working day of each month. All full-time employees will be paid on a twelve-month basis.

Sick Leave: Certified Personnel
BOE Policy 4122: Sick Leave - Certified Personnel

The Bixby Board of Education shall provide sick leave benefits to all certificated personnel in order
to promote a sense of security and permit an ease of mind that is essential to the satisfactory
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performance of professional services. The Board sets forth the provisions for administering this
policy.

Teacher Absences
BOE 4105: Standards of Performance and Conduct for Teachers

Teachers shall not be absent from their classrooms without prior notice to the principal. When you
will be absent for any reason, you should notify the principal and/or principal’s secretary and enter
the absence in Frontline system as soon as possible, but no later than midnight the day before the
absence. If you know in advance that you will be out, please tell the secretary AND building
principal (or designated administrator) as soon as possible. While teachers earn 10 paid sick days
per year, teachers are expected to make every effort to be at school. Teachers are granted 3 personal
days, and 2 emergency days each year. Substitutes are procured through ESS. Teachers are
expected to keep an emergency substitute lesson plan folder with pertinent information for subs.

Teachers who find that they will be late or absent because of unforeseen emergencies must notify
the principal as soon as possible so that a substitute teacher may be obtained. Teachers are to
leave a plan in the office to guide the substitute, as well as a sub folder/file in the classroom for
long absences. If for some reason a teacher will arrive a�er the expected start or leave before the
completion of the usual work day, please inform the principal or main office as soon as possible. If
a teacher is going to be off-campus at any point in the day OR if the teacher takes the class
anywhere outside of the normally scheduled locations, he/she is expected to notify an administrator
or the front office.

Employee & Student Safety
Hygiene and Sanitation
BOE Policy 4145: Hygiene & Sanitation

The Bixby 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. Such procedures shall include methods for the handling
and disposal of body fluids in school buildings and on school equipment and material. The district
will make personal protective equipment available to employees for use in handling and disposing
of body fluids.

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

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

Hepatitis B vaccine must be supplied to the employer. All diagnoses must remain confidential.

Fire Marshal Regulations
● Draperies, curtains, and decorations shall be flame resistant with documentation.
● Student prepared artwork and teaching materials may be attached directly to the wall as long as they

do not exceed 20% of the wall area.
● No burning candles are permitted.
● All classroom doors must be free of obstructions.

Mold Prevention, Assessment, and Remediation Program:
The purpose of the Mold Prevention, Assessment and Remediation Program is twofold:

● Protect students, employees, and visitors from exposure to mold;
● Address concerns about mold in a manner that is positive, prompt, and consistent with

providing a good indoor air quality program

In order to properly implement established guidelines, it is critical that faculty members notify the
site principal when they believe there is any type of concern, sign or belief that mold is within the
building. The site principal will contact the Director of Maintenance immediately once notification
occurs and the Assessment and Remediation Program (if necessary) will begin.

Sexual Harassment
BOE Policy 4100: Sexual Harassment

The policy of this school district forbids discrimination against any employee, applicant for
employment, vendor, representative, or patron on the basis of sex. The Bixby Board of Education
will not tolerate sexual harassment by board members or employees. This policy applies to
non-employee volunteers whose work is subject to the control of school personnel.

Safety and Emergency Procedures
Each classroom shall have posted a copy of rules, evacuation signals, evacuation routes, and
procedures for both fire and tornado emergencies (BOE 6123). Rules for evacuation should be posted
next to the door. They should indicate the primary and alternate exits and the evacuation area to
which the student should proceed upon leaving the building. These posted rules will be discussed
with each class using the room during the first days of the school year (BOE 6125). Teachers will take
steps to fully instruct students on safety procedures, and will consult the Emergency Procedure Guide
for details/assistance. Teachers will use Red or Green cards during emergency drills to indicate if
students are all safe and accounted for. If teachers cannot account for all students, they are to
hold/post the red card. Classroom doors are to be shut and unlocked during fire drills; locked for all
other drills.
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Safety Drills:
BOE Policy 6125: Safety Drills

Each school site will conduct the required safety drills each school year. Each site principal shall be
responsible for ensuring that ten (10) drills are appropriately conducted each year. The
superintendent or designee shall monitor and ensure that all ten (10) drills are appropriately
conducted at each site each year. It shall be the duty of the principal, under the direction of the
superintendent, to conform to the written plans and procedures adopted by the school district. All
students and teachers shall participate in the safety drills.

Safety Procedure Postings
Each classroom shall have posted a copy of rules, evacuation signals, evacuation routes, and
procedures for fire, tornado, and lockdown emergencies. Rules for evacuation should be posted
next to the door. They should indicate the primary and alternate exits and the evacuation area to
which the student should proceed upon leaving the building. These posted rules will be discussed
with each class using the room during the first 15 days of the school year/semester if the class is
new to the teacher.

Staff Safety
BOE Policy 4143: Staff Safety

All employees of this school district will be covered by Workers' Compensation Insurance for any
accident while on official duty on or off school property. Employees will report any accident,
however slight, in which they are involved to the employee's immediate supervisor as soon as
possible. The report will include a brief description of the accident, the persons involved, and
injuries sustained. The supervisor will forward the report to the building principal or to the
superintendent's office as soon as possible. The superintendent or the building principal will
submit an Employee's Report of Industrial Injury to the State Compensation Office. Employees
who have filed for Workers' Compensation may be required by the superintendent or designee to
submit to medical tests or examinations as determined by a licensed physician appointed or hired
by the Board.

Weapons-Free Schools
BOE Policy 2151: Weapons-Free Schools

In order to provide a safe environment for the students and staff the possession and/or use of
dangerous weapons, replicas or facsimiles of dangerous weapons and items or instrumentalities
which are used to threaten harm or are used to harm any person are prohibited.

Student Discipline and Supervision
Expectations of Teachers
Teachers shall be responsible for the discipline of their respective classrooms. Students shall not
be excluded from classes without good cause. The aid and counsel of the site principal(s) shall be
sought on questions of discipline and special misconduct cases shall be referred to the principal(s).
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The goal of all discipline is to teach and increase the likelihood that students will make positive
appropriate decisions. Disciplinary actions may include private conversations with students,
coaching a student through the choices that were made or could be made, working with students to
create solutions to their problems, creating alternatives for children to cope with frustrations that
can cause outbursts, and natural or logical consequences for the choices made. Teachers may
contact a student’s family, restrict that student’s privileges (such as recess or lunch “detention”), or
require the student to make some kind of amends for his/her misbehavior. When necessary, aid and
counsel of an administrator shall be sought on questions of discipline and special misconduct cases
shall be referred to an administrator. In considering corrective actions, the administration will
consider the following: conference with student, conference with parent, in-school placement or
restriction to the office, detention, referral to counselor, behavioral contract, changing a seating or
class assignment, requiring financial restitution for damaged property, requiring student to clean
or straighten items or facilities damaged, restriction of privileges, service “project” to others,
involvement of local authorities, referral of student to appropriate social agency, and even
suspension if deemed appropriate. However, students shall not be excluded from classes without
good cause.

Students are to be supervised at all times during their school day. Teachers are responsible for
student supervision in the classroom and when the classroom activities extend into other locations,
such as assemblies, computer labs, playground, educational excursions, activity trips, or hallways.
Teachers are responsible for discipline and supervision in all areas of the school, and especially
regarding enforcement of student dress code, weapons-free schools, suspicion of students under
the influence, or in possession of drugs. If a teacher suspects or observes a student out of dress
code, or Students and/or their belongings may be searched in accordance with school policy by an
administrator or administrative designee (BOE 2153). If a staff member suspects anyone on campus
to be in violation of the weapons or substance policies, they are to contact the office/administration
immediately.

BOE Policy 2147: Reporting Students Under The Influence Of or Possessing Alcoholic
Beverages or Controlled Dangerous Substances

BOE Policy 2153: Search of Students

Student Dress Code
BOE Policy 2144: Student Conduct - Dress Code

It is the responsibility of the entire staff to monitor the dress code. Take a few minutes at the
beginning of the class to survey your students for violations of the dress code policy. If students
are out of dress code, please send them to the appropriate administrator.

Attire for students must be reasonable, modest, and in such a style as it will not cause distraction
from the educational process or create an unsafe, threatening environment. Students shall follow
board policy 2144 for all dress code issues.

When attending school, students should wear clean and appropriate clothing. Dress or grooming
which is in any way disruptive to the operation of the school will not be permitted. Appearances that
interrupt classes or draw undue attention will not be allowed.

Bullying Policy Information
“Bullying” means a pattern of harassment, intimidation, threatening behavior, physical acts, verbal
or electronic communication directed toward a student or group of students that results in or is
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reasonably perceived as being done with the intent to cause negative educational or physical
results for the targeted individual or group and is communicated in such a way as to disrupt or
interfere with the school’s educational mission or the education of any student. The designated
individual(s) to investigate bullying reports at each school site will be the Principal and Assistant
Principal(s) or any other person assigned by the site Principal.

Student Bullying Reporting
BOE Policy 2146: Student Bullying & Report Form

Statement of Legislative Mandate and Purpose: This policy is a result of the legislative mandate
and public policy embodied in the School Safety and Bullying Prevention Act, 70 Okla. Stat. §
24-100.2 et seq. (“Act”). The district intends to comply with the mandates of the Act and expects
students to refrain from bullying. Bullying is expressly forbidden and students who bully are
subject to disciplinary consequences as outlined in the district’s policy on student behavior.
Bullies may also be provided with assistance to end their unacceptable behavior, and targets of
bullies may be provided with assistance to overcome the negative effects of bullying.

Health Services for Students & Employees
Accident Reports
A reportable injury is an injury to any student (including those in competitive sports) and all school
personnel which is referred to a doctor or results in an absence of one-half day or more.

● If the accident occurs at school, or on the way to or from school, or during a
school-sponsored activity, it must be reported.

● All students and employees should report to the office when an accident has
occurred. The school nurse will be contacted immediately.

● Accident Report forms must be completed and returned to the principal. These can
be picked up in the office.

Administration of Medicine to Students
BOE Policy 2116: Administration of Medicine to Students, BOE Policy 2116A: Medical
Marijuana, Hemp & Cannabidiol (CBD)

Under Oklahoma law, a school nurse, an administrator or a designated school employee may
administer prescription and nonprescription medications to students. Only designated employees
who have successfully completed specific training in the administration of nonprescription and
prescription medications may administer medication to students with legitimate health needs.

Prescription medication must have: Non-prescription meds must have:
Student Name Student Name
Dosage and Directions for administration Contain directions
Name and Strength of medication Must be in original container/package
Name of physician or dentist
Date and name of pharmacy

23

https://5il.co/6pzi
https://5il.co/6pyo
https://5il.co/a0js
https://5il.co/a0js


Food Allergies
Any student who has a specific food allergy should report such allergy to the school nurse or
principal immediately so that appropriate steps can be taken to ensure that student’s safety.

Hygiene & Sanitation (Bloodborne Pathogens)
BOE Policy 4145: Hygiene and Sanitation (Bloodborne Pathogens)

The Bixby 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. Such
procedures shall include methods for the handling and disposal of body fluids in school buildings
and on school equipment and material. The district will make personal protective equipment
available to employees for use in handling and disposing of body fluids. The superintendent will
also direct the identification of employees who could be reasonably anticipated as the result of
their job duties to face contact with blood or other potentially infectious materials. Any employees
so identified will be offered Hepatitis B vaccinations at district cost. Such vaccinations will be
provided at a reasonable time and place, under the supervision of a licensed physician or health
care professional and according to the latest recommendations of the U.S. Public Health Service.
School district employees who have had an exposure incident to body fluids will participate in a
follow-up confidential medical evaluation documenting the circumstances of exposure, identifying
and testing the source individual if feasible, testing the exposed employee’s blood if the employee
consents, post-exposure prophylaxis, counseling and evaluation of reported illnesses. Health care
professionals must be provided specified information to facilitate the evaluation and their written
opinion on the need for Hepatitis B vaccination following exposure. Information such as the
employee’s ability to receive the Hepatitis B vaccine must be supplied to the employer. All
diagnoses must remain confidential.

Head Lice
BOE Policy 2110: Health - Students

If you suspect that a student has head lice please notify the nurse or the building administrator
immediately so that proper examinations and precautions can take place.

Illness at School
If a student is ill at school any staff member may send that student to the office to see the school nurse. The
school nurse or designee will determine if reasonable steps can be taken to ease the student’s medical
condition while remaining at school or if it will be necessary for the student to return home. The school
nurse or designee will contact the parent or guardian if the student is to receive medication or needs to
return home.

Immunizations & Meningococcal Disease And Vaccines
Immunization requirements are established by the State of Oklahoma and are state law. No student
will be allowed to enroll in school without documentation of the required vaccines. Each time an
immunization is given, a copy of your child’s updated immunization record must be brought to the
school. Please make sure the child’s name, birth date and grade are written on the immunization
record. Exemptions from the immunization requirements are authorized for medical, religious,
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and personal reasons. If you have any further questions, please call one of the school nurses listed
above.

Required Immunizations

School Nurse or Health Staff
Students that need to see the nurse or health clerk should be sent directly to their office. Students
are discouraged from going to the nurse during the five minute passing times, rather report to their
next class and receive a pass to the nurse’s office (in cases of emergencies this is unavoidable).

School health services, as provided by a certified school nurse or health clerk, supplement the
efforts of parents and health care providers to maintain and promote the health of students.
School health services do not replace the parent’s responsibility for obtaining health care or the
provider’s responsibility for administering care.

School nurses provide assistance in evaluating present or potential health problems, provide the
essential liaison between the health and educational needs of pupils with chronic illness or
handicaps, provide the direction for care of students who become ill or injured at school, assist
school administrators to meet school health policies of the school district, and function as a school
team member to assist each pupil to optimal achievable health.

Health care in the school, as provided by the school nurse, includes identification of health
problems, preventive health measures, health maintenance care and necessary therapeutic
intervention.

Special Education & Specialized Student Services
Bixby Public Schools provides special classes and/or trained specialists for many students. Students
who are eligible for these various programs may be served through a consultative and collaborative
model or through pullout programs, whatever creates the least restrictive environment for the
student. Specialized teachers are serving large numbers of students in many different classrooms. It
is important that teachers make sure that students arrive promptly for their scheduled classes. Some
of these special programs include Title I, Speech and Language, Learning Disabilities, Intellectual
Disabilities, Emotional Disabilities, Gi�ed and Talented, RSA, English Learners classes, and Indian
Education tutoring. Students are expected to arrive promptly as scheduled for these services, which
requires that teachers closely attend to the schedules.

Students who are eligible for these various programs may be served through a consultative and
collaborative model or through pullout programs.

Extended School Year
BOE Policy 3113: Extended School Year

Extended school year ("ESY") services are special education and related services provided to a child
with a disability (ages 3 through 21) beyond the District’s normal school year in accordance with
the child’s IEP that are necessary for the child to receive a free appropriate public education in
accordance with state standards and the Individuals with Disabilities Education Act, as amended
(“IDEA”). It is the District's intent to make ESY services available at no cost to each child with a
disability who is determined to need the services in accordance with this policy.
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The IEP team for each child with a disability will determine his or her need for ESY services,
regardless of the child’s categorical disability. The IEP team will consider each child's ESY need at
the child’s annual review meeting, and any IEP team member may also raise the issue at any other
time. The IEP team will determine ESY need in a timely manner to ensure that each child
consistently receives a free appropriate public education.

Gi�ed and Talented Education
BOE Policy 3112: Gi�ed Education

Students will be considered for placement in the program in accordance with scores on
standardized achievement and intelligence tests, records, and recommendation of teachers/parents.
Identified students will be offered appropriate programming. When students participate in this
programming, they will not be penalized for missed assignments in the regular classroom. They
will be given support to understand concepts missed during GT programming. Any questions that
a teacher may have about Gi�ed & Talented Services may be addressed with the GT teacher or an
administrator..

Least Restrictive Environment/Inclusion
BOE Policy 3115: Least Restrictive Environment-Inclusion

Individuals with Disabilities Education Act (IDEA) stipulates that children with disabilities must
be provided a free appropriate public education in the least restrictive environment (LRE), meaning
that “to the maximum extent appropriate, children with disabilities are educated with nondisabled
children.” The amount of time to be spent in the regular education classroom will be determined by
the IEP team for each individual student. Bixby Public Schools supports responsible placement of
students in the least restrictive environment.

Para Professionals
Paraprofessionals may be assigned to your classroom. The purpose of a paraprofessional is to assist
specific student’s accommodations, but please feel free to make use of their skills to assist all
students learning if their duties do not require constant attention. Paraprofessionals, while in your
room, are under your direct supervision although you are not responsible for evaluating (However,
you may be asked for your insights on an evaluation). Please strive to create a collaborative culture
that benefits all students, and specifically address any praise or concerns with your Para and their
supervisor.

Supervision of Classroom Paraprofessionals
Classroom paraprofessionals will be under the supervision of the building principal and under the
direct supervision of their cooperating teacher. Specific guidelines regarding job duties,
expectations, and all other pertinent information should be given to all paraprofessionals at the
beginning of each school year. Paraprofessionals shall be evaluated annually unless circumstances
warrant further evaluations.

Referral to Special Services
If any staff member feels that a student would benefit from specialized services they should
immediately notify the site counselor. From there the counselor will begin our district’s process of
“response to intervention.” BPS’s terminology for this process is called a Student Intervention
Team (SIT).
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SIT (Student Intervention Team) & Bixby Multi-Tiered System of Support
Student Intervention Team (SIT) is a part of a comprehensive multi-tiered support system that
focuses on prevention and early intervention for students with learning and behavior needs. The
BTSS process begins with high-quality instruction and universal screening of all children in the
general education classroom. Struggling learners are provided with interventions at increasing
levels of intensity to accelerate their rate of learning. These services may be provided by a variety of
personnel, including general education teachers and specialists. Progress is closely monitored.
Educational decisions about the intensity and duration of interventions are based on individual
student response to instruction. At-risk students are identified by teachers, parents, achievement
scores, and performance. Team meetings will be held to assess and evaluate at-risk students’ needs
and the steps needed to improve their academic progress, which may include but are not limited to
classroom interventions, support services available at the site, and specified assessment.

SIT or IEP Meetings
Every teacher will serve students that have exceptional needs. In order to serve those students
most effectively you will be expected to participate in all SIT and IEP meetings regarding your
students. Every teacher should make every effort to attend all meetings relative to their students.

Speech
A therapist conducts classes for students with speech and/or language disorders. The students
must qualify according to state guidelines in order to receive those services. Referrals for these
services may be initiated by the parent of the student, the teacher, principal, or other professionals
who work with the student.

Title I: Math & Reading
Title I is a federally funded program designed to provide additional help to students whose reading
or math skills are below grade level. This program is designed to not only strengthen reading and
math skills, but to increase self-confidence and motivation. Enrollment is dependent upon
meeting qualification guidelines.

Title III: English Language Learners (EL)
The purpose of Title III is to ensure that limited English proficient students meet the same
challenging state academic content and student academic achievement standards as all other
students. The Bixby School District provides support for those students who have learned English
as a Second Language. The purpose of this support is to enhance the education of each student
while appreciating their cultural differences. Staff assigned to each building complete assessments
and determine the level of support for each student. Please direct any questions to the student’s
school

Title VII: Indian Education
The federal program for Indian Education, Title VII, is available throughout the Bixby School
District. The purpose is to assist students of Native American descent with academic needs,
specifically academic tutoring. Students are served by completing a 506 form indicating their
affiliation with a tribe. No tribe issued card is required. The focus at the high school is to provide
tutoring services for eligible students.
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FERPA
Notification of Rights under FERPA for Elementary & Secondary Schools
The Family Educational Rights and Privacy Act (FERPA), a federal law, requires that the Bixby
Public School District, with certain exceptions, affords parents and students over 18 years of age
("eligible students") certain rights with respect to the student's education records. These rights are:

1. The right to inspect and review the student's education records within 45 days of the day
the School receives a request for access. Parents or eligible students should submit to the
School principal [or appropriate school official] a written request that identifies the record(s)
they wish to inspect. The School official will make arrangements for access and notify the
parent or eligible student of the time and place where the records may be inspected.

2. The right to request the amendment of the student’s education records that the parent or
eligible student believes are inaccurate, misleading, or otherwise in violation of the
student’s privacy rights under FERPA. Parents or eligible students who wish to ask the
School to amend a record should write to the School principal [or appropriate school
official], clearly identify the part of the record they want changed, and specify why it should
be changed. If the School decides not to amend the record as requested by the parent or
eligible student, the School will notify the parent or eligible student of the decision and
advise them of their right to a hearing regarding the request for amendment. Additional
information regarding the hearing procedures will be provided to the parent or eligible
student when notified of the right to a hearing.

3. The right to privacy of personally identifiable information in the student's education
records, except to the extent that FERPA authorizes disclosure without consent. One
exception, which permits disclosure without consent, is disclosure to school officials with
legitimate educational interests. A school official is a person employed by the School as an
administrator, supervisor, instructor, or support staff member (including health or medical
staff, school resource officer, and law enforcement unit personnel); a person serving on the
School Board; a person or company with whom the School has outsourced services or
functions it would otherwise use its own employees to perform (such as an attorney, auditor,
medical consultant, or therapist); a parent or student serving on an official committee, such
as a disciplinary or grievance committee; or a parent, student, or other volunteer assisting
another school official in performing his or her tasks. A school official has a legitimate
educational interest if the official needs to review an education record in order to fulfill his
or her professional responsibility. Upon request, the School discloses education records
without consent to officials of another school district in which a student seeks or intends to
enroll, or is already enrolled if the disclosure is for purposes of the student’s enrollment or
transfer.

4. The right to file a complaint with the U.S. Department of Education concerning alleged
failures by the School to comply with the requirements of FERPA. The name and address of
the Office that administers FERPA are:

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, DC 20202
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Family Educational Rights & Privacy Act (FERPA) : Notice for Directory Information
The Family Educational Rights and Privacy Act (FERPA), a Federal law, requires that Bixby Public
Schools, with certain exceptions, obtain your written consent prior to the disclosure of personally
identifiable information from your child’s education records. However, Bixby Public Schools may
disclose appropriately designated “directory information” without written consent, unless you have
advised the District to the contrary in accordance with District procedures. The primary purpose
of directory information is to allow the Bixby Public Schools to include this type of information
from your child’s education records in certain school publications. Examples include:

1. A playbill, showing your student’s role in a drama production;
2. The annual yearbook;
3. Honor roll or other recognition lists;
4. Graduation programs; and
5. Sports activity sheets, such as for wrestling, showing weight and height of team members.

Directory information, which is information that is generally not considered harmful or an
invasion of privacy if released, can also be disclosed to outside organizations without a parent’s
prior written consent. Outside organizations include, but are not limited to, companies that
manufacture class rings or publish yearbooks. Student information beyond that listed below
(address, phone, date of birth, attendance, student ID number), will be released upon request to
other education agencies, such as technology schools and colleges and universities. In addition,
two federal laws require local educational agencies (LEAs) receiving assistance under the
Elementary and Secondary Education Act of 1965 (ESEA) to provide military recruiters, upon request,
with the following information – names, addresses and telephone listings – unless parents have
advised the LEA that they do not want their student’s information disclosed without their prior
written consent. [These laws are: Section 9528 of the Elementary and Secondary Education Act (20
U.S.C. § 7908) and 10 U.S.C. § 503(c).]

If you do not want Bixby Public Schools to disclose directory information from your child’s
education records without your prior written consent, you must notify the District in writing
within one week of the first day of attendance. Bixby Public Schools has designated the following
information as directory information:

1. Student’s name
2. Names of the student’s parents
3. Grade level
4. Participation in officially recognized activities and sports
5. Weight and height of members of athletic teams
6. Photograph
7. Degrees, honors, and awards received

Bixby Public Schools will publish a list of the items of directory information it proposes to
designate as directory information in each student handbook, annually provided to each
parent/student. A�er the parents or eligible students have been notified, they will have two weeks
to advise the School District in writing (a letter to the Superintendent of School’s Office) if any or
all of the items they refuse to permit the district to designate as director information about that
student. This designation will remain in effect until it is modified by the written direction of the
student’s parent or eligible student. Information identified as directory information will also be
identified in school board policy on the school website.
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Parental Rights
Unless the school has court documents that revoke a parent’s rights, parents have the right to their
child’s records, school performance information, and parent conferences rights. Custody is NOT a
determining factor in access to records or information.

Retention
BOE Policy 3126: Student Promotion & Retention

Teachers shall report to building administration any student whose progress warrants
consideration for retention. Teachers must inform parents of students’ progress throughout the
school year, and follow the school policy for retention considerations. Teachers will refer students
to the site committee for retention consideration in the spring of each school year. Occasionally,
parents may wish to retain their child. If so, they must communicate with the teacher and teachers
will follow the policy adopted by the district.

Occasionally, it may be necessary for a student to repeat a grade. Typically, students who are
retained should be retained only once during their educational experience in grades Pre-K through
8th grade.

The purpose of this policy is to establish the criteria and procedures involved in considering
student retention and the appeal process. Students with disabilities will be advanced or retained in
accordance with their Individual Education Program team’s decision.

Students will be considered for retention based upon teacher or parent request. The RSA
requirements require consideration of retention for 3rd grade students. Communication through
conferences and written reports of progress should have clarified the teacher’s and /or parents’
concerns before any consideration of retention begins. When either party feels a student may find
more success if they repeat the current grade, they will request a meeting of the building retention
committee. The child’s age, maturity, achievement level, and attitude will be discussed thoroughly
along with sample work. This committee will make a decision regarding retention and convey that
decision and rationale to the parents in writing. The parents have the right to appeal any decision
to retain or promote their child to the building principal within five days of receiving the written
decision. A second appeal can be made to the superintendent or designee within five days of
receiving the principal’s appeal decision in writing. The parent may request a review of the
superintendent’s decision by letter to the Board of Education within five days of the parent’s
receipt of the superintendent’s decision. The Board of Education decision shall be final and
non-appealable.
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Counseling Services
Child Abuse
BOE Policy 2124: Procedures For Documenting And Reporting Child Abuse, Neglect And
Exploitation: Reporting And Investigation

BOE Policy 2125: Child Abuse Report Form

Every teacher, support person, or other employee of this school district shall report immediately
any suspected physical, mental, or sexual abuse or neglect of any school student under the age of 18
to Department of Human Services.

Procedures for Documenting & Reporting Child Abuse, Neglect & Exploitation: Reporting &
Investigation
In accordance with Oklahoma law, a teacher/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.

Confidentiality Release Form
Before the school can release ANY information to anyone other than a parent or guardian, the
school must obtain a signed Release of Confidential Information form. The form can authorize the
school personnel to offer information to an outside source, such as counselors, physicians, other
caregivers, etc. who are specified on the form.

Counseling Support Services
Building counselors are here to provide support and services to students. They will see classes
regularly for guidance lessons, and take referrals from teachers to serve students in small groups or
individual sessions. Counselors are to be consulted whenever a teacher has a student who is
struggling (academically, socially, or emotionally). Counselors will assist students and teachers in
working together to succeed in school. Counseling services include specialized groups (such as
divorce groups, grief groups, social skill groups, anger management groups, as examples) and
special individualized times with students, too. Counselors will also manage SIT referrals for
students who struggle in class.

Individual and Small Group Counseling
The school counselor is available to meet with individual students and small groups. Group
counseling must have parent permission due to confidential issues that might be discussed in the
presence of other students. Students needing counseling may be identified by teachers, parents, or
the students themselves. Topics/issues may include but are not limited to self-esteem, handling
emotions, bullying, adjusting to a new school, organizational and time management skills, and
parental divorce.
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Elementary & Intermediate Specifics

Attendance Reports
Morning attendance in elementary/intermediate schools should be reported no later than 8:10
am. Tracking attendance accurately is critical. Students who enter a�er these recording times are
considered tardy for that portion of the day, and should check-in at the main office before coming
to class. If students consistently miss instructional time at the beginning or end of the day,
discipline may be assigned. Students are expected to be in attendance at school 95% of the time,
according to Bixby BOE Policy.

Exceptions to this requirement will be considered by the building principal on an individual, case
by case basis.)

Teachers should relay concerns regarding student attendance to the appropriate building
administrator.

Assignment Requests & Making Up Assignments
● Students will need to be absent at least two (2) consecutive days before assignments can be

requested. Please call the office prior to 9:00 a.m. Assignments may be picked up the same day
a�er 2:00 p.m. in the office for all requests made prior to 9:00 a.m. Assignment requests made
a�er 9:00 a.m. can be picked up the following day a�er 2:00 p.m.

● The student may promptly make up work without penalty. It is the responsibility of the
student, on the day of return, to make arrangements to see what work needs to be made up.
When students are absent, they will have the same number of days to make up the work as the
number of days absent. Make up work not turned in on time will be recorded as a zero. All
make up work must be in by the end of the grading period. Only in extreme cases, such as a
prolonged illness, hospitalization, etc. will more than one week be allowed for work to be made
up unless permission is granted by the administration. Assignments or projects that have been
assigned in advance are due on the previously designated date unless arrangements with the
teacher are made in advance.

Computer Resources
Teachers will provide students the opportunity to regularly use the internet, keyboarding, and
technology-based instruction. Teachers will guide students towards appropriate resources, and will
monitor specifically to ensure students are gaining instructional benefit in the computer lab. If a CRC
lab is utilized, teachers always accompany their students to the CRC lab to provide instruction.

Grading Policies
BOE 3118: Grading

All work on students’ official records will be done by the teacher and never by the students. No
teacher will ask or permit a student to record grades, fill in grade sheets or copy grades. Students’
recorded grades shall be kept confidential at all times. Grades should not be called out in class for
the purpose of recording. Papers should be collected and grades recorded by the teacher. Discuss
students’ recorded grades only with the student, parents, counselors, or administrative staff. Be
sure the person has a “need to know.” Grades should not be discussed “over lunch”.
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In accordance with the policy of the Board of Education the following grading system will be used
for all subjects, including those taught in a special education setting:

Pre-Kindergarten through Third Grade
A checklist evaluating progress in identified skills will be provided to parents. Assessment will be
by the semester and based upon mastery of skills/standards as identified in the state standards for
Pre-Kindergarten through Third Grade.

The evaluation key is listed below:
● “4” Exceeds Expectations or Learning Target
● “3” On Track or Meets Learning Target
● “2” Progressing (toward learning target)
● “1” Area of concern
● Shaded box: Not evaluated this grading period

First through Fourth Grade for Art, Music, Physical Education (Grades 1-4)
A general evaluation of student progress will be provided based upon the state standards for these
subjects.

The evaluation key is listed below:
● “4” Exceeds Expectation or Learning Target
● “3” On Track or Meets Learning Target
● “2” Progressing (toward learning target)
● “1” Area of concern

Fourth, Fi�h, and Sixth Grades (Core Academic Subjects)
● A – 90 to 100% (exceeding expected requirements in excellent manner)
● B – 80 to 89 % (complete work with high degree of accuracy)
● C – 70 to 79 % (complete work of average quality)
● D – 60 to 69 % (work of below average quality)
● F – 59% and below (failing work)

Grades awarded to students will be based on these percentages or a student checklist for all
grading periods. Nine weeks report of progress and the eighteen weeks semester grades reports
will be given to all students. Student percentages will be cumulative for the semester grading
period. A grade mark of 'I' is incomplete and will be changed when the course is completed within
the time limit set by the teacher. A reduction of grade marks will not be used as a form of
discipline under any circumstances.

Dates for progress reports and semester grades will be designated at the beginning of each school
year. In addition to progress reports and semester grade cards, teachers are expected to update their
grades regularly in PowerTeacher, Canvas, or Teacher Ease. There will be no pluses or minuses
recorded. A grade mark of “I” is incomplete and will be changed when the work is completed within
the time limit set by administration. Progress reports and grade cards will be given to all students
according to the dates determined.

Interventions & Flex Groups
Each school will have intervention time. During this time students will have a focused lesson on
objectives they need whether it is enrichment, on grade level, or below grade level. Students are
grouped by their targeted skills, not by teachers.
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End of Day Dismissal
To alleviate crowding in the halls, students may be dismissed in shi�s. Procedures will be
developed and implemented for safe dismissal of students. Teachers are responsible for the
adherence to the dismissal procedures.

Newsletters
Teachers are expected to maintain their web sites (where they can post their newsletters) and send a
newsletter at least twice monthly to their class parents outlining curriculum, upcoming activities, or
special projects.

Media Center
The media center uses flexible scheduling to provide an opportunity for each student to spend time in
the media center weekly. Teachers may schedule the library for whole class activities or checkout by
working with the Media Director. Teachers are responsible for all equipment and materials they
check out from the library. Use of the Media Center and practices related to the media center will be
determined and supervised by the Media Specialist. Services and practices include management of
lost books, overdue books, Computer Resource Centers, Chromebook Carts, and mobile Computer
Labs.

Student Assignment to Classrooms
Students are carefully placed in each classroom each year to maximize the educational experience for
each of them. It is critical that teachers follow the process that is outlined every Spring, and maintain
strict confidentiality regarding the students’ placements. Once placed by the teacher team, we make
every effort to keep a child in his recommended classroom. Class changes are made in extreme
situations if it is determined to be the best solution to an issue. It is expected that school staff and
families work together to make each placement successful for each child.
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Secondary Specifics
Activity Absences
BOE Policy 2136: Extracurricular Activities.
It is the desire of the Board of Education for all students to be in attendance in their regularly
scheduled classes so that maximum learning can occur. Educational programs are built on the
foundation of continuity of instruction and participation in the classroom setting. Consistent
classroom attendance can assist students toward development of strong work habits, responsibility,
and self-discipline. Since the educational merit of the co-curricular and extracurricular programs is
recognized, the goal of the Board is to facilitate a balanced education for each student.

Attendance
Attendance must be taken at the beginning of each period (every day) in order to account for the
whereabouts of our students. Teachers will mark attendance on the computer, but it is not
necessary to hit the submit button until a�er the first five minutes of class. This allows you to
correct any entries for students who were tardy.

It is essential that you take attendance every period that you have a class so that we are aware
that students are in a safe environment. In addition, when attendance records are taken
accurately throughout the day, it reflects well on your professionalism.

Non Attendance Procedure
If a student fails to attend your class 95% of the time, in a semester grading period, they will receive
a NG designation on their semester report card regardless of the grade they earn. Excused reasons
for absence, along with documentation/proof, will be considered by the school attendance clerk
and school administration. Please refer students to the attendance clerk if they have any questions
as to whether or not their absence was excused.

For students in all grades, an Attendance Reminder Letter will be sent from the site principal for
excessive absences without a valid excuse, along with the Notice of Non-Attending Student form.

● If the parent/guardian does not comply with compulsory attendance laws, additional
absences will be recorded on the bottom of the Notice of Non-Attending Student form
and the form, a copy of the notice sent to parents, and attendance records are forwarded
to the Executive Director of Student Services for, who must sign the bottom of the form.
Current discipline records should also be forwarded.

● Excessive student absences, without a valid excuse, could result in the Executive Director
of Student Services’ reporting the absences to the district attorney’s office, and the court
information is shared with the site principal.

Communication via Intercom
Occasionally it is necessary to use the intercom for announcements. Every effort will be made to
do this only at the beginning or ending of the hour. At the beginning of a period (to be determined
by site administration) each day, we will observe a moment of silence, recite the Pledge of
Allegiance and make any necessary announcements. Please send any announcements you have to
be made to the office before the start of the second hour (this time is subject to change based upon
activities during the school day). It is important that ALL CLASSES ARE QUIET AND LISTEN

35

https://5il.co/6pz8


TO THE DAILY ANNOUNCEMENTS. Many times critical information regarding organizations,
scholarships and important events is announced at this time.

Concurrent Enrollment
BOE Policy 3116: Concurrent Enrollment for High School Students

The Bixby Board of Education believes that students should be encouraged to prepare themselves
for study beyond high school when possible. Therefore, all junior and senior students of
exceptional ability and who qualify should have an opportunity to gain college and high school
credit while completing their high school education.

Further, Oklahoma statutes require that each high school student be made aware of the
opportunity to participate in concurrent enrollment.

Weekly grade checks on all concurrently enrolled students will start the third week of each
semester and will take effect the fourth week for eligibility purposes. Concurrently enrolled
students will need to bring the verification forms to the High School Assistant Principal’s Office
each Thursday by 2:40 p.m. to verify eligibility. Forms are available in the High School Assistant
Principal’s Office.

Grading Policies
BOE Policy 3118: Grading

In accordance with the policy of the Board of Education the following grading system will be used
for all subjects, including those taught in a special education setting:

Grades shall be determined by daily assignments, homework, special assignments, labs, class
participation, and comprehensive assessments. Assignments shall be listed in PowerTeacher and/or
Canvas within two school days of the assignment being assigned. The PowerTeacher entry should
reflect the following general information: the date the assignment is due, the total points possible,
and any pertinent or unique information students or parents may find helpful. Teachers keep
grades current in order to provide feedback to students regarding their learning, progress on
standards and projects, and status in the class.

All work and tests affecting the student’s grade shall be returned to the student within ten (10)
school days for review, evaluation, and any remediation deemed necessary by the instructor.
However, completed research papers and large scale projects shall be returned within (15) school
days. All grades shall be listed in PowerTeacher and/or Canvas and returned to students before
final exams at the conclusion of the semester grading period. Final exams are excluded from this
time frame.

All students that are awarded letter grades will receive them within the following framework:

● 100% - 90% = A
● 89% - 80% = B
● 79% - 70% = C
● 69% - 60% = D
● 59% - 0% = F

Grades awarded to students will be based on these percentages or a student checklist for all
grading periods. Nine weeks report of progress and the eighteen weeks semester grades reports
will be given to all students. Student percentages will be cumulative for the semester grading
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period. A reduction of grade marks will not be used as a form of discipline under any
circumstances.

Recognition of High School Students for Academic Achievement
It is the philosophy of Bixby High School to encourage students to enroll in those courses that
challenge even the most academically able student. Students who enroll in these challenging
courses are to be compensated by awarding grades that are weighted more than the grades
awarded in less academically demanding courses. The basic purpose of the “weighted grade” is to
provide an incentive for students to enroll in a program of advanced studies.

All courses taken in grades 9-12 will be included on the student transcript and will be considered
when calculating the grade point average (GPA). Two (2) GPAs will be listed on the transcripts and
college applications based on a 4.0 unweighted scale and the “weighted” GPA.

For purposes of determining class rank, the following weight systems will be used.

Standard Class Concurrent Core
Course/Pre-AP/AP

AP Course + Passed
Exam*

A=4 A=5 A=6

B=3 B=4 B=5

C=2 C=3 C=4

D=1 D=1 D=2

F=0 F=0 F=0

In order for AP students to earn the bonus grade points (6, 5, 4, or 2) they must pass their chosen
exams(s) with a 3, 4, or 5. Students who take an AP Exam without completing the Advanced
Placement course will not be afforded any additional weight or his/her transcript.

The following designations exist to recognize outstanding achievement at Bixby High School:

● Valedictorians: Students who rank in the upper 1% of the class
● Salutatorians: Remaining students who rank in the upper 2% of the class
● Bixby Distinguished Graduate: Remaining students who rank in the upper 10% of the class

Eligibility Statement Extracurricular Activities
Participation in extracurricular activities at Bixby High School is a privilege, not a right.
Therefore, it is assumed that students’ behavior during those times that they are representing
Bixby High School in extracurricular activities (out of class field trips, performances, games,
contests etc.) is to be above reproach.
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Grades for weekly eligibility will be pulled from Power School at 8:00 a.m. every Friday morning or
the last day of the school week. Grades MUST be updated frequently in order to insure the
accuracy and fairness of the student’s grade.

It should be understood by all students participating in extracurricular activities that their
eligibility to participate is governed by this policy statement, all regular student discipline codes,
as well as the rules and regulations of the OSSAA. It is therefore possible for two students found
guilty of the same inappropriate behavior to have different punishments. That is, the
extracurricular student may receive the same punishment as the regular student, in addition to
being declared ineligible to participate in extracurricular activities.

Participation in extracurricular activities shall be subject to the following minimum restrictions:
● A student on a semester schedule must have earned a minimum of 5 credits counted toward

graduation in which he/she was enrolled during the previous 18-week grading period.
● If a student does not meet the minimum scholastic standard, he/she will not be eligible

during the first six weeks of the next 18-week grading period.
● 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.

● Pupils enrolled for the first time must comply with the same requirements of scholastic
eligibility. The passing grades required for the preceding grading period should be obtained
from the records in the school last attended.

● During a semester, the student must be passing in all subjects he/she is enrolled in.
● A student must attend three classes the day of an activity in order to participate.
● A student who has not attended classes 95% of the time for the semester becomes ineligible.
● A student, whose conduct or character at school is under discipline or whose conduct or

character outside the school is such as to reflect discredit upon the school, shall be
ineligible until reinstated by the principal.

● Weekly grade checks on all concurrently enrolled students will start the third week of each
semester and will take effect the fourth week for eligibility purposes. Concurrently enrolled
students will need to bring the verification forms to the High School Assistant Principal’s
Office each Thursday by 2:40 p.m. to verify eligibility.  Forms are available in the High
School Assistant Principal’s Office.

In general, the following guidelines will be followed:
● A student who is disqualified during a game or contest because of flagrant or

unsportsmanlike conduct will forfeit the right to participate in at least one contest.
● Repeated offenses of this type will result in the forfeiture of at least two contests and may

cause the student to lose his/her eligibility for the remainder of the school year.
● Other issues not specifically addressed in this statement will be addressed by the building

principal.

HIV/AIDS Education
HIV/AIDs education will be presented to students in Middle School and High School. In
accordance with state law, a parent preview session will be presented. Parents/guardians may
contact the school nurse or principal for the date of this presentation. Parent/guardian may
request their student be exempt from this class by contacting the school nurse.
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Assignment Requests & Making Up Assignments
All work missed during a period of absence may be made up without penalty, with the exception of
absence due to truancy. For each day of absence, a student shall have one (1) school day to make up
the work missed, unless granted additional time by the teacher. During the period of make-up time
allowed, the work missed shall not be calculated in the students’ grade until the work is turned in
or the makeup time has expired. For example, if absent on Monday, make up work is due to the
teacher by the beginning of the class period on Wednesday. It is the responsibility of the student
on the day of return to make arrangements to see that the work is made up.

Students need to be absent at least two (2) consecutive days before assignments can be requested.
When it is necessary, parents may request assignments when a student has multiple absences, due to
illness or other circumstances. Please call the Attendance Office PRIOR TO 10:00 a.m. Assignments
may be picked up the same day a�er 3:00 p.m. in the Attendance Office for all requests made prior to
10:00 a.m. Assignment requests made a�er 10:00 a.m. may be picked up the following day a�er 3:00
p.m.

All students involved in a student activity should get their work prior to the activity absence
occurring.

Any examination or assignment announced during the student’s presence in class or which is
regularly scheduled (e.g. semester test, research paper, etc.), which is missed by the student due to
any type of absence, shall be made up on the day the student returns to class. If a test is first
administered on the day the student returns to class, he 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, either of which would prevent him from being aware of the scheduled test, then the test
shall be administered to him one day following his return to class. If a student is absent for part of
a class period but present for the majority of the class period, work assigned the same day is due
without extended time.

Any exceptions to the policy concerning administering the tests shall be limited to those
exceptions made by the building principal. In the event of a chronic or recurring illness,
documentation by the student’s doctor indicating the nature of the chronic or recurring condition
will suffice for the doctor’s statement required for each individual absence. Documentation of
chronic or recurring illness will not extend beyond the end of the current school year.

In the case of a student suspension refer to BOE Policy 2161: Suspension of Students

Media Center
Please make use of our Media Center and all of its amenities to help enhance student learning
when applicable. Policies and Procedures for the Media Center will be provided to you before the
start of the year including how to schedule class time. Our Media Specialist will be implementing a
school wide curriculum that will address various student age topics, but not covered in our
standard core class curriculum. These topics will include proper use of the facility, internet
research, internet safety, proper etiquette online, etc.

Secondary Counseling Program
A variety of guidance and counseling programs are offered at Bixby High School. Counselors
provide classroom guidance lessons, group and individual counseling, and needed parental support
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in order for the school to develop a positive learning environment for all students. The counseling
program is designed to help the student transition into a secondary school level by focusing on
academics as well as responsibility, productivity, respect, and citizenship skills. Counseling
program goals are:

● To help each student develop a positive self-concept and an appreciation of others
● To assist each student in strengthening interpersonal skills
● To provide a supportive environment for learning to manage personal concerns and for

making positive decisions and choices
● To help each student improve individual study skills
● To provide information and assist in orientation of students new to Bixby High School
● To provide opportunities for career exploration
● To coordinate the referral for special education services and identify at-risk students

through our SIT (Student Intervention Team) process
● To provide parents with information to better assist their children in educational and

personal achievement
● To provide consultation regarding referred children with teachers, administrators,

community agencies, and other professional resource people
● To provide assessment services for students

Consultation
The counselor will work as a resource consultant for parents, teachers, administrators, and
community members to provide the following services:

● Provide information, materials, bibliotherapy, and referral assistance to outside agencies
● Refer students to the district wide counselor for individual counseling
● Consult and coordinate with Special Services and be available for outside agencies that

enter the school in need of a contact person (examples: Department of Human Services,
Associated Centers for Therapy, Office of Juvenile Affairs, etc.)

Secondary Student Discipline
Referring Students to the Office
Minor offenses, such as talking, disruptive behavior, and failure to follow directions should be dealt
with in the following manner:

● 1st offense – talk with the student(s);
● 2nd offense – assign appropriate classroom discipline, contact parent(s)/guardian, and

document the discipline and parental contact;
● 3rd offense – refer to the appropriate Assistant Principal with documentation of prior

discipline and parental contact.

Before/A�er School Detention
Before and a�er school detention is an additional disciplinary tool provided to teachers for dealing
with student discipline or tardies. Days, times, and duration may vary by site. Before a student can
serve detention a parent/guardian must be contacted. A Google document will be used to keep
track of assigned detentions, whether the student served, and the parent/guardian that was
contacted.

In House Placement (IHP)
In House Placement is an additional disciplinary tool used to provide an alternative setting to an
out of school suspension. All IHP referrals will originate from administration. Requests for work
from the office will help keep the student up to date with assignments/class progress and needs to
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be filled as soon as possible. You will be notified by the administration or attendance office of
student’s placement in I.H.P. prior, when possible, to the student being placed.

Student Discipline in School Co-Curricular and Extra-Curricular Programs and
Activities
Disciplinary action against a student which affects a student’s participation in a student
co-curricular/extra-curricular activities program shall be the responsibility of the activity
sponsor/coach and school administration.

Authorization is given for an IARC to be established in each school to serve as a review panel for
disciplinary action affecting a student’s participation in co-curricular and extra-curricular
activities programs. A student who is suspended and/or removed from a co-curricular or
extracurricular program activity may appeal the decision of suspension and/or removal to the
school’s IARC. Such an appeal must be submitted in writing to the school’s principal within five
school days of notice of the disciplinary action. The appeal request by the student/parent must
stipulate the reason(s) for the appeal. Pending the outcome of an appeal, the principal, at his
discretion, may reinstate the student to the activity program or continue the suspension and/or
removal from the activity program. The decision of the IARC is final as the right of appeal to the
Board of Education is not extended to cases of suspension and/or removal from co-curricular or
extra-curricular activities programs.

In cases of an appeal, The IARC shall meet and hear the respective positions of the student/parent
and the coach/sponsor and shall make a decision, a�er hearing the appeal, to affirm, modify, or
rescind the student’s suspension and/or removal. The final decision of the IARC shall be reduced
to writing by the site or district administrator hearing the appeal as a member of the IARC and
provided to the student/parent, coach/sponsor, and the superintendent (or his designee).

Student Participation in School Co-Curricular and Extracurricular Programs &
Activities & Disciplinary/Attendance Internal Activity Review Committee
BOE Policy 2136: Extracurricular Activities

The Bixby Schools provide an extensive program of educational opportunities for all students.
This includes a strong academic program which is enhanced by an activity program designed to
give all students an opportunity to participate, to compete, to develop leadership and citizenship
skills, and to experience success in worthwhile projects. However, it is the desire of the Board of
Education for all students to be in attendance in their regularly scheduled classes so that maximum
learning can occur. Educational programs are built on the foundation of continuity of instruction
and participation in the classroom setting. Consistent classroom attendance can assist students
toward development of strong work habits, responsibility, and self-discipline. Since the
educational merit of the co-curricular and extracurricular programs is recognized, the goal of the
Board is to facilitate a balanced education for each student.

Student Tardy Policy
Bixby Secondary Schools believe that punctuality is important, thus responsibility for punctuality
rests with the student. Teachers will use appropriate classroom management skills to curb student
tardiness according to the student handbook, including before or a�er school detention. Teachers
will be required to contact the parent prior to these discipline measures. The school believes that
punctuality to assigned duties is among the most important things a student can learn and should
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be learned as early as possible. Good time management skills will serve students regardless of their
direction following graduation. Student tardiness to any class is not permitted.

Procedure:
● 1st and 2nd Tardy: Verbal Warning
● 3rd and 4th Tardy: Teacher-assigned consequences with parent contact
● 5th Tardy: Teacher-assigned consequences with parent contact &/or Referral to

Administration

Students Out of Class
Students need to be in class learning and receiving instruction. If a student is called out, a hall
pass should be written each time that student leaves your class. Please keep a “Pass Log” visible in
your classroom and have students leaving your class sign out every time they leave. If you send a
student to the office with a disciplinary referral, please call the office and inform the office of the
situation.
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