
FORWARD 

 

The purpose of the Dickson Public School Policy Manual* is to acquaint each individual 

employed by the Dickson Public Schools with the policies deemed necessary by the 

Board of Education and by the Administration for the successful operation of the Dickson 

Public Schools. 

 

Each employee should use this book as a guide in determining a course of action in 

matters concerning the school. 

 

Larry Case 

Superintendent 

 

 

 

*Copies of this document are available online to every employee. 
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SECTION 

1000 

 

 

 

DICKSON PUBLIC  

SCHOOL DISTRICT  

 



1010 ï VISION STATEMENT 

 

 

 THE DICKSON BOARD OF EDUCATION AND EDUCATORS BELIEVE IN 

ALL STUDENTS AND BELIEVE THAT ALL STUDENTS CAN AND WILL LEARN 

WHILE ATTENDING DICKSON PUBLIC SCHOOLS. Dickson Public Schools will 

provide the students with the skills needed to process information in order to become 

responsible, knowledgeable citizens. This will be accomplished through a challenging 

curriculum provided in a safe, orderly climate by dedicated, highly-qualified educators 

with the direct involvement of parents and the community. 
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2005 ï DICKSON BOARD OF EDUCATION 
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2010 ï ORGANIZATION, POLICIES, AND REGULATIONS OF THE BOARD OF  

EDUCATION, INDEPENDENT SCHOOL DISTRICT NO. 77 OF CARTER                                      

COUNTY, OKLAHOMA (DICKSON PUBLIC SCHOOLS) 

 

ORGANIZATION OF THE BOARD OF EDUCATION 

         The school district shall be a body corporate and shall possess the usual powers of a 

corporation for public purposes. The name of this school district is ñIndependent School 

District Number 77, of Carter County, Oklahomaò. The governing body of the school 

district shall be known as the Board of Education. The Superintendent of Schools 

appointed and employed by such Board of Education, shall be the executive officer of the 

Board and shall perform such duties as the Board directs. 

 

MEMBERSHIP OF THE BOARD 

           The Board of Education shall consist of the five (5) members, each serving for a 

term of five (5) years. The terms of office shall commence on the first regular, special, or 

emergency school board meeting after the member has been certified as elected. The 

terms of office are staggered as follows: 

                   Office No. 1                               2001 

                   Office No. 2                               2002 

                   Office No. 3                               1998 

                   Office No. 4                               1999 

                   Office No. 5                               2000 

 

          Board members shall be elected by the voters within an election district determined 

by the Board of Education. Only electors within the election district shall elect Board 

members from that district. A board member must reside within the election district to be 

eligible for election. Board of Education elections shall be held on the second Tuesday in 

February. Run-off elections shall be held on the first Tuesday in April. 

  



1. BOUNDARIES OF OFFICES: 

 

INDEPENDENT SCHOOL DISTRICT I-77 shall be divided into five election districts. 

The Board of Education has attempted to make the election districts compact, contiguous, 

and with no more than ten percent (10%) variance in the population. The Board of 

Education has utilized all available data including population reports, school membership 

records, and the like. The new election districts within INDEPENDENT SCHOOL 

DISTRICT NO. 77, CARTER COUNTY, OKLAHOMA are described as follows: 
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DESCRIPTION OF SCHOOL BOARD DISTRICTS: 

 

District 1 

     A portion of Carter County within School District beginning at the intersection of 

Gant Road and U.S. Highway #199; thence North 2 miles; thence East 2 miles; thence 

South 10 miles to the South boundary of School District I-77; thence West 3 miles; 

thence North 8 miles; thence East 1 mile to the intersection of Gant Road and U.S. 

Highway #199 the point of beginning. 

 

District 2 

     A portion of Carter County within School District I-77 lying East of U.S. Highway 

#77 and North of the U.S. Highway #70 described as follows: Beginning at the 

intersection of Ross Road & Mary Niblack Road; thence North 1 mile; thence West 1 

mile; thence North 1 mile; thence West 1 mile; thence South ½ mile; thence West ½ mile; 

thence South ½ mile; thence East 1 ½ miles; thence South 1 mile; thence East 1 mile to 

the intersection of Ross Road and Mary Niblack Road the point of beginning. 

 

District 3 

      A portion of Carter County within School District I-77 lying East of U.S. #77 and 

North of U.S. Highway #70 described as follows: Beginning at the intersection of U.S. 

Highway #199 and Cedar Road; thence North 1 mile; thence West 2 miles; South 2 

miles; thence East 1 mile; thence South 2 miles; East 1 mile; thence North 3 miles to the 

intersection of Cedar Road and U.S. Highway #199 the point of beginning. 

 

District 4 

      A portion of Carter County within School District I-77 lying East of U.S. Highway 

#77 and South of U.S. Highway #199 described as follows: Beginning at the intersection 

of Standifer Road and U.S. Highway #199; thence South 3 miles; thence West 1 mile; 

thence North 2 miles; thence West 1 mile; thence South 2 miles; thence West 1 mile; 

thence North 1 mile; thence West 1 mile; thence South ¼ mile; West 1 mile; thence 

South 1 mile; thence East 1 mile; thence South ½ mile; thence East ½ mile; thence South 

2 miles; thence East 2 miles; thence South 2 ½ miles; thence North 8 miles; thence West 



1 mile to the intersection of U.S. Highway #199 and Standifer Road the point of 

beginning. 

 

District 5 

     A portion of Carter County within School District I-77 lying North of Springdale 

Road and East of U.S. Highway #77 described as follows: Beginning at the intersection 

of Springdale Road and Mary Niblack; thence North 3 miles; thence East 2 miles; thence 

South 1 mile to the intersection of Cedar Road and U.S. Highway #199; thence East 2 

miles to the intersection of U.S. Highway #199 and Grant Road; thence North 2 miles; 

thence East 2 miles; thence South 3 miles; thence East 2 miles; thence North 3 miles; 

thence Northwesterly on a curve 1 mile; thence Northeasterly on a curve ½ mile; thence 

North 6 ½ miles to the North boundary of School District I-77; thence West 5 ½ miles; 

thence South ½ mile; thence East ½ mile; thence Southeasterly ½ mile; thence 

Northeasterly ½ mile; thence South ½ mile; thence East ½ mile; West 1 ½ miles; South 1 

mile; thence West 2 miles to the intersection of Tommy Howard Road and Walker Road; 

thence South 1 mile; thence West ½ mile; thence South at a 45 degree angle 5 miles; 

thence East ½ mile; thence South 1 mile; thence East 1 mile; thence South 1 mile; thence 

East 1 mile to the intersection of Mary Niblack Road and Springdale Road the point of 

beginning.  

 

 

2. OFFICERS OF THE BOARD: 

                   The Board of Education shall elect from its membership, at the first regular 

meeting after the annual school election, a president and vice-president, each of whom 

shall serve for a term of one (1) year and until a successor is elected and qualified. The 

Board shall also elect a clerk, who may be one of the members of the Board, and who 

shall hold office at the pleasure of the Board. 

 

                   A local treasurer for the school district may be appointed by the Board, who 

shall serve at the pleasure of the Board for such confirmation, and who shall execute, 

before entering upon the duties of the office of the treasurer, a surety bond in an amount, 

which is estimated as the Board may determine. The treasurer, so appointed, will be on 

hand at any one time during the current year. The securities held as investments shall not 

be considered. The treasurer shall perform those duties prescribed by the statutes of the 

State of Oklahoma. 



 

                   The Board of Education shall employ an encumbrance clerk and a minutes 

clerk, both functions of which may be performed by one person. The encumbrance clerk 

shall keep the books and documents of the school district and perform such other duties 

as the Board may require. The minutes clerk shall keep an accurate journal of the 

proceedings of the Board of Education and perform such other duties as the Board may 

require. The encumbrance clerk and minutes clerk shall give a bond of not less than 

$1,000.00 to be approved by the Board; provided, if both functions are performed by the 

same person, only one bond of not less than $1,000.00 shall be required.  

 

                   It shall be the duty of the president to preside at all meetings of the Board, to 

appoint committees, whose appointments are not otherwise provided for, and to sign all 

warrants ordered by the Board to be drawn upon the treasury for school monies.  

 

                   It shall be the duty of the vice-president to preside at all meetings in the 

absence or disability of the president. 

 

                   It shall be the duty of the clerk to countersign all warrants ordered by the 

Board to be drawn upon the treasury for school monies.  

 

3. MEETINGS OF THE BOARD: 

A. Regular monthly meetings of the Board will be held on the second (2)                   

Monday of each month; however, if that Monday falls on a legal holiday, 

The Board will meet the following Monday or on a day as previously posted. 

 

B. The place of the meeting shall be the Board of Education office unless  

otherwise announced. 

       

C. Three members constitute a quorum, and each vote will be recorded 

       individually. 

    



D. All meetings of the Board of Education will comply with the Open  

Meeting Law as prescribed by the laws of the State of Oklahoma. 

 

E. Special meetings and emergency meetings of the Board will be held as  

      necessary and in accordance with the Open Meeting Laws. 

 

 

4. RESPONSIBILITIES OF THE BOARD: 

 

                  The Board of Education has powers expressly granted by law, implied powers 

reasonably necessary to exercise those expressed powers, and powers essential to the 

purpose of a school district. The basic express powers are set out in the Oklahoma 

Statutes, Title 70 Sec. 5-117. Among other powers the Board of Education has the Board 

authority to maintain and operate a complete public school system of such character as 

the Board of Education shall deem best suited to the needs of the school district. In 

exercising the powers granted by statute, the Board of Education must conform to state 

and federal law, adhere to State Board of Education rules and adopt only such policies as 

are reasonable and relevant to the educational process.  

 

                 Board members have no greater power or authority than any other citizen of 

the community until they are meeting together with other members of the Board in a legal 

meeting. Board members will always listen, but are restricted from discussing or 

criticizing school board policy outside Board meetings, lest they be deprived of 

information or objectivity necessary to make a sound decision. Therefore, in carrying out 

the policy for handling complaints, the Board will observe the following procedure. 

Neither the Board as a whole nor any individual member will consider communications 

or complaints from teachers, parents, or patrons, until they have first been referred to the 

Superintendent of Schools. Only when satisfactory resolution cannot be made by the 

Superintendent of Schools and his/her staff shall communications be referred to the 

Board. After hearing evidence submitted by the Superintendent, the Board will, if it 

deems advisable, grant a hearing to the parties interested. Such hearings will be held 

during regular sessions of the Board. 

 

 



 

5. GENERAL BOARD FORMAT: 

 

Generally the order of business shall be as follows: 

A. Call to order and roll call 

B. Approval of minutes of previous meeting 

C. Financial and budget reports 

D. Approval of bills and claims 

E. Reports from the superintendent and other officers 

F. New business 

G. Report of special committees 

H. Adjournment 

 

Should there be any question concerning proper procedure, the Board shall refer to 

Robertôs Rules of Order (Revised). 

 

6. MISCELLANEOUS  

            

All meetings of the Board of Education shall be open to the public, and any regular 

meeting may include an opportunity for the public to address the Board. (The Board 

may restrict time for public participation and limit repetition of statements previously 

made.) 

 

As a token of appreciation for services rendered, it shall be a policy to admit ex-board 

members and their spouses to school events free of charge. 

 

 

 

 

 

 

  



2015 ï SCHOOL BOARD MEMBERS TERM OF OFFICE 

  



  



2018 ï APPLICATION FOR VACANT BOARD POSITION 

  



2020 ï NEPOTISM LAW 

 

     No person shall be eligible to serve on the Board of Education if he or she is related 

within the second degree by blood or marriage to any employee of the school district or 

to any other member of the Board. No teacher or other employee of the school district 

may be employed if that teacher or employee is related to a member to the Board of 

Education within the second degree by blood or marriage.  

 

The following persons are related within the second degree by blood or marriage: 

 

Board Memberôs:      Spouseôs: 

 

Spouse        child  

Child        parent 

Childôs spouse       grandchild 

Parent        grandparent 

Parentôs spouse      brother 

Grandchild       sister 

Grandchildôs spouse 

Grandparent 

Grandparentôs spouse 

Brother 

Brotherôs spouse 

Sister 

Sisterôs spouse 

 



      If an employment relationship between a school district employee and a Board 

Memberôs relative existed as of September 1, 1992, such employment may continue, and 

the Board member may serve any successive terms. However, the Board member may 

not participate in any regular or executive session of the Board held to consider any 

personnel matter or litigation relating to said relative except that the Board member may 

vote on collective bargaining agreements for the renewal of contracts as a group, if the 

vote is necessary to establish a quorum. If more than one Board member is related to a 

teacher or employee, only the minimum number of Board members necessary to establish 

a quorum may vote. 

 

DUEL OFFICE HOLDING 

      

      A Board member cannot hold another office created under Oklahoma law unless that 

position is statutorily exempted from the ban.  

 

 

 

 

 

  



2025 ï BOARD OF EDUCATION PATRON POLICY 

 

       Business presented to the Board: Board of Education policy relative to school 

patrons with business to transact at Board meetings. 

 

All meetings of the Board of Education shall be open to the public, except for legal 

executive sessions. 

 

            The following procedures for governing visitors and handling their problems are 

most important and should be followed: 

 

The clerk of the Board or the Superintendent will ask all visitors to identify themselves 

and list their names. Questions and problems of consequence will be presented to the 

Superintendentôs office in writing, at least five (5) days prior to the next regular meeting, 

and the administration will then study the questions or the problem and endeavor to arrive 

at a decision based on facts.  

 

            When problems arise involving inter-personal relations with a student and a staff 

member, the parents confer with the teacher, and if necessary, the building principal, and 

the child. Most problems of this nature can be resolved by following this procedure. 

 

            In conformity with the current Board policy, and in an effort to provide the 

opportunity for public comment with prior notice, the following procedures will be 

observed: 

 

-A time limit of five (5) minutes is established for individuals desiring to address the 

Board and/or make specific comments. 

-A group desiring to address the Board or make specific comments will be limited to ten 

(10) minutes for all members. 

-Repetition statements or comments will be limited. 



-Groups consisting of three (3) or more persons must designate a spokesperson who will 

speak and/or represent the group. 

-No action will be taken by the Board on any item addressed which is not on the agenda 

for the current meeting unless the issue is before them legally as appropriate new 

business. New business is any matter which could not have been foreseen by the Board, 

the staff, or nay patron prior to posting the agenda. New business is only allowed at 

regular meetings. 

 

 

  



2030 ï DIRECTOR OF STATE AND FEDERAL PUBLIC EDUCATIONAL ACTS 

 

      

            The Board of Education shall designate a Director of State and Federal Public 

Educational Acts. It shall be that individualôs responsibility to assure Dickson Public 

Schoolôs compliance. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Section 

3000 

 

 

PHYSICAL  

MANAGEMENT  

  



3010 ï INVENTORIES 

 

         It is very important that each teacher keep an inventory of all school equipment and 

supplies. Since school property is so easily lost or misplaced, it is necessary to place the 

responsibility for the safe keeping and proper care of this property with the teachers. 

Also, inventories are necessary in determining the amount of loss in each room or 

department in case of the loss of the building by fire. Each teacher will be provided with 

inventory blanks, and at the end of the school year, will be require completing and 

turning in an inventory of all supplies and equipment.  

        A copy of each buildingôs inventory and a video tape will be kept in the vault at the 

Superintendentôs office. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3020 ï ACCOUNTING PROCEDURES 

 

Purchase Authorization 

        The Board of Education has adopted an accounting system that permits only 

approved personnel to be designated as having authority to approve purchases. The 

Superintendent, or his/her designee, is the only person to be designated as purchasing 

officer who can approve expenditure of funds. Upon favorable consideration and 

determination that funds are available for such purchase, the Superintendent and/or 

designee may approve said purchase order as evidenced by his/her signature. 

 

Current Expense, Building Fund, Federal Funds, and Bond Funds 

 

All  purchases shall be made on authorized purchase orders. 

 

Requests for Items. 

      When teachers are in need of teaching aids and supplies, the need should be 

submitted in writing for the principalôs approval and forwarded to the Superintendent for 

final approval. The Superintendent will consider the request and, if possible, will 

authorize a purchase order or allocate from stock. EXPENDITURES MADE WITHOUT 

THE ABOVE AUTHORIZATION WILL NOT BE HONOREED BY THE DICKSON 

PUBLIC SCHOOLS, AND PYMENT IS THE INDIVIDUAL RESPONSIBILITY OF 

THE PURCHASER.  

 

Receiving Items. 

       An individual shall be designated to check receipt of items listed on approved 

purchase orders. The ñreceiving officerò shall not be the same individual authorizing the 

purchase. The administrative assistant shall be designated as ñreceiving officerò and shall 

verify by signature the receipt of goods or services. 

 

 



End of Year Request for supplies and Equipment 

       Supplies and equipment requested at the close of school, if approved, are ordered 

prior to the summer. If ordered items are received that were not ordered, they will be 

returned to the building principal as the items may be of vital importance to someone 

else. 

 

Activity Funds. 

       Building secretaries shall keep a receipt book with receipts issued in duplicate and in 

numerical order as money is received. No money is to be left in the building. It should be 

turned in to the fund custodian before 2:00 p.m. each day if possible. 

 

       Adequate check-and-balance procedures shall be followed to ensure accuracy of gate 

receipts, etc. Pre-numbered tickets will be recorded before and after events (co-counting 

and co-receipting of all funds). 

 

 

 

     All cash shall be deposited with the designated bonded custodial secretariat the Board 

of Education office. This shall include all class funds, departmental funds, monies from 

athletic events, sale of supplies for students, and any other funds collected by or for the 

school, school groups, or organizations. 

 

      Money collected from equipment or property and reimbursements for goods or 

services will be deposited with the secretary. This is placed in the activity or clearing 

account and will be deposited back to the account from which it was originally 

purchased. 

 

       Expenditures shall be made only by an approved claim. Checks for all claims will be 

issued by the activity fund custodian. All claims must be accompanied by an invoice or 

verification of the bill owed. 

 



      Requests should be made by class or activity sponsors. Sponsors shall also verify 

receipt of items/ and payment shall be made by invoice. 

 

      Purchases made without the above procedure will not be paid by the Dickson Public 

Schools and are the responsibility of the person making the purchase. 

 

     All school activity fund claims must be submitted at least two (2) days in advance of 

the request for a check. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



3030 ï ACTIVITY FUNDS 

 

Audit 

      The Board of Education shall provide for an annual audit of all activity funds. The 

original report of such audit shall be delivered to the Board of Education. The cost of the 

audit shall be paid from the general fund. 

 

Authority for Activity Funds 

      The Oklahoma State Law requires the Board of Education of each school district to 

adopt appropriate rules and regulations governing the handling and expenditures of 

student activity funds. The Board of Education shall appoint a custodian who shall make 

a full and true accounting of all funds which may come into that individualôs possession 

or control and shall require such custodian to give bond in such amount as the Board may 

deem necessary, but not less than $1,000.00. The premium of the surety bond shall be 

paid from the general fund. 

 

Procedures for Fund Raisers 

      All fund raisers must be approved by the Board of Education before they occur. The 

sponsors of the activities must fill out Request for Fund Raiser Forms and must submit 

them to the building principal or the activities director for approval.  If approved they will 

be sent to the superintendentôs office for approval. After the Board meeting, the forms 

will be returned to the sponsors, marked approved or disapproved. It is the responsibility 

of the sponsors to make sure all fund raisers are approved before they occur. 

 

Accounting System 

       A central bookkeeping system of all activity funds shall be maintained in the office 

of the Superintendent. Such accounting system shall show a complete record of receipts 

and expenditures of each activity account of the Dickson Public Schools. Such records 

are available at all times to building principals, sponsors, and to the public in general. NO 

activity fund shall be carried in the ñREDò. 

 

Sub-Coding Accounts 



       Accounts can be sub-coded if sponsors make requests before turning in money or 

claims that need to be sub-coded for specific purposes. It is important that all money and 

claims be clearly marked before being turned in for collection or payment. Example: 

Money collected for football can be coded Athletics ï Football. 

 

Receipts 

        School employees who are responsible for receiving money shall have individual 

receipt books containing pre-numbered receipts. 

         At the time employees receive money, they shall issue a receipt showing date, 

number of receipt, name of payer, purpose for which money is being paid, and the 

amount. They shall sign the receipt, giving the original copy to the payer. 

        

        Collection of monies for class-wide functions may be receipted on class lists, 

rosters, or packets. 

        The employees shall take all collected money to the principalôs office and/or the 

activity fund custodian where it will be receipted in the office receipt book. The original 

receipt will be given to the employees, who shall clip it to their duplicate receipt slips. 

 

These receipts shall be kept for annual audit. 

 

       Postdated checks, cash advance slips, or IOUs shall not be accepted as receipts into 

activity fund accounts. 

 

Authority to Make Activity Fund Purchases 

       Before purchases are made that shall be paid from activity funds, the sponsor of said 

fund shall have the written approval of the building principal and the Superintendent. 

 

  



 

Checking Account Detail Ledger 

        As soon as possible after the end of the month, all sponsors will receive a detailed 

report of their sub-account. It is the sponsorôs responsibility to check these reports 

carefully to make sure all deposits and checks have been credited to the correct accounts. 

If sponsors have made deposits that do not show on reports, or if sponsors have filled out 

claims for payment that do not show on the reports, the account custodian shall be 

contacted to see if they have been mis-posted or why they do not show on the account. If 

there are any checks or deposits on accounts that have not been authorized or have not 

been turned in for deposit, the custodian shall be consulted. 

 

Turning in Money to Custodian or Designated Site Person 

       All money collected shall be taken to the custodian or designated person. The money 

must be counted and placed in proper order with all bills facing the same direction and all 

coins being wrapped if possible. Receipt books should be submitted with money. The 

money submitted must equal the money receipted. The custodian or designated person 

will count the money and issue receipts for the money turned in for deposit. If the money 

is turned in to the secretaries or other designated persons, those individuals will bring the 

money and their receipt books to the custodian. The money will be counted by the 

custodian in the presence of the secretaries or designated person, and receipts will be 

issued. 

 

Deposits 

         The custodian shall make daily deposits of all received funds in the Dickson bank 

that handles the account where it shall be credited to the Dickson Public School Activity 

Fund. During the summer months deposits will be made when funds are on hand. All 

personnel who are responsible for activity accounts must make daily deposits with the 

activity fund custodian. 

 

Transfers 

        If money is left in a fund account after the purpose of the fund has been served, it 

may be transferred to some other activity fund. Such transfers shall be made only upon 

approval of the Board of Education and the approval of the fund sponsor from which the 

funds are to be transferred. 



 

Requesting Payment for Services 

         All requests for payment, including judges, referees, assembly presenters, workers, 

etc., must be submitted to the custodians office two (2) days prior to the requested date. If 

the individuals being paid do not have contracts or ways of making invoices, persons 

making the request should complete Non-Commercial Vendorôs Claims, have them 

signed by the individuals being paid, and attach them to the claims. 

 

Payments Made to School Personnel 

          If expenditures do not fall under the blanket of the approved expenditures for all 

accounts, a request must be submitted for the expected expenditures on General 

Expenditure Forms. The General Expenditure Forms must be approved by the building 

principal and by the superintendent. After approval, the fund custodian will submit them 

to the Board for approval. Following the Board meeting, General Expenditure Forms will 

be returned to the sponsors marked approved or disapproved. No expenditures may be 

made from activity funds prior to Board approval. It is the sponsorsô responsibility to 

make sure all expenditures fall under the guidelines approved by the Board. 

 

Procedures for Requesting of an Invoice 

          Activity Account Claims should be made out when orders or purchases are 

complete. The complete company name and address invoices are attached to the claims. 

After claims are completed and attached to the itemized invoices, they should be 

submitted to the building principal or activities director. After checking them for 

accuracy, the building principal or activities director will sign and forward them to the 

custodian. Sponsors are to make sure that all claims are submitted for payment as soon as 

orders or purchases are complete. If several purchases for the same vendors are made, 

claims may be held until the end of the month but not for a longer period of time. 

 

Turning in Receipt Books 

 All Sponsors or anyone who has collected money must turn in their receipt books 

to the administrative office at the end of the school tear. They will be kept on file for a 

period of five school years.  

 



3035 ï BIDS AND QUOTATIONS DICKSON SCHOOL FEB 

No expenditure involving an amount greater than $500.00 shall be made except in accordance 

with the provisions of a written contract or purchase order, and no contract involving an 

expenditure of more than $50,000 for the purpose of erecting a building or making any 

improvements on school buildings shall be made except upon sealed proposals and to the lowest 

or best responsible bidder. This does not prohibit the district from erecting a building or making  

improvements on a force account basis.  

Public construction contracts less than $50,000 shall be let and awarded to the lowest responsible 

bidder by receipt of written bids. Public construction contracts are any contract for the purpose of 

making any public improvements or constructing any public building or making repairs to or 

performing maintenance on any school-owned building. Contracts between $25,000 and $50,000 

shall be let and awarded to the lowest responsible bidder by receipt of written bids or awarded on 

the basis of competitive quotes to the lowest responsible qualified contractor.  If a public  

construction contract for minor maintenance or minor repair work is less than $25,000. a contract 

may be negotiated with a qualified contractor. No work shall be commenced until a written contract 

is executed and proof of insurance has been provided by the contractor to the school district's 

business office.  

 

The term "force account" means the purchase of necessary materials, and the employment of necessary 

workmen, by the school district itself, rather than entering into a contract with a building or other contractor to 

construct the building or other improvement. No contract involving sums in excess of $50,000 shall be split into 

partial contracts involving sums below $50,000 for the purpose of avoiding the requirements of the Public 

Competitive Bidding Act.  

For the purposes of this policy, the term "'improvements on school buildings" shall not include any of the 

following:  

 

1. Portable, or otherwise moveable, buildings and structures; 

2. Prefabricated metal buildings and structures, along with necessary utility services for such buildings or 

structures; 

3. Roofs placed over existing roof structures; and 

4. Other structures that can be disassembled after installation and removed without permanent damage to 

existing property.  

For the purposes of the Public Competitive Bidding Act, where total payments of principal and 

interest are anticipated to exceed $50,000 the lease purchase of items pursuant to paragraphs 

numbered 2 and 3 above must be competitively bid.  

 

REFERENCE: 61 O.S. §102, §103, §107, §131 

62 O.S. §430.1 

70 O.S. §5-123 

 

 

 

Adoption Date: 2/8/2016  Revision Date(s): Page I of I 

  



3040 ï DISBURSEMENTS FROM EACH FUND MUST BE MADE FOR SPECIFIC 

PURPOSE FOR WHICH FUND WAS CREDITED 

 

General Fund Refund Sub-Account 

        The Board of Education may establish, by Board resolution, a general fund refund 

subaccount within the school activity fund. The balance in the subaccount shall be 

determined by need, and it shall be funded by refunds and reimbursements received, 

including but not limited to, rental income, reimbursement for lost and damaged 

textbooks, summer school and adult tuition, overpayments and tax refunds, as well as 

transfers, by treasurerôs check, from the school district general fund. The subaccount may 

be expended only for the refund or revenues previously received and deposited either into 

the subaccount or directly into the general fund. Any remaining balance in the refund 

subaccount shall be transferred to the Dickson School District general fund on or before 

June 30 of each year. 

 

Collection for Lost Textbooks 

        Fees collected for lost equipment, for breakage, or repair of equipment which has 

been purchased with Board of Education funds, shall be deposited to the general fund 

refund subaccount and then shall be transferred by check to the District Treasurer by June 

30 for deposit to the general fund of the Board of Education. 

  



3050 ï PUBLIC RECORDS PROCEDURES 

 Dickson Public Schools complies with the Oklahomaôs Open Records Act. 

Dickson Public School records are available for public inspection and copying, except for 

records which are confidential under state or federal law (51 OS. § 24A.5). 

 Dickson  Public School records may not be removed or rearranged during 

inspection. Records that are requested must be from an onsite inspection. Records must 

be kept in the order in which they were provided. Use of writing instruments while 

viewing agency records is prohibited. The requestor must designate the records to be 

copied with use of paper markers, self-stick notes or other non-destructive means. 

Fee Schedule: 

a. $0.25 per page for photocopies of records up to 8½ x 14 or smaller. 

b. Copies of other media shall be actual cost of reproduction including labor. 

c. $1.00 per page for certified copies. 

d. All requests must be in writing and submitted certified mail. 

e. All fees must be prepaid by cashierôs check or money order only. 

 

Search Fees: 

 

Dickson Public Schools reserves the right to charge the actual cost of 

reproduction including labor if the information requested is not readily available or 

requires an extended amount of time to retrieve. 

 

a. $25.00 per hour search fee for commercial requests or those that cause excessive 

disruption of office functions. 

b. $35.00 per hour cost of labor fee when computer programming or computer 

processing time is required. 

All fees for copies including delivery fees, must be paid by check or money order, 

payable to Dickson Public Schools, before the documents are provided. 

  



 
  



 

3060 ï CENTRAL OFFICE SUPPLIES 

 

 Building principals will be responsible for the requisitioning of all materials from 

the central office supplies for their buildings. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3070 ï REIMBURSEMENT CLAIMS 

 

 The payment of expenses of personnel attending professional, out-of-state 

meetings must have the approval of the administration of the Board of Education for each 

event.  

 

 Dickson Public Schools will not pay convention expenses or substitute teacher 

pay for personnel holding office in state organizations that are not related to education. 

 

 The School will only reimburse expenses that have been approved prior to the 

date of expenses. The following procedure should be followed:  

1. A reimbursement claim should be submitted to the building principal with 

estimated expenses. 

2. After building principal approval, the claim must be submitted to the 

superintendent for approval and for a purchase order to be issued the money 

encumbered for the expenses. 

3. When school personnel return from professional meetings, the actual amount of 

expenses incurred should be submitted. 

4. All receipts must be itemized and signed by waiter and employee dated and 

odometer must accompany mileage request. 

5. Any unforeseen professional expense may be submitted by the building principals 

to receive approval by the Superintendent.  

 

 

 

 

 

 

 

 

 

 



 

 

 

Section 

4000 

 

 

SCHOOL FACILITIES  

 

 

 



4010 ï USE OF SCHOOL EQUIPMENT 

 

 No school property will be loaned without a written request submitted to the 

building principalôs office. A deposit may be required for certain items. Items may be 

loaned to nonprofit-making organizations. Any request for borrowing of equipment must 

be made through the superintendentôs office. The borrower will be responsible for 

damages of school property if any occurs. 

 

  



4020 ï USE OF BUILDINGS AND FACILITIES 

 

 The buildings (auditorium, cafeteria, etc.) may be used by non-profit 

organizations as long as it does not interfere with the regular program. Fees shall be 

charged to cover custodian and utility cost which are as follows: 

 

Auditorium - $50.00 

Cafeteria and multi-purpose building -$40.00 flat rate plus $10.00 per hour 

Gymnasium - $50.00 

Classroom - $25.00 

 

 Request for the use of the facilities must be made to the building principal at the 

building site and then submitted to the Superintendentôs office for final approval. 

 

 

 

  



4025 ï VENDING MACHINES 

 

  


