
 AGENDA
 Mustang Board of Education Regular Meeting
 Monday, July 13, 2015 at 6:00 PM
 Maxine and George P Morris Alternative Center/Mustang Education Center, 
400 N Clear Springs Road, Mustang, OK 73064, 12400 SW 15th St., Yukon, 

Oklahoma 73099

As required by Section 311, Title 25 of the Oklahoma Statutes, notice is hereby given that the 
Board of Education of Independent School District Number I-069 of Canadian County, Oklahoma 
will hold a Mustang Board of Education Regular Meeting on Monday, July 13, 2015 at 6:00 
PM.  The place and street of the meeting will be Maxine and George P Morris Alternative 
Center/Mustang Education Center, 400 N Clear Springs Road, Mustang, OK 73064, 12400 SW 
15th St., Yukon, Oklahoma 73099.
The Board of Education may discuss, make motions, and vote upon all matters appearing on this 
agenda.  Such votes may be to approve, reject, table, reaffirm, rescind, or take no action on any 
agenda matter.

A. Invocation and Flag Salute

B. Roll Call (may be silent)

C. Superintendent's Report

1. Construction Update

2. SDE Annual Conference

3. Board Correspondence

D. Deputy Superintendent Report

1. Summer Central Enrollment

2. HR Update

E. Board Reports

F. Standing and Financial Resolutions

1. Chief Financial Officer Report
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a. Vote to approve or not approve the Schedule of Encumbrances and Monthly 
Financial Reports:

G. Public Participation

H. Consent Agenda

1. Board of Education Minutes:

a. June 8, 2015 Regular Board Minutes

b. June 24, 2015 Special Board Minutes

2. Transfer of Funds:

a. Transfer from HS Activity Acct #818 to Administration Activity Fund #867 in 
the amount of $53.36 for reimbursement.

b. Transfer from HS Cheer Activity Account #861 to Athletics Activity Account 
#818 in the amount of $200.00 for relay for life.

c. Transfer to HS Athletics Activity Account #803 from closing activity accounts 
below: 1. HS Cheer Athletics Activity Acct #817 - $104.86 2. HS Boy's 
Basketball Activity Acct #805 - $116.00 3. HS Boys Tennis Activity Acct #880 - 
$172.83 4. HS Baseball Activity Acct #865 - $73.97 5. HS Swim Team Activity 
Acct #962 - $194.99 6. HS Boys Track Activity Acct #941 - $369.39 7. HS 
Wrestling Activity Acct #925 - $2.49 8. HS Girls Soccer Activity Acct #883 - 
$2,888.50 9. HS Girls Softball Activity Acct #871 - $549.62 10. HS Golf Activity 
Acct #822 - $72.33 11. HS Girls Track Activity Acct #820 - $364.32 12. HS Boys 
Soccer Activity Acct #819 - $1,991.44 13. HS Girls Basketball Activity Acct 
#321.74 14. HS Freshman/Varsity Football Activity Acct #876 - $1,816.00 15. 
HS Boys/Girls Cross Country Activity Acct #882 - $3,402.20

3. Acceptance of Donation:

a. Approval of donation of purchase and installation of digital sign for Mustang 
Elementary from the Mustang Elementary PTO.

4. Approval of Revisions of Policy and Procedures:

a. Policy #5065 Proficiency-Based Promotion/Credit by Examination - TABLED

b. Policy#5070 Promotion & Retention

c. Policy #5080 Student Conduct and Discipline - Suspension Appeal Process
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5. Approval of list of open transfers for SY15-16:

6. Approval of Technology Surplus of computers, monitors and peripheral components.

7. Approval for Rosenstein Fist & Ringold to provide legal services on an "as needed" 
basis for SY2015-2016.

8. Approval for Walta & Walta to provide legal services on an "as needed" basis for 
SY15-16.

9. Approval for McAfee & Taft Law firm to provide legal services on an "as needed" 
basis for SY15-16.

10. Approval of new job description for Coordinator position: Coordinator of Federal 
Programs

11. Approval of renewal of contract with City of Mustang for two (2) experienced 
Mustang police officers for the SY15-16 in the amount of $117,862.30.

12. Approval of renewal of contract with Westmoreland Therapies, LLC for 
Speech/Language Therapy to provide services to identified students with special 
needs for the SY15-16 paid with federal funds.

13. Approval of renewal of contract with Dr. Scott Singleton, BCBA to provide 
specialized services relating to the provision of educational and behavioral services 
for specifically identified students for SY15-16, paid with federal funds.

14. Approval of renewal of Contract with Canadian County Health Department for SY15-
16 to perform services as part of the Autism Toddler Replication Program of Early 
Foundations. This program is funded from project 641 of Federal Funds in the amount 
of $1,000 per month for a teacher assistant.

15. Approval of renewal of contract with Big Teams to maintain the Mustang Athletics 
website, www.mustangbroncos.org for the SY15-16 school year at a fee of $1,200.00, 
paid out of Activity Account #803.

16. Approval of renewal of contract for the athletic department to use Rank One Sport 
Athlete Management and Scheduling Software for the SY15-16 school year at a fee 
of $500.00 paid out of Activity Account #803.

17. Approval of renewal of contract with Canadian County Education Center for 12 seats 
in the amount of $38,268.00 for the SY15-16.

18. Approval of renewal of contract with Visual Senses to provide educational consultant 
services of students who present a visual impairment for the SY15-16.
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19. Approval of renewal of contract with Speech Pathway, LLC for Speech/Language 
Therapy to provide services to identified students with special needs for the SY15-16 
and paid with federal funds.

20. Approval of renewal of contracts with Sybil George, Amy Farris, Stephanie Pyle, 
April Sanders and Shelly Neeley for Occupational Therapy to provide services to 
identified students with special needs for the SY15-16.

21. Approval of renewal of contracts with JoAnne Walkup and Melody Thomason for 
Physical Therapy services to identified students with special needs for the SY15-16.

22. Approval of renewal of contract with Lesa Carter as Consultant for the Deaf/Hard of 
Hearing to provide services to identified students with special needs for the SY15-16 
paid with federal funds.

23. Approval of renewal of agreement with The University of Central Oklahoma to 
provide clinical rotation experience for speech-language pathology students for the 
SY15-16.

24. Approval of renewal of contract with Project Enriching Children's Communication 
Opportunities (ECCO)to provide services to identified as deaf or hard of hearing with 
information and training to the family to enhance child's communication development 
for the SY15-16, paid with federal funds.

25. Approval of renewal of contract with Sign Language Resource Services, Inc. (SLRS, 
Inc.) for certified Sign Language Services for the entire school district for the SY15-
16.

26. Approval of renewal of policy maintenance with Oklahoma State School Board 
Association for SY15-16 in the amount of $500.00.

27. Approval of renewal of membership with United Suburban Schools Association for 
SY15-16 in the amount of $1,650.00.

28. Approval of the MPS Support Handbook for SY15-16.

29. Approval of awarding Sam's Club the copy paper bid for the District copy paper for 
the SY15-16.

30. Approval of Timberlake Change Order #1 for the following on the Mustang 
Elementary Re-roof: *This change order will be a deduct to the contract amount for 
the deletion of new roof insulation and re-using existing roof insulation found to be 
in good condition. This will be a total decrease to the CONTRACT of $42,044.00
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31. Approval of Timberlake Change Order #7 on the Mustang Elementary Gym. This will 
decrease the contingency of $7,598.71.

32. Approval of Timberlake Change Order #8 on MPS Event Center. Total to be deducted 
from Contingency - $608.60 1. PCO 28 – RFI070 – Walls up in IT room 126 - $2,329 
2. PCO30 – ASI029 – Remove front dormer – CREDIT $<8,023.00> 3. PCO47 – 
Submittal review comments for Elevator Equipment Room Door re-work - $77.65 4. 
PCO59 – ASI035 – Filter concerns for RTU’s by Owner - $5,695.69 5. PCO62 – 
ASI040 – Add’l electrical outlets requested by Owner - $529.26

33. Approval of Timberlake Change Order #1 for the JROTC Training Center. This will 
be a credit to the contingency of $2,367.50. 

I. Business

1. The Board will consider and may vote to approve the bids for new computer for 
classrooms and labs for High School and Creek Elementary.

2. The Board will consider and may vote to approve the contract with Earth Networks-
WeatherBug severe weather Alerting program for SY15-16, renewal is based annually 
and will be paid out of Athletic Activity Account #898 in the amount of $1,500.00.

3. The Board will consider and may vote to approve the MAPS request for the purchase 
of various textbooks district wide in the amount of $170,000.00. 

J. New Business:

K. Executive Session The Board of Education will consider and may vote to convene in 
Executive Session.

1. Oklahoma Statutes Title 25, § Section 307(B)(1): Discuss employment, hiring, 
appointment, promotion, demotion, disciplining, or resignation of an employee.

a. Schedule "A"

b. Schedule "B"

2. Oklahoma Statutes Title 25, Section 307 § (B)(2): Discussing negotiations concerning 
employees and representatives of employee groups. 

3. Oklahoma Statutes Section 307 (B) (3): Discussing the purchase or appraisal of real 
property

L. Acknowledge Return to Open Session
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M. Statement of Executive Session Minutes by Board Clerk

N. Vote to approve or not approve the Superintendent's Recommendation concerning 
employment as listed on Schedule "A".

O. Vote to approve or not approve the Superintendent recommendation concerning 
employment as listed on Schedule "B".

P. Adjournment.
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MEMO

To: Sean McDaniel, Superintendent
From: Jeff Woodard, Director of Bonds/Construction
Date: July 9, 2015
Re: Approval of M.E. Sign 

Respectfully request that the Board discuss, consider, and/or act upon approval of the 
purchase and installation of the Mustang Elementary digital sign by the M.E. PTO. 
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Memo 
To: Dr. Angela Mills, Assistant Superintendent, Mustang Public Schools 

Charles Bradley, Deputy Superintendent, Mustang Public Schools 
From: Ryan McKinney, Director of Secondary Schools, Mustang Public Schools 
Date:  7.6.15 
Re: Proposal for changes to Suspension Appeal from 

Policy #5080 STUDENT CONDUCT AND DISCIPLINE 

Please discuss, consider, and/or act upon the recommended changes to the Suspension                       
Appeal Process for the 2015­2016 school year.  Details are listed in the attachment,  
 

Suspension Appeal Process  
Proposed Changes 

Overview ­ Details attached 
Short Term Suspension ­​ ​ten (10) days or less 

 
 

Currently 
1. Appeal to Site Principal 
2. Appeal to Appeal Committee 

Proposed  
Steps remain closely the same (however 
the details are listed in Bullets) and the 
language has been cleaned up to match 
the steps of the Long­term suspension 
 

 
 

LONG­TERM SUSPENSION ­ ​more than ten (10) days 
 
 

Currently 
1. Appeal to Site Principal 
2. Appeal to District Hearing Officer 
3. Appeal to the board of 

education/board hearing officer  

Proposed  
1. Appeal to Site Principal 
2. Appeal to Appeal Committee 
3. Appeal to the board of 

education/board hearing officer 
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Proposal Change to only the Suspension Appeal Process 
 

SHORT­TERM SUSPENSION​ ­ ​ten (10) days or less 
 
Short­term suspension is when a student is suspended from school for ten (10) days or less. 
Before a student is suspended out of school, the school administration shall consider and 
apply, if appropriate, alternative in­school placement options that are not to be considered 
suspension (such as placement in an alternative school setting, reassignment to another 
classroom, in­school intervention, etc.).  
 
When a student is suspended, his/her parent(s) will be notified as soon as possible. If the 
student is suspended for five (5) days or less the district may provide an educational plan. If 
a student is suspended for more than five (5) days the district shall provide the student with 
an education plan designed for the eventual reintegration of the student into school which 
provides for the core units in which the student is enrolled. The parent(s) will bear the 
responsibility of monitoring the student’s education progress until the student is readmitted 
to school. Students suspended from school shall be ineligible to participate in extracurricular 
activities. Additionally, any student serving suspension during the time of graduation 
activities shall not be allowed to participate in or attend ceremonies or programs honoring 
graduates.  
 

● When a student is suspended, his/her parent(s) will be notified as soon as possible.  
● If the student is suspended for five (5) days or less the district may provide an 

educational plan.  
● If a student is suspended for more than five (5) days the district shall provide the 

student with an education plan designed for the eventual reintegration of the student 
into school which provides for the core units in which the student is enrolled.  

● The parent(s) will bear the responsibility of monitoring the student’s education 
progress until the student is readmitted to school.  

● Students suspended from school shall be ineligible to participate in  or attend 
extracurricular activities. 

● Any student serving suspension during the time of graduation activities shall not be 
allowed to participate in or attend ceremonies or programs honoring graduates. 

 
The first level of appeal for suspensions of ten (10) days or less will be to the building 
principal. A written request specifying the reason or reasons for the appeal must be 
submitted to the building principal within three (3) days of the notice of the suspension. In 
order to appeal the building principal's decision, a written request specifying the reason or 
reasons for the appeal must be submitted to the appeal committee for short­term 
suspensions within three (3) days. The appeal committee will consist of one (1) central office 
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administrator and two (2) building principals other than the suspending principal. Upon full 
investigation of the matter, the committee shall determine the guilt or innocence of the 
student and the reasonableness for the term of the out of school suspension. The appeal 
committee may uphold, overrule or modify the suspension. The student and the student’s 
parent(s) shall be notified in writing within five (5) days of the decision.  
 
Appeal Process: 

1. The first level of appeal for suspensions of ten (10) days or less will be to the building 
principal.  

○ A written request specifying the reason(s) for the appeal must be submitted to 
the building principal within three (3) days of the notice of the suspension.  

○ A conference will be scheduled with the building principal. 
○ The Principal may uphold, overrule or modify the suspension.  
○ The student and the student’s parent(s) shall be notified in writing within five 

(5) days of the decision.  
○ The student has the right to appeal the decision. 

 
 

2. The second level of appeal for suspensions will be to the appeal committee.  
○ In order to appeal the building principal's decision, a written request 

specifying the reason for the appeal must be submitted to the   for short­term 
suspensions within three (3) days.  

○ Upon receipt of the appeal, the district hearing officer shall schedule an 
appeal hearing within ​three (3) days​ from the date the notice of intent is filed. 

○ The appeal committee will consist of one (1) central office administrator and 
two (2) building principals other than the suspending principal.  

○ During the hearing with the appeal committee, the  student or the student’s 
parent(s)  shall have the right to provide evidence as to why the suspension, 
or the duration thereof, is inappropriate. 

○ The student shall have the right for representation. If legal counsel is to be 
present in the meeting, MPS requires  a  twenty­four  (24)  hour notice to 
exercise the option for legal counsel representation. 

○ Upon full investigation of the matter, the committee shall determine the guilt 
or innocence of the student and the reasonableness for the term of the out of 
school suspension.  

○ The appeal committee may uphold, overrule or modify the suspension. The 
student and the student’s parent(s) shall be notified in writing within five (5) 
days of the decision.  

 
The decision of the appeal committee for short­term suspension will be final and may not be 
appealed to the ​district ​hearing officer or the board of education/board hearing officer.  
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LONG­TERM SUSPENSIO​N​ ​­ ​more than ten (10) days 
 
A long­term suspension is when a student is suspended from school for more than ten (10) 
days. When a long­term suspension occurs, the student’s parent(s) will be notified as soon 
as possible, except under circumstances that require the immediate removal of the student.  
 
Before a long­term suspension is imposed, an initial suspension will occur while an 
investigation is conducted. A conference with a site administrator will be arranged to take 
place when the investigation is complete. The parent(s) will be given a copy of the results of 
the conference at that time and a copy of the results will be mailed to the parent(s) by 
certified mail. The parent(s) will be provided a copy of the education plan and will bear the 
responsibility of monitoring the student’s education progress until the student is readmitted 
to school.  
 

● Before a long­term suspension is imposed, an initial suspension will occur while an 
investigation is conducted.  

● A conference with a site administrator will be arranged to take place when the 
investigation is complete.  

● The parent(s) will be provided a copy of the education plan and will bear the 
responsibility of monitoring the student’s education progress until the student is 
readmitted to school.  

● A student, who is suspended from school for more than ten (10) days, may be 
eligible for an alternative placement to enroll in internet­based course work, but must 
abide by the contract guidelines given at time of enrollment. 

● Students suspended from school shall be ineligible to participate in or attend 
extracurricular activities. 

● Any student serving suspension during the time of graduation activities shall not be 
allowed to participate in or attend ceremonies or programs honoring graduates.  

 
 
Schools are not responsible for the provision of educational services to those students who 
have been suspended for possession of a dangerous weapon or a controlled dangerous 
substance. (Reference Title 70, OK statutes, Section 24­101.3) ​A student, who is suspended 
from school for more than ten (10) days, may be eligible for an alternative placement to 
enroll in internet­based course work, but must abide by the contract guidelines given at time 
of enrollment.​ ​Students suspended from school shall be ineligible to participate in 
extracurricular activities. Additionally, any student serving suspension during the time of 
graduation activities shall not be allowed to participate in or attend ceremonies or programs 
honoring graduates.  
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A student and/or his/her parent(s) may appeal the suspension.  
 
The student and his/her parent(s) may request a review of the suspension with the building 
principal. This step may be skipped if the building principal was part of the first conference. 
A written request specifying the reason or reasons for the appeal must be submitted to the 
building principal within three (3) days of the notice of the suspension. A conference will be 
scheduled with the building principal. If the building principal does not withdraw the 
suspension, the student has the right to appeal the decision.  
 
Appeal Process: 

1. The first level of appeal for suspensions will be to the building principal. 
○ This step may be skipped if the building principal was part of the first 

conference.  
○ A written request specifying the reason(s) for the appeal must be submitted to 

the building principal within three (3) days of the notice of the suspension. 
○ A conference will be scheduled with the building principal. 
○ The Principal may uphold, overrule or modify the suspension.  
○ The student and the student’s parent(s) shall be notified in writing within five 

(5) days of the decision.  
○ The student has the right to appeal the decision. 

 
In order to appeal the building principal’s decision, a written request specifying the reason or 
reasons for the appeal must be submitted to the office of the district hearing officer within ten 
(10) days. Upon receipt of the appeal, the district hearing officer shall schedule an appeal 
hearing within ten (10) days from the date the notice of intent is filed. During the hearing with 
the district hearing officer, the student or the student’s parent(s) shall have the right to 
provide evidence as to why the suspension, or the duration thereof, is inappropriate. The 
student shall have the right for representation. If legal counsel is to be present in the 
meeting, MPS requires a twenty­four (24) hour notice to exercise the option for legal counsel 
representation. The suspension appeals hearing officer shall determine the guilt or 
innocence of the student, and the reasonableness of the term of the suspension. The 
suspension­hearing officer may uphold, overrule or modify the suspension. The student and 
the student’s parent(s) shall be notified in writing within five (5) days of the decision.  
 
2. The second level of appeal for suspensions will be to the appeal committee. 

● In order to appeal the building principal's decision, a written request specifying the 
reason(s) for the appeal must be submitted to the district hearing officer  for 
long­term suspensions within​ ​ten (10) days. 
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● Upon receipt of the appeal, the district hearing officer shall schedule an appeal 

hearing with the appeal committee within ​ten (10) days​ from the date the notice of 
intent is filed. 

● The appeal committee will consist of one (1) central office administrator and two (2) 
building principals other than the suspending principal. 

● During the hearing with the appeal committee, the  student or the student’s parent(s) 
shall have the right to provide evidence as to why the suspension, or the duration 
thereof, is inappropriate. 

● The student shall have the right for representation. If legal counsel is to be present in 
the meeting, MPS requires  a  twenty­four  (24)  hour notice to exercise the option for 
legal counsel representation. 

● Upon full investigation of the matter, the committee shall determine the guilt or 
innocence of the student and the reasonableness for the term of the out of school 
suspension. 

● The appeal committee may uphold, overrule or modify the suspension. The student 
and the student’s parent(s) shall be notified in writing within five (5) days of the 
decision. 

● If the appeal committee does not withdraw the suspension, the student has the right 
to appeal the decision.​. 

 
If the district hearing officer does not withdraw the suspension, the student and his/her 
parent(s) shall have the right to appeal the decision to the board of education/board hearing 
officer. The student or the student’s parent(s) shall notify the superintendent in writing within 
ten (10) days following receipt of the decision of the district hearing officer.  
 
Upon receiving notice of a student’s intent to appeal, the superintendent shall advise the 
board of education/ board hearing officer. The board of education/board hearing officer will 
conduct the hearing within ten (10) days from the date the notice of intent is filed with the 
superintendent. During the hearing of the appeal before the board of education/board 
hearing officer, the student or the student’s parent(s) shall have the right to provide evidence 
as to why the suspension, or the duration thereof, is inappropriate. The student shall have 
the right for representation. If legal counsel is to be present in the meeting, MPS requires a 
twenty­four (24) hour notice to exercise the option for legal counsel representation.  
 
The board of education/board hearing officer shall determine the guilt or innocence of the 
student, and the reasonableness of the term of the suspension. The board of 
education/board hearing officer may uphold, overrule or modify the suspension. The student 
and the student’s parent(s) shall be notified within five (5) days of the decision. Decisions of 
the suspension appeal may not be appealed. The decision of the board of education/ board 
hearing officer suspension hearing with the hearing officer shall be final.  
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3. The third level of appeal for suspensions will be to the ​board of education/board hearing 
officer. 

● In order to appeal the appeal committee’s decision​ the student or the student’s 
parent(s) shall notify the superintendent in writing within ten (10) days following 
receipt of the decision of the appeal committee. 

● Upon receiving notice of a student’s intent to appeal,  the  superintendent  shall 
advise  the  board  of education/board hearing officer. 

● The board of education/board hearing officer will conduct the hearing within ten (10) 
days from the date the notice of intent is filed with the superintendent. 

● During the hearing of the appeal before the board of education/board hearing officer, 
the student or the student’s parent(s) shall have the right to provide evidence as to 
why  the  suspension,  or  the  duration  thereof,  is inappropriate.   

● The student shall have the right for representation. If legal counsel is to be present in 
the meeting,  MPS  requires  a  twenty­four  (24)  hour  notice to  exercise  the 
option  for  legal  counsel representation. 

● The board of education/board hearing officer shall determine the guilt or innocence 
of the student, and the reasonableness of the term of the suspension.   

● The board of education/board hearing officer may uphold, overrule or modify the 
suspension. The student and the student’s parent(s) shall be notified within five (5) 
days of the decision. 

● Decisions of the suspension appeal may not be appealed. 
● The decision of the board of education/board hearing officer suspension hearing with 

the hearing officer shall be final. 
 
NOTE: 70 O.S. § 24­101.3 (E) states that a student who has been suspended from a public 
or private school in the State of Oklahoma or another state for a violent act or an act 
showing deliberate or reckless regard for the health or safety of faculty or other students 
shall not be entitled to enroll in a public school of this state, and no 53 public school shall be 
required to enroll such student, until the terms of the suspension have been met or the time 
of suspension has expired. 
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BigTeams Customer Support: 1-866-968-3267

Schedule Star Customer Support: 1-800-258-8550

For accounting questions please email us at:
BigTeams: accounting@bigteams.com

Schedule Star: accounting@schedulestar.com

We gladly accept Visa, MasterCard and AMEX

Thank You for choosing BigTeams and Schedule Star!

	

BIGTEAMS LLC / SCHEDULE STAR LLC

PO Box 246
Bridgeville, PA  15017

INVOICE
BILL TO
Mr. Chuck Bailey, Athletics
Mustang High School (OK)
801 S. Snyder
Mustang, OK  73064

INVOICE # 20677
DATE 07/02/2015

DUE DATE 07/31/2015
TERMS  Net 30

ACTIVITY QTY RATE AMOUNT

BT-Annual Hosting - No Ads

Annual Fee for BigTeams Website Hosting
1 1,200.00 1,200.00

Your Next Renewal Date will be: June 2016

BALANCE DUE $1,200.00
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      MUSTANG PUBLIC SCHOOLS

SUPPORT PERSONNEL
HANDBOOK

The purpose of the Mustang Public Schools’ Support Personnel Handbook is to communicate 

clearly to all support personnel the rules, regulations and policies pertaining to the support employee’s 

job, and to provide general information concerning procedures and benefits.  Support employees are 

Mustang Public School (MPS) personnel who do not have teaching certificates and include all 

personnel shown in Section VII, Compensation, of this handbook.

The primary goal of the MPS District is high student achievement and growth. Support 

personnel contribute directly to the safe and efficient operation of the schools and have a direct 

influence on student success.  Support employees are valued stakeholders in the MPS District.  See 

page 2 for MPS District Vision, Mission, Core Values, and District Goals.      

Please remember that the contents of this support personnel handbook do not constitute an 

expressed or implied contract of employment, nor is it intended to be all inclusive of policies and 

procedures.  This support personnel handbook shall be applied without regard to any individuals age, 

race, color, sex, disability, religion, national origin, creed, pregnancy, marital status, physical handicap, 

veteran status, genetics or other classification protected by law. 

Any changes that might occur in Mustang Public School District Policy and Procedures, Local, State or 

Federal Law, supersedes any item(s) that may be printed in this handbook.
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SECTION I
PERSONNEL PROCEDURES

A. Definitions of Terms (as used in this handbook)

Daily rate of pay-Equals the salary divided by days worked in the contract 

Full-time Employees - All personnel who are employed to work a minimum of six (6) hours per workday 
according to each employee status work calendar 

Event Employees - All personnel employed to work events, camps, etc. on an as needed basis.  These 
employees are not subject to leave or fringe benefits, and must follow the guidelines for employment

HR Department-Human Resources or Personnel Department

Leave - Sick, sick bank, personal, vacation, bereavement, Family Medical Leave (FMLA), leave of absence, 
leave without pay and leave share.

Part-time Employees - All personnel who are employed to work less than six (6) hours per workday or less 
than 30 hours per week

Probationary Employees – A probationary employee commences a “trial period” during which the direct 
supervisor carefully considers whether the employee is able to meet the standards and expectations of the 
job and if the employee should be retained by MPS as a “regular” employee.  During probationary 
employment the supervisor assesses the employee’s ability to learn and perform job duties, quality of work, 
productivity, work habits, cooperation, attendance and punctuality and other standards and expectations 
specific to an employee’s particular position. If the employee fails to meet the requirements of the job, the 
employee may be released at any time during the probationary period.  

The position held by the probationary employee may be posted prior to the end of the fiscal school year.  If 
posted the employee must re-apply for the position if he/she wants to be considered for the position.  If a 
recommendation for future employment is made by the supervisor and if the employee completes the full 
probationary period, the probationary employee may be considered for employment for the subsequent 
school year on a regular contract.  If a probationary employee becomes a “regular” employee in the same 
position for which he/she was hired, the time worked as a probationary employee is credited toward 
experience.  

School Year - Entire period of time between July 1, and June 30, that is determined by work calendar for a 
particular position

Support Employee – A support employee of MPS provides services not performed by professional educators 
or certified teachers that are necessary for the efficient and satisfactory functioning of a school district.  Refer 
to Fair Labor Standards Act of this handbook (Section VI).               

Support employees initially serve a one-year probationary period beginning with the date of 
employment.  A probationary employee will have no continuing employment rights to future employment by 
the school district as stated in the Disclosure Statement that is signed during the employment process.

Temporary Employees - All personnel employed in any department to fill in for an employee who is on leave 
or due to an extra workload.  These employees will have a beginning and ending date, will be paid at the 
zero (0) step of the employee’s position which he/she is replacing, they are not subject to leave or fringe 
benefits, and must follow the guidelines for employment.  Less than 20 hours per week and variable hour 
employees include substitute teachers, summer employees, lay coaches, and additional marching band 
personnel.
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B. Selection
All applicants for support positions with Mustang Public Schools (MPS) shall have a completed support 
application on file at MPS Administration Office. A Consumer Authorization and Release, and a National 
Criminal History Record Check (NCHRC) are required for employment.  The NCHRC is at employee’s 
expense.  

An applicant must possess a high school diploma or G.E.D. to be considered for employment with MPS.  Any 
exceptions must have prior approval from the Superintendent’s office.

Job postings will be accessible on the district’s web site (www.mustangps.org), posted in an assigned area at 
each school and posted in the area chosen by the director of each department.

If you are a current employee and would like to apply for a posted position, please apply online through the 
MPS website under the Employment tab.

In recommending an applicant for employment, the supervisor will place emphasis on these factors:
 the applicant's previous training/experience, special abilities and skills related to the requirements of the 

position
 physical ability as related to the position
 competency
 references

The Executive Director of Human Resources shall recommend all support employees for employment to the 
Mustang Board of Education.  Each support employee is under the general direction of the 
Superintendent/Deputy Superintendent, and shall perform such duties as may be assigned by the person 
charged with his/her direct supervision.

The Mustang School District is an equal opportunity employer and complies with all of the provisions of the 
following:
 Title IX of the Education Amendments of 1972, as amended, and part 86 of the Title 45, Subtitle A, 

Rules and Regulation of the U.S. Department of Health, Education and Welfare
i. “No person shall, on the basis of sex, be excluded from participation in, be denied the benefits of 

or be subjected to discrimination under any education program or activity receiving federal 
financial assistance.”

b. Section 504 of the Rehabilitation Act of 1973
i. “No person or otherwise qualified handicapped individual shall, solely by reason of this handicap, 

be excluded from the participation in, be denied the benefits of or be subjected to discrimination 
under any program or activity receiving federal financial assistance.”

c. Title VI of the Civil Rights Act of 1964
i. “No person in the United States shall, on the grounds of race, color, genetics or national origin, 

be excluded from, be denied the benefits of or be subjected to discrimination under any program 
or activity receiving federal financial assistance.”   

C. Conditions of Employment

Ethical Conduct: 
All efforts shall be made to employ individuals of integrity.  Employees are expected to maintain the high 
standards contained in the following guidelines:
 the welfare of students shall be the primary consideration in making decisions relating to employee-

personnel problems
 professional relationships shall be maintained at all times with other employees, patrons and 

students
 employee contacts and employment privileges shall not be used for personal gain
 all school properties, equipment and materials must be properly used and protected  

Personal Appearance:    
 shall dress appropriately to position and job safety requirements, including wearing uniforms when 

required, or as determined appropriate by department supervisor
195

http://www.mustangps.org/


 manner of dress should be modest to prevent exposure of torso (i.e. midriff) and/or cleavage etc.
 hair and dress must be neat
 hats will not be worn in the buildings by staff during school/working hours unless the position warrants, 

or for safety/health reasons
 clothing that displays beer, wine, alcoholic beverages, tobacco, sexual connotations is prohibited

Work Standards:
 maintain a good work ethic
 meet acceptable standards of work performance
 perform tasks necessary to a particular position safely and effectively
 must maintain a valid Oklahoma driver’s license, if position requires

Physical Requirements:
 bus drivers are required by State Law to have a physical at the time of employment, and annually 

throughout employment  
 Training may be required for Special Education Assistants depending on assignment.

      D.   Experience

New employees shall be placed at a salary step based on their experience level to be determined by 
Department Director and Executive Director of Human Resources Director. 

Beginning with the 2013-14 school year Teacher Retirement is changing the calculation for a full year of 
service: to receive credit for a year experience the number of contracted days must be met, i.e. 245 day 
contract, then 245 days must be worked in lieu of any leave used (You may use, sick, bereavement, 
vacation, or personal leave that you may have to account for the days worked.  If you have salary docked 
days, these will not count toward your service credit.) 

For experience to be counted toward advancement within the District, the employee shall not make less 
money annually than received in the current position.  If an employee is re-assigned to a position with a 
higher pay scale and/or additional calendar days, there will not be a lateral experience increase.

E. Re-Employment

A support employee who has been terminated shall be ineligible to apply for re-employment without the 
written recommendation of the Superintendent’s office.

A support employee who has resigned and is re-employed in the same position within one (1) year of leaving 
MPS shall receive the same number of years of experience as when the employee left employment.

F. Tobacco Free Environment 

In accordance with School Laws of Oklahoma, Section 1333, Smoking Prohibited in Certain Places, and 
Policy and Procedure Handbook, Policy #2060, Mustang Public Schools’ desire is to provide a healthy 
smoke-free environment for students, employees and patrons.  School Laws of Oklahoma state that “…an 
educational facility which offers an early childhood education program or in which children in grades 
kindergarten through twelve are educated shall prohibit smoking, the use of snuff, chewing tobacco or any 
other form of tobacco and/or vapor product in the buildings and on the grounds of the facility by all persons 
including, but not limited to, full-time, part-time, and contract employees during the school session, or when 
class or any program established for students is in session …”   

Mustang Public Schools’ Policy and Procedure #2060 further states that all facilities within the District will be 
smoke-free twenty-four (24) hours per day on a year round basis prohibiting smoking, the use of snuff, 
chewing tobacco, electronic cigarettes, vapors, or any other form of tobacco product by all persons.   This 
policy extends to all district activities, vehicles and property.           

There will be no designated smoking areas anywhere in the District.
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G. Certification Requirements    

Support employees who obtain certification required or available for certain positions must submit the 
necessary paperwork to the personnel office before the pay change occurs.  The deadline to submit the 
certification is on or before November 1st for the Fall Semester and March 1st for the Spring Semester.  Any 
information received after the above deadlines will not be addressed until the following semester.

H. Bloodborne Pathogens Exposure Control Plan

The purpose of the MPS’ Bloodborne Pathogens Exposure Control Plan is to reduce occupational exposure 
to Hepatitis B Virus (HBV), Human Immunodeficiency Virus (HIV) and other bloodborne pathogens that 
employees may encounter in his/her workplace.  Each school year all employees are to watch a bloodborne 
tutorial and take the assessment online.  Any employee that is limited in English will be offered an alternate 
assessment.

Immunizations:
Support job classifications are divided into two (2) categories.  Category I are those employees with duties 
that are reasonably anticipated to involve exposure to blood or body fluids.  Category II are those employees 
not exposed to blood and body fluids in the routine performance of their duties.  “Good Samaritan” acts such 
as assisting a co-worker with a nosebleed would not be considered occupational exposure.

Category I: Site Secretaries
Custodians
Special Education Teacher Assistants / Paraprofessionals
Bus Drivers and Bus Assistants
Maintenance Personnel
Nurse Assistants
Teacher Assistants

Category II: Teacher Assistants
Classroom Volunteers
Secretarial Staff other than Site Secretaries
Staff in buildings not attended by students
Child Nutrition Personnel

Support employees in Category I shall be offered immunization against Hepatitis B after the employee has 
received the required training and within ten (10) working days of initial assignment.  The risks and benefits 
of immunization will be explained and informed consent obtained prior to immunization.  Immunizations are 
provided at no cost to the employee.

Employees may refuse immunizations or may submit proof of previous immunization.  Employees who 
refuse immunization will be counseled on the occupational risks of communicable disease and are required 
to sign a “Refusal of Immunization” form.  Employees who initially refuse immunization may later receive the 
immunization packet upon request from the HR Department.     

I. Personnel Records

Personnel records are maintained in the personnel office at the Administration Building for each support 
employee.  Personnel records will include:
 application 
 employment contract(s)
 physicals (when applicable)
 evaluation(s) 
 felony check/NCHRC
 loyalty oath
 U. S. Department of Justice Employment Eligibility Verification (I-9)
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 certification/license/transcripts/diplomas (when applicable)
 “Voluntary Separation from Employment” form upon leaving the district.
 Letter of Concern or Letter of Admonishment

The support employee may view his/her personnel file at a time that is convenient for both the support 
employee and the personnel office.  In order to schedule an appointment, call the HR Department at the 
Mustang Administration Building, (405) 376-2461.

Any material that is over three (3) school years old and that is not required by law to be maintained for longer 
periods of time may be removed from the employee’s file at the request of the employee with the 
Superintendent’s approval.

J.  Personal Information Changes

It is important that employment records be kept up to date.  The employee must notify complete the Change 
of Name/Address Form for the HR Department at the Mustang Administration Building if there are any 
changes or corrections to his/her name (must present a new social security card for payroll purposes), home 
address, home telephone number, marital status, emergency contact or beneficiary.  The form is located on 
the MPS website under the Personnel tab, click personnel and scroll down to find the Change of 
Name/Address Form at the bottom of the page.  If necessary, a new W-4 should be completed and turned in 
to payroll.  The form is located on the district web site: www.mustangps.org. 

K. Absence

It is required that each support employee notify his/her direct supervisor no later than one (1) hour prior to 
scheduled work time on any workday that the support employee intends to be absent.  Beginning on July 1, 
2014, leave may only be taken in one-half, or full day increments.  Emergency and extenuating 
circumstances may always be addressed with your direct supervisor.

Bus drivers must notify the Transportation Director no later than 6:00 a.m.

L. Time Clock

Support employees are expected to utilize the time clock.  The employee’s signature will be required for the 
weekly timesheet, acknowledging that the time worked and the time used for leave, when applicable, is 
reported correctly. 

The time clock codes used for leave taken are as follows:
600 – sick leave 607 – holiday pay
601 – bereavement leave 608 – jury duty
602 – vacation leave 610 – sick leave bank
603 – personal leave 611 – leave without pay
604 – activity  612 – military leave
606 – professional leave 613 – administrative leave

Beginning on July 1, 2014, leave may only be taken in one-half, or full day increments.  Emergency 
and extenuating circumstances may always be addressed with your direct supervisor.

M. Re-Assignment

All support employees are subject to change in assignment and pay re-classification according to the newly 
assigned position if the administration is of the opinion that it would improve the overall program of the 
school district.

N. Resignation
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Advance notice of intent to terminate employment with MPS is required to prevent the employee from being 
in debt to the district causing the employee to repay days paid but not worked, and/or to take final payroll 
deductions.

A support employee terminating his/her employment with MPS shall immediately notify his/her direct 
supervisor.  All supplies, keys, I.D. badges and uniforms, if applicable, must be returned and the “Voluntary 
Separation from Employment” form must be completed and signed before the support employee is issued 
the final pay warrant. The employee must meet with his/her supervisor or the personnel office to complete 
the checklist for resignation.  

Last payment must be picked up at the Administration Building or mailed.  No direct deposit will be 
made.       

O. Evaluation

The purpose of an evaluation is to improve job performance and to determine the quality of work.  Written 
evaluations may be performed at any time, with a minimum of one (1) time per year, prior to April 15th. 
May 1st.
A reprimand or an admonishment will be issued when a violation of policies and procedures occurs.  The 
direct supervisor will provide a written plan of improvement if necessary.

An employee may respond in writing to any written evaluation, reprimand, admonishment or other formal 
written disciplinary action within ten (10) working days of the receipt of such disciplinary action.  If provided 
by the employee, such response shall be maintained in the employee’s personnel file along with the original 
written form of disciplinary action.

Except by order of a court of competent jurisdiction, evaluation documents and the responses of the 
employee shall be available only to the evaluated employee, the evaluator, the Administrative staff of any 
school within the district to which the employee applies for employment, the Central Office Administrators 
and/or the Mustang Board of Education and/or other such persons specified by the employee in writing.

P. Suspension, Demotion or Termination

In order to comply with School Laws of Oklahoma, the Mustang Board of Education hereby adopts the 
following procedure for the suspension, demotion or termination of support employees.  

Support employees who have been employed with MPS for one (1) year or more, may be suspended, 
demoted or terminated by the Superintendent of Schools, or his/her designee, for, but not limited to, the 
following:

1. willful neglect of duty
2. repeated negligence in performance of duty
3. mental or physical abuse of a child
4. incompetence
5. commission of an act of moral turpitude
6. abandonment of contract
7. any felony offense/conviction
8. insubordination of any kind
9. violation of any district/administrative rule or policy
10. any sex offense subject to the Sex Offenders Registration Act in this state or subject to another state’s or 

the federal sex offender registration provisions
11. engaging in criminal sexual activity, sexual misconduct and/or inappropriate relationship with other 

employees or students may lead to dismissal, refused employment or non re-employment
12. immoral conduct or indecency including abusive and/or foul language
13. possession, consumption or reporting to work under the influence of alcohol, non-prescribed drugs or 

controlled substances
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14. possession of weapons on the premises at any time
15. assault or assault/battery during the performance of person’s duties at MPS
16. use of tobacco products, electronic cigarettes, or vapors on and in all MPS District property at any time 
17. gambling, lottery or any other game of chance on district property
18. refusal or failure to follow instruction of supervisor
19. refusal or failure to do satisfactory work in terms of quality and quantity
20. unauthorized operation of machines, tools or equipment
21. breach of confidentiality
22. failure to cooperate with supervisors and co-workers
23. refusal of job transfer within the district if the transfer does not result in a demotion
24. failure to notify supervisor of absence in proper time
25. excessive tardiness
26. absenteeism that is unapproved or unexcused by supervisor
27. excessive absenteeism for any reason
28. exceeding the maximum number of five permitted days of absence without pay
29. improper use of leave
30. signing in or out for another employee
31. failure to be at workstation at starting time
32. leaving workstation without authorization prior to lunch periods or end of workday
33. leaving work area for any reason during working hours without permission of supervisor
34. abuse of "breaks" (rest periods) or meal period policies
35. wasting time or loitering during working hours
36. disregard of known safety rules or common safety practices
37. poor workmanship
38. failure to correct or improve fair or poor evaluation ratings
39. falsification of personnel or other records
40. falsifying time sheet
41. unsafe operation of motor driven vehicles
42. operating machines or equipment without safety devices provided
43. removing district property, records or confidential information from premises without proper authority.  

School equipment and/or school funds are never to be used for personal use.  No food, leftover food or 
garbage is to be carried away from the premises by any person other than a licensed waste disposal 
company.

44. posting or removing notices, signs or writing in any form on bulletin boards of district property at any time 
without specific authority of the administration

45. willful abuse, misuse, defacing or destruction of district property, including tools, equipment or other 
property of other employees

46. theft or misappropriation of property of employees, students or the district
47. unauthorized distribution of literature, or of written or printed matter of any description, on district 

property
48. sabotage
49. creating disturbances on the premises at any time
50. distracting the attention of others 
51. threatening, intimidating, coercing or interfering with employees or supervision at any time.
52. making or publishing of false, vicious or malicious statements concerning any employee, supervisor or 

the district
53. causing conflict with other employees
54. practical jokes injurious to employees and/or the employees’ or district’s property
55. creating or contributing to unsanitary conditions
56. use of personal and/or work cell phones or any electronic device under the employee’s authority and/or 

password during the employee’s work day that would endanger the safety of students and/or employees 
(i.e. driving a school bus, operating equipment) or distract the employee from performing job 
responsibilities

57. use of personal and/or work cell phones or any electronic device under the employee’s authority and/or 
password for recording inappropriate picture or video, accessing the internet or email for participation in 
pornography, gambling, purchasing or any other unlawful usage 

58. when in the best interest of the district
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Nothing contained in this policy shall prevent the Mustang Board of Education from acting on its own volition 
in matters pertaining to suspension, demotion or termination of support employees.

Whenever the Superintendent of Schools, or his/her designee, is of the opinion that the immediate 
suspension of a support employee is necessary, and in the best interest of a school district, the 
Superintendent of Schools, or his/her designee, may suspend the support employee.

After any suspension or prior to any demotion or termination, all non-probationary support employees shall 
receive notice of his/her right to a hearing, which if requested, will be conducted by the Mustang Board of 
Education.  All notices shall be sent by certified mail with the postmark used to determine the timeliness of 
such notice.  The support employee must request a hearing within ten (10) working days of said notice, or be 
deemed to have waived his/ her right to a hearing.

If a support employee is suspended for a period exceeding ten (10) days, the Superintendent of Schools 
shall initiate proceedings for termination and shall follow the procedures set forth in this policy.  However, in 
a case involving a criminal charge, the suspensions may be delayed until the case is adjudicated at trial.  
Nothing herein shall prevent proceeding against the support employee during or after the suspension for 
termination as provided in this policy.

If the support employee requests a hearing, the hearing shall be conducted at the next regularly scheduled 
meeting or the next succeeding meeting of the Mustang Board of Education if the request is received by the 
Minutes Clerk of the Board of Education at least 10 days prior to aforesaid meeting.  A special meeting may 
be conducted if requested by the support employee or at the discretion of the Mustang Board of Education.  
The special meeting shall be conducted no sooner than ten (10) days nor later than thirty (30) days after 
receipt of the support employee's request.

Q. Appeals Channels

A support employee should first discuss any problem with the school official serving as his/her direct 
supervisor.  If a satisfactory resolution is not made, the employee may take the matter to the official next in 
line of authority.  As a last resort, an appeal may be made to the Mustang Board of Education.  This request 
should be in writing.

Example: Custodian -- Head Custodian -- Direct Supervisor -- Principal and/or Director – Executive Director 
of Human Resources -- Deputy Superintendent – Superintendent of Schools – Mustang Board of Education

R. Employee Threats To A Student

The Board of Education will not tolerate an employee who threatens a student.  If a 
principal/director/supervisor receives a report that an employee has demonstrated behavior towards a 
student that is violent, threatening, harassing or intimidating, he/she shall immediately contact the 
Superintendent/Deputy Superintendent/or designee so that he/she may evaluate, investigate and take 
appropriate action.

Investigation and Corrective Action:
MPS will promptly investigate all reports or alleged incidents of violent, threatening, harassing or intimidating 
behavior. 

All employees are expected to cooperate fully in all such investigations.

The employee suspected of violating this policy may be placed immediately on suspension pending the 
results of the investigation.

If the claims of violent, threatening, harassing or intimidating conduct are substantiated, the employee will be 
dealt with through the appropriate disciplinary process, and may be subject to discipline up to and including 
dismissal from state servicefrom Mustang Public Schools.
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Where the situation warrants, MPS will request that the appropriate law enforcement agencies become 
involved in the investigation of the matter, and MPS may seek prosecution of conduct that violates the law. 

S. Sexual Harassment Policy  
The Board of Education will not tolerate sexual harassment/hazing by any district employees. This policy 
also applies to non-employee volunteers whose work is subject to the control of school personnel, employee 
to student relationships, and employee-to-employee relationships. Sexual harassment may include verbal or 
physical sexual advances, sexual activities, touching, pinching, patting, brushing against, or comments 
regarding physical or personal characteristics of a sexual nature, and sexually oriented kidding, teasing, 
and/or jokes. 

Any employee found to have engaged in sexual harassment/hazing shall be subject to sanctions including 
but not limited to warnings, suspension, or termination subject to applicable procedural due process 
requirements according to state law.

Senate Bill 716 addresses sexual activities between employees and students by adding to the definition of 
rape: sexual intercourse between a student under certain age and certain school employee as rape.

SB 716 specifically states as rape: 

“Where the victim is at least sixteen (16) years of age and is less than eighteen (18) years of age 
and is a student, or under the legal custody or supervision of any public or private elementary or 
secondary school, junior high or high school, or public vocational school, and engages in sexual 
intercourse with a person who is eighteen (18) years of age or older and is an employee of the same 
school system.”

This act shall become effective November 1, 2001.

Victims who feel that administrators, supervisors, support personnel, teachers or other persons are 
subjecting them to sexual harassment are encouraged to report these conditions to the appropriate 
administrator or teacher. If the immediate administrator or teacher is the alleged offending person, the report 
will be made to the next higher level of administration or supervision, or to any responsible adult person.

Confidentiality will be maintained and no reprisals or retaliation will be allowed to occur as a result of the 
good faith reporting of charges of sexual harassment.

In determining whether alleged conduct constitutes sexual harassment, the totality of the circumstances, the 
nature of the conduct and the context in which the alleged conduct occurred will be investigated. The 
Superintendent has the responsibility of investigating and resolving complaints of sexual harassment.

The procedure and forms for making such claims can be found in Board Policy. 

T. Other Policies
Interpretation of all school policies and regulations lies with the Mustang Board of Education. Policies in this 
handbook are intended to conform to the rules and regulations in the MPS Policies and Procedures 
Handbook located on the school website, www.mustangps.org.

202

http://www.mustangps.org/


     SECTION II
LEAVE PROVISIONS

NOTE:  Beginning July 1, 2014, all leave may only be taken in one-half, or full day 
increments.  Emergency and extenuating circumstances may always be addressed with 
your direct supervisor.

A.    Leave - No leave will be granted for any activity that provides monetary compensation.
Leave is based on the hour requirement of a particular job.  Example:  one (1) day of leave for a four-hour 
employee is equivalent to four (4) hours.  If an employee moves from one position to another and the hour 
requirement is different, the leave will reflect the new position.

If a support employee wishes to change his/her absence after it has been received and recorded by the 
personnel office, a request to his/her supervisor must be made within three (3) days within two (2) weeks 
unless deemed to be a mistake made by the recording of the leave.  The absence will stand as recorded 
after the two (2) week period has passed.  

On Inclement weather days support employees will have two choices.  The employee can choose to come to 
work or take leave.  If the employee chooses to take leave they have these options for the type of leave they 
can take on inclement weather days:

Sick
Personal
Vacation (only for 12 month employees)
Previously accumulated comp time
Bereavement may be used if all other leave has been exhausted

If the employee has no leave and chooses not to work on the inclement weather day, the employee will be 
docked pay for the day not worked.  

All employees who use AESOP instead of the time clock for leave will only use increments of half day or full 
day. 

B. Vacation Leave – No leave will be granted for any activity that provides monetary compensation.
         All vacations must be scheduled, coordinated and approved by the supervisor.  

Vacation leave shall be accrued monthly, at the end of the month, for all 12 month support employees as the 
chart below indicates.  

Years of In-District Service,
Effective July 1st

Paid Vacation Days

1-7 Years Ten (10)
8-12 Years Twelve (12)
13 + Years Fifteen (15)

Vacation leave must be requested in writing and approved by the direct supervisor at least twenty-four (24) 
hours in advance of the requested leave date.  Use the form in Appendix C for the request.  If an employee 
fails to comply with obtaining prior approval for vacation leave, the day he/she is absent using vacation leave 
will be recorded as a day of leave without pay.

The employee’s director/supervisor may determine that vacation leave cannot be used the day before or the 
day following a school holiday.  These dates are set according to the employee’s work calendar.
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Factors that will be considered before approving requests are:
 availability of replacement
 effect on other related personnel (i.e., workload)
 time of request

Vacation leave cannot be used until it is accrued.  Vacation leave is not available for use by the 
probationary employee until the employee’s one-year anniversary date.   If a probationary employee 
leaves the district prior to the one-year anniversary date, there will be no payment for vacation leave.  

Vacation leave will not be accrued unless the employee works at least 50% of the month or if an 
employee is on worker’s compensation.  

When a support employee on a continuing contract leaves the district, any unused vacation leave days will 
be paid at a rate of the employee’s daily rate of pay.  Request for payment must be indicated on the 
“Voluntary Separation from Employment” form.  For payment purposes, an employee may accumulate a 
maximum of thirty (30) days.  At June 30 of any fiscal year, no more than thirty (30) days may be carried to 
the next fiscal year.  If the extra days over 30 are not used, the days are eliminated as of June 30 of each 
fiscal year.  If an employee is taking more than 5 days consecutively of vacation, prior approval will be 
required from the Executive Director of Human Resources and the employee Supervisor.  A support 
employee on a continuing contract, who has over thirty (30) days of vacation leave accumulated, shall have 
the choice of converting a maximum of two (2) days of vacation leave to sick leave prior to June 30th each 
fiscal year.

C.   Personal Leave - No leave will be granted for any activity that provides monetary compensation.
All full-time and part-time support personnel, unless noted otherwise, will be given three (3) personal leave 
days at the beginning of the fiscal year, or prorated days for the proportional time of employment.  

Personal leave must be requested in writing and approved by the direct supervisor at least twenty-four (24) 
hours in advance of the requested leave date.  Use the form in Appendix C for the request.  If an employee 
fails to comply with obtaining prior approval for personal leave, the day he/she is absent using personal leave 
will be recorded as a day of leave without pay.

The employee’s director/supervisor may determine that personal leave cannot be used the day before or the 
day following a school holiday.  These dates are set according to the employee’s work calendar.

Factors that will be considered before approving requests are:
 availability of replacement
 effect on other related personnel (i.e., workload)
 time of request

At the end of each school year, the full-time support employee shall have the option to receive payment for 
unused personal leave days at the rate of twenty-five dollars ($25.00) per day for a maximum of three (3) 
days, or to convert unused personal leave days to accumulated sick leave.  If a support employee holds two 
(2) or more positions, he/she will be paid a maximum of three (3) days from combined positions at the rate of 
twenty-five dollars ($25.00) per day, or convert to sick leave.  Employees working less than thirty (30) hours 
per week will be paid not to exceed their hourly rate of pay or convert to sick leave.

A support employee with ten (10) or more years of continuous district service will be allowed to carry over 
one (1) day of personal leave into the succeeding school year.  A support employee with fifteen (15) or more 
years’  of continuous district service will be allowed to carry over two (2) days of personal leave into the 
succeeding school year with a maximum of five (5) personal days accumulated.  

D.  Bereavement Leave - No leave will be granted for any activity that provides monetary      
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compensation.

Bereavement leave is to be used for absences in the event a family member, relative, friend or friend’s family 
member dies.  Each support employee will be given six (6) bereavement days at the beginning of the fiscal 
year, or prorated days for the proportional time of employment. 

E.   Sick Leave - No leave will be granted for any activity that provides monetary compensation
Beginning July 1, 2014 5, sick leave will accrue at the end beginning of the month for all existing 
probationary and newly hired support employees.  Sick leave cannot be used until it is accrued at the rate of 
one (1) day per month worked, based on the employee’s work calendar.  For all other support employees, 
sick eave will be given all up front on July 1 of each school year.  After a probationary support employee 
completes their first full year the employees will receive their leave up front in the succeeding year 
beginning July 1st.  

Sick leave is granted when the support employee is unable to perform regularly assigned duties because of 
illness or personal health conditions of the employee or illness of a member of the employee's immediate 
family.  Immediate family is a spouse, mother, father, children, brother, sister, mother-in-law, father-in-law, 
aunt, uncle, grandparents of employee or spouse, grandchildren of employee or spouse, or a person living in 
the employee's home who is part of the family.

*after certified negotiations, Tracy will add doctor’s note statement 
Employees with experience in an Oklahoma school district in the current year or immediate preceding year 
may transfer accumulated sick leave to MPS, not to exceed sixty (60) days.  If the employee has more than 
sixty (60) days the remaining amount will be placed in the District’s Retirement Bank for retirement purposes.

According to the Teachers Retirement System (TRS) one-hundred twenty (120) days of earned sick leave 
can be used for one (1) year of experience toward retirement provided all established guidelines are met.

The Superintendent, or his/her designee, may request at any time, a statement from a support employee's 
medical doctor that the employee is or is not able to assume his/her regularly assigned duties.  This request 
may be made at any time after an employee has missed three (3) consecutive workdays or an accumulation 
of ten (10) or more days in a school year. 

Should a support employee decide to separate employment with Mustang Public Schools, the “Voluntary 
Separation from Employment” form must be completed.   The employee must indicate on this form, in writing, 
if they are requesting payment for unused sick leave.  Accumulated unused sick leave days will be prorated 
according to the number of days actually worked.

A full-time non-probationary employee shall be paid fifty dollars ($50.00) per day for sick leave accumulated 
within the MPS District, up to a maximum of one hundred (100) days.   A part-time non-probationary 
employee shall be paid at a rate of twenty-five dollars ($25.00) per day, not to exceed the employee’s daily 
rate of pay, for sick leave accumulated within the MPS District, up to a maximum of one hundred (100) days.
  
If a probationary employee leaves the district prior to his/her one (1) year anniversary date, there will be no 
payment for sick leave.

       F.   Sick Leave Bank - No leave will be granted for any activity that provides monetary compensation.
A Sick Leave Bank has been established for Mustang support employees who choose to participate.  All 
donated sick leave must be given voluntarily.  No employee shall be coerced, threatened, intimidated or 
financially induced into donating sick leave for purposes of the sick leave bank program.

Procedure:  
Requests for day(s) from the sick leave bank must be in writing and brought to the Human Resources 
Department at least ten (10) days prior to the time the leave is to be taken.  Along with the request, the 
employee shall provide a medical statement from a licensed physician or health care practitioner verifying 
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the severe or extraordinary nature, explaining the illness/condition and expected duration of the condition. A 
HIPAA Form must also be completed and attached to the medical note. If the employee is unable to 
complete the leave request, the request can be completed by a family member or representative of the 
employee.  The sick leave bank days may only be used by the recipient for the purposes specified.

Sick Leave Bank was designed to prevent the employee from having to take leave without pay or face 
possible termination of employment due to extraordinary circumstances.  This is like an insurance policy.  It 
is hoped that an employee never has need to take advantage of this leave.

Sick Leave Bank requests are only good for the current school year, requiring an employee to re-apply, if 
needed, in the next school year.

Each support employee who chooses to participate in the sick leave bank shall contribute one (1) day of sick 
leave each year at the beginning of the school year or within thirty (30) days of initial employment if initial 
employment begins after the beginning of the school year.  Days contributed shall be deducted from that 
employee’s accumulated sick leave.  The sick leave received will be designated as sick leave bank days and 
be maintained separately from the sick leave balance.  For the one (1) day of sick leave contributed, the 
employee will receive ten (10) days in the sick leave bank.  Records for the sick leave bank will be kept in the 
HR office.

Each department must sign up separately.  Example: If the employee is a bus driver and a cafeteria 
employee, he/she must sign up on the sick bank sheet for each department. 
Contributing employees may request days from the sick leave bank to use after they have exhausted all their 
individual sick leave accumulation. Said request for days from the sick leave bank shall be in writing and 
shall be presented to the HR of f ice at least ten (10) days prior to the time the leave is to be taken.  Unless 
the employee is stricken with debilitating emergency, retroactive days WILL NOT m a y  n o t  be granted as 
determined by the Sick Leave Bank Committee.  The employee must have exhausted all leave (sick, 
personal, and vacation) before consideration to grant sick leave bank.  The supervision committee will 
consider the merits of the request and determine how many days, if any, are warranted as long as the total 
amount granted does not exceed ten (10) per year for each year the employee has participated in the sick 
leave bank.  The H R  o f f i c e  shall then notify the requesting e m p l o y e e  in writing of the committee’s 
decision, and a copy of the notification will be kept in the HR office and in the employee’s personnel folder.  If 
an  e m p l o y e e  is denied days from the sick leave bank he or she may appeal the supervision 
committee's decision to an appeals committee composed of the members of the supervision committee and 
one additional administrator appointed by the Superintendent. The decision of the appeals committee is not 
grieve able.

The employee shall be paid his/her regular rate of pay.  No employee will be allowed to draw days from the 
sick leave bank while receiving workers compensation benefits. No leave will be granted to employees for any 
activity that provides monetary compensation.
 
Supervision of the sick leave bank shall be a committee composed of the Chief Operating Officer and/or the 
Executive Director of Human Resources, maintenance/custodial employee, a transportation employee, a 
child nutrition employee, a school site secretary and two (2) other appointed central office support persons.  
The committee members shall meet collectively as a group to discuss and take action on a sick leave bank 
request to protect the confidentiality of the employee involved under current federal Health Insurance 
Portability and Accountability Act (HIPAA) laws.

Definitions
Employee means those persons who have chosen to participate in the sick leave bank and have donated 
sick leave days to the bank.

Relative of the employee includes spouse, child, stepchild, grandchild, grandparent, and stepparent, aunt, 
uncle, parent of the employee, sibling or mother/father-in-law.

A household member means those persons who reside in the same home, who have reciprocal duties to and 
do provide financial support for one another.  This term shall include foster children and legal wards, even if 
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they do not live in the household.  The term does not include persons sharing the same general house, when 
the living style is primarily that of a dormitory or commune.

Severe or extraordinary is defined as serious, extreme or life threatening, including temporary disability 
resulting from pregnancy, miscarriage, childbirth and recovery.

Reasons:
Employee is suffering from, or has a relative or household member suffering from, an extraordinary or severe 
illness, injury, impairment or physical or mental condition. 

For purposes of sick leave due to pregnancy, miscarriage, childbirth and recovery there from, the number of 
days available shall be limited to the number of days needed to add to the employee’s accumulated sick 
leave to total six (6) weeks from day of arrival.

      G.  Professional  Leave – No  leave  will  be  granted  for  any  activity  that  provides  monetary
            compensation.

A support employee, with the approval of his/her direct supervisor, may be granted professional leave to 
attend job-related training without loss of pay.

H.  Legal Leave
A support employee shall be granted leave for jury duty or for service as a witness subpoenaed in a criminal, 
civil or juvenile proceeding.  The Board shall pay the employee during such service the full contract salary.  
To receive pay for this duty, the employee must furnish documentation of the service to the personnel office.

       I.  Military Leave
The Board agrees to abide by laws governing military leave.  (School Laws of Oklahoma, Section 734-735).
Should a Mustang Public School employee have a spouse who is deployed or is called up to active duty on 
foreign soil, and if no paid leave is available, the District will allow the employee up to ten (10) days Leave 
Without Pay with no loss of benefits.  The Leave Without Pay may be used prior to the deployment, or during 
the period when the military spouse is on leave during deployment.

       J.  Leave of Absence –No leave will be granted for any activity that provides monetary compensation
No employee, except by law, is eligible to apply for an unpaid leave of absence until a minimum of one (1) 
year of qualifying service has been completed.  A support employee may request a leave of absence in 
writing ten (10) days prior to requested leave.  All leaves of absence shall be for one (1) semester or one 
contractual year or for the remainder of the semester or contractual year if the semester or year has begun.  
The leave of absence may be granted because of health, personal reasons or unusual circumstances.  The 
supervisor, the Deputy Superintendent and the Mustang Board of Education must approve the leave.  
Factors that will be considered before approving requests are:

a. availability of replacement
b. effect on other related personnel (i.e. work load)
c. time of request
d. work history
e. excessive absenteeism

Written notification of return from leave of absence shall be filed with the Superintendent thirty (30) days prior 
to the semester or year in which the employee wishes to return.  Any employee who fails to file a written 
notification of return terminates his/her affiliation with the Board of Education at the expiration of his/her leave 
of absence.  Health care benefits and voluntary payroll deductions will be the responsibility of the employee.  
While on a leave of absence the employee is not eligible for the flexible benefit allowance.

Employees returning from a leave of absence shall be assigned to the school/department from where his/her 
leave of absence was granted if an appropriate vacancy exists.  Employees returning from a leave of 
absence will be reinstated at the same status of tenure.  

207



While an employee is on a leave of absence without pay, leave allowances shall not accrue and salary 
increments of years of experience will not increase. 

K.   Absence  Without  Pay – No  leave  will  be granted  for  any  activity  that  provides  monetary 
       compensation.        
All sick, personal and vacation leave must be exhausted before a request for absence without pay will be 
granted.   

Absence without pay is not available for use by the probationary employee until the employee’s one-year 
anniversary date.  

A support employee, on a regular contract, and upon approval of the Deputy Superintendent or his/her 
designee, may be granted up to a maximum of five (5) days absence without pay.  

Except in cases of emergency, request for absence without pay shall be made at least thirty (30) days prior 
to the time the leave is to be taken.  A request form is located in Appendix B.  This form is to be completed 
and returned to the employee’s direct supervisor, who will forward it to the Deputy Superintendent or his/her 
designee.

Absence without pay is calculated on the salary schedule, divided by the number of working days in the 
calendar year, where the employee falls on the salary schedule.  An employee may use up to five (5) days of 
absence without pay without losing the benefit of having an equal semi-monthly paycheck. 

For the support employee on a regular contract, any additional absence(s) may be cause for immediate 
release from employment with MPS. (Refer to Leave of Absence, Section II, A or FMLA, Section II, L of this 
document). 

       L.   Family and Medical Leave
In accordance with the Family and Medical Leave Act of 1993 (FMLA), eligible employees who have been 
employed at least one (1) year with MPS may apply for FMLA.  All leave will run concurrently with FMLA.

Leave may be granted for any of the following reasons:
 to care for the employee’s child after birth, or placement for adoption or foster care;
 to care for the employee’s spouse, son or daughter, or parent who has a serious health condition; or
 for a serious health condition that makes the employee unable to perform the employee’s job

Prior to any employee requesting FMLA, he/she must contact the HR Office to clarify eligibility.

Employees must provide thirty (30) days advance notice when the leave is “foreseeable.”  Medical 
certification is required to support a request for leave because of a serious health condition.

All requests for FMLA must be processed through the HR Office.

M.  Leave Sharing Policy   
If an employee has exhausted or will exhaust all leave otherwise provided and is absent due to an 
extraordinary or severe injury, illness, impairment or physical or mental condition of the employee, pregnant 
or recovering from childbirth, a relative or household member, documented by a physician, the condition has 
caused or is likely to cause the employee to take leave without pay or to terminate employment, the 
employee may request the use of Leave days to be donated by another employee.

Relative means a spouse, child, stepchild, grandchild, grandparent, aunt, uncle and stepparent or parent.  
Household member means one who resides in the same home as the employee and who shares a duty to 
provide financial support with the employee.

      A.   An employee requesting donated days must first provide the Human Resources Department with a 
Request for Donated Leave Form, statement of need indicating why donated leave is needed, a HIPAA 
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(Health Insurance Portability and Accountability Act) release of information form and a medical certificate 
from a licensed physician or health care provider verifying the severe or extraordinary nature and expected 
duration of the condition.

In the event that all available leave including sick, sick bank, personal, vacation, compensation time,             
excessive/extended leave and donated leave have been exhausted the employee will be placed on an 
automatic sick leave of absence without pay for the remainder of the school year.  At that time they will no 
longer be eligible for leave sharing.

An employee may obtain up to 60 days of shared leave per school year.  The Superintendent, Deputy      
Superintendent or their designee may grant an extension beyond the 60 day limit in extenuating 
circumstances.

Employees desiring to donate days shall complete a written authorization transferring the days to the ill or 
injured employee.

Employees may donate any amount of leave which does not cause the donating employee’s accumulated 
leave balance to fall below the yearly amount afforded to them per the negotiated agreements or support 
handbook.

Shared leave may be used only by the recipient for the purposes specified in this policy and may not be used 
if the employee has been notified of a pending reduction in force or employment termination affecting the 
employee.

             B.    The employee receiving donated days is to receive his or her normal rate of pay.

             C.    Shared leave usage records shall be maintained separately from regular or sick bank leave records.

             D.    Any donated leave which is not used shall be returned to the donating employee(s) on a prorated   
             basis.

             E.    Sick Bank Days may not be donated.

             F.    All donations are anonymous; the recipient cannot be told who gives them sick days.

G.  Participation in this policy is strictly voluntary.  No employee shall be coerced, threatened, 
intimidated, or financially induced into donating sick leave for the purpose of this policy.

H.    The Board of Education delegates initial decision making authority pursuant to 70 OK Stat Section 
6-104.6 (C)(1) to the Superintendent or their designee as the determining body as to whether the 
employee meets the criteria above and has previously abided by District leave policy.  The 
Superintendent, acting as Board designee, will make the decision which may be appealed to the Board.
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SECTION III
FRINGE BENEFITS

A. Teacher Retirement
New employees that work 4 or more hours will be enrolled in the Teachers Retirement System of Oklahoma 
(TRS), which will be paid by MPS.         

MPS employees hired prior to July 1, 2006, who chose to receive the seven (7) percent in salary, may 
continue to receive the seven (7) percent, until which time the employee decides to join TRS.

Beginning with the 2013-14 school year Teacher Retirement is changing the calculation for a full year of 
service: for an employee to receive one (1) year experience toward teacher retirement that employee must 
work the length of their contract, i.e. if you have a 245 day contract then you must work 245 days in lieu of 
any paid leave to receive a year’s credit. Anything less than that will be on a prorated basis. (You may use, 
sick, bereavement, vacation, or personal leave that you may have to account for the days worked.  But if you 
have salary docked days, these will not count toward your service credit).

TRS has a handbook available regarding the retirement benefits and laws affecting retirement.  To obtain the 
handbook, contact TRS at (405) 521-2387.  TRS is located at 2500 North Lincoln Boulevard, Oklahoma City, 
in the Oklahoma State Department of Education building.  You may also access Oklahoma Teachers 
Retirement System website at:  http://www.ok.gov/TRS.

B. Life Insurance
MPS pays a life insurance policy for each support employee who works a minimum of twenty (20) hours per 
week.  The employee selects the beneficiary.

      Age         Amount Paid
Up through 69 $15,000.00

70-74 $ 9750.00
75-79 $ 6000.00
80-84 $ 4500.00
85-89 $ 3000.00
90-94 $ 2250.00
95-99 $ 1500.00
100 and over $   750.00

C. Health Insurance   
New employees have up to thirty (30) days to enroll in the District’s health, dental and vision plans.  The 
effective date of coverage is the first day of the month following employment.  Health insurance will terminate 
at the end of the month in which separation from employment occurs, with the employee being responsible 
for the full month’s premium.  Terminated employees may elect to continue coverage under the provision of 
COBRA, subject to provision of the State Health Insurance Plan and Board Policy.

FULL-TIME SUPPORT 
EMPLOYEE

DISTRICT PAYS STATE PAYS

Major Medical 0.00  100% Premium Health-
Choice High Option

Non-Major Medical 0.00 0.00
Cash in Lieu of Insurance 0.00 189.69
4 hour, but less than 6: Major 
Medical

50% Premium Health 
Choice High Option

0.00
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Information regarding the Affordable Health Care Act (ACA) will be given to each employee as required by 
law. 

D. Section 125 – Flexible Spending Plan
Employees may be eligible to participate in the Cafeteria Plan (Section 125) and, under IRS regulations, 
must either accept or reject this benefit.  This plan enables eligible employees to pay certain insurance 
premiums on a pretax basis.  The plan also offers dependent day care expense reimbursement and major 
medical expense reimbursement through pre-taxed payroll deductions.  A third-party administrator handles 
employee claims made on these accounts.  Enrollment in this program is effective January through 
December of each year.  Employees may enroll in this program during open enrollment period or within thirty 
(30) days of initial employment.  During open enrollment, all employees must meet with a representative to 
accept or reject participation.       

E. Activity Pass for School Events
Each employee (and one guest) will be entitled to free admission to all home athletic events except 
tournament or state play off events by using the school ID badge.  

F. Holidays
To be eligible for a paid holiday, an employee must have worked or be on an approved paid leave status the 
last scheduled workday before and immediately after the holiday.  If a support employee has been placed on 
an hourly status for the contracted year, he/she will not be eligible for holiday pay.

Employee calendars are located in Appendix A showing the scheduled holidays.
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SECTION IV
WORKERS COMPENSATION

Oklahoma Worker's Compensation

In case of injury during the “course and scope of their employment”, all employees of the Mustang School 
System are covered by Oklahoma Worker's Compensation.  All inquiries relating to Workmen’s Compensation 
should be addressed through the Mustang Administration Office at (405) 376-2461.

The following steps are to be followed when a job related injury occurs:

The employee MUST report the injury to his/her direct supervisor within twenty-four (24) hours of injury.  If the 
employee is not able to make the notification, then a co-worker should on his/her behalf.  

Once the supervisor has been notified of a job related injury, the supervisor must call the administration office            
and notify the workers comp office.  This conversation will help to identify the severity of the incident/injury and 
the procedure to follow.

If the injury is deemed an “incident only”, i.e. first aid is given and the employee does not wish to seek 
medical treatment, complete forms “A” Employee’s Report of Incident and “B” Supervisor’s Report of Incident 
(Appendix E).  There is a question towards the bottom of both forms, “Does the employee wish to seek 
medical treatment?” with the option of Yes/No.  The employee must mark an option and sign both forms 
where indicated.  Witness/Co-Workers Statements should also be completed if, in fact, there were 
witnesses to the incident.  Completed forms are forwarded to the workers comp office.

If the employee needs medical attention, and if at all possible, the employee and supervisor should come to 
the Administration Office to complete additional forms.  At this time a Medical Care Authorization Form is 
completed and given to the employee for treatment.  The employee may transport himself/herself, transported by 
a relative, by the supervisor or another employee, or by ambulance.  We need to make sure the injured 
employee receives proper medical attention as soon as possible.

Upon receiving medical attention, the employee will be given a medical form that must be brought to the workers 
comp office prior to him/her returning to work.

If there are temporary work restrictions indicated on the form, the employee and supervisor should meet with the 
workers comp office to discuss the employee returning to work.

When an employee returns to work but is still under medical treatment, i.e. physical therapy or additional doctor’s 
visit(s), the employee must use his/her available leave or set appointments outside the normal work hours.  
These appointments are not considered “workers comp” leave.
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SECTION V
GENERAL INFORMATION

A. Child Nutrition
Approved uniforms and shoes are mandatory for all Child Nutrition personnel.  Child Nutrition Department 
will reimburse the employee at the rate of $15.00 per month, not to exceed $150.00 per year, providing the 
employee provides proper receipts and documentation.  Hosiery and hairnets do not qualify for 
reimbursement. Payment will be made by June.

Receipts for reimbursement must contain:
 date of purchase - current school year date
 establishment name
 itemized description of goods purchased
 cost per item and total amount of money spent
 original receipt signed or initialed by salesperson

Support employees who obtain certification required for certain positions must submit the necessary 
paperwork to the personnel office before the pay change occurs.  The deadline to submit the certification is 
on or before November 1st for the Fall Semester and March 1st for the Spring Semester.  Any information 
received after the above deadlines will not be addressed until the following semester.

Cafeteria Supervision for Outside Activities

Follow the guidelines in the District Use of Facility Policy #2030.

B. Transportation Department
Route Definition
A route is considered a 6-hour per day job with time allocations approximately as follows:
 bus maintenance/inspections - 30 minutes per day

The Director of Transportation will determine the routes and starting times.    Drivers will report fifteen (15) 
minutes prior to route start time.  

Activity Pay
Coaches/Sponsors will be paid $22.50 per trip out of district.  Coaches/Sponsors will not be paid for trips 
within the school district boundaries, nor within his/her contracted day.

Route drivers assigned to an activity trip will be paid $10.00 per hour with a three (3) hour minimum.  

Regulation 
All bus drivers must comply with all regulations as stated by the Oklahoma State Department of Education, 
Transportation Section and MPS’s Policy Number 4025.

Any employee transporting students and/or driving a school vehicle may be subject to a motor vehicle record 
check and random drug testing.

Training Reimbursement
Regular route bus drivers, coaches and/or sponsors successfully completing the initial state required bus 
certification will be given a one-time payroll reimbursement not to exceed the cost of the training.  The 
employee must provide documentation for reimbursement and it will be paid after fulfilling six (6) months of 
employment with the district.

C. Maintenance/Custodial Department
Trade employees successfully renewing their annual Journeyman or Contractor trade license with the State 
of Oklahoma will be paid a stipend through payroll to cover the cost of the license.
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Trade employees who successfully test and pass the State of Oklahoma Journeyman or Contractor license 
for their trade will receive a stipend through payroll for the costs of the testing and license.

To receive compensation, a copy of the license must be on file in the employee’s personnel file in the  
HR office.

Any employee who is required to work during a legal holiday weekend will receive $4.00 per hour in addition 
to his/her regular rate of pay.
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SECTION VI
FAIR LABOR STANDARDS ACT

FAIR LABOR STANDARDS ACT PROCEDURES

It is the intent of this school district to fully comply with the Fair Labor Standards Act (FLSA), its regulations, and 
relevant court decisions and to cooperate with state agencies in an effort to maintain compliance with the FLSA.

The following procedures and guidelines are to be followed in each department to ensure employees are 
properly compensated for approved hours worked in excess of the established work week as required by the 
provisions of the FLSA.

Definitions:

“Overtime” is defined as authorized, compensable work time in excess of forty (40) hours per work week.

A “work week” for full-time nonexempt employees is forty (40) hours during one consecutive seven-day period 
beginning at 12:01 A.M. on Sunday and ending at 12:00 midnight on the following Saturday.

“Non-covered employees” are those who meet the definition of “employee” within the meaning of 29 USCA 
203(e)(Supp.1990).

“Covered employees” are those who meet the definition of “employee” within the meaning of 29 USCA 
203(e)(Supp.1990).  Covered employees will be either exempt or nonexempt employees.

An “exempt employee” is a covered employee who is exempt from FLSA by virtue of meeting one of the tests for 
exemption.

A “nonexempt employee” is a covered employee who does not meet one of the tests for exemption.

Exemptions:

The FLSA exempts certain groups of covered employees from coverage.  The following categories of exemptions 
are established:

1. Executives
2. Administrators; e.g., superintendents, principals
3. Professionals; e.g., teachers, special education skilled service providers, attorneys, auditors, nurses, 

counselors

OVERTIME AND COMPENSATION TIME

It is the policy of the Mustang Board of Education that no employee shall work overtime without the prior approval 
of the appropriate supervisor and the superintendent.  All compensation time must be used by the end of the pay 
period which it was earned.  Specific days off must be approved in advance by the appropriate supervisor or the 
superintendent or superintendent designee.

When compensatory time is granted in excess of 40 hours in a workweek, it will be at the rate of one and one-
half hours for each hour worked in excess of 40 hours for all nonexempt employees.  
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The Mustang Board of Education will comply fully with the Fair Labor Standards Act, its regulations and relevant 
court decisions.  MPS shall inform employees of the Act through proper posting of information as disseminated 
by the U. S. Department of Labor.  The District will cooperate with all state agencies and maintain compliance.

The Superintendent is directed to prepare a regulation supporting this policy and implementing the provisions of 
the Fair Labor Standards Act subject to approval of this board.

FAIR LABOR STANDARDS ACT
(REGULATION)

In accordance with the policy of the board of education, the following regulation shall insure compliance with the 
Fair Labor Standards Act within this school district.

1. This district will compensate all nonexempt employees at least the federal minimum wage.   Time and a half 
for all hours worked which exceed 40 hours per week will be compensated with time off.   Provided however, 
that for any overtime hours to be credited for overtime pay such overtime hours must be approved in 
advance by the superintendent.  Failure to get approval for overtime may result in disciplinary action being 
taken, which may include termination of employment. 

2. This district will inform employees of the law by posting information disseminated by the U. S. Department of 
Labor.

3. This district shall establish, through separate administrative regulations, the process of time keeping and 
procedurally complying with the Act.
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COMPLIANCE PROCEDURES

FAIR LABOR STANDARDS ACT
In accordance with the policy of the board of education, the following procedures shall apply to compliance with 
the Fair Labor Standards Act within this school district.  Should any employee or group of employees have 
questions concerning the following, additional information will be provided upon request.

Minimum Wage Provisions
Mustang Public Schools meets the minimum wage provisions established by law.  All employees are subject to 
the Fair Labor Standards Act (FLSA) unless exempt by some provision of the act.  As outlined under the 
exemption provisions set forth below, certified educational employees working in certified positions who perform 
ancillary duties (i.e., bus driver, etc.) will be exempt from the overtime requirements of the FLSA as long as not 
more than 20% of their time is spent in non-exempt activities

Overtime Provisions
The FLSA requires that an employer must pay all nonexempt employees time and one-half their regular rate for 
all hours worked in excess of 40 hours in a seven-day workweek.  The hours worked will not be averaged over 
two or more workweeks (i.e., pay period) to determine overtime hours, even though an employee is paid monthly. 
For example, if a nonexempt employee works 45 hours one week and 35 hours the next week, the employee will 
be paid one and one-half times the regular rate for five hours of overtime in the first week.

Compensation hours include all the time that an employee is required to be on duty, either at school or at a 
workplace for the employer, and all times that the employee is permitted to work.  This includes time during 
which an employee is required at school functions, meetings, or training activities.  It may also include time spent 
traveling on work-related business.  Also included is time an employee voluntarily works before or after the 
regular work shift if “suffered or permitted” by the employer.  Even work done at home is included if the employer 
knows or has reason to think work is being done there.

Vacation and sick leave hours are not counted as hours worked even though they are paid hours.  Lunch breaks 
where the employee is completely relieved of his or her duties for at least 30 uninterrupted minutes and breaks of 
at least 20 uninterrupted minutes also are not counted as hours worked.

Because of the overtime provision, nonexempt employees should not work overtime unless they are specifically 
authorized to do so by their supervisors.  

Lunch breaks must be taken by all nonexempt employees as per the schedule created by the administration.

If the employee eats lunch at his or her desk or work station, the employee must not work. This includes not 
answering the phone, not writing memos, not assisting others, not reading material that is required by the job, 
etc.  Nonexempt employees will not be allowed to start work before their regularly scheduled time and must stop 
working at their regularly scheduled stopping time unless permission to work overtime has been obtained from 
their supervisor(s) as per district policy.

Record Keeping
The Mustang Public School District will keep records for each nonexempt employee which should include the 
following information:

 The employee’s full name
 Social Security Number
 Address, including zip code
 Birth date/age
 Sex
 Occupation
 Time and day of week when employee’s workweek begins
 Hours worked each day
 Total hours worked each workweek
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 Wage basis (e.g.,  “$7.25 per hour,” “$290 per week,”  “piecework”)
 Regular hourly pay rate
 Total daily or weekly straight-time earnings
 Total overtime earnings for the workweek
 Additions to or deductions from wages
 Total wages paid each pay period 
 Date of payment and the pay period covered by the payment

Time sheets will be provided to all nonexempt employees and they will be required to complete and sign them on 
a weekly basis.  Exact time of arrival and departure shall be noted on the time sheet.  Employees should not 
arrive at work any earlier than 10 minutes prior to the scheduled work time.  The board may determine that a time 
clock be installed and used by all nonexempt employees as an alternative method of timekeeping.

Exempt Employees
An exemption from both minimum wage and overtime pay requirements is provided in section 12(a)(1) of the 
FLSA for any employee employed in a bona fide executive, administrative, professional, or outside sales 
capacity, as these terms are defined and limited in regulations of the Secretary of Labor.  An employee will 
qualify for exemption if he or she meets all of the pertinent tests relating to duties, responsibilities, and salary 
stipulated in the applicable section of Regulations, 29 CFR, Part 541.

1. Executive:

In order to be exempt as a bona fide executive employee, all of the following must be met:

A. The employee’s primary duty must be management of the enterprise, or of a customarily recognized 
department or subdivision; and

B. The employee must customarily and regularly direct the work of at least two or more other employees 
therein; and

C. The employee must have the authority to hire or fire, or recommend hiring and firing; or whose 
recommendations on these and other actions affecting employees is given particular weight; and

D. The employee must customarily and regularly exercise discretionary powers; and
E. The employee must devote no more than 20% of his or her hours to activities not directly and closely 

elated to the managerial duties; and
F. The employee must be paid on a salary basis at a rate of at least $155 a week exclusive of board, 

lodging, and or other facilities.
G. An executive employee paid at least $250 a week, exclusive of board, lodging, and other facilities, is 

exempt if the employee regularly directs the work of at least two or more other employees and the 
employee’s primary duty is management of the enterprise, or a recognized department or subdivision 
thereof.

2. Administrative:

In order to be exempt as a bona fide administrative employee, all of the following must be met:

A. The employee’s primary duty must be either:
1. Responsible office or non-manual work directly related to the management policies or general 

business operations of the employer or the employer’s customers; or
2. Responsible work that is directly related to academic instruction or training carried on in the 

administration of a school system or educational establishment; and
B. The employee must customarily and regularly exercise discretion and independent judgment, as 

distinguished from using skills and following procedures and must have the authority to make important 
decisions; and

C. The employee must:
1. Regularly assist a proprietor or bona fide executive or administrative employee; or
2. Perform work under only general supervision along specialized or technical lines requiring special 

training, experience, or knowledge; or
3. Execute under only general supervision special assignments; and
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D. The employee must not spend more than 20% of the time worked in the Workweek on work that is not 
directly and closely related to the administrative duties discussed above; and

E. The employee must be paid on a salary or fee basis at a rate of not less than $155 a week, exclusive of 
board, lodging, or other facilities, or in the case of academic administrative personnel in public or private 
schools, the salary requirement for exemption must be at least $155 a week or one which is at least 
equal to the entrance salary for teachers in the employing school system or educational establishment or 
institution.

F. An administrative employee who is paid on a salary or fee basis of at least $250 a week, exclusive of 
board, lodging, or other facilities, will be exempt if:
1. The employee’s primary duty consists of either:

a. Responsible office or non-manual work directly related to the management policies or general 
business operations of the employer’s customers; or

b. Responsible work that is directly related to academic instruction or training carried on in the 
administration of a school system or educational establishment; and

2. Such primary duty includes work requiring the exercise of discretion and independent judgment.

3. Professional:
In order to be exempt as a bona fide professional employee, all of the following must be met:

A.  The employee’s primary duty must be either:
1. Work requiring knowledge of an advanced type in a field of science or learning, customarily obtained 

by a prolonged course of specialized instruction and study; or
2. Work that is original and creative in character in a recognized field of artistic endeavor, the result of 

which depends primarily on the employee’s invention, imagination, or talent; or
3. Work as a teacher certified or recognized as such in the school system or educational institution by 

which he or she is employed; and
B. The employee must consistently exercise discretion and judgment; and
C. The employee must do work that is predominantly intellectual an varied, as distinguished from routine 

mental, manual, mechanical, or physical duties, and
D. The employee must not spend more than 20% of the time worked in the workweek on activities not 

essentially a part of and necessarily incident to the professional duties; and
E. The employee must be paid on a salary or fee basis at a rate of not less than $170 a week, exclusive of 

board, lodging, and other facilities.

The salary requirement above does not apply to an employee who is the holder of a valid license or 
certificate permitting the practice of law or medicine and who is actually engaged in such practice, an 
employee who is the holder of the requisite academic degree for the general practice of medicine and is 
engaged in an internship or resident program, or an employee employed and engaged as a teacher in a 
school or educational institution.
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SECTION VII
COMPENSATION

A. Payroll
Welcome to Mustang Public Schools Payroll.  Every effort is made to ensure accurate paychecks are 
provided each pay day.  We strive to provide education and support related to all things payroll and to deliver 
superior customer service to you, our employees.

It is the responsibility of the employee to review his/her paycheck for accuracy.  This is especially important 
at the beginning of each school year and at the beginning of each calendar year, as these are the two times 
when most changes occur.  Adjustments will be made as soon as possible if a correction is needed.

If you notice a possible error, contact the Payroll Office immediately at (405) 376-7838.

All payrolls will be dispersed from the Mustang Administration Building through the Administrator/Director/or 
Designee.   

See Payroll Dates in Appendix D or online at mustangps.org 

PAY DATES
All dates posted each year are confirmed with the school calendar and legal holidays.

The posted submission deadlines would be ONLY for extra time sheet work (i.e. covering class, bus trips, 
etc.).  Additional pay (time sheets) will be paid by paper check on the stated dates.

Any (pre-approved) overtime would be paid accordingly on the next closest pay date. (example – any 
overtime up through and including the 15th of the month would be paid on the 30th of the month).

DIRECT DEPOSIT
Mustang Public Schools is 100% direct deposit for all regular pay.  DO NOT close your bank account without 
having a replacement account to present to Payroll.

IDENTIFICATION
All forms, etc. turned in to Payroll for processing MUST have your employee ID number.  This will help to 
lessen errors with similar/same names.

B. Allowable Benefits/Deductions From Salary

 Employees Group Insurance Division (EGID)
 Annuities (must have at least ten (10) participants in each company)
 Salary Protection Plan / Disability insurance
 Pre-paid Legal Services
 District Approved Insurances
 Other District Approved Deductions

Upon authorization from the support employee, arrangements for payroll deductions can be made for the 
above allowable deductions when proper notification is given. 

Support employees wishing to cancel any part of their payroll deduction options may do so by giving notice in 
writing to Payroll by the deadlines set on the current school year’s pay schedule (Appendix D).  No changes 
may be made after May 15, 2015 until the following school year.

For any questions about these programs, please contact Payroll at the Mustang Administration Office at 
(405) 376-7838.
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APPENDIX A

EMPLOYEE
WORK CALENDARS

221



APPENDIX B

APPLICATION FOR ABSENCE WITHOUT PAY
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Application for Absence Without Pay
For Support Employee

Date__________________

Name____________________________________ Dept./Site_____________________

Position__________________________________

Number of day(s) of absence without pay requested___________________________

Dates of days for absence without pay_______________________________________

Explanation of request or use of Leave Without Pay:

Provision you can make for your job responsibilities in your absence:

I, ____________________________________, understand and acknowledge that  

$_______________________ will be deducted from my ________________payroll check 
for leave without pay.

Signature Date

Approved______   Disapproved_______

Supervisor’s Signature 
_________________________________  Date_______________

Administration Office 
___________________________________ 
Date_______________
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APPENDIX C

REQUEST FOR LEAVE
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MUSTANG PUBLIC SCHOOLS
LEAVE REQUEST FORM 

I, _____________________________ am requesting to use □         Sick Day(s)

□         Personal Day(s)

For the following dates: □         Vacation Day(s)

□         Bereavement Day(s)

□ Legal Day(s)

□ Military Day(s)

DATE OF ABSENCE DAY OF THE WEEK TIME TO BE MISSED

____________ _________________ ________________________

____________ _________________ ________________________

____________ _________________ ________________________

____________ _________________ ________________________

____________ _________________ ________________________

Reason for this request: ______________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

Employee’s Signature: __________________________________________________________

                               Date

  Approved   Disapproved

Supervisor’s Signature: __________________________________________________________

Date
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APPENDIX D

MUSTANG PUBLIC 
SCHOOLS

PAYROLL DATES
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APPENDIX E

WORKERS COMPENSATION
FORMS “A” AND “B”
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SCHEDULE "A"

July 13,2015

Last Name First Name SITE/ASSIGNMENT EFFECTIVE

Retirement

Atchley Linda

Admin/Coordinator of Instructional 

Programs 7/7/2015

Bowman Elayne MNMS/Math Teacher 5/21/2015

Last Name First Name SITE/ASSIGNMENT EFFECTIVE

Resignations

Banks Mark District/General Maintenance 6/26/2015

Brandt Erin MHI/Spec Ed TA 5/21/2015

Cherian Lisa Trails/Spec Ed Teacher 5/21/2015

Culver Christopher High School/Language Arts 2015-2016

Dady Willis District/Director Of Maintenance 6/30/2015

Demeter Risa High School/Family & Consumer Science 6/12/2015

Free Karlie High School/Social Studies 5/21/2015

Garner Connie

High School/Accounting/Intro to 

Computers 5/21/2015

Hale Michael Transportation/Bus Driver 5/22/2015

Harkey Margaret ME/1st Grade 5/21/2015

Harnly Jaymi MMS/Reading Spec Ed Teacher 5/21/2015

Harrington Eric ME/Custodian 7/24/2015

Hehenberger Julie Creek/6.5 Cafe Assistant 5/22/2015

Howard Bryan Creek/PE Teacher/Head Softball Coach 5/21/2015

Johnson Gregory LE/Vocal Music 5/21/2015

Lindsey Hillary LE/1st Grade Teacher 5/21/2015

Lozano Guillermo E. Maintenance/HVAC 6/19/2015

Morrison Barbara High School/Art Teacher 5/21/2015

Nunley Linda Centennial/4th Grade 5/21/2015

Owen Robert High School/Spec Ed Teacher 2015-2016

Pelletier Kristen High School/Spec Ed Teacher 2015-2016

Richardson Nicole Creek/3rd Grade Teacher 5/21/2015

Starr Shelly MNMS/Spec Ed Teacher 5/21/2015

Trail Caitlin ME/4th Grade Teacher 5/21/2015

Last Name First Name Replacing/New To:  Site/Assignment Effective

Employment

Open New Position MMS/Spec Ed TA 2015-2016

Open Transportation/Summer Mechanic 7/17/2015

Adams Timothy Replacing Enrique Lozano Maintenance/HVAC Licensed Technician 7/14/2015

Baker Debera Replacing Faith Engel MMS/Social Studies Teacher 2015-2016

Baker Randi

Replacing a Partial Contract 

Speech Position

District/Speech Language Pathology 

Assistant 2015-2016

Bivens Sondra MEC/Head Principal 2015-2016

Brewer Kendyl Replacing Margaret Harkey ME/2nd Grade Teacher 2015-2016

Cail Ambia

Replacing a Partial Contract 

Speech Position District/Speech Language Pathology Asst. 2015-2016

Cooper Tami Summer Enrollment Substitute 7/1/2015

Dennis Kristen Replacing Sandra Torre Creek/3rd Grade Teacher 2015-2016

Fast Cindy Replacing Kristen Pelletier High School/Spec Ed Teacher 2015-2016

Gibson Daniel

High School/Adjunct Coach Head Girls 

Soccer 2015-2016

Last Name First Name Replacing/New To:  Site/Assignment Effective

Employment

Hibbard Brandi Replacing Caitlyn Trail ME/2nd Grade Teacher 2015-2016

Kidd Brian Replacing Donna Farris Transportation/Bus Driver 2015-2016

1
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SCHEDULE "A"

July 13,2015

Livingood Claire Replacing Carissa Shelton Cent/Spec Ed Teacher 2015-2016

May Shannon Replacing Amy England Conner LE/Noon Supervisor 2015-2016

Miller Whitney Replacing Risa Demeter

High School/Family & Consumer Science 

Teacher 2015-2016

Miner Janice Replacing Kristi Connors MMS/ELA Teacher 2015-2016

Morse Brittany Replacing Keith Aynes CRI/ELA Teacher 2015-2016

Natseway Amy Replacing Hillary Lindsey LE/1st Grade Teacher 8/17/2015

Roberts Jamie Creek/PE Teacher 2015-2016

Russell Bret Replacing Pamela Oliganga MNMS/Spanish Teacher 2015-2016

Severin Jenna Replacing Greg Johnson LE/Music Teacher 2015-2016

Smith Michael Replacing Melvin Hibbs Maintenance/Licensed Plumber 7/14/2015

White Pamela Replacing Kayla Watkins ME/4th Grade Teacher 2015-2016

Wilson Steven Replacing JoJo McNeal High School/Spec Ed TA 2015-2016

Wirsich Catherine Replacing Shelly Starr MNMS/Spec Ed Teacher 2015-2016

Young Amy Replacing Angela Farris MNMS/ELA Teacher 2015-2016

Last Name First Name From: Site/Assignment To:  Site/Assignment Effective

Reassignments

Calvert Dianna Transportation Clerk Director Of Transportation 7/1/2015

Clason Fred Transportation/Mechanic Transportation/Head Mechanic 7/1/2015

Farris Angela MNMS/ELA Teacher MNMS/Math Teacher 2015-2016

Goble Mark District/General Maintenance Creek/Head Custodian 7/1/2015

Koehn Lanessa MVE/Nurse Assistant MVE/Site Secretary 2015-2016

Lamance Meda PVE/Custodian PVE/Head Custodian 7/1/2015

Lamkin Terry Trails/Nurse Assistant LE/Nurse Assistant 2015-2016

Mills Angela MMS/Media Assistant MMS/Spec Ed TA 2015-2016

Neff Lisa Creek/Spec Ed TA MNMS/Spec Ed TA 2015-2016

Rosko Cassie MEC/Nurse Assistant CRI/Nurse Assistant 2015-2016

Siddiki Bilkis MNMS/4.0 Cafe Assistant MNMS/6.5 Cafe Assistant 7/1/2015

Torre Sandra Creek/3rd Grade Teacher Creek/4th Grade Teacher 2015-2016

Waggoner Amber ME/Nurse Assistant MVE & Trails/Nurse Assistant 2015-2016

Watkins Kayla ME/4th Grade Teacher Cent/4th Grade Teacher 2015-2016

Webster Theresa LE/Media Assistant High School/Spec Ed TA 2015-2016

Last Name First Name Assignment Site Effective

Extra-Duty/Supplemental:

Open

Assistant Coach/8th Grade 

Football MMS 2015-2016

Open Assistant Coach/Boys Track MMS 2015-2016

Open

Assistant Coach/8th Grade Boys 

Basketball MNMS 2015-2016

Open Assistant Coach/Boys Track MNMS 2015-2016

Open Assistant Coach/Girls Track MNMS 2015-2016

Open Assistant Coach/Softball High School 2015-2016

Open Assistant Coach/Softball High School 2015-2016

Open Head Coach/Girls Soccer High School 2015-2016

Open Assistant Coach/Baseball High School 2015-2016

Open Assistant Coach/Baseball High School 2015-2016

Last Name First Name Assignment Site Effective

Extra-Duty/Supplemental:

Open Assistant Coach/Girls Soccer High School 2015-2016

Open Assistant Coach/Girls Soccer High School 2015-2016

Open Assistant Coach/Boys Tennis High School 2015-2016

Open Assistant Coach/Boys Track High School 2015-2016

2
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SCHEDULE "A"

July 13,2015

Open Assistant Coach/Boys Golf High School 2015-2016

Allen Craig Assistant Coach/Wrestling High School 2015-2016

Allen Will Head Coach/Boys Tennis High School 2015-2016

Allen Will Head Coach/Wrestling High School 2015-2016

Anthony Resa Assistant Coach/Girls Track MNMS 2015-2016

Austin Kim 5th Grade Team Leader CRI 2015-2016

Bailey Vickie Head Coach/Girls Cross Country High School 2015-2016

Baldwin Chris

Head Coach/ 7th Grade Boys 

Basketball MNMS 2015-2016

Baldwin Chris

Assistant Coach/7th Grade 

Football MNMS 2015-2016

Baldwin Chris Assistant Coach/Boys Track MNMS 2015-2016

Basco Gina Head Coach/ Girls Track MMS 2015-2016

Bernhardt Caitlyn Head Coach/Volleyball High School 2015-2016

Bjerk Joy Spirit Club MNMS 2015-2016

Blocker Lance

Head Coach/8th Grade Boys 

Basketball MMS 2015-2016

Blocker Lance Head Coach/ 7th Grade Football MMS 2015-2016

Blocker Lance Boys Golf MMS 2015-2016

Booth Ryan Head Coach/7th Grade Football MNMS 2015-2016

Booth Ryan Girls Golf MNMS 2015-2016

Bridges Karen Athletic Director MMS 2015-2016

Bridges Karen  Boys Cross Country MMS 2015-2016

Bridges Karen  Girls Cross Country MMS 2015-2016

Bridges Karen Girls Golf MMS 2015-2016

Brooks Sean Assistant Coach/Baseball High School 2015-2016

Bryant Lori Team Leader MEC 2015-2016

Bryce Amanda

Assistant Coach/Girls Cross 

Country High School 2015-2016

Bryce Amanda Assistant Coach/Girls Track High School 2015-2016

Burch Nathan Boys Cross Country MNMS 2015-2016

Burch Nathan Girls Cross Country MNMS 2015-2016

Burch Nathan Girls Tennis MNMS 2015-2016

Carothers Rhoda Assistant Coach/Volleyball MNMS 2015-2016

Caudle Katy Head Coach/Cheer High School 2015-2016

Chavez Jose

Volunteer Assistant 

Coach/Wrestling High School 2015-2016

Clifton Bruce Head Coach/Swimming High School 2015-2016

Collins Jacob

Assistant Coach/ 8th Grade Boys 

Basketball MMS 2015-2016

Combs Christie 5th Grade Team Leader CRI 2015-2016

Combs Christie Student Council Sponsor CRI 2015-2016

Cooper Josh

Volunteer Assistant 

Coach/Football High School 2015-2016

Last Name First Name Assignment Site Effective

Extra-Duty/Supplemental:

Creger Aimee

Volunteer Assistant 

Coach/Softball High School 2015-2016

Cullen Carnie Yearbook Sponsor CRI 2015-2016

Davis Sharolyn 6th Grade Team Leader CRI 2015-2016

Dennison Kelly Head Coach/Pom Pon High School 2015-2016

Dewberry Tiarra

Adjunct Assistant Coach/Girls 

Basketball High School 2015-2016

Dick Brad Assistant Coach/Wrestling High School 2015-2016
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Dillard Tom Boys Golf MNMS 2015-2016

Dillard Tom Head Coach/Volleyball MNMS 2015-2016

Ditmore Holly Head Coach/ Volleyball MMS 2015-2016

Dombek Jeremy Head Coach/Football High School 2015-2016

Downing Debra

Professional Development 

Committee Member MEC 2015-2016

Earley Kristen 5th Grade Team Leader CRI 2015-2016

Earley Kristen Assistant Coach/ Softball MMS 2015-2016

Edwards Jennifer Assistant Coach/ Volleyball MMS 2015-2016

Ervin Dana Team Leader MEC 2015-2016

Evans Tony

Assistant Coach/7th Grade 

Football MNMS 2015-2016

Evans Tony Assistant Coach/Swimming High School 2015-2016

Fears Shonda 6th Grade Team Leader CRI 2015-2016

Fletcher Max

Head Coach/ 7th Grade Boys 

Basketball MMS 2015-2016

Golemon Troy Head Coach/ 8th Grade Football MMS 2015-2016

Golemon Troy Head Coach/ Boys Track MMS 2015-2016

Gray Susan Speech Path Department Head District 2015-2016

Hannaford Tracy Summer Counseling Secretary High School 6/1/2015

Hannon John Assistant Coach/Boys Track High School 2015-2016

Hannon John Assistant Coach/Football High School 2015-2016

Harper Chad Head Coach/Boys Golf High School 2015-2016

Harper Chad Assistant Coach/Football High School 2015-2016

Harper Jeremy Assistant Coach/Wrestling High School 2015-2016

Harper Jeremy Assistant Coach/Football High School 2015-2016

Harrison Jackie Assistant Coach/Pom Pon Hign School 2015-2016

Hasty Jami

Special Education Department 

Chair CRI 2015-2016

Haywood Curtis

Adjunt Assistant Coach/Boys 

Basketball High School 2015-2016

Heinen Hope Assistant Coach/Girls Basketball High School 2015-2016

Hess Wess

Adjunct Assistant Coach/Boys 

Soccer High School 2015-2016

Hill Kameron

Head Coach/ 8th Grade Girls 

Basketball MMS 2015-2016

Holder Erin 6th Grade Team Leader CRI 2015-2016

Homer Jared

Assistant Coach/ 7th Grade 

Football MMS 2015-2016

Homer Jared Head Coach/Boys Soccer High School 2015-2016

Hull Adam

Assistant Coach/ 7th Grade Girls 

Basketball MMS 2015-2016

Last Name First Name Assignment Site Effective

Extra-Duty/Supplemental:

Hull Adam

Assistant Coach/ 8th Grade 

Football MMS 2015-2016

Hurst Garrett Boys Tennis MNMS 2015-2016

Hurst Garrett Assistant Coach/Volleyball MNMS 2015-2016

Hurst Taylor Head Coach/Girls Tennis High School 2015-2016

Jackson Kendrick

Adjunt Assistant Coach/Boys 

Basketball High School 2015-2016

Johnson Robert Assistant Coach/Wrestling MMS 2015-2016

Johnson Robert Assistant Coach/Wrestling MNMS 2015-2016
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Jones Amy Assistant Coach/Softball High School 2015-2016

Jones Jay Assistant Coach/Boys Tennis High School 2015-2016

Karn Heather Awards Coordinator CRI 2015-2016

Ketch Doug Assistant Coach/Boys Tennis High School 2015-2016

Ketch Doug Assistant Coach/Football High School 2015-2016

Koch Kevin Webmaster CRI 2015-2016

Koch Kevin 6th Grade Scholastic Coach CRI 2015-2016

Koehler Kurt

Adjunct Assistant 

Coach/Swimming High School 2015-2016

Korstjens Kevin Head Coach/Girls Basketball High School 2015-2016

Lacy Ricky Adjunct Assistant Coach/Football High School 2015-2016

Larson Dana

Assistant Coach/7th Grade Girls 

Basketball MNMS 2015-2016

Larson Dana

Assistant Coach/8th Grade Girls 

Basketball MNMS 2015-2016

Larson Dana Assistant Coach/Softball MNMS 2015-2016

Liberty Adam

Adjunt Assistant Coach/Boys 

Basketball High School 2015-2016

Little Cody

Assistant Coach/ 7th Grade 

Football MMS 2015-2016

Little Cody Head Coach/ Wrestling MMS 2015-2016

Long Chad Assistant Coach/Boys Soccer High School 2015-2016

Long Terry Head Coach/Boys Basketball High School 2015-2016

Mathes Brandon

Assistant Coach/ 7th Grade 

Football MMS 2015-2016

Maynard Rocky Athletic Director MNMS 2015-2016

McGarry Mike Head Coach/Boys Cross Country High School 2015-2016

Meledeo Mike Head Coach/Girls Golf High School 2015-2016

Melvin Travis

Assistant Coach/7th Grade Boys 

Basketball MNMS 2015-2016

Melvin Travis

Assistant Coach/8th Grade 

Football MNMS 2015-2016

Miles Jody Assistant Coach/Volleyball High School 2015-2016

Miller Eddie Assistant Coach/Football High School 2015-2016

Mitchell Matthew Head Coach/Girls Track MNMS 2015-2016

Mitchell Matthew

Assistant Coach/8th Grade 

Football MNMS 2015-2016

Murray Molly Webmaster MEC 2015-2016

Nixon Kelly Head Coach/Cheer MNMS 2015-2016

Last Name First Name Assignment Site Effective

Extra-Duty/Supplemental:

Osborne Greg

Assistant Coach/Boys Cross 

Country High School 2015-2016

Osborne Greg Assistant Coach/Girls Golf High School 2015-2016

Oswald Greg Assistant Coach/Baseball High School 2015-2016

Page Jason

Head Coach/8th Grade Boys 

Basketball MNMS 2015-2016

Page Jason

Assistant Coach/7th Grade 

Football MNMS 2015-2016
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Patton Casey Assistant Coach/Girls Basketball High School 2015-2016

Peery Bobbi Math Data Analyst CRI 2015-2016

Peterson Eric Head Coach/Girls Track High School 2015-2016

Peterson Eric Assistant Coach/Football High School 2015-2016

Picklo Brian Assistant Coach/ Wrestling MMS 2015-2016

Ponder Randy

Adjunt Assistant Coach/Boys 

Basketball High School 2015-2016

Prestidge Clif Adjunct Assistant Coach/Football High School 2015-2016

Price Cody Assistant Coach/Baseball High School 2015-2016

Prock Jared Assistant Coach/Baseball High School 2015-2016

Reed Jennifer Team Leader MEC 2015-2016

Reed Stephanie

Head Coach/7th Grade Girls 

Basketball MNMS 2015-2016

Reed Stephanie

Head Coach/8th Grade Girls 

Basketball MNMS 2015-2016

Reed Stephanie Head Coach/Softball MNMS 2015-2016

Riggs Lindsay Assistant Coach/Girls Soccer High School 2015-2016

Roberts Jamie Head Coach/Softball High School 2015-2016

Schrick Tamara Department Head /Psychologist District 2015-2016

Selby Scott Head Coach/Baseball High School 2015-2016

Stout Sohailah Music CRI 2015-2016

Stover Charles Head Coach/Boys Track High School 2015-2016

Stover Charles Assistant Coach/Football High School 2015-2016

Troxell Emilie Assistant Coach/Volleyball High School 2015-2016

Tschetter Ben Head Coach/8th Grade Football MNMS 2015-2016

Tschetter Ben Head Coach/Boys Track MNMS 2015-2016

Vanbuskirk Bree Assistant Coach/Girls Basketball High School 2015-2016

Wagnon J.C.

Head Coach/ 7th Grade Girls 

Basketball MMS 2015-2016

Wagnon J.C.

Assistant Coach/ 8th Grade 

Football MMS 2015-2016

Wagnon J.C. Girls Tennis MMS 2015-2016

Walker Caitlin Assistant Coach/Cheer High School 2015-2016

Webb Harley Assistant Coach/ Girls Track MMS 2015-2016

Webb Harley Assistant Coach/Softball High School 2015-2016

Weinrich Mandy Head Coach/ Cheer MMS 2015-2016

Wilkes Jessica

Professional Development 

Committee Bldg Coordinator CRI 2015-2016

Wilkes Jessica Academic Team Assistant CRI 2015-2016

Williams Kyle Assistant Coach/Football High School 2015-2016

Yates Mark Assistant Coach/Football High School 2015-2016

Wilkes Jessica

Assistant Coach/ 8th Grade Girls 

Basketball MMS 2015-2016

Last Name First Name Assignment Site Effective

Extra-Duty/Supplemental:

Wilkes Jessica Head Coach/ Softball MMS 2015-2016

Williams Annie Assistant Coach/ Cheer MMS 2015-2016

Wood Jeana

Assistant Coach/ 7th Grade Boys 

Basketball MMS 2015-2016

Wood Jeana Boys Tennis MMS 2015-2016

Wythe Tyler

Adjunct Assistant Coach/Boys 

Soccer High School 2015-2016
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SUPPORT OCCUPATIONAL THERAPY ASSISTANT REHIRED FOR 2015-2016 SY

Pancoast,Tanya
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	Agenda
	A. Invocation and Flag Salute
	B. Roll Call (may be silent)
	C. Superintendent's Report
	1. Construction Update
	Construction update

	2. SDE Annual Conference
	3. Board Correspondence

	D. Deputy Superintendent Report
	1. Summer Central Enrollment
	Summer Central Enrollment 

	2. HR Update

	E. Board Reports
	F. Standing and Financial Resolutions
	1. Chief Financial Officer Report
	a. Vote to approve or not approve the Schedule of Encumbrances and Monthly Financial Reports:
	2015 Encumbrances
	2016 Encumbrances
	Cash Balances
	Custodial Analysis



	G. Public Participation
	H. Consent Agenda
	1. Board of Education Minutes:
	a. June 8, 2015 Regular Board Minutes
	June 8 Board Minutes

	b. June 24, 2015 Special Board Minutes
	June 24, 2015 Special Board Minutes


	2. Transfer of Funds:
	a. Transfer from HS Activity Acct #818 to Administration Activity Fund #867 in the amount of $53.36 for reimbursement.
	Transfer

	b. Transfer from HS Cheer Activity Account #861 to Athletics Activity Account #818 in the amount of $200.00 for relay for life.
	Cheer Transfer

	c. Transfer to HS Athletics Activity Account #803 from closing activity accounts below: 1. HS Cheer Athletics Activity Acct #817 - $104.86 2. HS Boy's Basketball Activity Acct #805 - $116.00 3. HS Boys Tennis Activity Acct #880 - $172.83 4. HS Baseball Activity Acct #865 - $73.97 5. HS Swim Team Activity Acct #962 - $194.99 6. HS Boys Track Activity Acct #941 - $369.39 7. HS Wrestling Activity Acct #925 - $2.49 8. HS Girls Soccer Activity Acct #883 - $2,888.50 9. HS Girls Softball Activity Acct #871 - $549.62 10. HS Golf Activity Acct #822 - $72.33 11. HS Girls Track Activity Acct #820 - $364.32 12. HS Boys Soccer Activity Acct #819 - $1,991.44 13. HS Girls Basketball Activity Acct #321.74 14. HS Freshman/Varsity Football Activity Acct #876 - $1,816.00 15. HS Boys/Girls Cross Country Activity Acct #882 - $3,402.20
	Cheer, Basketball Transfer
	Cross Country
	Soccer, Basketball, Football
	softball, golf and track
	Tennis, Baseball, Swimming
	Track, Wrestling, Soccer


	3. Acceptance of Donation:
	a. Approval of donation of purchase and installation of digital sign for Mustang Elementary from the Mustang Elementary PTO.
	Digitial Sign
	ME Sign


	4. Approval of Revisions of Policy and Procedures:
	a. Policy #5065 Proficiency-Based Promotion/Credit by Examination - TABLED
	Policy 5065

	b. Policy#5070 Promotion & Retention
	Policy #5070 

	c. Policy #5080 Student Conduct and Discipline - Suspension Appeal Process
	Policy 5080 - Suspension Appeal portion changes


	5. Approval of list of open transfers for SY15-16:
	Open Transfers

	6. Approval of Technology Surplus of computers, monitors and peripheral components.
	List of surplus

	7. Approval for Rosenstein Fist & Ringold to provide legal services on an "as needed" basis for SY2015-2016.
	Rosenstein Fist and Ringold
	Rosenstein memo

	8. Approval for Walta & Walta to provide legal services on an "as needed" basis for SY15-16.
	memo
	Walta Contract

	9. Approval for McAfee & Taft Law firm to provide legal services on an "as needed" basis for SY15-16.
	McAfee & Taft

	10. Approval of new job description for Coordinator position: Coordinator of Federal Programs
	Job Description

	11. Approval of renewal of contract with City of Mustang for two (2) experienced Mustang police officers for the SY15-16 in the amount of $117,862.30.
	City of Mustang

	12. Approval of renewal of contract with Westmoreland Therapies, LLC for Speech/Language Therapy to provide services to identified students with special needs for the SY15-16 paid with federal funds.
	Westmoreland Therapy

	13. Approval of renewal of contract with Dr. Scott Singleton, BCBA to provide specialized services relating to the provision of educational and behavioral services for specifically identified students for SY15-16, paid with federal funds.
	Dr. Scott Singleton

	14. Approval of renewal of Contract with Canadian County Health Department for SY15-16 to perform services as part of the Autism Toddler Replication Program of Early Foundations. This program is funded from project 641 of Federal Funds in the amount of $1,000 per month for a teacher assistant.
	Canadian County Health Contract

	15. Approval of renewal of contract with Big Teams to maintain the Mustang Athletics website, www.mustangbroncos.org for the SY15-16 school year at a fee of $1,200.00, paid out of Activity Account #803.
	Big Teams
	Invoice 
	Service Agreement
	User Agreement

	16. Approval of renewal of contract for the athletic department to use Rank One Sport Athlete Management and Scheduling Software for the SY15-16 school year at a fee of $500.00 paid out of Activity Account #803.
	Rank One
	Rank One Contract

	17. Approval of renewal of contract with Canadian County Education Center for 12 seats in the amount of $38,268.00 for the SY15-16.
	CCEC

	18. Approval of renewal of contract with Visual Senses to provide educational consultant services of students who present a visual impairment for the SY15-16.
	Visual Senses
	Visual Senses Memo

	19. Approval of renewal of contract with Speech Pathway, LLC for Speech/Language Therapy to provide services to identified students with special needs for the SY15-16 and paid with federal funds.
	Speech Pathway

	20. Approval of renewal of contracts with Sybil George, Amy Farris, Stephanie Pyle, April Sanders and Shelly Neeley for Occupational Therapy to provide services to identified students with special needs for the SY15-16.
	Amy Farris
	April Sanders
	Shelly Neeley
	Stephanie Pyle
	Sybil George

	21. Approval of renewal of contracts with JoAnne Walkup and Melody Thomason for Physical Therapy services to identified students with special needs for the SY15-16.
	JoAnne Walkup
	Melody Thomason

	22. Approval of renewal of contract with Lesa Carter as Consultant for the Deaf/Hard of Hearing to provide services to identified students with special needs for the SY15-16 paid with federal funds.
	Lesa Carter

	23. Approval of renewal of agreement with The University of Central Oklahoma to provide clinical rotation experience for speech-language pathology students for the SY15-16.
	UCO

	24. Approval of renewal of contract with Project Enriching Children's Communication Opportunities (ECCO)to provide services to identified as deaf or hard of hearing with information and training to the family to enhance child's communication development for the SY15-16, paid with federal funds.
	ECCO

	25. Approval of renewal of contract with Sign Language Resource Services, Inc. (SLRS, Inc.) for certified Sign Language Services for the entire school district for the SY15-16.
	26. Approval of renewal of policy maintenance with Oklahoma State School Board Association for SY15-16 in the amount of $500.00.
	OSSBA policy mainteance

	27. Approval of renewal of membership with United Suburban Schools Association for SY15-16 in the amount of $1,650.00.
	USSA membership

	28. Approval of the MPS Support Handbook for SY15-16.
	Support Handbook Revisions

	29. Approval of awarding Sam's Club the copy paper bid for the District copy paper for the SY15-16.
	paper bid

	30. Approval of Timberlake Change Order #1 for the following on the Mustang Elementary Re-roof: *This change order will be a deduct to the contract amount for the deletion of new roof insulation and re-using existing roof insulation found to be in good condition. This will be a total decrease to the CONTRACT of $42,044.00
	Timberlake Change Order #1

	31. Approval of Timberlake Change Order #7 on the Mustang Elementary Gym. This will decrease the contingency of $7,598.71.
	ME Gym Change Order #7

	32. Approval of Timberlake Change Order #8 on MPS Event Center. Total to be deducted from Contingency - $608.60 1. PCO 28 – RFI070 – Walls up in IT room 126 - $2,329 2. PCO30 – ASI029 – Remove front dormer – CREDIT $<8,023.00> 3. PCO47 – Submittal review comments for Elevator Equipment Room Door re-work - $77.65 4. PCO59 – ASI035 – Filter concerns for RTU’s by Owner - $5,695.69 5. PCO62 – ASI040 – Add’l electrical outlets requested by Owner - $529.26
	Change Order #8

	33. Approval of Timberlake Change Order #1 for the JROTC Training Center. This will be a credit to the contingency of $2,367.50.
	JROTC


	I. Business
	1. The Board will consider and may vote to approve the bids for new computer for classrooms and labs for High School and Creek Elementary.
	Computer bid sheet and memo

	2. The Board will consider and may vote to approve the contract with Earth Networks-WeatherBug severe weather Alerting program for SY15-16, renewal is based annually and will be paid out of Athletic Activity Account #898 in the amount of $1,500.00.
	Earthworks

	3. The Board will consider and may vote to approve the MAPS request for the purchase of various textbooks district wide in the amount of $170,000.00.
	MAPS for textbooks


	J. New Business:
	K. Executive Session The Board of Education will consider and may vote to convene in Executive Session.
	1. Oklahoma Statutes Title 25, § Section 307(B)(1): Discuss employment, hiring, appointment, promotion, demotion, disciplining, or resignation of an employee.
	a. Schedule "A"
	July 13,2015 Schedule A&B

	b. Schedule "B"

	2. Oklahoma Statutes Title 25, Section 307 § (B)(2): Discussing negotiations concerning employees and representatives of employee groups.
	3. Oklahoma Statutes Section 307 (B) (3): Discussing the purchase or appraisal of real property

	L. Acknowledge Return to Open Session
	M. Statement of Executive Session Minutes by Board Clerk
	N. Vote to approve or not approve the Superintendent's Recommendation concerning employment as listed on Schedule "A".
	O. Vote to approve or not approve the Superintendent recommendation concerning employment as listed on Schedule "B".
	P. Adjournment.

